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CONTACT US

Document Comments:
We value your feedback on this document.

How are we doing? The Communications & Documentation Team of the electronic Research
Administration (eRA) is dedicated to serving our community and welcomes your feedback to assist
us in improving our user guides. Please send comments about the user guide to this

address: eRA Communications@mail.nih.gov.

Troubleshooting support:

Please contact the eRA Service Desk:
Toll-free: 1-866-504-9552

Phone: 301-402-7469
TTY:301-451-5939

Web: https://grants.nih.gov/support (Preferred method of contact)

Email: commons@od.nih.gov (for Commons Support)

Email: helpdesk@od.nih.gov (for IMPAC II Support)

Hours: Mon-Fri, 7:00 a.m. to 8:00 p.m. Eastern Time

DISCLAIMER STATEMENT

No data shown in illustrations represents any real account, project, or individual. Any resemblance
to actual accounts, projects, or individuals is purely coincidental.
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1 About eRA Commons

eRA Commons (Commons) is an online interface where grant applicants, grantees, and federal
staff at NIH and grantor agencies can access and share administrative information relating to
research grants.

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 may perform a variety of functions in Commons, including:
o Track the status of your grant application through the submission process, while viewing
errors and/or warnings and checking the assembled grant image.
o View summary statements and score letters following the initial review of your application
o View the notice of award (NoA) and other key documents.

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

o 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.

o Submit an annual progress report electronically.

o Manage personal and institutional profiles.

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

About Commons 1 September 27,2017



eRA Commons User Guide

1 Latest Updates
1.0.1 September 20, 2017

Awarding agencies will be able to request additional materials for an Interim RPPR from the
principal investigator (PI) and signing official (SO) via eRA Commons. In turn, the SO will be
able to submit the additional materials via eRA Commons, in a process that is similar to the Final
Progress Report Additional Materials (FRAM) process.

See the section on Interim Report Additional Materials.

1.0.2 August 22, 2017

Personal Profile Module - Education

o The Residency information in the Education section of the Personal Profile has been
replaced by Post-doctoral Clinical Training Information.

1.0.3 June 8, 2017

Carryover requests have been added to the Prior Approval module. The steps to electronically
request a Carryover request mirror the No Cost Extension request process.

1.0.4 June 1, 2017

« Eligible SBIR/STTR grants will now have links to /nterim and Final RPPRs. Review the
Interim RPPR and Final RPPR sections for details.

o Format of Interim RPPR pop-up updated to contrasting color.

o Updated enforcement of SO restrictions on closeout links, main search page, JIT, FRAM,
and FIS pages.

1.0.5 April 10, 2017

Security and validation updates.

URLs for "http://grants.gov..." sites updated to secure HTTP (i.e. https:/grants.gov...).
1.0.6 February 23, 2017

Prior Approval - Users may now request a change of the PD/PI on a grant.

1.0.7 February 21, 2017

Prior Approval - Users may now request a No Cost Extension (NCE) via Prior Approval.

1.0.8 February 1, 2017

New mstructions issued for Submitting Y our Final Research Performance Progress Report.

About Commons 2 September 27,2017



eRA Commons User Guide

1.0.9 January 19, 2017

SAMHSA grantees will now use ASSIST for non-competing continuation applications (non-
research only). They will initiate the application in eERA Commons and prepare and submit it in
ASSIST. Grantees will be able to track the application in eRA Commons through Status; they will
also be able to manage their entire non-competing continuation process for their grant using a new
Manage Continuations sub-tab in eRA Commons. Requisite changes will also be made to the
Grant Folder.

1.0.10 January 17, 2017

The Status Information screen has been reworked to incorporate an updated look and feel and to
consolidate information on applications into one consolidated landing page. This is part of a burden
reduction effort and should alleviate a great deal of searching and the need to access multiple
screens for the bulk of the application-related information.

1.0.11 January 1, 2017

Use of Final RPPR: eRA made changes to eRA Commons, RPPR, Inclusion Management
System, and the Grant Folder to accommodate the Final Research Performance Progress Report
(Final RPPR) replacing the Final Progress Report in eERA Commons effective Jan. 1, 2017 (for all
grantees, except small businesses). See the Dec. 20 News and Nov. 23 News.

1.0.12 December 2016

The Final Research Performance Progress Report (Final RPPR) will replace the Final Progress
Report (FPR) for grants closeout, effective January 1, 2017. The Final RPPR will be available for
use in eRA Commons on January 1, 2017.

The format of the Final RPPR is very similar to that of the annual RPPR. The notable differences
are that the Final RPPR only uses section D.1 for "Participants" and does not use sections F
(Changes), and H (Budget). Additionally, the Final RPPR does have a new section: Section I
(Outcomes).

Project Outcomes (Section I) will be made publicly available, allowing recipients the opportunity
to provide the general public with a concise summary of the public significance of the research.

The deadlines for submitting a Final RPPR remain the same — no later than 120 days from the
project end date.

NIH will maintain the business rule that allows the Signing Official (SO) to delegate the
submission of the Final RPPR or Interim-RPPR to a Program Director/Principal Investigator
(PD/PI).

1.0.13 October 2016

e SAMHSA will now use Commons to initiate, track, and manage the progress of non-
research amendment applications.
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o This functionality will now be found in the "Manage Post Award Amendments"

module under the "Non-Research" tab for eligible users.

o When a user initiates a non-research amendment in Commons, the system will open
up the application in ASSIST, with the appropriate forms, and the completion and
submission of the application will happen there.

o Subsequent to submission, the user will continue to:
m Track the application process

m Submit, view, and edit "Requests for Additional Materials" (RAM)

m View amendments in Commons.

o New Non-Research Tab Has Been Added to the Top Navigation
o As part of the expansion of eRA services to other federal agencies, the Non-Research
tab has been added for recipients of SAMHSA (Substance Abuse and Mental Health
Services Administration) non-research grants.
o The new tab is located after eRA Partners.
o Only those who receive SAMHSA non-research grants will need to access this tab to

manage post award amendments.
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2 Welcome to Commons!

Access Commons by entering the following address into your web browser:
https://commons.era.nith.gov/commons/

The Welcome to the Commons screen displays important and potentially new information to users.
Take a moment to review the information provided on the screen. This information includes:

o Commons Login

Enter your Username and Password to access the Commons system and modules.

¢« ¢RA Service Desk

The hours, website address, and phone number of the eRA Service Desk is provided in this

arca.

o System Notification Message

Read the messages displayed here to find out if system outages exist or to access the eRA
Scheduled Maintenance Calendar.

o Supported Related Resources

Useful links for avoiding Commons errors, self-help resources, electronic and application
submission as well as the link for the eRA Home Page can be found in this area.

o Commons Related Resources

Links for submitting a reference letter and for accessing the Commons Demo are located in

this area.

o Register Grantee Organization

Click this link to register your organization. Refer to the section of this document titled

Registering Institutions and Organizations on Page 37.

¢ About the Commons

Check this area for links to Commons Frequently Asked Questions, training, the latest
Release Notes, etc.
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« Additional Links

Useful links such as to Grants.gov, iEdison, NIH, Loan Repayment, and others can be
found in this area.
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2.1 Logging into Commons

Commons requires users to enter a unique user ID (from 6 to 20 characters) and password for
authentication. Refer to the section of this document titled Password Policy on Page 18 for
additional password-related information.

The Commons Login area of the screen allows for two types of user to log into Commons: the
external Commons user and the internal NIH or Agency user. For steps related to external users,
please refer to the section of this document titled Accessing Commons with a Commons User ID.
For steps related to internal users (such as NIH, SRO, agency users, etc.) please refer to the section
of this document titled Accessing Commons with a Network ID (NIH or Agency).

Accessing Commons with a Commons User ID
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2.1.1 Accessing Commons with a Commons User ID

If you have been provided with a Commons User ID, you may log into Commons using the
Commons Login section of the log-in page.

To log into Commons:

Navigate to the Commons system on the internet.

Under Commons Login, enter your username in the Username field.
Enter your password in the Password field

Click the Login button.

b=

Commons Login
*Required field(s)

*Username

*Password

[ Login ” Reset ]

Forgot Passward/Unlock Account?

NOTE: For security purposes, all passwords will display as asterisks (*) as they are entered. The
Commons system will lock users out after three (3) unsuccessful login attempts.

A successful login will show the username, institution, and your user roles in the Welcome section
of the screen as well as in the upper right corner of every Commons screen.
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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 Changing the Displayed Affiliated Institution on Page 12 for
more information.

After you have signed into Commons, you may access the various tabs, 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. The image
below is only a sample of possible options.

2 www.hhs.gov

Welcome: Janice Galiolo
D: NT_GALIOTTOU_15
Ingtitution: Nod Affiiated
Roles. SRA HCAS

Logout | Contact Us | Help

@

) A Commons
A program of the National Instifutes of Health

(Hnmt Admin  Instilution Prodile  Status RPPR  Internet Assisted Review  xTrain  xTRACT oﬂ.ﬁhmm)

Accessing Commons with a Network ID (NIH or Agency)

If you are an internal NIH or Agency user accessing Commons, you will use your Network ID to
log into the system. Your Network ID is that which you use to sign onto your computer.

NOTE: Your Network ID is not your IMPAC II User Name.
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Officers (SROs).

Commons.

IMPORTANT: Some examples of federal users who may need to access Commons include
Office of Financial Management (OFM) staftf who review grantees' Federal Financial Reports
(FFRs); administrators who manage/review appointments in XTRAIN; and Scientific Review

All Commons users — including federal staff — must have a Commons role in order to log in to

To log into Commons using your Network ID:

1. Navigate to the Commons system on the internet.

2. Find the section marked Federal User Login Here. Click the word Here, which is

displayed as a hyperlink.

Commons Login @
*Required field(s)

*Username

*Password

[ Login H Reset ]

Forgot Passward/nlock Account?

Federated Institutions/Organizations @

Gﬁieral User Login He@

The network login screen displays. If this is the first time accessing the system using the network
log in, you are directed to synchronize your network account with your IMPAC II account. For

Welcome to Commons Screen 9
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more information on synchronizing accounts, please refer to the instructions located at
http://inside.era.nih.gov/single network/single login.cfm.

3. From the Network ID login page, insert your PIV card into your card reader.

—OR-

Enter your Network User Name and Password fields and press the Log in button.
Alternatively, you may select Login. Do not enter your IMPAC II credentials on this screen.

= Insertyour FIV card inbo your smar card reader
badore attempting bo login
User Name: | GeaViash_NIH
For assistance. read the nstructions for
T LT —— | lchange Fassweed [ Uging $man cands and carficates with MM Login (POF, 21 pages 726 KB

s «CD

Waming Hotice

This is a ULE Govermment compuder Syshém, which may bé acoessed and used ohly Tof authorited Gonmment busingss by authorized pérsonnel. nauthodized actess of
use of this compuber syslam may sulject wolalors o oriminal. o, andion admanisirative acion

Al informiation on this computer System may be inlercepted, recorded, read. copied, and disclesed by and to authonoed persennel far oficial purpeses. induding criminal
irvesiigations. Such information includes sensilive dala encrypled ko comply with confdentality and privacy requinsments. ACCess or use ol this compuber syslam by any
persan, whether authonzed o unauthorized, consiules consent to Mese lerms, There is no nght of prvacy in Mis system

If you need assistance - Please call the NIH IT Serace Desk 301-496-4357 L5-HELF); 865-313-4357 |k "."IE=_| or Sybenst 5 Maig Desi Tigkat

BICIT & (¢

NOTE: For security purposes, all passwords display as asterisks (*) when entered.

A successful login will show the username, institution, and your user roles in the Welcome section
of the screen as well as in the upper right corner of every Commons screen.
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After you have signed into Commons, you may access the various tabs, 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. The image
below is only a sample of possible options.

¥

- Hiegcdronic Reiqsarch Adminlifrailon - 'dal" -~ --r.:::-c ll:r;:-:;*b:l-‘\-\,lm
(ezEws Commons ) @ =T
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f:l-m Infernad duuinlid Bevirsr Links #hl—-)

2.1.2 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.

2.2 Switching Institutions
Are you a PI who has switched institutions?

PIs moving from one institution to another do not need to establish a new Commons account. In
fact, if you are a PI, you should maintain a single Commons account throughout your career.
You'll just need to affiliate your new institution to your existing Commons account.

There are many benefits to maintaining a single Commons account including:

Welcome to Commons Screen 11 September 27,2017



eRA Commons User Guide

o Your grant record history will be kept together instead of being split across multiple accounts

« Ifyou have served as a Reviewer, your service on study sections will be recorded properly
and will be accounted for in determining eligibility for continuous submission (Policy:
https://grants.nih.gov/grants/peer/continuous submission.htm)

o Records maintained by NIH will be more accurate

o With one account, your degree information will be kept in one place and is more likely to be
reviewed in consideration for Early Stage Investigator eligibility

Follow these steps if you switch institutions:

1. Request that the SO at your new institution/organization affiliate your existing Commons
account with your new university/organization. Y ou will need to provide the SO with your
Commons ID.

The SO can follow the steps listed in the Create Affiliation topic of the Accounts
Management System Online Help.

2. Ifyou have left the other institution/organization, request that the SO at your old
institution/organization disaffiliate you from that institution.

NOTE: It is possible to have multiple affiliations tied to one Commons account. Y ou do not
need to disaffiliate your account from the first institution if you still remain there.

3. Contact the eRA Service Desk if you realize that you have more than one Commons
account. They can help you merge the accounts together.

4. Keep your Commons Personal Profile updated. This includes the address fields and the end
dates of your employment.

IMPORTANT: While a PI can keep the same Commons account when switching institutions,
system users with the SO role must create a new account within the new institution/organization.

2.3 Changing the Displayed Affiliated Institution

If you are a PI affiliated with more than one institution, it is important to check which institution is
currently selected when you log into Commons. Y ou will only be able to access the information
pertaining to the selected institution. Y our selected institution is displayed under your user ID
information in the upper right corner of the Commons screens.

To select a specific institution to work with in Commons:

1. Log into Commons.

If affiliated with multiple institutions, the name of the default institution displays as a link within the
upper right corner of each Commons page.
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2. Click on the link displaying the name of the institution.

Welcome: THOMAS JEFFERSON
é OER l ID: JEFFERSOM.T
k /¢ Institution: MOUNT YERMON COLLEGE
Ryt Cgm—m _D

Logout | Contact Us | Help

The Change Affiliation screen opens. This screen lists the names of all institutions with which you
are affiliated.

3. Select the radio button of the institution.
4. Click the Submit button.

Roien: B AR
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The Commons home page displays, with the Institution fields updated to the selected affiliated
institution.
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The grant and institution information displayed on the Commons screens is for the selected
institution only. To switch to another institution, repeat the steps above.
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NOTE: Changing the institution is accomplished from any screen in Commons; the Welcome area
in the upper right displays the Institution name as a link on all screens, not just on the Commons'
home page.

2.4 Logging out of Commons

Upon completion of any work, edits, updates, submissions or administrative changes, it is best to
log oft/sign out from the Commons system before closing the browser. The Logout link is located
in the upper right corner of each screen.

Eleciron ic Raswarc h Adminisiraiion {PW% F Wk Oeor pe Washinglon
ER | D WASHNOTON
2 >
( eR A Commons ) O () Bt enncon
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Tk Admin Instiution Prolile  Personal Profile  Stabus oSHAP xTrain Links oRA Pariners
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3 Federated Institutionlerganizations Sign In

eRA Commons is piloting Institution/Organization Log In functionality. This pilot is limited to
those organizations currently registered with the Center for Information Technology (CIT). This
piloted feature allows limited users at these registered institutions/organizations (herein referred to
as organizations) participating in the Commons Federation to use their organization's credentials to
log into the Commons system.

This topic provides information on the following:

o Federated log in with a linked Commons account
o Linking your Commons account

o Trouble-shooting issues linking your accounts

IMPORTANT: This is a pilot program. Not all Commons users will be able to use this feature.

3.1 Accessing Commons with Your Organization Credentials

1. Navigate to the Welcome to the Commons page.

2. In the Federated Institutions/Organizations section of the log in panel, select the appropriate
organization from the drop-down list.

3. Select the Sign In button.

4. Your organization's sign in page displays.

5. Enter your credential information (e.g., username and password) as appropriate to your
organization.

This information -and screen- is managed by your own organization and not by

eRA Commons. If you do not know your credentials at your institution or you are having
trouble with your institution's log in screen, you will need to contact your institution.
eRA cannot help you with this screen.

Validations will occur with your organization to authenticate your credentials. Any failure to
authenticate your organization credentials must be addressed with your organization.

If Commons determines that your organization credentials are associated with a
your Commons ID, you will be successfully logged into Commons and can start using the
system. If your accounts are not linked, you will be prompted to do so.

If your organization credentials are not linked to your Commons ID:

If Commons determines that your organization credentials are not linked to a Commons user
account, you will be prompted to do so via the Link Institution/Organization Credentials
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with eRA User ID screen.

1. Enter your Commons User ID and password.
2. Select the Continue button.

If successful, your Commons User ID will be linked to your organization's credentials,
and you will be able to log into Commons using the Federated
Institutions/Organizations section and by entering your organization credentials.

If Commons 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 may prevent Commons from linking your accounts. Please read all
messages and tips that appear on the screen during this process. Y ou may also refer to
the section below titled Why Can't I Link My Commons Account? on Page 16 for
help.

IMPORTANT: During this pilot, some of the features within eERA Commons system will be
limited to users logging in with their Institution/Organization credentials. If you encounter
difficulties accessing features within eRA Commons system, please log in using your eRA User
ID and password.

3.2 Why Can'tl Link My Commons Account?

If you are with an organization participating in the Commons Federation, but you are having
trouble linking your Commons account to your organization credentials, one of the following may
be the issue:

Are you trying to use a temporary password? If you have not yet created a your own password
and are attempting to link your accounts using the system-assigned, temporary password, you will
receive an error. Y ou must change your password to one of your choosing before you can link
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. Y ou should be prompted to change
the password.

After successfully changing your password, log back in following the steps described in Federated
Institutions/Organizations Sign In on Page 15.

Is your current Commons password expired? You will not be able to link your accounts if
your Commons password is expired. Navigate to the Commons home page. Use the Commons
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Login fields to log into Commons with your expired password. Commons will present the Change
Password screen on which you can update your password.

After successfully changing your password, log back in following the steps described in Federated
Institutions/Organizations Sign In on Page 15.

Is your Commons account locked due to multiple unsuccessful logins? You can reset the
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 to one of your choosing, you can
log back in following the steps described in Federated Institutions/Organizations Sign In on Page
15.

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

As shared information becomes more prevalent, so does the need for IT security programs,
policies, and procedures. The eRA Password Policy (PASS) reduces the risk of unauthorized
access to the production servers and databases. Please review the eRA Password Policy.

Policy: http://era.nih.gov/files/NIH eRA Password Policy.pdf.

4.1 First-Time Login

If you are a first time user logging in with the temporary password provided to you in the email,
Commons will prompt you to change your password when you first log in successfully.

Standards for creating passwords are displayed on the Change Password screen and must be
followed when creating a new password.

1. Enter the temporary password into the Current Password field.
2. Enter the new password into the New Password and Confirm New Password fields.
3. Click Submit to update the new password information.
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A confirmation message displays if the password is valid and meets the NIH password standards.
If the new password does not meet the standards, an error message displays.
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4.2 Password Requirements
The following list highlights the password requirements for eRA users:

o Must be at least eight (8) characters long (no blank spaces) and is case sensitive

« Must contain a combination of at least three (3) of the following types of characters:
o Uppercase letters

o Lowercase letters
o Numeric characters

o Special characters (! #$ % - _ =+ <> %)

The following special characters are NOT allowed: @, &, or a “period”

o May NOT contain your Username

o May NOT start or end with a number
o Cannot be reused within one year

o Must be changed every 90 days

« Passwords created or changed by the Institute and/or Center (IC) Account Administrators
must be changed at first login.

o Accounts are locked after six (6) consecutive unsuccessful login attempts. Users can click
the Forgot Password/Unlock Account? link under the login fields of the Commons
homepage (https://commons.era.nih.gov/commons/index.jsp) to unlock their account(s). Be
advised that a temporary password will be forwarded to the account owner's email address
and is active for only 48 hours.

o Contact the eRA Service Desk if you are still experiencing the issue.

Read more information on the eRA Password Policy.

Policy: http://era.nih.gov/files/NIH eRA Password Policy.pdf.

NOTE: Temporary passwords, sent to the user via email, are only valid for 48-hours and must be
changed to a permanent password of the user’s choosing within that time period.

4.3 Reset Password

Have you forgotten your password? Users who have forgotten their password have the option of
requesting to reset their password. Submitting this request generates a new, temporary password,
which is sent to the e-mail address contained in your user profile. This temporary password will get
you into Commons, where you can reset a new password of your choosing.
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Since your new password will be sent to the email address you used to create your Commons
account, you must be able to access that email account in order to get your new password.

NOTE: If you know your password and just want to change it, use the change password feature
instead. Refer to the section of this document titled Changing Your Password on Page 21.

To reset your password:

1. Select the Forgot Password/Unlock Account? link on the Commons home page.
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3. Click the Submit button. The system returns to the Commons home page. Commons
generates a new, temporary password and sends it to the email address contained within the
user profile.

4. Log into Commons using the temporary password provided in the email.

5. After logging into Commons with the temporary password, create and enter a new password
as prompted by Commons.

NOTE: All passwords are validated against the Password Policy requirements.

IMPORTANT: Your old password may re-appear in the Password field if you have not
cleared your browser's cache/history, especially if you had previously opted to save the password
in the field. Make sure you are entering the new password before you attempt to log in. If unsure,
clear the cache/history and log in again with the new password.

For security purposes and to maintain the integrity of your account, you should never use the
save password option and should always re-enter your password whenever you log in to
Commons.

4.4 Changing Your Password

When logged into the system, a user’s account password can be changed using the Change
Password screen. This may be performed at any time to enhance security as necessary or for any
other personal reason you would like to change your password.

1. Select the Admin tab, then the Accounts tab, and then the Change Password tab.

The Change Password screen opens in a separate window. The screen lists the password creation
standards that must be followed when choosing a new password.

2. Enter your current password in the Current Password field.
3. Enter the new password into the New Password and Confirm New Password fields.

NOTE: Passwords display as dots for security purposes. Make sure to enter your password
carefully.

4. Select the Submit button.
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Change Password @

6 INFORMATION!

Current Password

Hew Password

Confirm Mew Paiiword:

The password change takes effect immediately and must be used when logging into Commons
again.

IMPORTANT: Your old password may re-appear in the Password field if you have not
cleared your browser's cache/history, especially if you had previously opted to save the password
in the field. Make sure you are entering the new password before you attempt to log in. If unsure,
clear the cache/history and log in again with the new password.

For security purposes and to maintain the integrity of your account, you should never use the
save password option and should always re-enter your password whenever you log in to
Commons.

4.5 Reset Your Expired Password

For security purposes, passwords will expire after a set amount of time and must be reset. When
your password has expired, you will be directed to select a new password when you try to log in.

Your new password must conform to the standards listed on the screen.

1. Enter your Current Password.

2. Enter a New Password.

3. Re-enter the new password in the Confirm New Password field.
4. Select Submit.

Your new password is effective immediately.
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IMPORTANT: Your old password may re-appear in the Password field if you have not
cleared your browser's cache/history, especially if you had previously opted to save the password
in the field. Make sure you are entering the new password before you attempt to log in. If unsure,
clear the cache/history and log in again with the new password.

For security purposes and to maintain the integrity of your account, you should never use the
save password option and should always re-enter your password whenever you log in to
Commons.

4.6 Resetting a Locked Account

If you have attempted to log into Commons multiple times using an invalid password, your account
will lock. When this occurs, it is necessary for the Signing Official (SO) at your organization to
unlock your account and reset your password.

SOs can reset locked accounts with the Manage Accounts feature.

The Accounts Management module has its own online help feature. Refer to the following for
information on unlocking accounts and resetting passwords on locked accounts:

Reactivating/Unlocking an Account

Resetting a Password

Password Policy 23 September 27,2017


https://era.nih.gov/erahelp/AMS_NEW/#Manage_Account/Reactivate_Account.htm
https://era.nih.gov/erahelp/AMS_NEW/#Manage_Account/Reset_Password.htm

eRA Commons User Guide

IMPORTANT: If your account is not locked, but you've forgotten your password, you can
reset the password yourself. Refer to the section of this document titled Reset Password on Page
19.
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5 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.

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.

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

e AO: Administrative Official of an organization.

o 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.

o FCOI: Those at an organization who manage the Financial Conflict of Interest module and
report submission.

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

o Graduate: Role assigned to an individual who is a graduate student 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.

« IAR: A Reviewer selected by Scientific Review Officer (SRO) assigned to critique and
score applications in a review meeting. These Reviewers use the Internet Assisted Review
(TAR) module.

« PACR: Having this role provides access to the Public Access Compliance Report system
via the Commons home page.

o 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.

o 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.
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o SPONSOR: Sponsors supervise the research training experience of individual fellows
supported by fellowship awards in the xTrain module.

o TRAINEE: TRAINEE user manages the electronic appointments of their own awarded
training grants.

o Undergraduate: Role assigned to an individual who is in an undergraduate program 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-
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5.1 Account Administrator (AA)

Designated by the SO, the AA facilitates the administration of eERA Commons accounts. The AA
typically is located in the Central Research Administration Office at the grantee organization.

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

o Create accounts and modify all Commons roles except IAR and FCOI roles

 Create affiliation between an existing PI or IAR Commons account and the institution

5.2 Administrative Official (AO)

An AO is an official within an extramural organization and may be located within the Central
Research Administration Office and/or an academic department. Depending on an institution’s
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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:

o 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 institution

NOTE: An AO cannot modify the Institution Profile.

5.3 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 PI user

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

o View the PD/PI Grant Status if delegated by the PI user
Perform PD/PI xTrain functions (except submit to agency) if delegated by the PI user

5.4 Business Official (BO)

A BO has signature or other authority related to administering grantee institution training grants.
Users with the BO role perform their tasks in the xTrain module of Commons.

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

o View the following Training Grant related items:
o Trainee Roster

o List of Grants

o Grant Summary
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» Routing History

o PDF-formatted Appointments/Amendments/Terminations

« Initiate, update, route, and submit Termination Notices (TN), if authorized

5.5 Financial Conflict of Interest (FCOI)

FCOl is the user(s) in the institution who manages the Financial Conflict of Interest reporting
process. The FCOI role can only be assigned by the SO to someone within his or her institution
and that person must have a Commons account.

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

Initiate FCOI
View and Edit FCOI
Delete FCOI
o Submit FCOI

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

5.5.1 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.

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

o Initiate FCOI
Search FCOI
e View FCOI
o Edit FCOI

o 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 FCOI module, but who will not
perform any data entry or make changes to the information.

5.5.2 FCOI Read-Only (FCOI_View) Role

Commons users with the SO role can assign the FCOI View role to those users in the institution
need authority to search for and view FCOI information entered by the institution in the FCOI
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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.

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.

5.6 Federal Financial Report (FSR Role)

The Federal Financial Report (FFR) is a statement of expenditures for a grant. The Commons 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.

5.7 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 meeting. 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

o 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 features with
the IAR role.

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://era.nih.gov/erahelp/IAR Rev/.

5.8 Program Director/Principal Investigator (Pl)

A PI (also called a PD/PI, although the role in Commons displays as PI) directs a research project
or program supported by the NIH. The role of the PI within Commons is to complete the grant
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administration 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/PL

NIH has adopted a Multiple-PI (MPI) model—as directed by the Office of Science and
Technology Policy—permitting more than one PI to be associated with an NIH-funded grant,
contract, or cooperative agreement. Additional PIs 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 PI role, you have privileges to perform the following tasks:

« Edit your personal profile (PPF)
o Delegate edit authority of your own PPF to others

o View the status of all grant applications for which you are the designated PI, including any
errors or warnings that may have been triggered

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

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

o View Review outcome information and summary statements

o View Notice of Award (NoA) for all grants for which you are the designated PI

o 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

NOTE: PI users cannot delegate authority to submit appointments to the Agency.

o View the following Training Grant related items using xTrain:
Trainee Roster

List of Grants

Grant Summary

Routing History

o PDF-formatted Appointments/Amendments/Terminations
« Initiate, update, route, and submit Appointments, Re-Appointments, and Amendments in
xTrain
« Initiate, update, and route Termination Notices in x Train
« Initiate a progress report
o Delegate progress report authority
o Submit a progress report when given the authority by an SO
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5.9

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 institutional authority to legally bind the institution in grant-administration matters by
providing signature approval on grant application submissions. The SO monitors grant related
activities within the extramural organization and may have a number of titles.

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

Register the applicant institution 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 designated to do
so by that user

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

Submit electronic grant application(s) on behalf of the institution via Grants.gov (outside of
eRA Commons), if also registered with Grants.gov as the Authorized Organization
Representative (AOR)

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

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

Reject grant applications to address submission warnings

View award information for all grants awarded to the institution

NOTE: An SO cannot view summary statements or priority scores.

Submit JIT information for a PD/PI

View the following Training Grant related items:
m Trainee Roster

m List of Grants
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m Grant Summary
m Routing History

m PDF-formatted Appointments/Amendments/Terminations

o Delegate progress report authority to someone on behalf of the PD/PI

o Delegate submit authority for progress reports to a PD/PI

o Submit a progress report to the Agency (NIH)

o Submit Final Research Performance Progress Report (Final RPPR)

o 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 should never be combined with a PI role.

5.10 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 official 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 fellowships with which you
are a Sponsor.

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

o View the following Training Grant related items:
o Trainee Roster

o List of Grants

o Review Termination Notices and route to BO before submission to Agency
« Initiate Termination Notices on behalf of fellows who have left the institution

o Delegate Sponsor authority to another individual

5.11 Trainee (TRAINEE)

The Commons xTrain TRAINEE role is used to manage electronic appointments for awarded
Training Grants.

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

o View your PDF-formatted Appointments/Amendments/Terminations
o Update and route your Appointments/Amendments/Terminations

o View Appointments/Amendments/Terminations routing history
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6 Modules

Commons is organized by modules, each providing access to the information and tasks pertaining
to a specific area or function. Your access to each module - and to the features therein - is
dependent on your assigned user role(s). These roles are largely assigned by the Signing Official,
except for the IAR role, which is enabled by a Scientific Review Officer.

If you have access, a module is visible to you on the navigational menu bar near the top of every
Commons screen.

LS. Department of Health & Human Services B3 www.hhs.gov

Weelcoms: Janice Galiotio
) A Commons OfR) DxMT_GALIOTTOL_1S
. . . K i Institution: Not Affiiated
A program of the National Institutes of Health Roles: SRA HCAA

Logout | Contact Us | Help

Gm Admin  Institution Profile  Status RPPR  Internet Assisted Review  xTrain  xTRACT eR.APaﬂns@

NOTE: The figure of the user interface above is for display purposes only and does not represent
the available modules associated with the displayed role.
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7 Commons Demonstration Site

The Commons Demonstration Site is a fully functioning site for all users. Once an account is
created, the user has access to an environment containing data that is mostly identical to the
Commons production environment.

Use the training/demo facility to familiarize yourself with the eRA Commons application and to
practice creating sample institutions and accounts and/or manipulating grant applications. The site
provides access to the major functions of the system in a training/demonstration mode that mirrors
the production version, the difference being that only sample data is altered in the Commons
Demonstration Site.

7.1 Accessing Commons Demonstration Facility

To access the Commons Demonstration Site, select the Demo Facility hyperlink from the
Commons Related Resources section of the login page.

Eleciramic l.rl.iur:ﬁ Adminisiraiion P‘FM%‘ - — .
(@=EeE Commons ) OICERE
Commans Lagh = Welcome to the Commons Register Grantws Grganization

"Raguired B4 About thi Camimand

N |—I.I' Spibem Hotibiabon e tags
Pasaned Scidibed COMTONS MSHENMNCe Fof MISdenason HMaRen. Sef T gRA Scheduied Wgaiendfon CHENIN S——
* BeFUST
) .
T Support Related Resources .
Esait P - :

= EheaCirienel Solems i (" T &
» Drilired Robtcaarcoi: Take & Lage

Federated InstitutionalOrganizations & ] Nulmv-w r -
el ., LOETaTION S, o

FilA

Commons Related Resources
Federal User Login Here M Hp,‘ﬂ-lq,-u-’h:‘|(\"k-|; 8 Sofem 3 PEUBHICE WBET WIPER BTk B Dy 3 MSPCAL LS 1500w il nk Suera
[

oA Cammans Halp Desh (l}.cm.:.lg-rj [_,_,_._,_‘I g 04l I e Moad ol ik Ca by, of et 1 #RA Comamdes in 3 520 _'(_}

Warning Notice

This is a U 5. Gowsmemand Computes SYsiem. which miay be 200es8ed and umed oy lor sulhornzed Sovemmant

Users with a demo account should log in using the username and password created for this
purpose; users without a demo account should create one. Refer to the section of this document
titled Creating a New Demo Account on Page 35.
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7.2 Creating a New Demo Account

The Create a New Demo Account screen facilitates creation of a sample institution and user
account. Creation of an SO and a PI account is required, with grant applications assigned to the
created institution.

A number of sample grant applications are assigned to the PI account. Once the institution and
initial accounts are assigned, the training/demonstration module can be used to perform all
functions on the sample data linked to these accounts (such as creating new accounts, submitting
an RPPR or FFR, reviewing application status, and affiliating other demo users to the demo
institution).

To create a new demo account;

1. Select the Demo Facility link on the Welcome to the Commons page.

The Create a New Demo Account screen displays.

2. Fill in the appropriate information for creating the account, including all required fields.

NOTE: All fields followed by an asterisk (*) are required. The user name must have a minimum
of six (6) characters (numbers and letters may be combined) and a maximum of twenty (20)
characters. The account names must be unique.

3. Select the Submit button.

Electronic Reacarch Adminialration ViC D
(e=E®Sl Commons ) @ =

Hzies
Speniared by Nariamal fmptirares of Neafrk . .
Ll | Sofitien U | Haks

TN Links #RA Partners Help
Create a New Demo Account @

Atotodml inforemalion
Tk Harme " GAOIgE
Last Hame" Washinglon
Lher N musd e 3 minemom oF & chadafers 853 musl 63l alieddy b4 B uie
Possibis Rokes User Rama
S0 Ao " & 5o Gifash_S0
M Account * = m Giash_F1
Dpanal Holes o S0 s P C F3m [mjr-:
BO Aot Ceo
Traiesa ACoouni ] Traisas G ash_Train
E-mail Acdress " G astengizniemal com
Wl Mt rman College|

—
E=3 |

A verification message displays the information entered.
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4. Review all entered information and select the Save button to create the demo account.

Create a New Demo Account @

Please verify the data you entered for the new account.

First Name : George
Last Name : Washington

50 User Name : G\Wash_30 50 User Roles : 30
Pl User Name : GVWash_PI Pl User Roles : Fl

Email Address : GWashingtong@email

Institution : Mount Vernon College
((Soe))Conea]

The Save Action will create test institution accounts and a
number of sample applications for your personal use.
Please be patient, this may take up to a minute,

A confirmation page lists the user name information and passwords. Make sure to copy the
information.

5. Select the Continue link.

Create a New Demo Account &

Your Sample Institution has been created with the Accounts and Passwords listed below.
Flease write down this information and login to the MIH Commons Training/Demao Facility
using this information. Like MIH Commans, you will be asked to change your passward the
firsttime you login. Gnce you have successfully authenticated, you will be able to use the
MIH Commaons in the same way as you would the production version.

S0 User Hame : GWash_50 50 Password : trainso1%
Pl User Name : GWash_FI Pl Password : trainpi1®

The system returns to the Commons Demonstration Site for login and start of the training/demo
session.
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8 Registering Institutions and Organizations

Policy: https://grants.nih.gov/grants/policy/nihgps 2013/nihgps ch2.htm

Policy: https://grants.nih.gov/grants/policy/nihgps 2013/nihgps ch2.htm#determining applicant
org_eligibility

To access eRA Commons, there is a one-time registration process for institutions and research
facilities. Once an institution registers, accounts for the Signing Official (SO) and Account
Administrator (AA) created during the registration process become active. The authorized
personnel may create new user accounts within the hierarchy and structure of an extramural
institution and access Institution Profile information.

You can access the eRA Commons Online Registration system at the following location:
https://public.era.nih.gov/commons/public/registration/registrationInstructions.jsp

8.1 Institution Registration Request

The initial registration request sets up a mandatory account for the institution's SO and an optional
account for the institution's AA. Only authorized organization officials may be deemed as SOs for
their institutions. Examples of NIH accepted organization officials include:

o Corporation - President, CEO

« Institute - Executive Director

o University - President, Dean, or Chancellor

You must have a valid and verifiable Dunn and Bradstreet (DUNS) number before proceeding
with the registration process. If your institution does not have a valid DUNS number, you can
obtain one at the following website:

http://fedgov.dnb.com/webform

To register an institution within eRA Commons:

1. On the Commons home page, select the Register Grantee Organization link.
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(e=E®e " "Commons )

Fpeaierad by Naviemal fairirerss af Neoalek

Commons Login &

"Ruqainsd Seka()

Faderated InstRutions/Organizaticns &

Welcome to the Commons

[—ﬂw
-

1 EyRiNmE e Cumenlly avalable |

Schedubed Commons Wainisnances For manfnance informaton, b T 454 Scheduled Mambnance Galsnda

Support Related Resources

= EMCIOnic Subimission: Ladim SO0l Te Modd ibqusnt SepScuton eears M byoading Common Enos

» Onling Resourcen: Taks sdvantags of sur orilkes S8 et Baiourci

o Ehpcirpnic Applcaion: Sulbmission: To leam about compisling and submiSing an Hach orec grang apoboalon
Bfed BOCHSA PDRa S OUR0RS, Vel Pl Apdvis, o ol

& ofUA Mong Page: TS 0d Commeaad FACH Ul fuidis Faning mabiials. a5 dep-by-ilep niraciong ke
parformeng st in Commens, W88 T gRA webaie

@ulm Grantes nmnm_')

dibout the Commons

» fa .
+ LaestBelsase odes

Additional Links

BaboRT
A T

8w omow W

The Online Registration screen displays.

2. Read the instructional steps and click the Register Now button.
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Commons
A program of the National Institutes of Health

eRA Partners

Online Registration

Only Signing Officials can register their institutions with the MIH. Follow these directions to register your institution.

1. Complete the online Institution Registration Form and click Submit.
2. Agency will send you an email with the link to confirm your email address.

3. Once email address is verified, the Agency will review your request and let you know of
the resultvia email.

4. Ifyour requestis denied, you will get an email notifying you of the reasan.

A Ifyour Requestis approved, you will get an email with your Commons user id and
temporary passwaord.

6. Log in to Commaons with temporary password and system will prompt you to change
temporary password to the permanent one. Contact S0 will be prompted to
electronically sign your registration request. (Please review your registration information
carefully).

7. Once contact 3O has electronically signed the request, your arganization will be active in
Commans and you may Create and maintain additional accounts for your institution

staff.
Register Now

The Register Institution screen displays.

3. Complete the required fields for the Institution Information and Accounts Information
sections noting the following:

« All fields followed by a red asterisk (*) are required

e A minimum of one address line (Street 1) is required

o The Institution Name may contain a maximum of 100 characters
o An Official’s Title may contain a maximum of 240 characters

o The User Name must have a minimum of six (6) characters (numbers and letters
can be combined but no spaces can be used). Usernames may not exceed the
maximum of twenty (20) characters.
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o The AA position and information is optional. When completing information for
the AA, fill in the required account information fields and submit.

o The DUNS Number is a unique nine-digit identification for single business
entities

NOTE: More information about DUNS Numbers is located online at http://www.dnb.com/us/.

Register Institution e

I Online Registration

1o the ERA C On.Ling i ion Process.

Completing this process will register your institution info the ERA Commons and establish up to two accounts for your institution. Selected staff at your institution can then create additional accounts
appropriate to the needs of your institution

Before registering your institution please read through the registration matenal provided here. 11 is recommanded thal you print a copy of his page 1o use as a reference when completing the form. To
print 3 copy selact he “Print” button on your browser button bar or select "File/Print” frorm the menu bar.

* indicates required field

Institution Hame :* Closeout E-mail

DUNS Number :* NoA E-mail :*

Street 17" city ™

Street State ™ -
(20873) of (208733423)

Street 3: Zip Coge =~

Street d: Country: UMITED STATES =

nccounls Information

Principal Signing Official Accounts Administrator
This entire section is optional; however if any information is entered then all required fields must be
entered

Hame Prefix: Hame Prefix:

First Mame :* First Hame :*

Middle Name: Middle Name:

Last Name ™ Last Name :

Title :* Title :*

Usar Name ;™ User Mame ™

Phone :* Phone "

Fax: Fax:

E-mail E-mail :*

ED 3 23

4. Verify that all entered information is correct before selecting Save.

The Online Registration screen displays.
NIH displays a notice stating the submission was successful.

5. Click Return Home
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f Health & Human Services

L]

ml) A Commons
A program of the National Institites of Health

[T eRA Partners
Online Registration

Your registration requast has been successiully submittad 1o Agency. An e-mail will be sent to you sShortly. Please follow the
instructions in the e-mail in order for MIH to verify your institution's e-mail address

| Raturn Home ]

NIH sends an address confirmation e-mail to the designated SO.

6. Click the e-mail hyperlink to verify the SO e-mail address.

The Email Verified screen displays when the SO clicks the link in the email that they receive and
confirms that the SO email address is valid.

NOTE: If an Account Administrator (AA) account is created at the same time as the SO account,
a separate email is sent to the email address of the AA account containing the AA account user
name. A second email is sent to the email address of the AA containing the AA account temporary
password. Emails sent to the SO do not include the AA user name or password.

NIH reviews the registration, which is now pending approval, and displays the Email Verified
screen.

1t of Health & Human Services £ www.hhs.gov

r Welcome

[] A Commons QR )| Insttution: ot Affilated
- k Y R

A program of the National Instifutes of Health ;D;.Tm )5 | Help

LT oRA Partners

Email Verified
The email for [BLPHASO0S] has been verified

HEH will reniew your application panding for approval. Once reviawed, you will receive anather email stating the status of your applicaion. Furthér instrection will
be provided to complete the registration process.

Once the NIH has reviewed the registration request, a second email is sent stating the status of the
application (either approved or rejected). If the request is rejected, an email is sent notifying you of
the reason.

Institution Registration Confirmation
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7.

8.

If approved, select the hyperlink in the e-mail message to confirm the registration process
and open the IPF Assignment View.

3 wrwrwe s g

Wiplczamg
SN Commons @ raiic i attuces
A prograr of th MSones! ndtdes: of Heal Cona U | Hislg

Home STEIE
IPF Assignment View L]

Pl Bcun dpproend pour nedialalion sad Inked vour regatrifion with hI Sitabaad  Dodi The mildimabon Selow comedly malch your nalilion™
Coafirm levsliubion Regisk afon

Plingis Iy @00 s I Dot Paivos FORETH1T
W lstiution Hame TORITHNT
Hisguedl Dale: 0185200 125133

Click Yes on the IPF Assignment View screen.

After the SO confirms the Registration request, an email is sent containing the User ID and
temporary password.

Once the SO has re-logged in to Commons and changed the password, the Registration
Information screen is displayed.

t of Health & Human Services £ www.hhs.gov

)i Commons f& (@
A program of the NaSonal Institules of Health Byt

Registration Information

Iy Orgier b0 profect he confidentiality of carain informasan, access b the Secure eRA ComMEns SeNVer (s imited to authorzed users. The registration of eRACommons users will be adr by the Principal
Signing OfMcial, or their designee, sening as the grantes organization Commaens Accounts Administrator.

The granie# crganizalion Principal Signing Ciicial sendng as adminésirator of e Commeons accounis, and signatory of this form, sheuld be fe Official with institutional authodity in 30 far as legally binding grants adminisiration
SCHANE WIth the MNIH are concemed, INCudng Sening as e grantae 07gamMzation authodty responsitie for submission of grant applicalions 10 the NIH. AS ComMONE ACCOUNES Adminksiratod. this OMcial will have the authanty to
create, modify and delele Commons accounts for adafional Signing Officials, Administrative Officials, Principal Investigators, Program Dineclors, and other scentific andior administratiee 5tafifor the grantes organization

Solely for e purpos e of facilitaling adminisiration of Commons accounts, and distinet from submitling grani applications to the N, the Principal Signing Official can exbend authorfly 1o a Primary Comimions Accounts
Administrator. Designation of such 3 Primary Commeons Accounts Adm or can be ach ged herein, as. jow, 50 long a3 both Principal Skgning OMcial and Primasy Commens: Accounts Administrator are
signatories of this form.

Insiitution Information

Ina it tion Mame: YOMITAT

FAX Recetved: Mo Chaseout E-mai: eRATest@mail nih gov
Duns Numiber; BE3214780 Mo E-mail; eRATestEmail.nih gov
Sireet iz TEST City: BETHESDA

Stroet & State i

Street 3 Zip Code; 20817

Sireet 4: Country:

IPF Code:

Name Prefic Name Profic

First Mama: Tests0 First Nama: TestAs

Maddie Hame: Middie Name:

Last Mame: Ll==tcli] Last Name: Tastan

Suamx Sumx:

Tithes CED Tithe: Execuiive

Usar Hams: ALPHASOS User Harma: BETARAS
Phone: O00-000-0000 Phona: DO0-000-0000
Fax: Fax:

E-mail: eRATessEmail nik.gov E-mait: eRATazt@mail nih.gov

By clicking the “Accepl butlon, you acinowledge responsibay for maintaining the security and condidentiaify of the grantes organization’s information thecugh the administration of 38l Commons accounts estabiished for the
granté orgnization

=™
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9. Click Accept.

Once the SO has electronically signed the registration request, the organization will be active in
Commons.

Your Organization is now successfully registered in Commons.
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9 Admin Module

The Admin module houses the features used to perform:

e Account Management

o Delegations

All Commons users have access to the Admin module, however, your role determines what you
can and cannot do within the module.

9.1 Accounts

The Accounts tab of the Admin module contains the options for creating, searching, and updating
user accounts. From Account Administration, the following can be performed:

o Manage Accounts
e Advanced Search

o Change Password

To access Accounts:

1. Select the Admin tab.
2. Select the Accounts tab.

Refer to the topic Advanced Search on Page 44 for help with this feature.

For more information on creating and managing user accounts, refer to the Account Management
System's Online Help System (https://era.nih.gov/erahelp/ams new/).

9.1.1 Advanced Search

If you hold an administrator role (e.g., SO), you can perform a search on existing Commons
accounts to locate PIs eligible for continuous submission. You can search for accounts within your
institution or include those outside of your institution.

To perform an advanced search:

1. Select the Accounts tab from within the Admin module.
2. From within Accounts, select the Advanced Search tab to display the Account List screen.
3. Enter the search criteria. The percent sign (%) may be used as a wildcard (e.g., Sm%).

The Search within your institution field is checked as a default and means that Commons
will only search for matching records within your institution. To include accounts outside of
your institution, uncheck this field before performing the search.
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NOTE: When searching outside of your organization, you must include the Last Name or
Commons ID in your search criteria.

4. Select the Search button.

The results display in the Account Search Results table and, depending on the number of
returned records, may be listed over multiple pages. Use the pagination, Prev, Next, and All links
to access all returned account records.

Account List @

Search Criteria

Hama

Comemens 1D Last Name First Nama Miggle
jausten1 775

Search within your Institution |

Account Search Results 1- 1 out of 1records  Prav 1 Mext All

User Name 5 Email Address 5 Account Status Role CS Eligibility Details Address Institution
. o

University of Literature

1234 Pemnberey Drive

Austen, Jane JAUSTEN1TTS  JAusteng@email.com Active IAR PI SPONSOR Mo Buiding 100 UNIVERSITY OF LITERATURE
Mail Code 1234
Mansfigld Park, NJ 07834

The search results include the following information:

User Name

User ID

Email Address
Account Status

¢ Role

CS Eligibility Details
o Address

o Institution

The CS Eligibility Details column displays a No or Yes link to indicate the Continuous
Submission Eligibility status of the PI. Select this link to open the Continuous
Submission Eligibility screen for that PI.

The Continuous Submission Eligibility for <PI Name> displays the same information the PI can
view from the Personal Profile. For more information on this screen, refer to the Personal Profile
Reviewer Information topic, specifically Continuous Submission Eligibility Status.
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Continuous Submission Eligibility
for Austen, Jane

Continuous Submission Eligibility Status:
Mot Eligible

To help recognize outstanding serace in the MIH paer review process and on NIH Advasory Groups, MIH has
implementad policy and procedures to allow appointed members of NIH rewew and Adwsory Groups, and peer
restewers with recent substantial serice (six times in the NIH specified 18 months penod). to submit their research
grant applications (R01. R21, or R34) on a continuous basis and 1o have these applications undergo mitial paer
reew in a bimely manner

What is Continyoys Submission? w
Continygus Submession FAQE w

Eligibility for Continuous Submission based on current how Eligibility Status
appointed membership

Eligibility for Continuous Submission based on recent Show Eligibility Staty

substantial service

9.1.2 Create a New Commons Account for an Individual (e.g., PD/PI)

If you are a Commons user with an SO, AA, or BO role, you have the ability to create new
Commons user accounts (such as for a PD/PI) using the Manage Accounts feature.

can create this account.

IMPORTANT: PD/PIs cannot create their own accounts. Only an SO or AA Commons user

To create a new account:

1. Select the Accounts tab from within the Admin module.
2. Select the Account Management option.

Health & Human Services

Commons
A program of the National Institutes of Health

Institution Profile  Status RPPR  Internet Assisted Review  xTrain

ons  Switch User Reference Letters Delegations

xTRACT

Account Administration

Admin Module 46 September 27,2017



eRA Commons User Guide

The Search Accounts screen opens in a separate window. Y ou'll notice that there is no
Create New Account button displayed at this time. Y ou 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.

AMS
Manage Accounts AMS 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 B Al B

Last Name First Name Middle Name

Email Roles @

© Backfo top

NOTE: By default, the "Search only within my organization" checkbox is not checked so
that existing accounts for investigators and other scientific roles may be located and affiliated
instead of creating new accounts. PI roles, for example, are intended to be used throughout
the investigator's career regardless of their current affiliation(s).

3. Search for the person (Last Name, First Name) whose account you are creating. A fter
performing the search, if no existing account is found, the Create New Account button
becomes enabled.
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4. Select the Create New Account button.

AMS

Manage Accounts  AMS User Reports

Search Accounts @

© ERROR!

« Try to broaden your search by adding more search parameters.
s Create an account.

We searched for accounts but No Records were Found. Here are several error resolution suggestions.

@ 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 E| Al E|

Last Name First Name Middle Name
Crabtree Budge

Email Roles ©

Create New Account [+]

Back to top

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 Typ
changed if necessary.

e field can be
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AMS
Manage Accounts AMS User Reporis

Create Account @

All fields are reguired unless they're marked (Optional)

User Information
User Type

Commons E|

UserID

Primary Organization
[Your institution name]

Contact Information

Last Name First Name
Email Confirm Email
Roles @

+ AddRoles

@ Go Back

Middle Name (Optional)

5. On the Create Account screen, enter the Personal Information fields. Note that all fields

except Middle Name are required.

o User Type: Select Commons from the drop-down list if it is not already displayed.

o User ID: Enter a unique name as the system username.

o 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 - PI),

search for them outside of your organization and affiliate their existing account with

your institution.
o First Name
e Middle Name
o Last Name
e E-mail

o Confirm e-mail
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6. After entering Personal Information, you can assign a role to the account. Click on the +
Add Roles button to open the AMS | Add Roles tool. A separate window will open. The
organization will default to the current user's institution and cannot be changed. Below the
Organization field is the list of roles available to the type of user selected.

AMS | Add Roles

Organization

[Your institution name]

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

FSR - Financial Reporting users o~
GRADUATE_STUDENT - Graduate Student
PACR - Public Access Compliance Role
POSTDOC - POSTDOC
PROJECT_PERSONNEL - Project Personnel i
SCIENTIST - Scientist

ing Official E
onsor Users

SPONSOR - ee | 4
e AI LT [ E - Underaraduate

Close Add Role(s)

7. Select the role or roles required for the new account. Y ou may use multi-select in order to
choose multiple roles to add at one time.

8. Click on the Add Role(s) button when all roles have been selected. You will be taken back
to the Create Account screen and the new roles will be listed.

Admin Module 50 September 27,2017



eRA Commons User Guide

Contact Information
Last Name First Name Middle Name (Optional)
Crabtree Budge
Email Confirm Email
CB@mcmanus. it CB@mcmanus.lit
Roles @
|+ AddRoles { % Remove Al
Showing 1 - 1 of total 1
Role(s) “ Organization(s) ¥ Action
=] [Your institution name] ® Remave

9. Ifitis necessary to add additional roles (now or later), repeat the same steps.

10. When all necessary roles are displayed, click on the Create button and the new account will
be created. Clicking on the Clear button will reset the page to blanks except for the default
institution.

11. Optional: 1f a role is either no longer required or if it was added in error, use the x Remove
button to eliminate that role for that account.

9.2 Delegations

Organizational institutions and users of the Commons system may grant other institutional
Commons users the authority to enter and process grant information, update PPF information,
submit RPPR information, work with specific modules, and ensure that NIH has associated (i.e.,
linked) the proper NIH support. This method of assigning (and revoking) authority to other
Commons users to perform specific functions is called Delegation.

Commons users may delegate specific authorities to other Commons users for their own accounts
such as when a PI delegates the Progress Report authority to another PI or a Sponsor delegates to
an assistant. Additionally, administrative users such as SO may delegate certain authorities on
behalf of another Commons user. For example, an SO may grant an ASST user the Sponsor
authority on behalf of a Commons Sponsor user.

Listed below is a table of the types of delegation authorities in Commons, along with who may
grant that authority and whom may receive it.
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Table 1: Delegation Authorities

SO, AA, AO
Proaress Report P Enables the Pl to submit
9 POTL| (on behalf of progress reports for another Pl
Pl)
Any active user .
. Enables the authorized user to
Progress Report | Pl W'th.m fche submit progress reports for the Pl
Institution
SO, AA
Allows the ASST to access the
Sponsor (on behalf of ASST xTrain module
SPONSOR)
Status P ASST é!tlac;\lrjvssrsdﬁiST to work with the
PPE élcl)mmons All Commons Enables another user to edit
users someone else's personal profile
users
. Enables the Pl to submit RPPR
Submit SO,BO Pl and MYPR reports
. PI, Enables the ASST to work with
XTrain SPONSOR ASST the xTrain module

NOTE: Delegations are not permanent and can be revoked at any time.

9.2.1 Delegate on Behalf of Another User

Administrative users such as Signing Officials (SO), Account Administrators (AA), and Account
Officials (AO) may delegate authority to specific users on behalf of someone else. The information
within this section refers to this process.

9.2.1.1 Delegating Progress Report Authority on Behalf of Another User

NOTE: This topic discusses delegating authority for another user's account. Refer to the section of
this document titled Direct Delegations on Page 70 if you would like information for delegating
authority to your own account.

The SO, AA, or AO may delegate Progress Report authority to a PI on behalf of another PI.
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To delegate Progress Report authority on behalf of a PI:

1. Select the Admin tab from the Commons menu.

2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. If applicable, the My Current Delegations area of the screen

displays a table of existing delegations. This table indicates No records found if no delegations
exist.

3. Select the link called Delegate Progress Report.

Eigerranic Regearch Adminiarratian p-"' gmmhuw
(( : \ W C oOommons )) {é I@ rv:'m Bt ‘vermon Collsge

h E: o]
Spomiered by Navianal Faaririres af Wealvk Lagoud | Sontsc Us | Help

My Delegates &

g Pl Wi Dably 33 SHHRDA0N Ol B3 BGwng o3y Sulneried] PPF
Ly Lo il Iedasgatons
M recusaty Round.

ha pecords wiee mfumd

[ Dopbgabe Prooiess Repod :ﬂ-::-:-".'r Bpong  insaSon Delsdalon  Saaich of &dd Dileogie

The Delegate Progress Report screen opens with search criteria displayed for locating and
selecting a specific Principal Investigator on whose behalf the Progress Report authority is being
granted. The parameters include Commons ID, Last Name, First Name, and Middle Name. The
screen includes a Search button and Cancel button as well as a Return to My Current
Delegates link for leaving the search screen and returning to the previous Commons screen.

The search parameter fields can be used with the percent sign (%) wild card.

4. Enter the appropriate search criteria using the wild card (%) if necessary.
5. Select the Search button to perform the search.

Elecironic Resaarch Adminisiraiion Vipinee e vatheuio
*» 2 A C d @ T
L= oW, -OmMMmMons oy Instiine: o Verr Cotege
Epoasergd by Naplosgi Fappiawiss of Meallh -

hereut | Eantacl U | Mkl
[Homal ﬁm Inasniton Profle  Personal Profile  Sietes oSHAP sTrain Links  oflA Pariners
Delegate Progress Report @

Tom My we Tais Bearch 10 delegate Progress Report Suthornty on behall of 3 Princpal inastigaior
Search Criena
Comimeans K1 | Hama Fawl
Jeflarson Tho'

Viour G SR i eROCENT SR Dy g M i, o drimioid LBamna e O aricar

="

Bt b9 v Corrari Dplecuins
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The matching records display within the Search Results on the page.

6. Choose the Select link to indicate the PI on whose behalf you are designating authority.

C{,mmms ) @(@ Srem

B o
Epomrored by Nailoaal Papiifuies of Nealik e 50

Rl | Cormtact L | Hade

ke ﬁ Inbation Profile Perional Profie Status eSMAP xTran Links #fh Partrers

Delegate Progress Report @

Wil Miliy s TS SHArch B0 elagaie Progeess Regorn dutherly on ahall of & Princpsd irassgaion

Saarch Crileris
Csimiftesis I [ First Hame UhatBis Masthir
Jifergon Tho'

Wiz Clle ST B RCENT S D SN0 I N Charache, 10F Rramoie M OF meNaas

[ Sesmch || Cwar | [ Cascel |

Search Resuls

Terd Gty Sebgaor recad
I I (T T =
dereron, Tromss PROGRESS REPORT JEFFERSOM T

A message displays at the top of the screen as follows: You have selected to delegate Progress
Report Authority on behalf of: <Name>.

Additionally, search parameters display for searching and selecting the user to whom to delegate
the authority.

7. Enter the search parameters necessary for locating the PI to whom you are giving authority
and select the Search button.

The matching records display in the Search Results table.

8. Click the link called Select to select the appropriate person from the list.
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Efecironic Research Adminisiraiion Wicoma: Copcr g Waahangion
= - a R O WASMNGTON
Commons Ll (-
Epeasered by Waplanai Fasiiduiss af Mealik o | Cork | Hain
Hisal it Profia  Porsonal Profile T rsin

Delegate Progress Report ©

Vo havt selecied lo delegats Progress Report Authonty oo bahal of JefTerson, Thomas
Search Criena

Comimeans 0 Lasl Ha=ay Firsl Nama el N
AOAME )

Viowr G DR @ meROCENT SEBNCT Sy GRen M I CRRECie Br i Tioie Liani O laatea

/—"—_ —m Clear || [ Cancel |

Search Resdis

{one Thind padty delegatie’ 1econd Bund. ]

T T T I )

ADANE, JHH A ﬂ |
eni b IRy Curnind Cabeg ad

The Delegate Progress Report screen shows the selected PI name with the Progress Report
authority and checkbox.

9. Check the Progress Report box.
10. Select the Save button.

NOTE: Selecting the Cancel button will cancel the action without delegating any authority to the

user.
Eilacironic Resvarch Admiafsiraiion . {‘"ﬁ} ;wm.-:'g;mwm
(e=E@S Commons ) o (@ =200
Fpeasere o by Narrenal Pasiirures of Neainh — Rsies 80
Liaind | Contacl s | Helg

Delegate Progress Report @

Dusbeganie: Progres s Foepor Sathdrity
On Bl of SefTorson, Thomas, oo hise seleted o delegabe acoess 50° ADKES, JOHH; ADAMS.E P1

Wl My S5 T Folowing dabegatan m
(==

Barbom i M Crorvan] Dsleoies

The Search Results area updates to show the Progress Report authority marked with a check.
Commons grants the Progress Report authority for the delegated user, who receives an email

informing of the change. The delegated PI is now able to submit progress reports for the selected
PIL.
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Eleciron ic Mexearc A Admimisfrarion ir"“% (\ Wighoma Gaor g Washinglon
: CER D Wk SRl T O
> '
( eR ‘.-\ Cﬂmmons ) % Battuten Meard Virer dollege
Spampared by Nartfeaal fartitates of Mealis e :::.!sloﬂi:'.';].‘.'.'f -

T E Irrililuton Profile Pesonal Profile st eSMAP xTraim Lisks #fh Partners

Delegate Progress Report @

You haro sebecied B0 delegate Progress Regod sofhordy on behall of Joffersom, Themas:

SearchCnlena
Commimesres. 1D Lasi Nama [Fired Rama Wiadiclr Maima
ADANE.|

FOu Cl DETinT 8 WA BearTh By Lusng e "N chavacher, for sxampie’ asing s OF larsna

Semch || Chear || Cascel |
Soarch Rirsuns
e T padty celegabed’ recold Iound |
e [ e ] — E———
ADAMS, 0N PROGRLSS SER0aT ADAMES 3 =g

The PI, on whose behalf delegation was granted, can see the delegated user by accessing the My
Current Delegations information.

9.2.1.2 Delegate Sponsor Authority on Behalf of Another User

NOTE: This topic discusses delegating authority for another user's account. Refer to the section of
this document titled Direct Delegations on Page 70 if you would like information for delegating
authority to your own account.

The SO and AA may delegate Sponsor authority to someone with an ASST role on behalf of a
Sponsor. When delegating Sponsor authority, the SO authorizes a selected user with an ASST role
to perform functions in xTrain for a particular user with a Sponsor role. The SO is delegating this
authority to the ASST on behalf of the Sponsor.

To delegate Sponsor authority on behalf of a Sponsor:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. If applicable, the My Current Delegations section displays a
table of existing delegations. This table indicates No records found if no delegations exist.

3. Select the link called Delegate Sponsor.
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Fieavronle Research Admisiarrarion F Veskems Detrgs Wathrgimn
( Ot WRSHMOTON
(( . C D lTl lTl 0 ﬂ S )) {:‘{:i @ :;:4:;’$Hc-nfﬂnm Colegs

Spoamparad by Narieaal Paarirares af Naalth WLl | Cortact U | Heis

Homs m Insfituion Profile  Perponal Profle  SEstus «SMAP xTrain Links R4 Parfeers.
My Delegates @

Tou have Bat 2008 10 delegate e lllgeng aulhortiauhote sl PPF

Ry Current Dalegations
fa peconds lound

o ooy Wil rebamisd

S Prooeess Feson | Date-aats Soongol Necriuion Delsaaln S0 adh of &0 Debaals

The Delegate Sponsor screen opens with search parameters displayed for locating and selecting a
specific Sponsor on whose behalf the Sponsor Authority is being granted. The parameters include
Commons ID, Last Name, First Name, and Middle Name. The screen includes a Search button
and Cancel button as well as a Return to My Current Delegates link for leaving the search
screen and returning to the previous Commons screen.

NOTE: The search parameter fields can be used with the percent sign (%) wild card.

4. Enter the appropriate search criteria using the wild card (%) if necessary.
5. Select the Search button to perform the search.

Elecirowic Resvarch Adminisfraiion = VWetems Codrgs Washnglon
ﬂ_ R D ARG TON
e R / Commons o ranh e Mot i Cote
Spansared by Naviemal Fasrirares of Neafrk > s Pl 30
et | Contaat U | i

|Il|'.- ﬂ a Insfituieon Profle  Personal Profile  Sisfes o3HAP xlirsn Links oRA Pariners
Delegate Sponsor @

Yo My s Bhis seanch 1o oHegate Sponsor sulhonty oa behall of 3 Sponsor Usar

Saarch Criteria
Cosimimeona i Bl Hiafred Firdl iastes blsck®i Haire
L] Ja

Wit S S AT SR B o BN W R B T s, R e

[ Seach |] Ciewr | [ Cancel |

The matching records display within the Search Results on the page.

6. Choose the Select link to indicate the Sponsor on whose behalf you are designating
authority.
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Elccironic Research Adminisirarion Wisiopeme: Cescige Vashingion
((_ Commons ) @(@ B e

Spaassred by Narfosas! Pairitares of Waalth

Hiomir ﬂ InsShution Profle Personal Profle Stabes eSMAP xlrain Links oA Pariners

Delegate Sponsor @

Fou may use this search io delegale Sponsor Aulanty on bekall of a Sponsor Lser

Saaach Critenia
Coeremons 1D Last Hame First Hama Plichclix Hama
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Yo EEN Sl § wEOINT SNCH Sy oling Ik W chitictr or et lama s O askinad

| Semens || Claw | [ Concad |

Search Resuts
[t Teird party delegator recond found, |
ki, et PRCIRESS: REPCHIT. SPONSOR AN ! ey g |

A message displays at the top of the screen as follows: You have selected to delegate Sponsor
Authority on behalf of: <Name>.

Additionally, search parameters display for searching and selecting the user to whom to delegate
the authority.

7. Enter the search parameters necessary for locating the ASST user being given authority and
select the Search button.

The matching records display in the Search Results table.

8. Click the link called Select to select the appropriate person from the list.

Eleciromic Bescarch Adminisicafion Wéeioome: e e eashingion
(_ Commons ) @(@ e e ot

Rpompsrsd by Natlenal Tagriverss af Neafrh

Delegate Sponsor @
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The Delegate Sponsor screen shows the selected ASST user’s name with the Sponsor authority
and checkbox.

9. Mark the Sponsor checkbox.
10. Select the Save button.

NOTE: Selecting the Cancel button cancels the action without delegating any authority to the
user.

( e ) f_éf}(@ S

Az
Hpanieied by Napdanal Fajritursi af Nealek ;‘; [I.SF_"“'E:] 15 | Help

Hem Profile Persceal Profile Sistus oSHAP aTrain Links oRA Pariners

Delegate Sponsor @

Diedegate Sponsos Athaonty
O tahal of Mladison, James oo Ni SHecied 1o delgale ACcEss 10 Lincoin, Abraham, A_LINCOLI ASST

Vil My s B following distegation
(o ) oo

Rt 1o My Cyrrgnt 1 )

The Search Results area updates to show the Sponsor authority marked with a check. Commons
grants the Sponsor authority for the delegated user, who receives an email informing of the change.
The delegated ASST user is now able to perform xTrain functions for the selected Sponsor.
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The Sponsor, on whose behalf delegation was granted, can see the delegated user by accessing the
My Current Delegations information.

9.2.1.3 Revoke Authority on Behalf of Another User

NOTE: This topic discusses revoking authority for another user's account. Refer to the section of
this document titled Direct Delegations on Page 70 if you would like information for delegating
authority to your own account.

Administrative users can revoke delegated authority from a user on behalf of someone else. The
steps for revoking Progress Report and Sponsor Authority are very similar. The steps below walk
through the process of revoking either, depending on which one is selected from the start.

To revoke authority on behalf of another user:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. If applicable, the My Current Delegations area of the screen
displays a table of existing delegations. This table indicates No records found if no delegations
exist.

3. Select the link called Delegate Progress Report to revoke Progress Report authority.
_OR-—

Select the link called Delegate Sponsor to revoke Sponsor authority.

Rl B4
Spamiare o by Warieaa I Fmarirares of Wealth -l

Home EE IslituSon Frofle  Personal Profile Status e SMAP xTran Links eRA Fareers

My Delegates ©

KEigetranle Regeareh Adminisrration - _ﬂ;“\%] n :r_.:;;':_,:ﬁm;r.m--
(( Commons ) 1&« @ St st Vo ot

Wi ha Bt by 10 delegate Te folliowing authortylauthorle s IPPF

Ry Cumme Dasbegatons
Fa peconts lound

G ML o Wl Tl

Q? goMe Frogress Regor] Cisats Li".-_i} rpbiuion Debpopiion  Sproh [o hokd Delsoahe

Depending on the link selected, either the Delegate Progress Report or Delegate Sponsor screen
opens with search parameters displayed for locating and selecting a specific user on whose behalf
the authority is being revoked. The parameters include Commons ID, Last Name, First Name,
and Middle Name. The screen includes a Search button and Cancel button as well as a Return
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to My Current Delegates link for leaving the search screen and returning to the previous
Commons screen.

NOTE: The search parameter fields can be used with the percent sign (%) wild card.

4. Enter the appropriate search criteria using the wild card (%) if necessary.
5. Select the Search button to perform the search.

Efecironic Research Adminisirafion epiceee. deooige Wathrgon
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The matching records display within the Search Results on the page.

6. Choose the Select link to indicate the user on whose behalf you are revoking authority.
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Search parameters display for searching and selecting the user for whom to revoke the authority.

7. Enter the search parameters necessary for locating the appropriate user and select the Search
button.
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The matching records display in the Search Results table.

8. Click the link called Select to select the appropriate person from the list.
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The screen shows the selected user’s name with the authority and a marked checkbox.

9. Unmark the checkbox for the authority being revoked.
10. Select the Save button.

NOTE: Selecting the Cancel button will cancel the action without delegating any authority to the
user.

Azea 50
Spamiarad bp Narfemal Faerivaras of NMaalik .
" * of Lot | Conbadl Us | Help
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The Search Results area updates to show the authority field (Progress Report or Sponsor)
unmarked for specified the user. This indicates that the selected user no longer has that authority
for the chosen PI/Sponsor. The user receives an email informing of the change and no longer
appears in the My Current Delegations section for the PI/Sponsor.
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9.2.2 Institutional Delegation

Signing Officials and Business Officials may delegate authority to PIs within their institutions to
allow those PIs to submit Research Performance Progress Reports (RPPR) and Final Research
Performance Progress Report (Final RPPR) electronically to NIH. This same authority may be
revoked at any time.

Granting and revoking Submit authority is managed through the My Delegations screen in
Commons.
9.2.2.1 Delegating Institutional Submit Progress Report Authority

To delegate Institutional Submit Progress Report authority to one or more users within the same
institution:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens.

3. Select the link called Institution Delegation.

Klecvranle Research Admisisrrarion E
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The Institution Delegations screen displays. This screen shows Current Submit Progress Report
Delegations in a table at the top and Candidates for Submit Progress Report Delegation in a
table at the bottom.

The Candidates for Submit Progress Report Delegation table is used for delegating the
authority while the Current Submit Progress Report Delegations is used for viewing or
revoking the authority of those who already possess it.

NOTE: This section walks through the steps for granting the authority. Refer to the section of this
document titled Revoking Institutional Submit Progress Report Authority on Page 66 for the steps
on revoking the authority.
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The Candidates for Submit Progress Report Delegation table includes all users in the institution
who are eligible for Submit Progress Report authority. The table includes the Name and
Commons ID of each user along with a Submit Progress Report checkbox for selecting that
user. The Select All and Clear All buttons also exist for selecting all users in the table or clearing
any current selections made.

NOTE: Each table has its own set of buttons to control either granting or revoking the authority.

The Return to My Current Delegates link exists at the bottom of the screen for cancelling any
action and returning to the previous Commons screen.

4. From the Candidates for Submit Progress Report Delegation table, mark the individual
Submit Progress Report checkbox(es) to indicate the appropriate user(s) for Submit
Progress Report delegation.

—OR-

Click the Select All button to grant Submit Progress Report authority to all listed users.

Tip: If granting Submit Progress Report authority to more users than not, click the Select All
button to select all users in the table. When all users are selected, uncheck the individual Submit
Progress Report checkboxes for any user not being granted authority.
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5. With the appropriate names checked, select the Grant Delegation(s) button.
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The Institution Delegations screen updates to display a certification and acceptance agreement.
From this screen, certify acceptance that by delegating the selected users to submit RPPR and
MY PR reports, you are granting them the ability to answer the following statement on your behalf:

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

6. Select the I Agree button to certify and confirm delegation.

NOTE: The Cancel button cancels the action and returns the Institution Delegations screen
without saving the changes.
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Commons grants the Submit Progress Report authority for the selected users, who receive an email
informing them of the change. The Institution Delegations screen displays the selected names in
the Current Submit Progress Report Delegations table at the top of the screen. These names no
longer appear in the Candidates for Submit Progress Report Delegation table.
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9.2.2.2 Revoking Institutional Submit Progress Report Authority

To revoke Institutional Submit Progress Report authority from one or more users within the same
institution:
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1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens.

3. Select the link called Institution Delegation.
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The Institution Delegations screen displays. This screen shows Current Submit Progress Report
Delegations in a table at the top and Candidates for Submit Progress Report Delegations in a
table at the bottom.

The Current Submit Progress Report Delegations is used for revoking the authority while the
Candidates for Submit Progress Report Delegation table is used for delegating the authority to
those who do not possess it already.

NOTE: This section walks through the steps for revoking the authority. Refer to the section of this
document titled Delegating Institutional Submit Progress Report Authority on Page 63 for the steps
on granting the authority.

The Current Submit Progress Report Delegations table includes all users in the institution who
possess the Submit Progress Report authority. The table includes the Name and Commons ID of
each user along with a Submit Progress Report checkbox for selecting that user. The Select All
and Clear All buttons also exist for selecting all users in the table or clearing any current selections
made.

NOTE: Each table has its own set of buttons to control either granting or revoking the delegation.
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The Return to My Current Delegates link exists at the bottom of the screen for cancelling any
action and returning to the previous Commons screen.

4. From the Current Submit Progress Report Delegations table, use the Submit Progress
Report checkbox(es) to mark the appropriate user(s) whose authority is being revoked.

_OR—
Click the Select All button to revoke the authority from all listed users.

5. With the appropriate names checked, select the Revoke Delegation(s) button.
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The Institution Delegations screen displays a confirmation message. The screen prompts for
confirmation that the selected users should have their authority revoked. The screen lists the Name,
Title, and Address information (if available) for each selected user from the previous screen.

6. Select the I Agree button to confirm.

NOTE: The Cancel button cancels the action and returns the Institution Delegations screen
without saving the changes.
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Commons revokes the Submit Progress Report authority for the selected users, who receive an
email informing them of the change. The Institution Delegations screen displays the selected names
in the Candidates for Submit Progress Report Delegation table at the bottom of the screen.
These names no longer appear in the Current Submit Progress Report Delegations table.
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9.2.3 Direct Delegations

Some Commons users can delegate authority directly to another Commons user so that user can
access features in Commons (e.g., FCOI). Some users can also grant authority to another
Commons user to access features of their own account (e.g., Personal Profile). Depending on the
type of Commons user granting the authority and the type of user being granted, delegation could
occur for the following:

o Delegate Progress Report authority
A PI may delegate his Progress Report authority to any active user within his same
institution.

o Delegate Status authority

A PI may grant someone with an ASST role the authority to work with the Commons Status
feature by delegating Status authority.
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o Delegate PPF authority

Any active Commons user can grant another active user the ability to enter his Personal
Profile by delegating PPF authority.

o Delegate xTrain authority

A PI or a Sponsor may grant an ASST the ability to work with xTrain by delegating xTrain
authority.

9.2.3.1 Delegate Authority to Someone

NOTE: This topic discusses delegating authority directly to another user or to someone who needs
to access your own account information. Refer to the section of this document titled Delegate on
Behalf of Another User on Page 52 if you would like information for delegating authority to a user
on behalf of someone else.

To delegate authority against your account or directly to another Commons user:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. If applicable, the My Current Delegations area of the screen
displays a table of existing delegations. This table indicates No records found if no delegations
exist. Refer to the section of this document titled Edit Delegations on Page 76 for steps on editing
existing delegations.

Depending on your Commons role, you may not be able to delegate all types of authority. The
screen lists the authority available for delegation.

3. Select the link called Search or Add Delegate.
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The Search for Delegates search parameters display on the screen. These parameters include
Commons ID, Last Name, First Name, Middle Name, and Role(s). The roles display in a drop-
down list where one or more may be selected.

4. Enter the appropriate search criteria for conducting the search. If necessary, the percent sign
(%) may be used as a wildcard character. Hold down the CTRL key when selecting roles to
select more than one.

5. Select the Search button.

NOTE: Selecting the Cancel button cancels the search and returns the previous screen.
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Matching users display in the Search Results area. The results include the user’s name, role(s),
Commons ID, and delegated authorities. Any marked checkboxes under the Progress Report,
Sponsor, Submit, PPF, Status, and xTrain authorities indicate that the user already has the specific
authority.

NOTE: Only the available authority for delegation displays in the table.

If multiple users match the entered search parameters, they may display over several pages. To
navigate through the search results, use the next and previous page arrows t