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Latest Updates

March 10, 2025

Added a new topic explaining the requirements and steps for an organization to request
a new signing official (SO) account. See Requesting a New Signing Official Account (If No
SOs Available) on page 167.

February 28, 25

Revised ORCID iD topic with updated instructions for linking your ORCID iD to eRA Com-
mons; see The ORCID iD.

December 11, 2024

Updated the look of the Re-Assign Award screen (for signing officials only), and added
instructions on how to use the re-designed error checks for RPPRs. See Steps for SO to
Re-assign an Award on page 470 and Checking for Errors and Warnings on page 429.

October 15, 2024

Removed online help relating to Demo Commons environment, due to its retirement.
See Commons Demo to be Retired October 14 for more information.

October 1, 2024

Updated the Just in Time (JIT) topic to show the Data Management and Sharing (DMS)
section, which has been added to allow funding agencies to request DMS plan inform-
ation from applicants. Also updated the JIT topic to no longer refer to the automated JIT
email that is being retired. See Just in Time (JIT) Screen on page 540.

October 1, 2024

Updated screenshots for Research Performance Progress Report (RPPR) section C.
Products, to align with new questions (C.5.c) for Data Management and Sharing pro-
gress. See C. Products on page 340.
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October 1, 2024

Added a new request type to Prior Approval documentation. The new "DMS Request"”
type is intended for NIH recipients who are subject to the Final NIH Policy for Data Man-
agement and Sharing (DMS) Policy to submit revisions to their approved DMS Plan. See
Prior Approval - DMS Request on page 295.

October 1, 2024

Updated Closeout documentation to include Agency for Healthcare Research and Qual-
ity (AHRQ). AHRQ awardees will use the eRA Commons closeout screens and procedures
to fulfill closeout requirements starting October 1, 2024. See Closeout for AHRQ Awards
on page 606.

August 22, 2024

As part of the transition from DUNS number to Unique Entity Identifiers (UEls), the DUNS
number has been removed from Register Your Institution application. The DUNS number
has been replaced with the Unique Entity Identifier (UEI), which is a registration available
from SAM.gov. See Registering Institutions and Organizations on page 50.

August 9, 2024

As part of the transition from DUNS number to Unique Entity Identifiers (UEls), the DUNS
number has been removed from the About This Institution section of the Institutional Pro-
file. A DUNS field has also been removed from the A. Cover Page of Research Per-
formance Progress Reports (RPPRs). The DUNS number has been replaced with the
Unique Entity Identifier (UEI), which is a registration available from SAM.gov. See About
the Institution on page 250.

July 30, 2024

Rewrote instructions on how to fill out the final invention statement for closeout due to
changes in the Process Final Invention Statement screen; see Closeout—Final Invention
Statement on page 697.
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June 24, 2024

Added a new topic describing how to search for awards pending closeout, awards with
RPPRs due soon, and recently issued Noticed of Awards; see Finding Recent NoAs,
Awards with RPPRs Due, or Awards Pending Closeout on page 773.

June 11, 2024

Added a new topic describing the Additional Materials closeout task which can appear
for awards granted by the CDC; see Closeout—Additional Materials (CDC) on page 642.

June 5, 2024

Updated topics for submitting a reference letter to align help with screen updates and
the new terminology of Notice of Funding Opportunity (NOFO) rather than Funding
Opportunity Announcement (FOA); see Submitting Reference Letters on page 766.

June 4, 2024

Updated Welcome topic that describes eRA Commons login/landing pages to align with
screen changes and the retirement of Quick Queries; see Welcome to eRA Commons! on
page 42.

May 9, 2024

Updated topic for skipping the two-day viewing window for administrative supplements
to align help with the refreshed look of related screens. See Bypassing the 2-Business-
Day Application Viewing Window for Administrative Supplements on page 489.

May 8, 2024

Updated topic for submitting Final Progress Report Additional Materials (FRAM) to align
help with the refreshed look of the FRAM screen. See Closeout—Final Progress Report
Additional Materials (FRAM) on page 704.

May 6, 2024

Updated topics that relate to logging in to align help with the refreshed look of those
screens. See Logging into eRA Commons on page 62.
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May 2, 2024

Updated the topic for submitting Public Access PRAM to align help with the refreshed
look of the Public Access Progress Report Additional Material (PRAM) screen. See Respond-
ing to Public Access PRAM on page 439.

May 1, 2024

Updated the topic for changing password to align help with the refreshed look of the
Change Passwordscreen. See Changing Your Password on page 145.

April 30, 2024

Updated the topic for switching to a different affiliated institution to align help with the
refreshed look of the Change Organization screen. See Changing to a Different Affiliated
Organization on page 135.

April 29, 2024

Updated the topic for submitting agency-requested PRAM to align help with the
refreshed look of the Progress Report Additional Material (PRAM) screen. See Responding
to Agency Requested PRAM on page 448.

April 26, 2024

Updated topics related to Status for principal investigators to align help with the
refreshed look of those screens. See Status for Program Directors/Principal Investigators
(Pl Role) on page 475.

April 25, 2024

Updated topics related to Closeout tasks— Closeout—Additional Closeout Docu-
mentation on page 656and Closeout—Final Progress Report (FPR) on page 678to align
help with the refreshed look of those screens.

April 24, 2024

Updated all topics for the Personal Profile module to align help with the refreshed look
of the module; see Personal Profile Module on page 270.
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April 23, 2024

Updated the topic for the Admin module, which includes creating/editing an account,
advanced search, and delegations, to align help with the refreshed look of the Admin
module; see Create or Edit a Commons Account on page 152, Advanced Search for Pls
with Continuous Submission Eligibility on page 165, and Delegations on page 169.

April 19, 2024

Updated the topic on Interim Request for Additional Materials to align help with the
refreshed look of the Interim Request for Additional Materials screen; see Interim Report
Additional Materials (IRAM) on page 393.

April 10, 2024

Updated the topic on the Just in Time (JIT) screen to align help with the refreshed look of
that screen; see Just in Time (JIT) Screen on page 540 and Just in Time (JIT) for VA Applic-
ants on page 551.

April 2, 2024

Updated the topic on the Foreign Disclosure Request for Additional Materials screen to
align help with the refreshed look of that screen; see SBIR/STTR Foreign Disclosure
Form—~Request for Additional Materials on page 577.

April 1, 2024

Updated the topic on the OTA Request for Additional Materials screen to align help with
the refreshed look of the OTA Submitting Additional Materials screen; see Responding to
Additional Materials Requests from the Funding Agency on page 567.

March 28, 2024

Updated all topics for Institutional Profile module to align help with the refreshed look of
the module; see Institution Profile Module (IPF) on page 240.
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March 11, 2024

Updated topic on re-assigning a grant to another department/office within an institution
to align help with the refreshed look of the Re-Assign Grant screen; see Steps for SO to
Re-assign an Award on page 470.

March 6, 2024

Due to a screen update to the Recent/Pending eSubmissions screen, updated topics that
refer to that screen, where SOs and Pls can check the status of recent eSubmissions. See
How Does an AOR or SO Check Submission Status? on page 465.

March 5, 2024

Added a new topic with information on the closeout process and options for Depart-
ment of Commerce (DOC) awards. See Closeout Status for DOC Awards on page 645.

February 1, 2024

Added a new topic describing how to initiate an RPPR for a Department of Commerce
(DOC) award; see Initiating the Department of Commerce RPPR on page 522. Added gen-
eral information and updates to RPPR topics regarding DOC RPPRs. Added caveats to
RPPR, Delegation, and Role help topics that do not apply to DOC awards.

January 31, 2024

The ESI Eligibility screen was updated to a new visual appearance. Added a topic on
using the updated ES/ Eligibility screen; see ESI Eligibility Search on page 208.

January 24, 2024

Updated Basics and Navigation topic, as the header, Main Menu, tables, and table tools
have undergone minor visual updates. No functionality was changed.

January 4, 2024

Added a new topic describing how to submit a Foreign Disclosure Form. For details on
this requirement and to find a blank form, see Required Disclosures of Foreign Affil-
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iations or Relationships to Foreign Countries. For instructions on uploading the form, see
SBIR/STTR Foreign Disclosure Form—Request for Additional Materials on page 577.

January 3, 2023

Updated Locked Account topic to reflect that the Unlock Account capability was
removed from the Admin module.

November 16, 2023

Revamped the topic on Just In Time (JIT) submissions, and added information on a new
SBIR/STTR file upload section for the Foreign Interference Form on the JIT screen. See
Just in Time (JIT) Screen on page 540.

November 8, 2023

Added documentation on Payment Request Module for DOC awardees. See Payment
Request Overview on page 229.

October 30, 2023

Several changes have been made to eRA Commons modules as part of Department of
Commerce (DOC) rollout. In October of 2023, several DOC bureaus will begin using eRA
to manage the award and post-award grant lifecycle. DOC-specific documentation has
been added as follows:

» DOC awardees (SOs) can submit revision requests for awards; see Revision Requests
for DOC Awards on page 512.

» DOC awardees (SOs) can accept or decline an award, starting with a Status search;
see Accepting or Declining a DOC Award on page 509.

Agency-Specific Instructions: Department of Commerce (DOC) users: Please see
Applicant and Grantee Training for more information (https://www.-
commerce.gov/ocio/programs/gems/applicant-and-grantee-training).
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October 30, 2023

Users searching for awards in Status (SOs), RPPR, and FFR can use the new Awarding
Office/IC search criteria feature to limit search results to only specific grantor organ-
izations. See Searching for Awards by Awarding Office/IC (Search Criteria) on page 116.

October 12, 2023

As of October 12, 2023, requests to revise approved Data Management and Sharing
(DMS) Plans for NIH awards must be submitted via Prior Approval's “Other Request”
type. The online help topic, Prior Approval - Other Request on page 286, was updated
with specific instructions for using the Other Request type in Prior Approval for DMS
change requests.
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About eRA Commons

eRA Commons is a Web-based system for applicants and institutions to participate in the
electronic grant administration process.

In eRA Commons (Commons), grant applicants, grantees, and federal staff at NIH and
grantor agencies can access and share administrative information relating to research
grants. If you are registering a new institution, see https://www.era.nih.gov/register-
accounts/register-in-era-commons.htm. If you are affiliated with a registered institution
and need an eRA Commons account, contact your institution's signing official or account
administrator.

NIH extramural grantee organizations, Operating Divisions (OpDivs), grantees, and the
public are the primary users of Commons, and each type of user is assigned a specific
role (or roles). Depending on your role, you can perform a variety of functions in Com-
mons, including:

 Track the status of your grant application through the submission process, while
viewing errors and/or warnings and checking the assembled grant image.

» View summary statements and score letters following the initial review of your
application

» View the notice of award (NoA) and other key documents.

e Submit Just-in-Time (JIT) information required by the grantor agency prior to a
final award decision.

» Submit the required documentation, including the Financial Status Report/Federal
Financial Report and
Final Research Performance Progress Report (Final RPPR) to close out your grant.

» Submit a No-Cost Extension notification that the grantee has exercised its one-
time authority to extend without funds the final budget period of a grant.

» Submit an annual progress report electronically.

» Manage personal and institutional profiles.

NOTE: All attachments should be submitted in PDF format with a maximum size of 6MB.

See:

Welcome to eRA Commons! on page 42
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First-Time Login With Temporary Password on page 139
Logging into eRA Commons on page 62

Registering Institutions and Organizations on page 50

Welcome to eRA Commons!

Access eRA Commons by entering the following address into your web browser:

https://public.era.nih.gov/commonsplus

eRA Commons Login Screen (Before Logging In)

The eRA Commons login screen displays., which contains the following elements:
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@A Commons __.‘/((_ M) National Institutes of Health

Office of Extramural Research

Login with LDgin.gDV © Commons Help/Service Desk:

° eRA Commons e

D LOGIN.GOV R, 866-504-9552 R,301-402-7469

Track your application; manage and report

on your federally funded award © Hours Monday-Friday,
Login with eRA 7am-8pm EST
Credentials @
Username:
|
Password:

| Reminder: Federal financial assistance award recipients are a crucial part of safeguarding Federal funds and

maintaining a secure cyber environment. Check out this Grants.gov blog post to learn more.

@
_ Mote: Imp d Visual e for C Look for an enhanced visual appearance for Commons over the next
Login Clear

few months, as it moves to the new lock and feel of other eRA modules. The new look is part of a reguired technology

update that will enhance the security and stability of Commons. The capabilities remain the same. However, there will
(For External Users Only)

Forgot Passwerd/Unlock

Account?

be changes in the way users navigate to other modules, access action items, export documents, etc. For additional

details and images, please visit: eRA Common: Improved Visual Appearance

Mote: eRA posts Deploy t and Maint: Calendar on the eRA Website. Updates and additional details about

planned maintenance are documented in this calendar as they become available.

Login with Federated

Account @
H Register Organization = How to Create an Account

| | Your organization must complete multiple Once your organization is registered, your signing

registrations, including eRA Commoeons, in order to official creates accounts for others in the Account
submit a grant application. See Reqgister; Register Management System. For help, see Create an

. . in eRA Commons. Account.

Login with PIV/CAC

[2 Submit a Reference Letter @, LikeThis
@ Login using Smart To provide a reference letter for a fellowship or LikeThis is a thesaurus-based search toaol that

Card career development applicant. see Submit a allows you to find similar funded projects and
Reference Letter; Reference Letters. No need te log  publications.
in.

@ Report your patent in iEdison

iEdison: an interagency online reporting system for
recipients of federal funding agreements to report
subject inventions to the federal funding agency
and complete other reporting as required by the
Bayh-Dole Act and its implementing regulations.

Learn How to Use eRA Systems RES AN ERY A @ Submit a Service Desk ticket

® Help Topics for e@e Help Topics for Help Topics for
? Applicants ‘-® Grantees Reviewers

Privacy Act Statement

This warning banner provides privacy and secunty notices consistent with applicable federal laws, directives, and other federal

-

Figure 1: eRA Commons login screen

Login Section

There are four login methods in the login section to access eRA Commons .
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Principal investigators, reviewers, and key personnel associated with an application or an
RPPR are required to use two factor authentication for enhanced security. This can be
through a federated (institution) account if it meets NIH required security requirements,
or through the use of Login.gov, the federal secure login system. If a user is required to
transition to a more secure login system, they receive a message upon login guiding
them through using Login.gov with eRA Commons. See Transitioning To and Using

Login.gov on page 67.

Login with Login.gov @
0 LOGIN.GOV

Login with eRA Credentials
7]

Username:

Password:

| @

(For External Users Only)

Forgot Password/Unlock Account?

Login with Federated
Account @

Login with PIV/CAC

2 4@ Login using Smart Card
-

Figure 2: Four login methods on upper left of eRA Commons login screen, including

Login.gov, eRA Credentials, Federated Account, and PIV/CAC smartcard

Service Desk Section

Service desk phone numbers and hours are listed in the upper right.
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© Commons Help/Service Desk

Y. 866-504-9552 Ra 301-402-7469

© Hours Monday-Friday, 7am-8pm EST

Figure 3: Service desk section in upper right of login screen, listing phone numbers and
hours

Recent News Section

Read the recent news to find important announcements of upcoming or ongoing activ-
ities that might affect your work.

A Recent News

Reminder: Federal financial assistance award recipients are a crucial part of safeguarding Federal funds and maintaining a secure cyber

environment. Check out this Grants gov blog post to learn more.

Mote: Improved Visual Appearance for Commaons: Look for an enhanced visual appearance for Commons over the next few months, as it
maoves to the new look and feel of other eRA modules. The new logk is part of a reguired technology update that will enhance the security
and stability of Commons. The capabilities remain the same. However, there will be changes in the way users navigate to other modules,

access action items, export documents, etc. For additional details and images, please visit: eRA Commeon: Improved Visual Appearance

Figure 4: The Recent News section, below the Service Desk section, lists upcoming or ongo-
ing activities that might affect your work in eRA Commons

Important Links Section

Below the Recent News section are links to help you:

* Register a new organization with eRA Commons--no eRA account required.

« Create accounts for your organization's users.

« Learn about and Submit a Reference Letter--no eRA account required.

« Jump to the iEdison system maintained by NIST to register and manage inventions.

« Connect to the LikeThis system, where you can enter queries to find similar projects.
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B Register Organization = How to Create an Account

Your erganization must complete multiple registrations, Once your organization is registered, your signing official
including eRA Commeons, in order to submit a grant creates accounts for others in the Account Management
application. See Register; Register in eRA Commons. System. For help, see Create an Account.

[5) Submit a Reference Letter @, LikeThis

To provide a reference letter for a fellowship or career LikeThis is a thesaurus-based search tool that allows you to
development applicant, see Submit a Reference letter; find similar funded projects and publications.

Eeference Letters. No need to log in.

@ Report your patent in iEdison

iEdison: an interagency online reporting system for
recipients of federal funding agreements to report subject
inventions to the federal funding agency and complate

other reporting as required by the Bayh-Dole Act and its

implementing regulations.

Figure 5: Important links include those relating to registering an organization, submitting
reference letters, reporting patents, creating accounts, and using the LikeThis search mod-
ule

Learn How... Section

New to eRA Commons? Click buttons in the Learn How to Use eRA Systems section to see
help for your specific situation, whether you're applying for an award, need to manage
an award you've already received, or are evaluating award applications as a peer
reviewer.

Learn How to Use eRA Systems Need more Help?
\g Help Topics for 1 X Help Topics for Help Topics for
f Applicants ‘=" Grantees Reviewers

Figure 6: Learn How to Use eRA Systems buttons at bottom of eRA Commons login and
landing screens, which link to helpful topics for a variety of user types

eRA Commons Landing Screen (After Logging In)

After logging in, you see the home, or landing, screen, which is similar to the login screen
except that it has navigation to eRA modules.
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EEE “ eRA Commons ___{é_ m) National Institutes of Health

Office of Extramural Ressarch

aTn
s eRA Commons e

Track your ape

@ Commons Help/Service Desk

. 866-504-9552 . 301-402-7469

nlication; manage and report

on your federally funded award @ Hours Monday-Friday, 7am-8pm EST
ﬁ

ASSIST

* cRA Maintenance Calendar

[2) Submit a Reference Letter

To provide a reference letter for a fellowship or career development applicant, see Submit a Reference Letter; Reference
Letters.

Internet Assisted Review

LikeThi
(IAR) @, LikeThis

LikeThis is a thesaurus-based search tool that allows you to
find similar funded projects and publications.

Account Management SAMHS o
(Admin) o -

Report your patent in iEdison (also see
Amendments N Invention Reporting website)

Learn How to Use eRA Systems REEL R E € Submit a Service Desk ticket

f Help Topics for Applicants 1‘.% Help Topics for Grantees Help Topics for Reviewers

eRA Commons Navigation Between Modules

Navigate to the most commonly used modules by clicking the module's colored tile or
use the Main menu to access all modules:
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Click the colored
tiles to access
commonly used
modules.

g
Status

¥

ASSIST

Personal Profile

Internet Assisted Review
(IAR)

-

Account Management
(Admin)

Or click the Main
menu to navigate
to any module in
eRA Commons.

Admin l

Institution Profile

Personal Profile

Status

U

RPPR

FFR

Internet Assisted Review
xTrain &
eRA Partners

ESI Extension

SBIR

See your login information, institution, roles, and a Sign Out link under the person icon

n in the header. It also contains links to change your password or manage your
email preferences. For more information about the header, see Header and Footer Nav-

[gation on page 102.

The grey panel labeled SAMSHA gives you direct access to the Non-Research searches
for amendments, continuations, and supplements. See Non-Research Amendments, Sup-
plements, and Continuations (for Non-Research Agencies) on page 741 for more inform-
ation.
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:

Continuations
Supplements

Figure 7: To proceed to SAMHSA management of amendments, supplements, and con-
tinuations, select an item in the SAMHSA panel and click Go.

@ Tessa Toth

[&] NIH\TOTHF
Current Institution:
NIH

Roles:

SPONSOR PI
& Manage Preferences

| (= Sign Out

Figure 8: Click the person icon in upper right to see current institution and roles.

On any eRA Commons screen with a help icon 0 click it to access context sensitive help
for the screen you are viewing.
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Registering Institutions and Organizations

An institution (university, company, corporation, organization, or other research entity) is
required to register in eRA Commons to electronically submit a grant application. There
is a one-time registration process, during which initial accounts are created.

The institution must be registered by a person who has signature authority to legally
bind the institution in grants administration matters, referred to as a signing official (SO).
Only authorized organization officials can be deemed as SOs for their institutions.
Examples of NIH-accepted signing officials include:

» Corporation - President, CEO
* Institute - Executive Director
 University - President, Dean, or Chancellor

During registration, accounts for the signing official (SO) and account administrator (AA)
are created. After registration becomes active, these two authorized individuals can then
create new user accounts for personnel at their institution and can access Institution Pro-
file information. The first signing official can create additional signing official accounts;
see Signing Official (SO) on page 128.

You can access the eRA Commons Online Registration system at the following location:

https://public.era.nih.gov/commonsplus/public/registration/initRegistration.era

For applications due on or after January 25, 2022, applicants must have a UEI at the time
of application submission. See the article titled, Unique Entity Identifier Update, on the
GSA (U.S. General Services Administration) website for more information.
(https://www.gsa.gov/about-us/organization/federal-acquisition-service/office-of-sys-
tems-management/integrated-award-environment-iae/iae-systems-information-kit/u-
nique-entity-identifier-update)

NOTE: If your organization intends to only apply for Other Transaction Authority (OTA)
opportunities, then a UEI number is not required for initial registration.

Before you Register

For new organizations needing to register to do business with NIH:
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« Your organization must complete multiple registrations before registering with eRA
Commons (see the Register webpage on the Grants & Funding website). NIH recom-
mends starting the organization registration process six weeks prior to your deadline to
allow plenty of time to address unforeseen issues along the way.

* Note that eRA Commons registration can take up to 10 business days to complete, so
plan in advance.

* Note that the assignment of a UEl is sufficient to register in eRA Commons, while your
full SAM.gov registration is being processed.

Registering an Institution

To register your institution:

1. On the Commons home page, click the Register Organization link.

Nati Instit it
Commons & [ sesre resomcovear

© Commons Help/Service Desk

Login with eRA
Credentials @ RA C l | ” I I (7]
Username: e O O n S t. 866-504-9552
: Track your application; manage and report . 301-402-7469
|EI'|'.EI’ Username | on your federally funded award
@ Hours
Password:

Monday-Friday, 7am-8pm EST

|E|‘.'.er Password |

@&

(For External Users Only)

Forgot Password/Unlock

Account?
H Register Organization & How to Create an Account
Login with Federated Your organization must complete multiple Once your organization is registered, your
Account @ registrations, including eRA Commons, in order signing official creates accounts for others in the
to submit a grant application. See Register; Account Management System. For help, see
o
Register in eRA Commons. Create an Account.

You are presented with the Step 7 Purpose screen, the first of five wizard-like

screens in the registration process.
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2. Fill out each screen in the registration wizard and click Next. See the topics below
for details on each step.

See What Happens After You Submit Your Registration Request? on page 57 for what hap-
pens after clicking the Submit button in the final of the five screens.

Step 1 Purpose

Choose the intent for the use of your eRA Commons registration. You can select check-
boxes for all types that apply to your institution's needs. More opportunity types can be
added later, after registration; see Opportunity Type Eligibility on page 253

NIH Grants/Contracts. This is the most common type of registration and is required for
any application that is funded by NIH.

Non-NIH Grants/Contracts. Selecting this option lets you submit applications offered
by partner agencies such has SAMHSA, AHRQ, etc.

NIH Other Transaction Authority (OTA) Opportunities. A type of funding that is
neither grants nor contracts and is used across NIH.

If you choose NIH Grants or Non-NIH Grants, you must provide a Unique Entity Identifier
(UEI) number on the next screen, which can be obtained from SAM.gov.

Additionally, if you choose the NIH Grants option, you must then acknowledge having
read the Legal Implications of Applications of the NIH Grants Policy statement, which
is linked for your convenience.

Click the Next button, which becomes enabled only when required options are com-
pleted.
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Register Institution @

@ Completing this process will register your institution in eRA Commons and establish up to two user accounts for your institution. Selected staff at your institution can then create additional accounts

Step 1: Registration Purpose

Step 1 Purpose Step 2 Verify |dentification Step 3 Institution Details Step 4 Accounts Step 5 Review & Submit

A Only Signing Officials can register their institutions with NIH

*Required Field
My organization wishes to apply for...(Check all that apply) *
@ NIH Grants/Contracts

Non-NIH Grants/Contracts

NIH Other Transaction Authority (OTA) Opportunities

I acknowledge | have read and understand the NIH Grants Policy statement regarding the Legal Implications of Applications (7.

Step 2 Verify Identification

On the Verify Identification screen, what you see depends on what you chose on the Pur-
pose screen:

* If you marked either NIH Grants or Non-NIH Grants on the Purpose screen, you see
only a Unique Entity Identifier field, where you must provide your institution's
UEI. To obtain a UEI, you must have previously registered in SAM.gov.

* If you marked the NIH Other Transaction Authority as the Purpose for registration,
then you have the option to either enter the UEI or click "I don't have one" for the
identifier.

« If you click "I don't have one," then an additional acknowledgment appears inform-
ing you that applications are not accepted without current, active SAM registration.
Mark this checkbox if this message appears.

If you enter a Unique Entity Identifier, click the Verify button, which checks to see if the
identifier has been registered in SAM.gov. After successful verification, or after clicking "I
don't have one," click the Next button.
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Register Institution @

@ Completing this process will register your institution in eRA Commons and establish up to two user accounts for your institution. Selected staff at your institution can then create additional accounts

Step 2: Verify Identification

Step 1 Purpose Step 2 Verify Identification Step 3 Institution Details Step 4 Accounts Step 5 Review & Submit

@ To be eligible to submit for NIH or non-NIH grants/contracts and to expedite approval of your registration, you will need a valid institution identifier. Register for an institution identifier at

Sam.gov (For go back and Change Registration Purpose.

Required Field
Select Which Identifiers

© Unique Entity Identifier
I don't have one

Unique Entity Identifier (UEI) =

ex: 123456789ABC
[

Step 3 Institution Details

In the following screen, fill out the fields if necessary. Note that if you are registered in
SAM.gov and you provided a UEI number, many of the fields are automatically pop-
ulated from SAM.gov data. Those fields are not editable. If the SAM.gov information is
wrong, you must log into SAM.gov to correct it.

Not pre-populated are the Closeout Email and Notice of Award Email fields. Specify
addresses where grant award decisions and closeout-related communications (at end of
award) should be sent, then click Next. Most institution details on this page can be
changed later in the eRA Commons Institutional Profile module.

If you did not specify a UEI earlier, then the fields are empty and editable; fill them out.

NOTE: If the Institution State field is grayed out/disabled, then first specify an Insti-
tution Country. If the country you choose has states/provinces, then those will now
appear as type-ahead options in the Institution State field, which becomes enabled for
countries that require it.
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Register Institution @

© Completing this process will register your institution in eRA Commons and establish up to two user accounts for your institution. Selected staff at your institution can then create additional accounts

Step 3: Institution Details

Step 1 Purpose Step 2 Verify Identification Step 3 Institution Details Step 4 Accounts Step 5 Review & Submit

* Required Field
Institution Name = @ Closeout Email + @ Notice of Award (NoA) Email + @

FILTERS INC eraTest@nih.gov eralest@nih.gov

Total remaining allowed limit is 100 characters.

Institution Address (Line 1) * Institution Address (Line 2) Institution Address (Line 3) Institution Address (Line 4)

10250 W 44TH AVE

Institution City » Institution State & Institution Zip Code * Institution Country *

RIDGAT COLORADO 800332806 UNITED STATES

Step 4 Accounts

In the following screen, you must create a signing official (SO) account; see Signing Offi-
cial (SO) on page 128 for details on this role. Optionally, click the Add an Account
Administrator (Optional) button to also create an additional account; the account
administrator (AA) is a person who can help with the creation and administration of eRA
Commons accounts.

Read username criteria on the right in the gray box. Once submitted, your username is
permanent and cannot be changed. After filling out at minimum the required (red aster-
isk) fields for the signing official, click Next.

Registering Institutions 55 June 25, 2025



eRA Commons User Guide

Register Institution @

@ Completing this process will register your institution in eRA Commons and establish up to two user accounts for your institution. Selected staff at your institution can then create additional accounts
appropriate to the needs of your institution. See Prepare to Apply and Register at grants.nih.gov (7 How to Register in eRA Commons (7.

Step 4: Accounts

Step 1 Purpose Step 2 Verify |dentification Step 3 Institution Details Step 4 Accounts Step 5 Review & Submit

# Required Field

@ Once NIH has approved this institution’s registration and the account(s) created have been verified, changes or additional account(s) can be made through the Signing Official (SO) account in eRA

Commons.

Principal Signing Official

Email » Username = L
Username Criteria
eraTest@nih.gov eraTest@nihgov Will be used when submitting official NIH Grant Applications
Name Prefix Title » Will be used to login to your eRA Commons account
President Username will be permanent once submitted
First Name + Middle Name Username length should be between 6 and 30 characters
Jane
Username should NOT contain special characters except the @ sign,
Last Name « Phone & the hyphen, the period, and the underscore.
Doe 555-555-3555 Is not Case Sensitive

Add an Account Adminstrator(Optional)

Account Adminstrator o
Email « Username « .
Username Criteria
eraTest2@nihgov eraTest2@nih.gov Will be used to set up all eRA Commons accounts (except SO, FCOI)
Name Prefix Title Wil be used to login to your eRA Commons account
CEC Username will be permanent once submitted
First Name o Middle Name esrremme Mgt firsi s estivres 6 e ) damries
John
Username should NOT contain special characters except the @ sign,
Last Name = Phone « the hyphen, the period, and the underscore.
Smith 555-555-5555) Is not Case Sensitive

Step 5 Review & Submit

In the following screen, review all information; if you notice anything wrong, use the
Back button to return to previous screens and correct mistakes.

When finished reviewing, click the Submit button.
You are NOT done with the registration process!

There are several other interactions between you and eRA that will occur after sub-
mitting, so be sure to read the following section.
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Register Institution @

Step 5: Review & Submit

Step 1 Purpose

Registration Purpose

My organization wishes to apply for...

NIH Grants/Contracts
Non-NIH Grants/Contracts
Institution identifier
DUNS Number

100000000

Institution Details
Institution Name

FILTERS INC

Institution Address

10250 W 44TH AVE
RIDGAT

co

800332806

UNITED STATES
Account(s)

Principal Signing Official
Email
eraTest@nih.gov

Name Prefix

First Name
Jane

Last Name
Doe

Account Adminstrator
Email

eraTest2@nih.gov

Name Prefix

First Name
John

Last Name
Smith

Step 2 Verify Identification

@ Completing this process will register your institution in eRA Commons and establish up to two user accounts for your institution. Selected staff at your institution can then create additional accounts
appropriate to the needs of your institution. See Prepare to Apply and Register at grants.nih.gov (7; How to Register in eRA Commons (4.

Step 3 Institution Details Step 4 Accounts

NIH Other Transaction Authority (OTA) Opportunities

Unique Entity Identifier (UEI)
555555999999

NOA Email
eraTest@nih.gov

Closeout Email

eraTest@nih.gov

Username
eraTest@nih.gov

Title
President

Middle Name

Phone
555-555-5555

Username

eraTest2@nih.gov

Title
CEO

Middle Name

Phone
555-555-5555

AThe signing Official must verify the email address provided within 8 days of this submission in order for any users to login to eRA Commons. Failure to verify the email within the 8 day timeline will
result in an automatic rejection of your registration application.

Step 5 Review & Submit

What Happens After You Submit Your Registration Request?

After you submit your request, there are a series of further communications and steps
you need to take in a timely manner. If you don't receive the emails specified below,
check your spam folders.

1. You see the following Success message in the browser immediately after sub-
mitting your registration request.
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=2 @& commons £ Mmoo

Home |

Success! Registration request was submitted to the Agency for review:
FILTERS INC with the Signing Official, Doe Jane

! NEXT STEPS

An email has been sent to eratest@nih.gov for verification. Follow the instructions in the email to verify this email address before the
Agency can move forward with accepting your registration. You have 8 days from this date to respond or the registration is rejected and
you will have to register again

2. You receive the following email at the email address you used to register. You must
click the link in the email to complete email verification. If you fail to verify your
email within eight days, your registration request will be canceled.

STAGE : Email confirmation for FILTERS INC

4§ e
era-notify-stage@mail.nih.gov S92
To eRA Test (MIH/OD) [C] 112 PM
Your registration request has been received. The next step is for the NIH to verify this email address, which we

have recorded for the Signing Official of your institution. Please click on the email link below to confirm this
information.

https://public.stage.era.nih.gov/commonsplus/public/registration/verifyEmail.era?
encryptedParam=.(v2)]ATMsDgAAAXSyFRpAABRBRVMvODIDL1BLOIMIUGFKZGluZwCAABAAEHdO-
KiScfxEBj2VYGWI]iASAAAAQLr3eQeERSYAXg2HZRU 2-AgAUZaDzXhoPATIOWZntHIULOD7UKYD

If you are unable to click on the above email link or have other concerns or questions, contact the NIH eRA
Service Desk using the contact information listed below.

Thank you for registering your institution with the NIH eRA Commons.

For any further questions about this email, call the eRA Service Desk at 1-866-504-5552 or refer to
https://era.nih.gov/need-help for additional methods of contact. Please access Commons at
http://public.era.nih.gov/commons/.

For more information please visit http://era.nih.gov/

3. After you click the link in the above email, you see the following browser Success
message for email verification, below.
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L 1 1]
222 (& commons MDYt

Email Verification @

wSuccess! Your email address eratest@nih.gov has been verified

! NEXT STEP Once reviewed by the agency, another email will be sent to eratest@nih.gov stating the status of your application.
Further instruction will be provided in the email to complete the registration process.

4. At a later date, after your registration request has been evaluated by agency per-
sonnel, you receive the following email if your registration was approved. If your
registration request was rejected, you would instead receive an email notifying you
of the rejection.

In the following email, you must click the link to confirm your registration.

STAGE : Your institution registration has been approved for eRA Commons
¢
era-notify-stage@mail.nih.gov %2
To eRA Test (MIH/OD]) [C] 1:37 PM

Congratulations! The following eRA Commons registration request has been approved:

Organization Mame: FILTERS INC
Requested date: February 25, 2022
Organization Address: 10250 W 44TH AVE
RIDGEAT, CO 800332806

Please Click on the link below to confirm your registration.
https://public.stage.era.nih.cov/commonsplus/public/registration/confirmipfView.era?
encryptedParam=.({vZ)ATMsDgAAAXSYKEpSABRERVMyOOIDLIBLOIMIUGFKZGIuZwCAABAAEGXyeCZ0BMphZkH1

Once you have confirmed your registration, another email with the Signing Official's account information will

then be sent to eratest@nih.gov

For any further questions about this email, call the eRA Service Desk at 1-866-504-5552 or refer to
hitp://erants.nih.gov/support for additional methods of contact. Please access Commons at
http://public.era.nih.gov/commons/.

For more information please visit http://era.nih.gov/

5. After clicking the link in the above email, you see the following browser Regis-
tration Confirmed message, below.
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EEE ( eRA Commons ‘_‘_(f_ National Institutes of Health

e of Extranuver Aesearh

Registration Confirmed Thank you for confirming your registration in the eRA
Commons.
! NEXT STEP

You will soon receive another email at eratest@nih.gov, with the Signing Official’s account infoermation. Please follow the
instructions provided in that email, to login to your new eRA& Commans account and complete the registration process.

6. After you confirm your registration, you receive two more emails in quick suc-
cession. The first, below, notifies you of your account creation and lists your user-
name. Take note of the username, as you will need it to log into eRA Commons.

STAGE : eRA Commons: Notification of Authentication Credentials and New e...
4
era-notify-stage@mail.nih.gov %2
To O eRATest (NIH/OD)[C] 1:48 PM

Jane Doe,

An eRA account has been created for you on Feb 25, 2022. Your account details are:
- Account holder: Jane Doe

- Username: eratest@nih.gov

- Organization: FILTERS INC

- System(s): Commaons

- Role(s): SO/ FILTERS INC;

Shortly, you will be receiving another email containing your password.

To access the system use the username and password provided in these emails.

For any further questions about this email, call the eRA Service Desk at 1-866-504-9552 or refer to
http://orants.nih.gov/support for additional methods of contact. Please access Commons at
http://public.era.nih.gov/commonsplus.

For more information please visit hitp://era.nih.gov/

7. The second email, below, notifies you of your account's temporary password,
which is valid only for 48 hours. Take note of, or copy, the password, as you will
need it to log into eRA Commons.

Registering Institutions 60 June 25, 2025



eRA Commons User Guide

STAGE : eRA Commons: Notification of Password for New Account

) o — | =]
era-notify-stage@mail.nih.gov il B
To O eRA Test (NIH/OD) [C] 1:48 PM

The password associated with your recently created account is

The above password is temporary, and will expire in 48 hours. You will be required to change your password
the first time you successfully log into the system. On the Change Password page, enter the temporary
password in the Current Password field. Please read the instructions on the Change Password page carefully
before selecting a new password. If the temporary password expires, you will be taken to the Reset Password
page where you can request another temporary password.

To access the system use the Username provided in the email notifying you of your new account.

For any further questions about this email, call the eRA Service Desk at 1-866-504-3552 or refer to
http://grants.nih.gov/support for additional methods of contact. Please access Commans at
http://public.era.nih.gov/commaonsplus.

For more information please visit http://era.nih.gov/

8. Within two days of receiving the above email, log into eRA Commons as described
in Logging into eRA Commons on page 62. If you do not log in within two days, you
will need to request a password reset; see Reset Password on page 142.

9. You will immediately be directed to change your temporary password; see Reset
Password on page 142.

10. Once you change the temporary password, the system requires you to log back in,
using your new credentials. As the SO, you are presented with an Acknow-
ledgment of Signing Official Responsibilities form. Read and acknowledge the
form.

11. At this point, you may be directed to associate your new Commons account with a
Login.gov account; see Transitioning To and Using Login.gov on page 67.

If you created an account administrator account, that person also receives emails with
their username and password, and must log in, change their password, etc. Both the SO
and the AA can now create eRA Commons accounts for others at your institution; see
Create or Edit a Commons Account on page 152.
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Changing Your Institution's Registration Details Later

Much of the information that you specify during registration of your institution can be
changed later after your registration is approved by using the Institutional Profile mod-
ule in eRA Commons. See the topics for the Institution Profile Module (IPF) on page 240.

Logging into eRA Commons

Access to eRA Commons depends on the type of user. The Commons user (applicant,
signing official, NIH staff, etc.) can log in using one of four ways listed on the eRA Com-
mons login screen:

(cra  commons -{é NIF :
: The table below shows login methods

) for internal (staff) and external users.
Login with Login.gov @ ] For external users, use of eRA
Jroemee Credentials began being phased out in
Login with eRA Credentials @ | 2021 in favor of Login.gov two factor
E’fj" | authentication.

Password: Authentication Method External | Internal |
rtr Passors | eRA Credentials X X
Federated Account ' X

(For External Users Only) PIVICAC X
S cout? ) login.gov account X

IIr_ogin with Federated Account @

e 7 'Only for users with accounts at

Federated institutions/organizations.

[Login with PIV/CAC

Lagin using Smart Card
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Log In with Login.gov

If switching to Login.gov, follow the instructions in Transitioning To and Using Login.gov
on page 67.

If you attempt to log in with your normal eRA credentials, and you see one of the fol-
lowing screens, then you are being transitioned to mandatory use of Login.gov; see
Transitioning To and Using Login.gov on page 67.

D LOGIN.GOV

Confirmation Required

08 m—
Access to NIH/eRA systems is available via Login.gov @ @

« |f you run into issues with login.gov or associating your login.gov
account with your eRA account, please contact the eRA Service Desk at
https://grants.nih.gov/support/index.html.

» You can also refer to login.gov for additional help at
https:/fwww.login.gov/help/

NIH is using login.gov to allow you to

sign in to your account safely and
securely.

Email address

For additional information:
** Two-Factor Authentication: Accessing eRA Modules via login.gov

- . . . - Password
Please select Continue to be redirected to Login.gov or Cancel to return to

the NIH/eRA application login page.

Create an account

Log In with eRA Credentials

This method uses a username and password that is assigned and maintained by the eRA
Commons system. This method is being phased out gradually and eventually all external
users must create and associate a two-factor authentication account (Federated account
or Login.gov) with their eRA account. Authentication will be accomplished with the two-
factor authentication account, after which the user will be logged into the eRA account
that was associated with the two-factor account. See below for instructions.

NOTE: If you are an NIH staff member who needs to log in with your NIH network
account credentials and you have an active NIH PIV exemption, see Login Screen for
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Internal Staff, and scroll down to the topic titled, Log In Using NIH Network Account Cre-

dentials (Only available for NIH users who have an active NIH PIV exemption).

If you have been provided with a Commons User ID, you can log into Commons using
the Login with eRA Credentials section of the login page. This access method is being
gradually phased out starting in 2021, but you will retain the eRA credentials and con-
tinue to maintain them because they identify you throughout the Commons system.

To log into Commons:

1.
2.
3.

Navigate to eRA Commons . (https://public.era.nih.gov/commonsplus/)

Under Login with eRA Credentials, enter your username in the Username field.

Enter your password in the Password field. By default, passwords display as bullet

characters, but you can click the small ‘eye' icon next to the password field to see

the actual password in clear text.
Click the Login button.

Login with eRA Credentials @

Username:

|EI'I'.E" JEErmame |

Password:

|E|‘|‘.E-' Passwaord |;i,r>

(For External Users Cnly)

Figure 9: Commons Login

NOTE: Commons locks users out after three (3) unsuccessful login attempts.

If you successfully login, you see a Person icon at upper right. Clicking the Person icon

shows your username, institution, and user roles.
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e L &

@ Tessa Toth

[&] NIH\TOTHF
Current Institution:
NIH

Roles:

SPONSOR PI
& Manage Preferences

(= Sign Out

Figure 10: Commons Home Page shows a Person icon in upper right, which when clicked
shows account information

IMPORTANT: Are you affiliated with multiple institutions? Make sure that the correct
institution is displayed after you log in. This will affect the information you can access in
Commons. Refer to the topic called Refer to Changing to a Different Affiliated Organ-
(zation on page 135 for more information.

After you have signed into Commons, you can access the various modules, links, and
help screens, as well as other available links.

NOTE: The modules accessible to a user depend on that user’s role and privileges. See
Opening Modules on page 137 for information on navigating to modules.

Log In with and InCommon Federated Account

This method uses an InCommon federated account (when a user's organization par-
ticipates in the InCommon federated account login program, which involves using the

Registering Institutions 65 June 25, 2025



eRA Commons User Guide

organization’s own credentials). See Federated Institutions/Organizations Commons
Login on page 82 for instructions.

Log In with PIV/CAC or With Network Credentials+PIV Exemption

If you are an internal NIH or federal agency user accessing Commons, see the Login
Screen for Internal Staff topic.

If you are an NIH staff member who needs to log in with network credentials and you
have an active NIH PIV exemption, access the above topic, and scroll down to the topic
titled, Log In Using NIH Network Account Credentials (Only available for NIH users who
have an active NIH PIV exemption).

Commons Landing Page

After logging in, you see the landing page. See Welcome to eRA Commons! on page 42
for details.
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2 G commons  { Mo

@ Commons Help/Service Desk

aTn
s eRA Commons e

1; manage and report

. 866-504-9552 . 301-402-7469

@ Hours Monday-Friday, 7am-8pm EST

Y

ASSIST

* cRA Maintenance Calendar

[2) Submit a Reference Letter

To provide a reference letter for a fellowship or career development applicant, see Submit a Reference Letter; Reference
Letters.

Internet Assisted Review
(IAR)

@ LikeThis

LikeThis is a thesaurus-based search tool that allows you to
find similar funded projects and publications.

Account Management ¢ SAMHSA Q.iEdison
(Admin) S

Report your patent in iEdison (also see
Amendments N Invention Reporting website)

Learn How to Use eRA Systems REEL R E € Submit a Service Desk ticket

y’ Help Topics for Applicants :&% Help Topics for Grantees Help Topics for Reviewers

Figure 11: Commons Landing Page

Session Expiration

If you are going to be away from your computer for an extended period, save any
changes and log out of the system. Work sessions expire after 45 minutes of inactivity. At
that time, the system returns to the Commons Login screen.

Transitioning To and Using Login.gov

As part of federal government security policies, eRA is moving to two-factor authen-
tication for accessing its external modules, meaning that log-in will require something
you know (password) and something you have (a phone or other device). If you see a
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message that states your account is required to use two-factor authentication to access
NIH/eRA systems, then it is required that you transition to using login.gov or other two-
factor authentication method (such as InCommon Federated). This topic outlines trans-
itioning to using Login.gov for accessing eRA systems.

& commons [ oo

Login with Login.gov @
e Error
0 LOGIN.GOV

Login with eRA Credentials @ Your account is required to use two-factor authentication to access NIH/eRA

Username: systems. Please setup and use either a Logingov account or an InCommon

| Federated account that supports MIH's two-factor authentication standards for

SENZON . .
| further information. Please see the following:

Password: ) .
* Access eRA Modules Via Login.gov
| """""""" |@ * Accessing eRA Modules Via an InCommon Federated Account
~ ALER 45
H
(For External Users Only) Notes c

Forgot Password/Unlock Account? then have a solution for users to consolidate their multiple accounts into a single eRA account that contains all |

Figure 12: Message letting you know your account is required to use two-factor authen-
tication to access NIH/eRA systems

Users of eRA Commons, IAR, and ASSIST must transition to the use of Login.gov cre-
dentials, instead of their Commons username and password, to log in (unless they have
access to InCommon Federated login with their organization). eRA will begin a phased
approach beginning on September 15, 2021 for enforcing the two-factor authentication
requirement for the NIH recipient community as described in Two-Factor Authentication:

Access eRA Modules via Login.gov (https://www.era.nih.gov/register-accounts/access-
era-modules-via-login-gov.htm).

IMPORTANT: Please note that using Login.gov means you will have two separate
accounts for eRA Commons.

- You will have an eRA Commons User ID and password

- You will additionally setup a Login.gov account with its own separate User ID and
password

After setting up Login.gov, you will still need to know and maintain your eRA Commons
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account credentials (and change the password once per year), but you will use Login.gov

credentials to log in.

Commons ;(@ National Instit

Office of Extramural

Login with Login.gov @
O LOGIN.GOV

Login with eRA Credentials @

Username:

‘Enter Username |

Password:

‘Enter Password |®

(For External Users Only)
Forgot Password/Unlock Account?

Login with Federated Account @

Start typing to search for organization..

Login with PIV/CAC

£4®| Login using Smart Card
o -

Figure 13: Login options on eRA Commons login screen
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Log In with Login.gov

This method uses Login.gov, after a one-time associating of the Login.gov account with
the eRA Commons account. If you attempt to log in and you are redirected to create a
Login.gov account, that means that you are among a group currently being migrated to
mandatory use of Login.gov. Other Commons and ASSIST users are encouraged to start
using Login.gov as soon as possible.

If you have trouble with the Login.gov process, try these two support sources:

» Login.gov help center: https://Login.gov/help/

» eRA Commons Support Desk (https://www.era.nih.gov/need-help)

You will continue to retain and maintain the eRA username and password after regis-
tering with Login.gov; however you must always use Login.gov to log into eRA Commons
after creating the Login.gov account creating and associating it with your eRA cre-
dentials. See https://www.era.nih.gov/fags.htm#XXIV.

IMPORTANT: BEFORE YOU START THE PROCESS:

» Make sure your eRA Commons account is active and unlocked, and you know your
account password; if you are unsure of the password, then use the Forgot Pass-
word/Unlock Account link located below the Username and Password fields on the eRA
Commons home screen to change your password (see screenshot below).

* Also, ensure that you not are not using old bookmarked URLs to access eRA Commons.
The URL for eRA Commons is https://public.era.nih.gov/commonsplus/

* Ensure your eRA Commons account is active. If your eRA Commons account is inactive,
you must contact the eRA signing official/administrative official (SO/AO) at your insti-
tution for assistance to activate your account.
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Login with Login.gov @

U LOGIN.GOV

Login with eRA Credentials @

Username:

toth ‘

Password:

‘ SR ‘ @

(For External Users Only)
Forgot Password/Unlock Account?

Login with Federated Account
7]

|Select.. ~ |

Login with PIV/CAC

H@ Login using Smart Card
-

Detailed Login.gov Steps and Troubleshooting

Accessing eRA Commons with Login.gov for the first time

Steps for the Initial Setup at Login.gov
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STEP1 STEP 2 STEP3 YOU ARE DONE!

D LOGIN.GOV

1]

Creats an Account

L

The next time you loginto

Click on the . Associate your login.gov eRA Commons using login.gov.
; Createa login.gov account with your : i
login.gov option on s youwill automatically be
eRA Commons eRA Commons account redirected to eRA Commons
(one-time only) without having to log in again.

STEP ONE — Click the Login.gov option on eRA Commons

TIP: If Login.gov has become mandatory for you, then upon entering normal eRA cre-
dentials, you will be redirected automatically to the Confirmation Required popup below
to start the Login.gov process, and will not be able to log in until you complete it.

1. On the eRA Commons login screen, click on the Login.gov logo in the login sec-
tion.

Login with Login.gov @

[ﬂ LDGIN.GOU]

2. You will be presented with a Confirmation Required dialog. Click Continue and you
will be redirected to https://secure.Login.gov.

Confirmation Required

s 1o MIH eRA systems is availat

Continue Cancel
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DLOGIN.GOV m)

Qo

NIH is using login.gov to allow you to
sign in to your account safely and
securely.

Email address

_‘ Show password
Password

Create an account

Signin with vour soyvernment employvee 1D

NOTE: If you already have a Login.gov account, enter your email address and password
and click Sign In. Complete the two-factor authentication method that you have already
configured for your Login.gov account (text message, authentication application, etc.)
and you will go directly to STEP THREE below.

STEP TWO — Create a Login.gov account

1. Click the Create an account button on the initial Login.gov screen. You will be

presented with the Login.gov Create Your Account screen.
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Create your account

Enter your emall addrass

Select your email language preference

login.gov allows you to receive your emall communicatien in English,
Spanish or French,

Check this box 1o scept the [ogin, g Bules of Use o

2. Enter your email address and select the box to accept the Login.gov Rules of Use

and click Submit.

NOTE: Use an email address that you will always have access to, not one that is
dependent on your current institution, because you will need access if you ever
reset your password. You use the same Login.gov account and eRA account regard-
less of your current institution.

3. You will receive an email from Login.gov asking you to confirm your email address.

=

DLaGIN.GOV

Confirm your emall

Confirm email address
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4. Complete the process to confirm your email address by selecting the “"Confirm

email address” link included in the Login.gov verification email.

5. You will be returned to the Login.gov site where you will be presented with the
Create a Strong Password screen. Following the password guidelines, enter a new

password you would like to use for your Login.gov account.

DLoaIN.a0w m)

& You have confiomed

Create a strong password

Password

T Y T

—

6. Choose an authentication method from the multiple authentication methods avail-
able to you (a security code to a phone, a list of codes, an authentication applic-

ation, a security key, or a government employee ID).
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D LOGIN.GOV m}

Authentication method setup

Add a second layer of security so only you can sign in to your
BCCOUN,

© Keep this information safe. You will be locked out and have
10 Create & new account if wou lose your authentication
method.

Select an option to secure your acoount:

(O Security key
Use a security key that you hawve. It's a physical device that
you plug in or that is built in to your computer or phone (it
often looks like a USE flash drive). Recommended because it
is more phishing resistant,

O Government employee ID

Insert your governmaent or military PV or CAC card and enter
wour PIN,

MORE SECURE

O Authentication application
Get codes from an app on your phone, computer, or tablet,

Recommended because itis harder to intercept than texts or
phone calls

O Phone
Gt security codes by text message (SMS) or phone call,
Pleaze do not use web-based (VOIF) phone services.

() Backup codes
We'll give you 10 codes. You can use backup codes as your
only authentication method, butit is the least
recommended method since notes can get lost. Keep them
in a safe place.

cLangel account creation

7. If you select a phone, click the Phone radio button, and click Continue.

NOTE: If you are unsure if your phone is VOIP, then make sure to use a cell phone.
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8. Enter your phone number and click Send Code.

O LOGIN.GOV m}

ddkdk Kk

Send your security code via text
message (SMS) or phone call

We'll send you a securnity code each time you sign in.

tes may apply. Please do not use web-based

Fhone numbar

Haw thawld we send you a code?
Youcan change this selection the next time you sign in. If you eniered

alandline, please select “Phane call” below

© Test message [SMS Phone call

9. Enter the security code received by text message.

10. You will be presented with a confirmation screen showing that your phone was suc-
cessfully added to your account. Your account creation at Login.gov is now com-

pleted. Click the Agree and Continue button and you will be redirected back to
eRA Commons.
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D LoGIN.GOV m)

@ Aphone was added to your account.

s

You are now signing in for the first
time
We'll share this information with NIH:
& Email address
TiberiusKl@mall.sfa.edu
NIH will only use this information to connect 1o your account

Agree and continue

STEP THREE — Associate your Login.gov account with your eRA Commons account (one-

time only)

1. After following the STEP TWO procedures, you will be redirected back to eRA Com-
mons and presented with the Associate your eRA Account screen (see below). Enter
your eRA credentials — username and password — to associate your Login.gov
account with your eRA Commons account. You will only do this once unless you
decide to use a different Login.gov account. DO NOT use the new Login.gov cre-
dentials for this step--use the eRA Commons credentials you had prior to setting

up Login.gov.
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Account Management Module

Associate your eRA Account

Authentication Source: [J LOGIN.GOV o INFORMATION!
LOGIN.GOV Primary Email Address:
toth@nih.gov

Please enter your eRA account username and password. Entering an

incorrect password multiple times can result in your eRA account

being locked.
* [f you do not remember your eRA account username, please contact
eRA Credentials your organization's Account Administrator for help.
&RA User 1D: s [f you do not remember your eRA account password or your account
is locked:

o Click on thF Forgot Password/Unlock Account!\'\nk and complete

the Reset Password/Unlock Account process.

eRA User Password: © Once your account password is changed, you will be returned to

this screen to continue the association process.

If you enter a temporary password for your eRA account on this

screen, you will be redirected to the Change Passwerd screen to set a
new permanent password. You will then be returned to this screen to
continue the association process.
s [f you enter a temporary password for your eRA account that has

This is 2 U.S. Government computer system, which may be already expired. you will be redirected to the Reset Password screen to
accessed and used only for authorized Government business restart the Reset Password process. Once you complete that process
by authorized personnel. Unauthorized access or use of this and your account password is changed, you will be returned to this
computer system may subject violators to... more screen to continue the process to associate your LOGIN.GOV account

with your eRA account.

2. This association process will not work without the correct eRA credentials. If you
are at all unsure of your password, click the Forgot Password/Unlock Account
link in the blue INFORMATION box. Then follow the onscreen prompts to reset
your password:

i. First, submit your eRA Commons user ID and the email associated with it.

ii. Check your email for a temporary password, then click Continue in the Reset
Password screen below:
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Account Management Module

ANMM | Manage Accounts  AMM User Reports

Reset Password

Password has been reset successfully for user TEST_TOTH.

Application Links:

* Commons: https://publictest.era.nih.gov/commonsplus/

* Facts: https://public.test.era.nih.gov/facts/sd

An email containing the new password has been sent to the following email address: toth@nih.gov.

iii. You are presented with the Change Password screen; follow onscreen instruc-

tions to reset your password, then click the link for the Commons home page.

Make sure to remember this new password.

iv. You are returned to the Associate your eRA Account screen, where you can

now enter your correct eRA credentials.

v. If your eRA credentials are validated, then your Login.gov account will be suc-
cessfully associated with your eRA Commons account, and you will directly

access the eRA Commons.

YOU ARE DONE — You will be returned to eRA Commons. After completing the
Login.gov process, you must use the Login.gov login method exclusively to log into eRA
Commons from now on. The next time you log into eRA Commons using Login.gov, you

will be automatically authenticated and re-directed to eRA Commons.

Accessing eRA Commons after completing Login.gov account creation and association

to eRA account:

After you create a Login.gov account and associate your eRA Commons account with it,

you must use the Login.gov option on the eRA Commons home screen.

1. On the eRA Commons home screen, click on the Login.gov logo in the login sec-

tion.
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2. Login to eRA Commons with your Login.gov credentials (email and password) and
the additional authentication method you set up with your Login.gov account. You
will be automatically taken to the eRA Commons landing screen.

TIP: If you do not want to enter a code every time, click the box that states, 'Remember
this browser.’ If you use the same browser and computer to log into eRA Commons,
Login.gov will remember these settings and not require you to complete the two-factor
authentication process each time you log in, and you will directly access the eRA Com-
mons.

DLOGIN.GOV m

Enter your security code
W sent a security code to " "-""".1701, This code will expine in 10

minutes.

One-time security code

¥ Get another code I Remember this browser ]

Don’t have access to your phone right now?

Chogse another authentication method

Cance

Troubleshooting login problems with Login.gov

IMPORTANT: Make sure your eRA Commons account is active and you know your
account password before attempting to complete the Login.gov process; if you are
unsure of either, then use the Forgot Password/Unlock Account link on the main Com-
mons login screen to change your password prior to attempting to associate your
Login.gov account with your eRA Commons account.
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If you tried to log in using Login.gov, and it did not work, please perform the following
before contacting the eRA Service Desk:

1. Clear your browser cache/history and then close and restart your browser.
2. Make sure you are not using a bookmark that points to an older URL address.
Delete your bookmark and go to the main eRA system URL directly. For instance:
a. https://public.era.nih.gov/commonsplus/
b. https://public.era.nih.gov/assist/
c. https://public.era.nih.gov/iar
3. If it still does not work, please contact the eRA Service Desk at https://www.era.ni-

h.gov/need-help

Federated Institutions/Organizations Commons Login

This topic provides information on the following:
* Logging in with InCommon Federated Account
 Associating your eRA Commons account to your InCommon Federated account

» Troubleshooting issues when associating your InCommon Federated account to
your eRA account

o Two-factor authentication for InCommon Federated Accounts (use of InCommon
Federated accounts without two-factor authentication is not permitted)

Effective September 15, 2021, several thousand organizations are now available in the
type-ahead search box for InCommon Federated accounts on the eRA Commons login
screen. While many organizations appear in the list, they don't all support NIH's two-
factor authentication standards. To use an InCommon Federated account to login to
Commons, your organization must support NIH's two-factor authentication standards
and you must have two-factor authentication setup for your organization’s account.

When you select an organization from the type-ahead search box and click the Login but-
ton, you will be redirected to the organization'’s sign in site where you will complete the
login process for the organization. If the organization supports NIH's two-factor authen-
tication standards, you will be prompted to complete their two-factor authentication
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login process, and if successful, you will automatically be redirected back to eRA Com-
mons and automatically authenticated and logged in.

If your organization does not support NIH's two-factor authentication standards and you
do not have two-factor authentication setup for your organization’s account, you will not
be able to login using your InCommon Federated account. There are several situations
where you may receive an error message during the login process, and this depends
upon the InCommon Federated organization and how they integrate with NIH Login.

» After you select an organization from the type-ahead search box and click the
Login button, you might receive an error message from NIH that says your organ-
ization does not support NIH's two-factor authentication standards.

» After you 1) select an organization from the type-ahead search box, 2) click the
Login button, 3) and are redirected to the organization'’s sign in site, you might
receive an error message from the InCommon Federated organization that says
your organization does not support two-factor authentication.

» After you complete the login process for your organization, you might receive an
error message from the InCommon Federated organization that says you have not
set up two-factor authentication for your organization’s account.

If your InCommon Federated organization does not support NIH's two-factor authen-
tication standards and you do not have two-factor authentication setup for your organ-
ization’s account, you will be required to use Login.gov; see Transitioning To and Using
Login.gov on page 67.

Note that the two-factor authentication process and software used to support two-
factor authentication varies across InCommon Federated organizations. Specific ques-
tions about your organization’s ability to support NIH's two-factor authentication stand-
ards or the availability of two-factor authentication for your InCommon Federated
account can be directed to your Organization Administrators. Compliance and contact
information can be found here: https://au-
th.nih.gov/CertAuthV3/forms/help/compliancecheckhelp.html

InCommon Federated accounts, previously limited to only eRA scientific accounts, is now
opened up to eRA administrative accounts effective September 15, 2021. However, if you
have more than one eRA administrative account, wait to switch any of your
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administrative accounts as eRA is working on a solution that will support users with mul-
tiple eRA accounts.

For further information, see Two-Factor Authentication: Access eRA Modules via an
InCommon Federated Account.

Accessing Commons with Your Organization Credentials

1. Navigate to the Commons login page.

2. Inthe Login with Federated Account section of the login page, type part of your
organization's name, then select the appropriate organization from the dropdown.
Because the list is long, the dropdown is a type-ahead field, meaning you type all
or part of your organization's name and a shorter list drops down, showing only
those options that match the text you entered.

3. Click the Login button.

Login with Federated Account @

Etart typing to search for organization..

4. You are redirected to the InCommon Federated organization’s login site, where

your organization's sign in page displays.
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A 1 Identity Provider
e
Login to NIH Dev SP

NetlD

»Forgot your MetlD Password?

» Need Help?
Password

[ Don't Remember Login

123 Main 5t. Somewhere, MD 20852
1-800-123-555-0000

5. Enter your InCommon Federated organization account credentials (e.g., username
and password).
If two-factor authentication is setup and enabled for your account, you will be

prompted to complete the two-factor authentication process for the InCommon
Federated organization.

NOTE: The two-factor authentication process and screens are managed by your
own organization and not by eRA. If you do not know your credentials at your
organization or you are having trouble with your organization's login screen, you
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will need to contact your organization. The eRA service desk cannot help you with
this screen.

After successfully logging into your organization’s account using two-factor
authentication, you will be redirected back to eRA Commons. If eRA determines
that your organization’s account is already associated with your eRA account, you
will be successfully logged into Commons and can start using the system without
having to log in again.

If your organization account is not linked to your eRA account, you will be promp-
ted to associate your InCommon Federated account with your eRA account. See
the next section.

If your InCommon Federated account is not associated with your eRA account:

If eRA determines that your organization’s account is not associated with your eRA
account, you will be prompted to do so via the Associate your eRA Account screen. This is
a one-time process.
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< eRA 4 National Institutes of Health
b Office of Extramuval Research

Account Management Module

Associate your eRA Account

Authentication Source: [J LOGIN.GOV © INFORMATION!
LOGIN.GOV Primary Email Address:
toth@nih.gov

* Please enter your eRA account username and password. Entering an

incorrect password multiple times can result in your eRA account

being locked.
s If you do not remember your eRA account username, please contact
eRA Credentials your organization’s Account Administrator for help.
[ eRA User ID: ] * If you do not remember your eRA account password or your account
is locked:

o Click on 'the!Forqo't Password/Unlock Account!link and complete

the Reset Password/Unlock Account process.

eRA User Password: o Once your account password is changed, you will be returned to

this screen to continue the association process.

s If you enter a temporary password for your eRA account on this

screen, you will be redirected to the Change Password screen to set a
Continue new permanent password. You will then be returned to this screen to

.

continue the association process.
s |If you enter a temporary password for your eRA account that has

This is 2 U.S. Government computer system, which may be already expired, you will be redirected to the Reset Password screen to

accessed and used only for authorized Government business restart the Reset Password process. Once you complete that process
by authorized personnel. Unauthorized access or use of this and your account password is changed, you will be returned to this
computer system may subject violators to... more screen to continue the process to associate your LOGIN.GOV account

with your eRA account.

Before You Associate Your eRA Account With Your InCommon Federated

Account

» Make sure your eRA Commons account is active and you know your account password;
if you are unsure of either, then use the Forgot Password/Unlock Account link in the
blue INFORMATION box of the screen; see screenshot above. The Reset Password screen
displayed will ask for your User ID (your eRA Commons username that you use to log
into Commons) and email address.

» Also, ensure that you not are not using old bookmarked URLs to access eRA Commons.
The URL for eRA Commons is https://public.era.nih.gov/commonsplus/.

« Make sure you have an active account with an organization that participates with the
InCommon Federation and you know your password. Your organization must support
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NIH's two-factor authentication standards and you must have two-factor authentication
enabled for your account.

To associate your eRA account with your Incommon Federated Account:

1. In the Associate Your eRA Account screen, enter your eRA Commons User ID and
password.
2. Click the Continue button.

If successful, your eRA account will be associated with your organization's account,
and you will be successfully logged into Commons and can start using the system
without having to login again.

Now that you have completed the one-time association process, you will be able to
log into Commons using your InCommon Federated Account without having to
enter your eRA account username and password. You will only need to sign into
your organization’s account using two-factor authentication.

If eRA cannot authenticate the Commons User ID or password you provided, the
following message will display:

Either the information entered is invalid or you are not enrolled in the eRA
Commons. To keep your information secure, we may lock your account if you
continue to enter incorrect login information. Please see your organization's

account administrator for assistance (ID: 200523).

Other issues might prevent eRA from associating your accounts. Please read all
messages and tips that appear on the screen during this process. You may also
refer to the section below titled Why Can't | Associate My InCommon Federated
account to My eRA account? on page 88.

Why Can't | Associate My InCommon Federated account to My eRA

account?

If you are with an organization participating in the InCommon Federation, but you are
having trouble associating your eRA account with your organization’s account, one of
the following scenarios might be the issue:
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Are you trying to use a temporary password?

If you have not yet created your own eRA account password and are attempting to asso-
ciate your accounts using the system-assigned, temporary password for your eRA
account, you will receive an error. You must change your eRA account password to one
of your choosing before you can associate your accounts.

To do so, navigate to the Commons home page. Use the Commons Login fields to log
into Commons with your Commons ID and temporary password. You should be promp-
ted to change the password.

After successfully changing your eRA account password, log back in following the steps
described in Accessing Commons with Your Organization Credentials on page 84.

Is your current eRA Account password expired?

You will not be able to associate your accounts if your eRA account password is expired.
Navigate to the Commons home page. Use the Commons Login fields to log into Com-
mons with your expired password. Commons will present the Change Password screen
on which you can update your password.

After successfully changing the password for your eRA account, log back in following the
steps described in Accessing Commons with Your Organization Credentials on page 84.

Is your eRA account locked due to multiple unsuccessful logins?

You can reset your eRA account by clicking the Forgot Password/Unlock Account link
on eRA Commons home page. Commons will generate a new, temporary password for
you.

Once you follow the steps for changing the temporary password for your eRA account to
one of your choosing, you can log back in following the steps described in Accessing
Commons with Your Organization Credentials on page 84.

In all other cases, please contact the eRA Service Desk to resolve this issue.

Registering Institutions 89 June 25, 2025


https://www.era.nih.gov/need-help

eRA Commons User Guide

Create or Edit a Commons Account

Only an organization's eRA Commons administrators can create an account. Individual
principal investigators or other eRA users cannot create their own account. If you need a
new account or need account assistance with passwords, contact an SO from your organ-
ization; see Finding Signing Officials if You Don't Have an eRA Commons Account or Can't
Login? on page 257.

You can edit eRA Commons accounts, or create new ones (such as for a PD/PI), using the
Admin/Account Management module if you have one of the following eRA Commons
roles:

» SO (signing official). Can create accounts of any role type except IAR, including cre-
ating additional SO accounts. See Signing Official (SO) on page 128.

» AO (administrative official). Can create all accounts except SO, BO, FCOI accounts,
and IAR accounts.

» AA (account administrator). Can create all Commons accounts except SO, FCOI
accounts, and IAR accounts.

e BO (business official). Can create all accounts except SO, BO, FCOI accounts, and
IAR accounts.

If you have one or the roles above, find more information about creating eRA Commons
accounts via invitation, appointment, or institutional registration under additional links

below.
The basic steps for creating an account for a new staff member at your organization are:

1. First search for the new person's account across all organizations to make sure the
person does not yet have an eRA account. When you clear the Search only within
my organization checkbox, a search in Admin searches users from all organ-
izations.

2. If an existing eRA account cannot be found, click Create New Account and fill out
contact info and assign roles to make a new account; see Creating a New User
Account on page 93.

3. If the person does exist, and they have a Pl or other scientific role (example:
trainee), you should affiliate the person to your institution instead of creating a
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new account. Pl and other scientific roles are intended to be used throughout the
investigator's career regardless of their current institutional affiliation(s); see Editing
an Existing eRA User Account on page 98.

Administering Accounts (Editing Roles, Affiliating Users, Helping

Users with Login)

eRA users with administrative roles (listed in previous section) can do the following in
Admin.

» Edit a user's assigned roles. For instance, you might want to change an AA or
PD/PI account to a SO account in the case of a promotion to other duties. Some
roles conflict; for instance, a PD/PI, which is a scientific role, cannot co-exist with an
SO role, which is administrative, so you might have to delete some roles to add oth-
ers.

» Affiliate a non-administrative user (such as a PI) to your own institution. Sup-
pose a Pl at another institution is going to work on one of your institute's awards,
or suppose the Pl is moving from another institution to your institution. In either
case, you can use Admin to associate the existing Pl account to your institution.

» Help a user from your institution who is having trouble logging in with eRA
credentials. You can reset the user's password or change the user's email (where
password reset emails go). The eRA credentials are different from Login.gov cre-
dentials; for Login.gov help, see Detailed Login.gov Steps and Troubleshooting on
page 71.

Searching for an eRA Account

1. Navigate to the Admin module.

2. Select the Account Management menu option under Accounts.
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J‘é National Institutes of Health
' Office of Extramural Research

Commons

Admin| Home Accounts ¥ Delegations ESI Eligibility

Account Management

AdminisJ.

The Administt Change Password
are visible t0 theoe wocrovrra

Advanced Search

> perform system and accounts maintenance according to their privileges. Sub-menus
apprepoued Privileges.

Figure 14: Admin navigation, showing Account Management

The Search Accounts screen opens. You'll notice that there is no Create New
Account button displayed at this time. You cannot create a new account until you

perform a search for the account first. This measure is in place to help avoid the
creation of duplicate accounts.

AMM | Manage Accounts  AMM User Reports

Search Accounts @

~ Search Criteria

(] Search only within my organization ©@
NOTE! You must enter at least one search field, besides User Type and Account Status.

User Type

Account Status User ID
Commons All ~
Last Name First Name Middle Name
Email Roles @

Figure 15: Admin Search Accounts screen, where you can search for users within
your organization or across organizations. Searching is the first step to creating a

new account.
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3. Enter search criteria, such as the person's (Last Name, First Name), for the person
you are seeking.
Search even if you plan to make a new account, to ensure the person does not
already have an account. By default, the Search only within my organization
checkbox is not marked, which means you are searching ALL eRA Commons
accounts for all organizations.

TIP: Use the percent character, %, as a wildcard.

If accounts appear in the Search Results, you can:

 Click the linked Name to see Funding Support, which also includes employment his-
tory, for the user. This can help you positively identify a user in the case of duplic-
ate names found.

 Click the Manage button to change affiliation, change roles, change the user's
email (where their password reset emails go), or to reset their password (meaning
they get a password reset email with a temporary password).

* If you find the person you are looking to add to your organization, click Manage
and use the Affiliate button to affiliate the person to your institution. You can affil-
iate only those with scientific (research-related) accounts (such as PI), not those
with administrative accounts (such as SO).

» Click Create New Account to create a new user (after searching to ensure the user
does not already exist). After performing the search, the Create New Account but-
ton becomes enabled; see the next section.

Creating a New User Account

If you search for a person who is coming onboard to your organization, but you do not
find the person, you can create a new account for the person.

1. After you search for a person (see above section), click the Create New Account but-

ton.
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AMM | Manage Accounts  AMM User Reports

Search Accounts @

We searched for accounts but No Records were Found. Here are several error resolution suggestions.
* Try to broaden your search by adding more search parameters.

* Create an account.

~ Search Criteria

[ search only within my organization @

NOTE! You must enter at least one search field, besides User Type and Account Status.

User Type Account Status User ID
Commons ~ All v

Last Name First Name Middle Name
Budge Cob

Email Roles @

reate New
Account

The Create Account screen displays. The User Type should default to Commons
and the Primary Organization should default to that of your own. The User Type

field can be changed if necessary.
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AMM| Manage Accounts

* Required Fields
User Information
User Type *

Commons w

User ID *

Primary Organization *

STATE UNIV

Last Name *

Email *

Roles @

| + Add Roles |

AMM User Reports

Create Account @

Contact Information

First Name *

Confirm Email *

Middle Name

2. On the Create Account screen, fill out the fields. Note that all fields except Middle

Name are required.

» User Type: Select Commons from the drop-down list if it is not already dis-

played.

e User ID: Enter a unique name as the system user ID. Take care with entering
this ID, as it is not changeable after account creation.

» Primary Organization: This field defaults to your organization and cannot
be changed. If an individual needs to be affiliated with your organization and
already has a non-administrative account with another institution (primarily
Primary Investigators - Pl), search for them outside of your organization and
affiliate their existing account with your institution.

e Last Name
e First Name
e Middle Name
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e Email. This email will be used for password resets (i.e. when the user clicks
'Forgot Password' on the eRA Commons login screen). It is very important to
enter an email that the user will ALWAYS have access to, which might be their
personal email.

¢ Confirm Email

After entering contact information, you must assign a role to the account; if you do not
add a role, you get an error when you try to save the new user.

3. Click the + Add Roles button to open the AMM | Add Roles window.
The organization defaults to your institution and cannot be changed. A list of avail-

able roles appears. Note that more roles appear if you are an SO vs. other admin-

istrative roles. For instance, only an SO can assign a SO role to another user.

AMM | Add Roles X

Organization

STATE UNIV

Role(s) (to multi-select, please use ctrl or shift keys)

e L e L 1 L A= e L
F5R - Financial Reperting users

GRADUATE_STUDENT - Graduate Student - role is used for tracking purposes. User has access to personi
LRPS - Gives user ability to perform service and research verifications.

OLAW_REPORT_USER_ROLE - OLAW personnel - Role used for runing external report

PACR - Public Access Compliance Role - Role used for tracking purposes

PD/PI - Project Director/Prnincipal Investigator

POSTDOC - POSTDOC - role | i1s used to track users using the xTrain module

PROJECT_PERSONMEL - Gives user ability to manage/edit foreign component data in FACTS

SCIENTIST - Scientist - role is used for biomedical workforce tracking and progress reports

50 - Signing Official -

Close

4. Select the role(s) for the new account.
Use Ctrl+click to select multiple roles. (Shift+click selects multiple contiguous
roles.) Some roles conflict with one another and should not be assigned at the

same time, such as PD/PI and SO, or any scientific role along with an administrative
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role. An error message will occur when you try to save the new user account if you
assign conflicting roles.

5. Click the Add Role(s) button in the Add Roles popup. The Create Account screen
now lists the roles you selected. If you made a mistake, you can click the Remove

button in the Action column to remove a role.

Roles+« @

‘ =+ Add Roles || ¥ Remove All ‘

3 Results < Tof1 v >

Role(s) * Organization(s) Action
50 STATE UNIV ¥ Remove
PD/PI |STATE UNIV., | X Remove |

PROJECT_PERSONNEL STATE UNIV
Close Clear

Figure 16: Roles section of Create Account screen showing Remove buttons next to
roles

6. Click the Create button to create the new account.

A success message appears at top and the read-only Account Details screen appears.
Alternatively, if there were errors, errors are listed at top; see the next section.

If you need to change the account you just created, click the Manage button. When edit-
ing an account, you can no longer change the User ID or name. You can, however, edit
the email, roles, affiliation, or reset the password. See Editing an Existing eRA User
Account on page 98 below.

The new account holder will get two emails at the email you specified; one contains a
temporary password and the other contains the user ID.

The person for whom the account was created can edit all their personal and contact
information using Personal Profile after they log in to Commons.
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Possible Errors When Creating an Account

A variety of errors might appear when you click Create to save a new account. A red bar
appears at the top listing errors.

Error for Leaving Required Fields Blank

Please review all the messages below
* Missing Required information: Email
+ Missing Required information: Confirm Email

Error for Adding Conflicting Roles

Role Conflict: Admin and Scientific roles cannot exist together for this
account. For clarification, please contact eRA Service Desk with justification.

Figure 17: Possible errors you might receive after clicking Create to create a new account

Editing an Existing eRA User Account

Steps for an SO or account administrator to edit existing accounts:

1. Search for existing accounts as described in Searching for an eRA Account on page
91.

2. On the account you want to edit, click the Manage button.

Search Results

Filtar Results: & Results < Tof1 v >

User Account Login via Login.gov @&

ID Name @ * Email Status “ Roles & Affiliations Action

AARON Smith, Aaro eRATest@mail.nih.go  Active PD/PI OFTIONAL [ Manage |
% o State Univ

Figure 18: Search results in Admin module showing Manage button
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The Manage Account screen opens.

Manage Account @

MNote: Changes to the account are not saved until you hit the save button. x
- For example, if you dffiliate someone, he/she is not actually affiliated until you
hit the save button.

* Required Fields

User Information

Account Status: Active

User Type *

Commons w
User ID =
AARON

Primary Organization *
STATE UNIV
Login via 2FA @ : OPTIONAL

2FA Exemption Expiration Date @:

o)
2FA Mapping Completion Status @: NOT MAFPPED
Contact Information
Last Name * First Name * Middle Name
Smith Aaro
Email * Confirm Email *
eRATest@mail.nih.gov eRATest@mail.nih.gov
Roles @
[ =+ Add Roles ] [ X Unaffiliate

2 Results -&ﬂ|<‘ Tof1 v "‘

Role(s) * Organization(s) Action

PD/PI STATE UNIV
] -
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Figure 19: Manage Account screen, where an organization's administrator can edit
roles, affiliate/unaffiliate user with this institution, reset password, and change the
email for password resets.

* To edit roles, click the Add Roles button.
Be sure to add ONLY scientific (P, POSTDOC, etc) OR administrative (SO, AA, etc)
to an account, but not both, as they are incompatible.

» To change the account holder's email, enter the new email in the Email fields.
If the user then clicks 'Forgot Password,’' the password reset email will go to this
email address.

» To affiliate the user with your institution, click Affiliate.
The Affiliate button appears ONLY if the user you are viewing is NOT currently affil-
iated with your institution. If the user IS currently affiliated, then an 'Unaffiliate’
button appears instead. Use Unaffiliate to remove a user from your institution if
they have changed institutions and no longer work at yours.

» Toreset a user's password (available ONLY for users within your institution), click
the Reset Password button.
This triggers a password reset email to be sent to the email address in the Email
fields.

Additional Information

Account Management Module online help

Creating an Account to Access IAR (Internet Review Module)
eRA Commons Registration & Accounts

Understanding eRA Commons Accounts

Institution Registration and Account Creation (Training Videos)
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About eRA Commons

eRA Commons is a Web-based system for applicants and institutions to participate in the
electronic grant administration process.

In eRA Commons (Commons), grant applicants, grantees, and federal staff at NIH and
grantor agencies can access and share administrative information relating to research
grants. If you are registering a new institution, see https://www.era.nih.gov/register-
accounts/register-in-era-commons.htm. If you are affiliated with a registered institution
and need an eRA Commons account, contact your institution's signing official or account
administrator.

NIH extramural grantee organizations, Operating Divisions (OpDivs), grantees, and the
public are the primary users of Commons, and each type of user is assigned a specific
role (or roles). Depending on your role, you can perform a variety of functions in Com-
mons, including:

 Track the status of your grant application through the submission process, while
viewing errors and/or warnings and checking the assembled grant image.

» View summary statements and score letters following the initial review of your
application

» View the notice of award (NoA) and other key documents.

e Submit Just-in-Time (JIT) information required by the grantor agency prior to a
final award decision.

» Submit the required documentation, including the Financial Status Report/Federal
Financial Report and
Final Research Performance Progress Report (Final RPPR) to close out your grant.

» Submit a No-Cost Extension notification that the grantee has exercised its one-
time authority to extend without funds the final budget period of a grant.

e Submit an annual progress report electronically.

» Manage personal and institutional profiles.

NOTE: All attachments should be submitted in PDF format with a maximum size of 6MB.

See:

Welcome to eRA Commons! on page 42

Registering Institutions 101 June 25, 2025


https://www.era.nih.gov/register-accounts/register-in-era-commons.htm
https://www.era.nih.gov/register-accounts/register-in-era-commons.htm

eRA Commons User Guide

First-Time Login With Temporary Password on page 139
Logging into eRA Commons on page 62

Registering Institutions and Organizations on page 50

Basics and Navigation for eRA Modules

For increased usability, eRA modules are gradually switching to a streamlined, modern,
mobile-friendly look and feel for screens. The new look and the new navigation adjust
dynamically for a variety of screen or font sizes, making your browsing experience more
efficient on the device of your choice. New user interface elements offer a consistent set
of tools that you can use across modules. A new header and footer conserve space, leav-
ing more work area for you to accomplish your tasks.

This topic explores the new navigation and user interface elements that you might see
on updated screens. All modules will eventually use the same framework for building the
appearance and navigation for screens. Older style screens will co-exist with updated
screens during the transition to the new look and feel. Not all screen elements shown
here will appear in all modules.

Read this topic to learn about:

» Header/footer for eRA modules

e Navigation to and within modules

» Actions column and how it might be replaced by an ellipsis (three-dot) dropdown
inarow

» Standard tools for tables

* How columns are hidden and shown on small screens

Header and Footer Navigation

The new header and footer use symbols to save screen real estate and dynamically
adjust to fit smaller screens.

Commons @ m National Institutes of Health
e ‘Office of Extrameral Research

Commonsplus

Status |
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Figure 20: Full eRA Header with Main Menu at left, which displays module navigation, out-
lined

The first icon from left is the Main Menu. The Main Menu shows all apps available to the
currently logged-in user, shown below:

Institution Profile ']

Personal Profile
Status

ASSIST

Prior Approval
RPPR

xTrain

xTRACT

Admin Supp

Figure 21: Expanded Main Menu, showing all modules to which you have access

Other Icons in Header

£

P4

Links to the Department of Health and Human Services.

m Mational Institutes of Health
Office of Extramural Research
Links to grants.nih.gov.

Links to a general eRA Service Desk Support page.
Links to a general eRA Service Desk Support page.

The person icon shows your login information, institution, roles, email pref-

erences, and sign out link:
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@ Tessa Toth

[&] NIH\TOTHF
Current Institution:
NIH

Roles:

SPONSOR PI
& Manage Preferences

(= Sign Out

Figure 22: Person icon menu, showing name, user ID, institution, roles, and sign out link

Dynamic Header

Below, on a narrow screen, most items on the header are hidden, but they pop down
when you click the grid icon in the upper right, outlined below.

« Commons

Figure 23: Narrow eRA Header, which hides all banner options under a bento box icon,
shown at right
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ERA Commons

« eRA Main Menu

4 HHS

National Institutes of Health
Office of Extramural Research
© Help

L. Contact

& User

Figure 24: Narrow eRA Header, which has been expanded to show all banner options after
bento box icon is clicked

Redesigned Footer

The footer is clean and offers only essential information organized into columns.

© Help U Privacy Notice NIH - Office of Extramural Research Screen Rendered: 07/08/2020 06:53:13
. Contact Us & Accessibility 4 US. Department of Health and Human EDT | LISTOFREVIEWERS@3667
A Disclaimer Services

Figure 25: eRA Footer

Navigating Within a Module

The module abbreviation, circled below left, lets you quickly see which module you are
working in.

Office of Extramural Research

C Commons : :
eRA -'-t/‘_é' NIH National Institutes of Health

xTrain

| Home Awarded Grants | WIP Forms ~ | Diversity Reporting  Person Search

Figure 26: Navigation within a module, showing module name at left and module pages
in navigation along top under banner
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The sections of the modules are listed across the top, with the current section high-
lighted in gray, circled above.

To navigate to the screens available under each section, click the section name to see a
dropdown that shows all screen names, as shown below.

C Commons : ;
eRA ""'1/{' m) National Institutes of Health

Office of Extramural Research

xTrain

xTrain ‘ Home Awarded Grants| WIP Forms ¥  Diverdity Reporting  Person Search

Appointments

Al Home ©

Terminations

Figure 27: Module Navigation with Dropdowns of Screen Names

If the screen size is small, all the app section names are collapsed under a three-line icon,
shown below.

REV =

Figure 28: Module Navigation is collapsed when narrow, with bento box icon at right
which when clicked shows all module top navigation

When clicked, the three-line icon shows all module navigation in vertical form, below.
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REV
Application Admin -

Reviewers and Peﬁle Lists -

Catzlog of Prospect Lists
Person Administration
Advanced Person Search
Meeting Admin ~
Reviewer Assignments -
Data Maintenance ~
Reports ~
Sort Prefs

SEP Aggregate Roster

Figure 29: Module navigation expanded, when screen is narrow and all top navigation is
under bento box icon at right

Actions Column Replaced by Ellipsis Menu

Actions that are available for each row in a table might be displayed under a three-dot
ellipsis icon instead of an Actions column, as shown below. This happens if there are
three or more actions to be displayed. If only one action item is listed, then the column
will list that action as the header and have an 'x’ in the body of the column.

Grants.gov
Application/Award 1D Tracking #
S5K08AGO50505-02 e
RPPR

1R21AR020202-01A7 (MPI ]
Human Subjects

Figure 30: Three-dot ellipsis menu replaces action menu and displays actions that can be
taken on a record in a table
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Standard Tools for Tables

Tables are sleeker with tools for showing the data you want to see.

|3~5?Resu|ts 3 B | 1of1s ~ D

| =- | Grants.gov
Application/Award ID Tracking # Proposal Ti1IeD PD/Pl Name

Figure 31: Section of a table header with standard table tools, shown outlined
Filter Table

Entering filter text features instant filtering of the list as you type, with the number of
found results updated as you type. The text you type in the filter field is highlighted in
the table.

367 Results

Figure 32: Filter Table Field with Number of Found Results

Selecting Rows/Bulk Action Tool

-

Use the bulk actions tool to select or deselect all, and to show selected rows only
or all rows. Other bulk action tools might also let you mark or clear the checkboxes of all

currently visible rows (such as those found by typing filter text).

| = "l Order Grant No.

BULK ACTIONS

Select All
Deselect All

Show Selected Rows Only
Show All

Figure 33: Bulk Actions Tool Lets you Show/Hide and Select/Unselect Rows
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Check All marks all checkboxes regardless of the number of pages of records shown. In

other words, if there are 10 pages of records available, with only the first page currently

visible, Check All marks all enabled checkboxes on all pages. By contrast, Check All Vis-
ible marks only those enabled checkboxes on the currently visible page. See Page Nav-
igation below for directions on how to navigate between pages of data.

E Discussion

BULK ACTIONS

Check All

Uncheck All

Check All Visible
Uncheck All Visible

Figure 34: Bulk select tool example
Column Picker

Click to choose the visible columns in a table by selecting/deselecting their checkboxes.
The column selection is only in effect until you navigate to another screen.

@ ~ | 3 Results

Assurance

Legacy
Name

Rewviewer

Due

Sent

Received
Acknowledged
Status
Approval
Expiration

Emails

Figure 35: Expanded Column Picker, which lets you choose which columns are visible
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Column Sorting
Click column headers to sort by that column.
Pri 1D sy Pri 1E] sy Pri 1E]

Unsorted Sorted Sorted
A-Z, 1-high Z - A, high -1

Figure 36: Sort indicators in table columns

Download and Print

+
Use the download tool L==1, shown below, to export table data to Excel or PDF, or to

print. Data from all columns is exported/printed even if only a subset of columns are vis-
ible.

<

EXPORT

[A Excel
@ POF

& Print

Figure 37: Download Tool lets you print or export to Excel or PDF

Rows Per Page

To help avoid scrolling, use the grid tool to specify how many table rows appear

per page.
zz]

ROWS PER PAGE
530

100
200
ALL
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Figure 38: Grid Tool lets you choose number of rows displayed per page
Page Navigation

Navigate to each page of search results using the following tool:

Figure 39: Navigation to move between pages of search results

Instantly scroll back to the top of the page by clicking the "Back to Top" button, which
appears on selected screens that show long search results. The button is an up arrow in a
yellow rectangle and appears at the bottom right of the screen, when applicable:

" InPrivate (2) I Status

public.test.era.nih.gov

agement of primary care

1R21MD010101-01A1 =+ GRANT13937834 Intersectional Health Link  05/01/202 08/31/20 09/01/202 08/31/20
4 26 4 25

1R35GMO50505-01 =+ (GRANT13884068 Functional control system  09/01/202 08/31/20 09/01/202 08/31/20
4 4

Figure 40: Yellow "back to top" button with up arrow in a yellow rectangle, used to
instantly scroll to the top of search results

Expanding Table Rows to Reveal More Information

Some tables have an indicator at the beginning of each row that more information can
be viewed for the row.

0
o0
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Figure 41: 'More Info' triangle icons at the beginning of rows in a table

If you see a triangle pointing to the right at the beginning of a row, click it for more
information on the record.

Relinquishing Statement Search Results @

Search Criteria:  (__RS Search Type: Search for Awards )

Filter Table 3 Results J. | | 1of1 | > |

Budget Period Start Budget Period End
Application/Award ID * Proposal Title PD/Pl Name Application Status Date Date
D 2R15GM020303-03 Chlamydia trachomatis MACMNA, MEG 06/01/2023 05/31/2026
»  SROTES040404-04 Understanding airway disease SAALA, INI 02/01/2023 01/31/2024
» 5R21DC090909-03 ==  Effects of Stimulation for Aphasia DUNYOG, ELLES 09/01/2022 08/31/2024

Figure 42: Triangle shown at beginning of table row indicates that there is hidden inform-
ation for the row

The triangle turns downwards and expands the row to show additional information.

Relinquishing Statement Search Results @
Search Criteria: (RS Search Type: Search for Awards )
Filter Table 3 Results jg | ‘ 1of1 v | » |
Budget Period Start Budget Period End
Application/Award ID * Proposal Title PD/Pl Name Application Status Date Date
Bzmsmﬂososo&oa Chlamydia trachomatis MACNA, MEG 06/01/2023 05/31/2026
Relinquishing Statements
[3 Relinquishing Statement 12586 ==
RS Submitted Date:
11/14/2022
-n>>>"
» SRO1ES040404-04 Understanding airway disease SAALA, INI 02/01/2023 01/31/2024
b SR21DC0O%090%-03 == Effects of Stimulationfor Aphasia DUNYOG, ELLES 09/01/2022 08/31/2024

Figure 43: Click the triangle at the beginning of a table row to show more information
about the record

The triangle also appears for some tables if you narrow the window containing the table.
Below, a wide screen shows several columns.
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MDResults -‘ﬂ < 1o0f18 w B

| M |

Application/Award

1D Proposal Title Organization Name Status Council

TI0TBX010101-01A1 == Regulation of cell HEALTH Harr, Davi Submitted 200908
ADMIMISTRATION

TI0TRX060806-01AT ==  Effects of Yoga VA Pard, Yook Released 200910

HOSPITAL

Figure 44: Full screen showing all columns

When the screen is narrowed, the Status column and Council column are not visible in
the table, as shown below.

MDResuHs -‘ﬂ < 1of18 B

_—“ Application/Award

1D Proposal Title Organization Name
B 1101BX010101-01A1 ==  Regulation of cell HEALTH Harr. Davi
ADMIMISTRATION
» TI0TRX060606-01A1 +=  Effects of Yoga WA Pard, Yook
HOSPITAL

Figure 45: Narrow screen where the two rightmost columns are hidden

All hidden columns are available by clicking the 'More Info' triangle in the first column,
which expands the row to show the two missing columns:
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MDResuIts ;"ﬂ| <[ 1of18 v B
E: Application/Award

o] Proposal Title Organization Name
p 1101BX010101-01A1 == Regulation of cell HEALTH Harr, Davi
ADMINISTRATION

Status Submitted

Council 200308

> TI01RX060606-01A1 ==  Effects of Yoga VA
HOSPITAL

Pard, Yook

Figure 46: Click the triangle at the left of a row to show hidden columns below
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Understanding Grant Numbers

A grant number provides unique identification for the grant. The figure below shows an
example of a complete NIH grant number.

Sample Grant Number: 1 RO1 CA 123456-01A1

Application Type Activity Code | Institute/Center (IC) | Serial Number | Support Year | Extension
1 RO1 CA 123456 01 Al

The grant number is comprised of the following parts:

Application Type: Indicates the type of application (e.g., new, renewal, non-competing,
etc)

Activity Code: Represents the specific category of support (e.g., research projects, fel-
lowships, etc.)

Institute/Center Code: The code for the NIH Institute/Center (IC) associated with the
grant

Serial Number: The unique number - assigned by the NIH Center for Scientific Review
(CSR)- identifying the specific application

Support Year: Indicates the current year of support (e.g., an 01 support year is a new
grant)

Suffix Code: An optional code used for supplements, amendments, or fellowship insti-
tutional allowances

» 'A’ and related number identifies the amendment number (example: A1 = resub-
mission);

» 'S"and related number identifies the revision record and follows the grant year or
the amendment designation to which additional funds have been awarded.

e 'X'and related number identifies a fellowship's institutional allowance record.
Allowance designations also follow the grant year or other designation(example:
AG 12345-01X1 and HD 12345-02S1X2)

e 'P'and related number indicates a pre-application.
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* D% (where % is a number) marks resubmissions and/or renewal applications that
were withdrawn prior to the issuance of a summary statement at the request of the
applicant and a subsequent version of that resubmission or renewal was submitted.

For more complete information on deciphering the grant number, see:

https://www.era.nih.gov/files/Deciphering-NIH-Application.pdf

For additional information types of grant programs, access the Grants & Funding web-

site at: https://grants.nih.gov/grants/funding/funding_program.htm.

Searching for Awards by Awarding Office/IC (Search Criteria)

For increased flexibility in searching, a new search field has been added to search screens
in the Status (for signing officials only), FFR, and RPPR modules. The new Awarding
Office/IC field lets you narrow searches to only those awards that have been granted by

the agencies, departments, offices, or ICs that you specify.

This new search field offers powerful tools for finding and selecting the ICs or agencies
that you want included in your search criteria. It provides a consistent set of tools that

you can use across modules when searching for an award.

Below is an example of the search field as it appears in the Status module when a signing

official (SO) is performing a search.

Status |
Search Type: General v @
Type Activity Code IC/Institute  Serial # SupportYr.  Suffix
ex: 5 ex: RO v | ex:GM v ex: 123456 ex: 01 ex: Al
Project Number Awarding Office/IC
ex: NA24N FX678G01 3-T1-0 (Minimum 4 charac Change Selections ‘
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Figure 47: Awarding Office/IC field and button on the Status Search Type screen for SOs

Using the Awarding Office/IC Field

1. Click the Change Selections button under Awarding Office/IC.

You see a popup with upper level governmental Departments that grant awards
and are supported by eRA.

Select Awarding Office/IC

QL Enter characters to highlight the result in the tree below

Select All | Deselect All

> DHHS -- DEPARTMENT OF HEALTH & HUMAN SERVICES (DHHS)
> DOC -- U.S. Department of Commerce (DoC) (DOC)
> VA -- Veterans Affairs (VA)

Save Selection(s)

Figure 48: Select Awarding Office/IC popup, where you can narrow a search to
awards granted only by specific agencies, departments, or ICs

2. Click the arrows at left to drill down and see the grantor organizations (agen-
cies/departments/offices/ICs) that reside underneath these Departments.

3. Mark the checkboxes of the grantor organizations that you want to include in
your project search.

4. Click the Save Selection(s) button.

The button on the search screen updates to reflect the number of awarding organ-
izations to include in the project search. In the following example, when you perform
your search, results will appear for only the 29 selected grantor organizations that were
selected on the Select Awarding Office/IC popup.
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Awarding Office/IC

Change Selections ‘

Figure 49: Awarding Office/IC field with Change Selections button showing how many
offices/ICs are currently selected

Tips for Finding and Marking Grantor Organizations

» To select all grantor organizations, click the Select All link. Likewise click Deselect
All to unselect all organizations.

» Type at least three characters in the search box at the top of the popup. All grantor
organizations with matching text are instantly expanded so you can see them and
the typed text is highlighted. You can then click the Select All Highlighted link to
select all organizations with highlight that matches the typed text.

Select Awarding Office/IC

Select All | Deselect All || Select All Highlighted

> DHHS -- DEPARTMENT OF HEALTH & HUMAN SERVICES (DHHS)
s DOC -- U.S. Department of Commerce (DoC) (DOC)

DOC/CENSU -- US Census Bureau (CENSUS) (CENSU)
DOC/DOCOS -- DoC Office of the Secretary (DOC-0S) (DOCOS)
DOC/EDA -- Economic Development Administration (EDA) (EDA)

DOC/ITA -- International Trade Administration (ITA) (ITA)

L R Y A IV

DOC/MBDA -- Minority Business Development Agency (MBDA) (MBDA)

<

DOC/NOAA -- National Oceanic and Atmospheric Administration (NOAA) (NOAA)
DOC/NOAA/NESDI -- National Environmental Satellite Data and Information Service (NESDIS) (NESDI)
DOC/NOAA/NFA -- Office of Finance and Administration (NFA) (NFA)
DOC/NOAA/NMFS -- National Marine Fisheries Service (NMFS) (NMFS)
DOC/NOAA/NOS -- National Ocean Service (NOS) (NOS)
DOC/NOAA/NWS -- National Weather Service (NWS) (NWS)

DOC/NOAA/OAR -- Oceanic and Atmospheric Research (OAR) (OAR)

A RV N Y IR e V)

DOC/NOAA/SEC -- Office of the Under Secretary (USEC) (SEC)
> DOC/NTIA -- National Telecommunications and Information Administration (NTIA) (NTIA)
~ VA -- Veterans Affairs (VA)

> VA/RD -- Office of Research & Development (RD)

Cancel Save Selection(s) s

Figure 50: Select Awarding Office/IC popup, showing highlighted items, which can be
selected all at once by clicking the Select All Highlighted option
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» To select a group of organizations, select a checkbox; all organizations underneath
(subordinate to) that organization are also selected. In the example below, the
DOC/CENSU checkbox was selected by a user and the items underneath it were
automatically selected as well.

Select Awarding Office/IC

Q. Enter characters to highlight the result in the tree below
Select All | Deselect All
> DHHS -- DEPARTMENT OF HEALTH & HUMAN SERVICES (DHHS)
“  — DOC -- U.S. Department of Commerce (DoC) (DOC)
v DOC/CENSU -- US Census Bureau (CENSUS) (CENSU)

v DOC/CENSU/ADR -- Associate Director for Research and Methodolagy (ADR) (ADR)
DOC/CENSU/ADR/ADRM -- Assistant Director for Research and Methodology (ADRM) (ADRM)
DOC/CENSU/ADR/CARRA -- Center for Administrative Records Research and Applications (CARRA) (CARRA)
DOC/DOCOS -- DoC Office of the Secretary (DOC-0S) (DOCOS)

DOC/EDA -- Economic Development Administration (EDA) (EDA)
DOC/ITA -- International Trade Administration (ITA) (ITA)
DOC/MBDA -- Mincrity Business Development Agency (MBDA) (MBDA)

DOC/NOAA -- National Oceanic and Atmospheric Administration (NOAA) (NOAA)

VWV VY Vv

DOC/NTIA -- National Telecommunications and Information Administration (NTIA) (NTIA)

> VA -- Veterans Affairs (VA)

Save Selection(s)

Figure 51: Select Awarding Office/IC popup, where you can select a higher level organ-
ization, which automatically selects all those organizations contained in the top level
organization
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User Roles

To log in to Commons and access its features, you must have a Commons account with
assigned user role(s). User roles determine which features you can employ, the tasks you
can perform, and the level of access you have to information. Commons roles range from
trainee roles to scientific roles to administrative roles. User roles are mostly assigned to
you by your signing official or account administrator, except for the IAR (peer reviewer)
role, which is assigned by a scientific review officer.

Agency-Specific Instructions: Department of Commerce (DOC). The only roles applic-
able to awards from DOC are PI, SO, AO, AA, FSR, and IAR . A user might have roles bey
ond this list, but other roles have no effect and give no privileges on the user if they are
administering DOC awards.

The following is a list of user roles which may be associated to your account. Refer to the
section on that role for more information.

» AA: Account Administrator at an organization, who facilitates the administration of
Commons accounts.

» AO: Administrative Official of an organization.

» ASST: An assistant who may be delegated to perform tasks on behalf of the PD/PI.

» BO: Business Official at an organization who manages trainee grants and uses the
xTrain module.

» FCOIl: Those at an organization who manage the Financial Conflict of Interest mod-
ule and report submission.

» FSR: A person in an organization responsible for completing and submitting
Federal Financial Reports (FFR).

» Graduate: Role assigned to an individual who is a graduate student and is par-
ticipating in an NIH-funded project for at least one person month. Refer to the fol-
lowing guide notice for more
information: https://grants.nih.gov/grants/guide/notice-files/NOT-OD-13-
097.html.

» IAR: A Reviewer selected by Scientific Review Officer (SRO*) assigned to critique
and score applications in a review meeting. These Reviewers use the Internet Ass-
isted Review (IAR) module.
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» PACR: Having this role provides access to the Public Access Compliance Report sys-
tem via the Commons home page.

e PI: Program Director/Principal Investigator (also called PD/PI), who directs a
research project or program supported by the NIH.

e POSTDOC: POSTDOC role exists in Commons for those at an institution serving in
a postdoctoral role. This could be someone who is being mentored and not yet in a
permanent position.

» Project Personnel: Role assigned to an individual performing other project roles
on a project. Refer to the following guide notice for more information: https://-
grants.nih.gov/grants/guide/notice-files/NOT-OD-13-097.html.

e SO: Organization's Signing Official, who has the institutional authority to legally
bind the institution in grant-administration matters.

» SPONSOR: Sponsors supervise the research training experience of individual fel-

lows supported by fellowship awards in the xTrain module.

o TRAINEE: TRAINEE user manages the electronic appointments of their own awar-
ded training grants.

» Undergraduate: Role assigned to an individual who is in an undergraduate pro-
gram and is participating in an NIH-funded project for at least one person month.
Refer to the following guide notice for more information: https://-
grants.nih.gov/grants/guide/notice-files/NOT-OD-13-097.html.
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Figure 52: Commons User Roles Diagram

TIP: *Other Transaction Authority (OTA) - Some screens and terminology may be dif-
ferent in order to accommodate review of OTA, a type of award that is neither a grant
nor a contract but a different way of funding that is being used across NIH. These
changes will typically not be visible to NIH or agency reviewers.

Account Administrator (AA)

Designated by the SO, the AA facilitates the administration of eRA Commons accounts
for their own institution. The AA typically is located in the Central Research Admin-
istration Office at the awardee organization.

If you hold an AA role, you have privileges to perform the following tasks:

» Create accounts and modify all Commons roles except IAR and FCOI roles
» Reset password for users at their institution
» Create affiliation between an existing Pl or IAR Commons account and the insti-

tution
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Administrative Official (AO)

An AO is an official within an extramural organization and may be located within the Cen-
tral Research Administration Office and/or an academic department. Depending on an
institution’s workflow process, it is possible for the SO and AO to be the same person. In
this case, only SO authority is necessary (as SO authority supersedes AO authority).

SO and AO authorities should not be combined.

NOTE: An AO is not authorized to submit reports to the NIH.

If you hold an AO role, you have privileges to perform the following tasks:

» Create all accounts other than IAR, TRAINEE, and FCOI
» Update Commons accounts created by the AO
 View status and award information for all institution grants

NOTE: The AO cannot view summary statements or priority scores.

» Create affiliation between an existing PD/PI or IAR Commons account and the insti-
tution

NOTE: An AO cannot modify the Institution Profile.

Assistant (ASST)

An ASST user can perform tasks on behalf of a PD/PI depending on the authority granted
to the ASST user.

If you hold an ASST role, you may have privileges to perform the following tasks:

 Edit your own personal profile (PPF) data

» Edit the PD/PI's PPF if delegated by a Pl user

» Edit the PD/PI's progress report data if delegated by the Pl user

» View the PD/PI Grant Status if delegated by the Pl user

» Perform PD/PI xTrain functions (except submit to agency) if delegated by the PI
user
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Agency-Specific Instructions: Department of Commerce. This role is not used by
DOC. If you have this role, it does not give you privileges for DOC awards.

Business Official (BO)

A BO has signature or other authority related to administering grantee institution train-
ing grants. Users with the BO role perform their tasks in the xTrain module and
IBO Portal of Commons.

Agency-Specific Instructions: Department of Commerce. This role is not used by
DOC. If you have this role, it does not give you privileges for DOC awards.

If you hold a BO role, you have privileges to perform the following tasks:

» View the following Training Grant related items:
Trainee Roster
List of Grants
Grant Summary
Routing History
» PDF-formatted Appointments/Amendments/Terminations
« Initiate, update, route, and submit Termination Notices (TN), if authorized
 Certify Loan Repayment Program (LRP) applicants using the IBO Portal; see Over-
view of LRP IBO Portal.

Financial Conflict of Interest (FCOI)

FCOl is the user(s) in the institution who manages the Financial Conflict of Interest report-
ing process. The FCOI role can only be assigned by the SO to someone within their insti-
tution and that person must have a Commons account.

Agency-Specific Instructions: Department of Commerce. This role is not used by
DOC. If you have this role, it does not give you privileges for DOC awards.

If you hold an FCOI role, you have privileges to perform the following tasks:

e |nitiate FCOI
e View and Edit FCOI
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e Delete FCOI
e Submit FCOI

FCOI responsibilities can be shared with other by assigning either the FCOI_ASST or
FCOI_View roles.

FCOI Assistant (FCOI_ASST) Role

Commons users with the SO role can assign the FCOI_ASST role to those users in the
institution who will assist in working on the FCOI reporting process.

Agency-Specific Instructions: Department of Commerce. This role is not used by
DOC. If you have this role, it does not give you privileges for DOC awards.

Commons users assigned the FCOI_ASST role, have privileges to perform the following
tasks:

* Initiate FCOI
Search FCOI
View FCOI
Edit FCOI
Delete FCOI

NOTE: Assign the FCOI_View role instead to any system users who need authority to
search for and view FCOI information entered by the institution in the FCOl module, but
who will not perform any data entry or make changes to the information.

FCOI Read-Only (FCOI_View) Role

Commons users with the SO role can assign the FCOI_View role to those users in the insti-
tution need authority to search for and view FCOI information entered by the institution
in the FCOI module, but who will not perform any data entry or make changes to the
information. These users have read-only access to FCOI report data.

Agency-Specific Instructions: Department of Commerce. This role is not used by
DOC. If you have this role, it does not give you privileges for DOC awards.
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Commons users assigned the FCOI_View role, have privileges to perform the following
tasks:

e Search FCOI
e View FCOI

NOTE: Assign the FCOI_ASST role instead to any system users who need the authority to
do more than view the FCOI report. FCOI_ASST users can initiate, edit, and delete
FCOI reports.

Federal Financial Report (FSR Role)

The Federal Financial Report (FFR) is a statement of expenditures for a grant. The Com-
mons role assigned for completing FFR responsibilities is the FSR role. Depending on the
institution’s workflow process, it is possible for the SO or BO/AO to have FSR person
responsibilities. As such, these two authorities may be combined on the same account.

If you hold an FSR role, you have privileges to submit FFRs on behalf of your institution.

NOTE: An account with only the FSR role assigned can only perform FSR tasks.

Internet Assisted Review (IAR)

Specially selected by Scientific Review Officers (SRO*) of the NIH, an IAR user can critique
and score submitted grant applications. Many PD/PIs are selected for this role and IAR
authority is automatically added to their account once an SRO enables them for a meet-
ing. All other reviewers who have never served as PD/PIs have IAR authority solely.

If you hold an IAR role, you have privileges to perform the following tasks:

 Edit your own personal profile (PPF) and Reviewer address data
» Use the IAR module to submit critiques and preliminary scores for applications to
be reviewed at a meeting for which you are enabled

NOTE: If affiliated with an institution, you can take advantage of other Commons fea-
tures with the IAR role.
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TIP: *Other Transaction Authority (OTA) - Some screens and terminology may be dif-
ferent in order to accommodate review of OTA, a type of award that is neither a grant
nor a contract but a different way of funding that is being used across NIH. These
changes will typically not be visible to NIH or agency reviewers.

If you are a Reviewer with an IAR role and are seeking help with the IAR module, check
out the IAR for Reviewers online help system: http://www.era.nih.gov/erahelp/IAR_Rev/.

Program Director/Principal Investigator (PI)

A principal investigator (also called a PD/PI, although the role in Commons displays as P/)
directs a research project or program supported by the NIH. A Pl role is also required for
Loan Repayment Program applicants submitting LRP applications to the Division of Loan
Repayment (DLR). The role of the PI within Commons is to complete the grant admin-
istration process or to delegate this responsibility to another individual. A PI may only
access information pertaining to the grant(s) on which he/she is the designated PD/PI.

NIH has adopted a Multiple-PI (MPIl) model—as directed by the Office of Science and
Technology Policy—permitting more than one Pl to be associated with an NIH-funded
grant, contract, or cooperative agreement. Additional Pls assist with the responsibilities
currently accorded to a single PI. The multiple-PI model is intended to supplement—not
replace—the traditional single-PI model.

If you hold a Pl role, you have privileges to perform the following tasks:

« Edit your personal profile (PPF)

» Delegate edit authority of your own PPF to others

» View the status of all grant applications for which you are the designated PI, includ-
ing any errors or warnings that may have been triggered

» View the assembled image of submitted grant applications before those grants
move on for further processing

» View Study Section/Meeting Roster of the Review Group that will be reviewing
your application

» View Review outcome information and summary statements

» View Notice of Award (NoA) for all grants for which you are the designated P!

» Delegate authority to someone with an ASST role to perform the same actions and
receive the same notifications as a you do as the PI
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e Submit an LRP application

NOTE: Pl users cannot delegate authority to submit appointments to the agency.

 View the following Training Grant related items using xTrain:
Trainee Roster
List of Grants
Grant Summary
Routing History
» PDF-formatted Appointments/Amendments/Terminations
* Initiate, update, route, and submit Appointments, Re-Appointments, and Amend-
ments in xTrain
* Initiate, update, and route Termination Notices in xTrain
* Initiate a progress report
» Delegate progress report authority
» Submit a progress report when given the authority by an SO
» Delegate Status authority to others within the institution so that they can see PI

grant information (except Review outcome information and Summary Statement)

NOTE: The PI role should not be combined with the SO role, but can be combined
with the IAR role.

Signing Official (SO)

An SO has authority to legally bind the organization in award administration matters by
providing signature approval on award application submissions. They also are required
to submit various reports and documentation unless they delegate that ability to others
in the organization. The SO monitors grant related activities within your organization and
may be referred to by a different title at the organization. The SO can also create new
accounts for personnel at their own organization, including new signing official accounts.

It is recommended that organizations maintain at least two signing official (SO) accounts
at all times. This is because having a signing official is crucial to many activities in

eRA Commons. If a signing official unexpectedly becomes unavailable, remaining signing
officials can create an additional SO account for another person within your organ-
ization.
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If you maintain only one SO account, and that person becomes unavailable, you must
contact the eRA Service Desk to request a new SO account; see Requesting a New Sign-
ing Official Account (If No SOs Available) on page 167.

To find your signing official, see:

Finding the Signing Official if You Have a Working eRA Commons Account on page 130

Finding Signing Officials if You Don't Have an eRA Commons Account or Can't Login on
page 131

If you hold an SO role, you have privileges to perform the following tasks:

Create additional signing official accounts; see Create or Edit a Commons Account
on page 152. An SO is the only role that can create additional SO accounts.
Register the applicant organization in Commons

Create and update the Institutional Profile (IPF)

Create/delete/update all Commons accounts (except IAR and TRAINEE accounts).

NOTE: An SO cannot modify another user's personal profile (PPF) unless des-
ignated to do so by that user

Create affiliation between an existing Program Director/Principal Investigator
(PD/PI) and/or IAR Commons account and the organization

Submit award application(s) on behalf of the organization via Grants.gov (outside
of eRA Commons), if also registered with Grants.gov as the Authorized Organ-
ization Representative (AOR)

View status of all applications originating from their organization and any errors or
warnings that may have been triggered

View Review outcome information, including summary statement, the overall
impact score and percentile, if available; see How Does an SO See the Review Out-
come? on page 531

View assembled image of submitted award applications before they move on for
further processing

Reject award applications to address submission warnings

View award information for all awards granted to the organization

NOTE: An SO cannot view summary statements or priority scores.
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Submit JIT information for a PD/PI
View the following Training Grant related items:
" Trainee Roster
® List of Grants
® Grant Summary
® Routing History
® PDF-formatted Appointments/Amendments/Terminations
» Delegate progress report authority to someone on behalf of the PD/PI
» Delegate submit authority for progress reports to a PD/PI
e Submit a progress report to the agency (NIH)
» Submit Final Research Performance Progress Report (Final RPPR)
» Submit a one-time No-Cost Extension on behalf of the PD/PI
 Assign the FCOI role for those using the Financial Conflict of Interest (FCOI) module

NOTE: An SO role cannot be combined with a Pl role.

Finding the Signing Official if You Have a Working eRA Commons Account

For most organizations, the signing official (SO) is in the Office of Sponsored Research or
equivalent. You can find the list of signing officials for your organization in the Institution
Profile.

1. Log in to eRA Commons.

2. Navigate to the Institution Profile module, then click the Basic Information tab.

You see a row titled Signing Officials.

“ Signing_Officials [2]
Mame Phone Email

1 Branma Argo  (SO) phone unknown eRATest@mail.nih.gov

2 loson Ay-Yu (SO) 555-555-4458 eRATest@mail.nih.gov

3 Jywin Bwin (50) 5555558109 eRATest@mail.nih.gov

4 Corsad Bada (50) 555-555-2783 eRATest@mail.nih.gov

3. Click the plus sign to view the name(s) of the signing official(s).
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Finding Signing Officials if You Don't Have an eRA Commons Account or

Can't Login

You need a signing official (SO) from your own organization to create a new account or
reset your password or contact email. For most organizations, particularly institutions of
higher learning, the SO is in the Office of Sponsored Research or similarly-named office.
If your organization has any office that manages research, check with that office to see if
they can provide SO contact information for your organization.

If you are unable to log in to Commons and cannot find the research office at your organ-
ization, contact the eRA Service Desk, which can provide you with contact information
for your organization’s SOs.

Sponsor (SPONSOR)

A sponsor supervises the research training experience of individual fellows supported by
fellowship awards in the xTrain module. Your institution's SO (or another institutional offi-
cial with Commons account management privileges, such as an AO) can add the Sponsor
role to your account, which in turn will associate the Sponsor role with all of the fel-
lowships with which you are a Sponsor.

Agency-Specific Instructions: Department of Commerce. This role is not us