NIH eRA Internet Assisted Review
Create Account Process

If a Reviewer does not have a Commons account, he/she should follow the process that is outlined in this
document.

From the IAR Control Center of the specific meeting, the SRA or GTA selects and enables Reviewer.
Enabling triggers the email below to be sent containing a unique URL.

NOTE: Reviewer must have an email address in the Profile MLG address type and be on the roster for
the meeting before being enabled. Once Reviewer has Commons account, Reviewer can update this email
address in Commons by using Personal Profile, Reviewer Address.

25 MDH =RA Comamors: Commons TAR Reviewer Invitation - Messsge (Plain Tet) H - il

| Bl g ew Jreert Fgmak Took Actions el
| Rent | BoRephto sl WEFowerd | (G T | ¥ (DX 4w - 4 [0

From:  Sincett, Everett [NIHJCSR) Sank: Fri 3J1Z/2004 9:37 &M
To! Sokn, Tracy (MIHIOD)
ol

Subeect:  HIH efth Commons: Commones LR Resvieaper Irprbabon
Dear Beviewsr;

|*

Thi= 1= a syscem-gensraced dpvitation ©o the NIK aRL Commons Internec Assis=sced Rewview (IAR] website dpn conneccion wich your
parcicipation on Special Emphm=is Panel/Initasl Review droup 2004705 ZRGL RES-I (01), =cheduled for 02/2672004-02726/2004.

To submlt yout prelininary WEitcen reviews clescronically, you will neesd To 1of an o che NIH eRA Commcna Incernet Rssiaced
Fevien (IAR) wapsite with s u=sr nare snd passeord. To sstablish that pssr nemes and password, = have ==t up & spscisl URL
faddeess on Ehe Intecpeb) thak 13 uniges ta gou,

Please wisit chis web =ite ©o CCE2ATE POUL ACCOURT no later chan 1 week Defore ¥our reviews are dus. Open your B=h browssr and
g2 %o the URL hbtpe://commons,sca.nib, govs comons’ e ——

(Tou can copy and pasce Lhis addreas inco che "Locacion" window of your browmser, and preas Encec. T0 che uel dosan'c wark,
make sure it 1= complece and basn't been broken over multiple lines. IZ the wrl spans wore chan one line make sure pou are
m=ntering all of it in the locmbion window of pour brow=s=r and that cher= are po space= in the address,) Follow the
instrustions on the Sccean Lo énter information about pourself and szelect your waer peos and password, Oy policy seacas
chat pasawords muat be at leasc 3 characters ik lengoh and concain leccera, musbera apd apecial characcera.  Youw will alao be
asxed ©o verify the puolic infocwaticn that HIE has oo file oo =nsure your infoccmation is boch acourmcs and complete.

AfTer Submiteily VouE ESgLATEACion Yegueat, fou ahould peceive an email within 2 = 3 besiness Says ipdicating chat youe
account 15 accive. This email will concain che url for the NIE 2RA Comoons oek site.  Flease pote, Fou cannot use IAE until
YOUD BOCOUNS 1E active.

If you have gueations or problems Seccing up FOUT account, plesse call or ematl the NIE Rk Helpdesk ac 301-402-7469 or S66-
504£-0552 or eemmon=fod. nih.gor,

Thank you for your cisme and erffort.

Sincecsly,

— E— + PHD
Soimntlfic Review fdminlatrscor
Raapicatary Sciances IR
Cencer for Soientirfic Rewview
Mational Inscitutes of Health

Hethesdn, HD 209492

NIH eRA System IAR Reviewer Create Account 1
3/12/04



The Reviewer clicks on the unique URL in the email and launches the Create a New Account website
(sample screen below). This page and URL will be unique for each Reviewer; it is linked to their profile
as selected for the meeting in Peer Review.
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The Reviewer completes the form. The password entered and re-typed must comply with the NIH eRA
Password Policy (minimum of 8 characters, must contain at least one of each number, letter, special
character; cannot begin or end with a number and cannot contain username), e.g., $ 1reviewer. Reviewer
clicks Continue.
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Reviewer is taken to next screen, Verify Support. Screen shows public information on NIH grant support
and committee service (special emphasis panels/SEPs are currently not shown). Reviewer should click in
the “Correct” radio button for items that are correct for them. If an item does not represent their data (not
their grant or committee service history), they should select “Incorrect” for that item. If just a detail about
an item is incorrect, such as start date or title, the item should still be marked as “Correct” with
corresponding comments added to the “Comments for NIH” area.

If ALL of the information for the Reviewer is incorrect and the profile name on the page title “Verify
NIH Support for <reviewer name>" is also incorrect, Reviewer may use Reject Account Request.
Rejecting account request implies that the wrong person was selected, that none of the information shown
is correct for the Reviewer. Rejecting will halt the account creation process and remove the Reviewer’s
access to the meeting (Disabled in the Control Center). The SRA for the meeting will also get an email
about the action.

If Reviewers sees NIH support that is missing, they can use the Add NIH Support button or can enter
grant numbers and information in the “Comments for NIH” area. However, such additions are not
required, since all grant support may not have been displayed.
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Sample of Add NIH Support Screen (optional screen).
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3 Ferily MIH Suppart For

After selecting “Correct” and “Incorrect” for items, Reviewer clicks Continue Account Request button.
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Next screen below allows Reviewer to verify/review what they have entered. If all is correct, they click
on Continue Account Request button. If they need to make corrections, click Back.
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The next and last screen shown confirms completion of account request and gives Reviewers some
information to get them started in Commons.
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The following screens represent some typical errors that may occur during the process.

Sample of error if password entered on Create Account Screen does not meet standards.
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Sample of error if username chosen by Reviewer is too short (must be at least 6 characters).
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Sample of error if username entered by Reviewer is already in use by another Commons or IMPAC II

user.
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