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NIH Commons

Training Grant Activities Module

User Quick Guide

I. LOGON TO THE NIH COMMONS

(1) (1) Using your web browser (Netscape 3.0 or higher; or Internet Explorer 4.0 or higher), go to: 

 https://www-commons.cit.nih.gov/
(2) Click on the button that says “X-Train”

(3) Click on “Log in to Production System”

(4) When prompted, enter the following:

Institutional Code:   
6144650

Username:

_________________

Password:

_________________


And then click on “Login”

(5) Click on the “X-Train” button 

(6) You will be taken to the Training Appointments Logon screen. Type in the grant number of the training grant you wish to access, in the format XXNNNNN (e.g., GM12345) and then click on the button marked “Logon to system.” Do not preface the grant with “T32” nor include the Grant Year (e.g., -15) at the end. 

(7) You will be taken to a Main Menu that gives you an option of downloading a user manual or accessing the Roster of Trainees. To continue, click on “Roster of Trainees”.

(8) The list of all trainees on your grant, since initiation, should appear (this may take a minute, as the database is creating this list behind the scenes.). To proceed, you may either add a new trainee to your roster (e.g., create a new training appointment), or you may modify an appointment/reappoint an existing trainee by selecting one of the options below. At this time, if you need to terminate a trainee, you must still do this via paper form.

II. ADD NEW TRAINING APPOINTMENT

(1) Logon to the NIH Commons and X-Train following the steps listed in Section I above.

(2) Click on the “New Trainee Appointment” button at the bottom of the screen entitled “Roster of Trainees.”

(3) You will be taken to a “Statement of Appointment” screen that permits you to identify the Grant Number and Year that you want reflected for the appointment. The current grant year will display automatically and will be used most of the time. However, if you need to complete a retroactive appointment, use the pull down menu to select a previous grant year. When the correct grant year is displayed, click on the “Continue New Appointment” button at the bottom of the screen.

(4) Enter all data requested in the fields. Note that the number of months will be calculated automatically from the start and end dates of the appointment that you fill out, and that the pull down menus automatically provide you with the correct stipend levels for the applicable year, and will calculate the stipend amount based on the number of months. You may enter an end date that exceeds the grant budget period (to allow for trainee appointments that cross grant years.) You will need to manually complete the figures for tuition/fees and travel. 

(5) When all data has been completed, print a copy for your file and then hit “Save and Submit to NIH.” 

(6) The Principal Investigator should initial and date the printed copy as evidence that the information contained therein meets with his/her approval. Please also send a copy of this printed copy to ASRSP for their records.

(7) Once you have submitted this information to NIH, the New Trainee’s name will appear on your “Roster of Trainees.” To review the information that was entered, you may click on the Trainee’s name and you will see a copy of the information that was submitted. If any of this information needs to be modified, follow the “Modify Existing Training Appointment” instructions below to make corrections or adjustments.

III.  REAPPOINT OR MODIFY EXISTING TRAINING APPOINTMENT

(1) Log on to the NIH Commons and X-Train following the steps listed in Section I above.

(2) Select a trainee from the “Roster of Trainees” and click on their name.

(3) You will see the “Statement of Appointment” screen for the trainee selected. This screen lists current information about the trainee, his/her education, appointment data, and the appointment history. To correct any of the data shown on the existing appointment, click on the “Amendment” button. To add another year of appointment for this trainee (prospectively or retroactively), click on “Reappointment.” You may also use the “Back to Roster” button to return to the list of trainees.

(4) After clicking on the “Amendment” button, you will see a screen that allows you to edit any of the information shown in the fields. When you have made the necessary corrections, click on the  “Save and Submit to NIH” button on the bottom of the page, or you may cancel your changes by clicking on the “Cancel” button. Hitting the “Back to Roster” button will result in your changes not being saved and your being returned to the list of trainees. 

(5) After clicking on the “Reappointment” button, you will see a list of Grant Years for your training grant, beginning with the current year. If it is not the current year, use the pull down menu to select the grant year that will support the reappointment. When the correct grant year is displayed in the window, click on the “Continue Reappointment” button.

(6) You will see the “Statement of Appointment” screen for the trainee selected.

(7) Enter or update all data requested in the fields. Note that the number of months will be calculated automatically from the start and end dates of the appointment that you fill out, and that the pull down menus automatically provide you with the correct stipend levels for the applicable year, and will calculate the stipend amount based on the number of months. You may enter an end date that exceeds the grant budget period (to allow for trainee appointments that cross grant years.)  You will need to manually complete the figures for tuition/fees and travel. 

(8) When all data has been completed, print a copy for your file and then hit “Save and Submit to NIH.”

(9) The Principal Investigator should initial and date the printed copy as evidence that the information contained therein meets with his/her approval. Please also send a copy of this printed copy to ASRSP for their records.

IV. EXIT X-TRAIN

(1) To exit X-Train, click on the “Quit X-Train” button, and then click on the “Return to the Secure System Selection Menu” option. This will return you to the main NIH ERA Commons menu.  

(2) From there, you may logout of the system by selecting the [image: image1.png]


 button at the bottom of the screen or by simply closing their browser. Alternative, you may select another option available on the NIH Commons menu. Principal Investigators are encouraged to use the NIH Commons to check the status of their proposals by clicking on the “Status” button. [The SNAP and Application Viewer modules are currently not operational.]

For assistance contact:

Pamela Webb, ORSP (3-7955) or pwebb@northwestern.edu
Or at NIH:

For programmatic questions: Marcia Hahn at HahnM@od.nih.gov
For technical problems: Michael Cox at CoxM@odrockm1.od.nih.gov
