Signing/Certifying NIH Other Support Pages via Adobe Sign

As set out in NIH NOT-OD-21-073, all individuals designated as senior/key personnel must certify that the
information provided in an Other Support page is true, complete and accurate to the best of the individual’s
knowledge.

An NIH format page for Other Support is provided by NIH and this format page originates as a Microsoft Word
document. The drafting, review and editing performed by the senior/key personnel and his/her administrator
should be completed in Microsoft Word before transferring it to Adobe Sign.

After finalizing the Other Support document in Microsoft Word, the senior/key personnel for whom the Other
Support page has been prepared must sign and certify the document via Adobe Sign. Log in to Adobe Sign using
the senior/key personnel’s UAB campus email address (e.g., johndoe@uab.edu)! and select the “Company or
School Account” option. The signing of the Other Support document may not be delegated. The Other Support
document must be signed by the senior/key personnel for whom the Other Support page has been prepared.
The DUO Two-Factor Authentication procedure will ensure the senior/key personnel is completing the signature.

After logging in to Adobe Sign, the senior/key personnel will select the “Fill and sign a document” option circled
in red below.
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https://grants.nih.gov/grants/guide/notice-files/NOT-OD-21-073.html
https://grants.nih.gov/sites/default/files/other-support-format-page-rev-12-2020.docx
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mailto:johndoe@uab.edu
https://www.uab.edu/adobesign
mailto:johndoe@uabmc.edu

Next, the senior/key personnel should see the following screen. Take note of the items circled in red below. The
senior/key personnel must see these items to ensure he/she is correctly performing the signature process. The
senior/key personnel will add the finalized Other Support page to the “Files” box as designated by the green
comment box below.
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Select the blue “Next” button and the document will begin processing.



The finalized Other Support document will appear. Scroll down to the attestation block and add a digital
signature field by dragging “Digital Signature” circled in red below to the document’s signature line. Similarly,
use the drop-down menu under “Signer Info Fields” to drag “Date” to the document’s date line.

W Ut Corives () W
I, POVPi or ofter senionkey personnel, certify that the statements herein ane true, cornplete and (Sigret)
accurate 10 the best of my knowledge, and accept the obligation to comply with Public Health
Services lerms and conditions if a grant is awarded as a result of this application. | am awane
that any faise fichitious, or fraudulent statements or claims may subject me to ciminal, ovil, or Signature Ficlds
Segriatare
—
Date L Dugetal Sqgrature b
Imatial
Signes inlo Feldy
Tl
Cormparry
Faane

~H Other Sepport Fomt Fage

After dragging the digital signature and the date to their designated lines, use those fields to complete the
signature and the date.

I, PD/PI or other seniorfkey personnel, certify that the statements herein are true, complete and
accurate to the best of my knowledge, and accept the obligation to comply with Public Health
Services terms and conditions if a grant is awarded as a result of this application. | am aware
that any false, fictitious, or fraudulent statements or claims may subject me to criminal, civil, or
administrative penalties.
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Page. Other Support Format Page

Once the signature and date fields are inserted and completed, select the blue “Sign” button at the bottom right
of the screen.



After selecting the “Sign” button, the senior/key personnel has successfully signed and dated the document. An
email will be automatically sent to the signer.

After successfully signing the document, the senior/key personnel should select “Download a Copy” to save an
original copy to his/her files. The senior/key personnel and/or his/her administrator must save the Adobe Signed
original copy for their files.
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Per NIH guidelines, the signed Other Support page must be “flattened” before being submitted to NIH. To do so,
select “Download a Copy” and select the printer icon in the top right of the screen. In the printer drop-down
menu, select the “Microsoft Print to PDF” option to properly “flatten” the signed Other Support page. After
doing so, the signer should retain a copy of the original Adobe Sign document and a copy of the “flattened”
version of the signed Other Support document.

NOTE: Only the senior/key personnel member for whom an Other Support page is prepared may sign and certify
the Other Support page. No “per” signatures are allowed. Once the document is signed and dated, no changes
can be made to the document. Please ensure accuracy before initiating the signing process in Adobe Sign.

Additional Adobe Sign tutorials are available at the following links:

e UAB’s eSignature page; and
e Signing a document.



https://www.uab.edu/it/home/tech-solutions/services/esignature
https://helpx.adobe.com/sign/how-to/adobe-for-signers.html

