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1 Overview 

eRA Commons is a web-based system (https://commons.era.nih.gov/commons/index.jsp) that 
grant applicants and institutions use to participate in the electronic grant administration process.  
Using the Java 2 Enterprise Edition (J2EE) specification, the Commons provides a modular 
framework and infrastructure that allows the National Institutes of Health (NIH) extramural 
grantee organizations, Operating Divisions (OPDIVs), grantees, and the public to conduct grant-
related business with the NIH. 

The extramural research community uses Commons, throughout the full Grant Lifecycle, as an 
online interface to manage their institution profiles and grant portfolios with the NIH, manage 
institution and key person profiles, facilitate peer reviews, and conduct post award updates. It is a 
collection of services provided for the external research community. Service modules provided 
by Commons include; Status, Just-In-Time (JIT), No-Cost Extension, electronic Streamlined 
Non-competing Award (eSNAP), Internet Assisted Review (IAR), Financial Status Reports 
(FSR), Commons Account Administration, xTrain, Financial Conflict of Interest Role (FCOI) 
and Grants Closeout (GC).  

Commons also allows grant applicants, grantees, grantor agencies and Federal staff at the NIH to 
access and share administrative information relating to research grants. 

The functions available to a user in Commons are based on roles associated with their eRA 
Commons account. Thus, eRA Commons users can conduct a variety of business in Commons, 
including but not limited to: 

• Track the status of their grant applications through the submission process, view errors 
and/or warnings and check the assembled grant image 

• View summary statements and score letters following the initial review of their 
applications 

• View Notice of Award (NoA) and other key documents 

• Submit JIT information (Signing Official [SO] only) requested by the grantor agency 
prior to a final award decision 

• Submit the required documentation, including the FSR and final progress report, to close 
out the grant 

• Submit a No-Cost Extension notification (SO only) that the grantee has exercised its one-
time authority to extend without funds the final budget period of a project period of a 
grant 

• Submit a streamlined annual progress report electronically, provided the grantee 
institution is eligible to submit one, under the eSNAP 

  

https://commons.era.nih.gov/commons/index.jsp�
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1.1 User Roles 

NIH extramural grantee organizations, OPDIVs, grantees, and the public are the primary users of 
the eRA Commons system. Only users, who have specific roles that allow for user account 
creation, can grant access to the Commons.  

(See eRA Commons Roles at http://era.nih.gov/files/eRA_Commons_Roles.pdf). Figure 1 
displays an example of how different user roles function within the Commons system. 
 

 
Figure 1: Commons User Roles Diagram 

1.1.1 Signing Official (SO) 
A 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. 

A SO role has the following privileges: 

• Register the applicant institution in the eRA Commons 

• Create and update the Institutional Profile (IPF) 

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

http://era.nih.gov/files/eRA_Commons_Roles.pdf�
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NOTE: The SO cannot modify a user’s Personal Profile (PPF) unless delegated.  
 

• 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: The SO cannot view summary statements or priority scores. 
 

• Submit JIT information for a PD/PI 

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

o List of Grants 

o Grant Summary 

o Routing History 

o PDF-formatted Appointments/Amendments/Terminations 

• Delegate eSNAP edit authority to another user on behalf of the PD/PI 

• Delegate submit authority for progress reports eSNAP to the PD/PI 

• Submit an eSNAP to the Agency (NIH)  

• Submit Final Progress Reports (FPRs) 

• Submit a one-time No-Cost Extension on behalf of the PD/PI 

• Assign the FCOI role 
 

NOTE: The SO role should not be combined with the PD/PI role. 

1.1.2 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 
workflow process, it is possible for the SO and AO to be the same person.  In this case, only SO 
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authority is necessary (as SO authority supersedes AO authority).  SO and AO authorities should 
not be combined. 
 

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

An AO role has the following privileges: 

• Create all accounts (except 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: The AO cannot modify the IPF. 

1.1.3 Account Administrator (AA) 
Designated by the SO, the AA facilitates the administration of eRA Commons accounts.  The AA 
typically is located in the Central Research Administration Office at the grantee organization. 

An AA role has the following privileges: 

• Create accounts and modify all eRA Commons roles except IAR and FCOI roles 

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

NOTE: AAs are not authorized to modify the IPF information or a user’s PPF information. 

1.1.4 Program Director/Principal Investigator (PD/PI) 
A PD/PI directs a research project or program supported by the NIH.  The role of the PD/PI 
within the eRA Commons is to complete the grant administration process or to delegate this 
responsibility to another individual.  For more information, see the Delegate PD/PI Status 
section.  A PD/PI may only access information pertaining to the grant(s) on which he/she is the 
designated PD/PI.   
 

NOTE: The role of the PD/PI within the eRA Commons is displayed as PI. 
 

NIH has adopted a Multiple-PI model—as directed by the Office of Science and Technology 
Policy—permitting more than one PD/PI to be associated with an NIH-funded grant, contract, or 
cooperative agreement.  Additional named PD/PIs assist with the responsibilities currently 
accorded to a single PD/PI.  The multiple-PI model is intended to supplement—not replace—the 
traditional single-PI model. 
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A PD/PI role has the following privileges: 

• Edit PPF 

• Delegate edit authority of own PPF to others 

• View status of all grant applications for which they are the designated PD/PI, including 
any errors or warnings that may have been triggered 

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

• View Study Section/Meeting Roster of the Review Group that will be reviewing an 
application 

• View Review outcome information and summary statements 

• View NoA for all grants for which they are the designated PD/PI 

• Delegate Authority (eSNAP, xTrain, and check grant status) to the ASST so that they can 
perform same actions and receive same notifications as a PD/PI  

 

NOTE: PD/PIs cannot delegate authority to submit appointments to the Agency. 
 

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

o List of Grants 

o Grant Summary 

o 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 xTrain 

• Initiate an eSNAP report 

• Delegate eSNAP edit authority 

• Submit eSNAP (if given the authority by SO) 

• Delegate Status authority to others within the institution so that they can see PD/PI grant 
information (except Review outcome information and Summary Statement) 

 

NOTE: The PD/PI role should not be combined with the SO role but can be combined with the 
IAR role.  
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1.1.5 Assistant (ASST) 
An ASST role has the following privileges: 

• Edit own PPF data 

• Edit PD/PIs PPF if delegated by PD/PI 

• Edit PD/PIs eSNAP data if delegated by PD/PI 

• View PD/PI Grant Status if delegated by PD/PI 

• Perform PD/PI xTrain functions (except submit to agency) if delegated by PD/PI 

1.1.6 Internet Assisted Reviewer (IAR) 
Specially selected by Scientific Review Officers (SRO) of the NIH, an IAR 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. 

An IAR role has the following privileges: 

• Edit own PPF and Reviewer address data 

• Use IAR to submit critiques and preliminary scores for applications to be reviewed at a 
meeting for which they are enabled 

• If affiliated with an institution, the reviewer can take advantage of other Commons 
features based on role 

1.1.7 Federal Financial Report (FSR) 
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. 

A FSR role has the following privileges: 

• Submit FSRs on behalf of the institution 
 

NOTE: An account with only the FSR role assigned can only perform FSR tasks. An account 
can include multiple roles, including that of FSR. 

1.1.8 Business Official (BO) 
The BO role is used within the xTrain module. 

A BO role has the following privileges: 

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

o List of Grants 
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o Grant Summary 

o Routing History 

o PDF-formatted Appointments/Amendments/Terminations 

• Initiate, update, route, and submit Termination Notices (TN) (only for user authorized to 
submit TNs) 

1.1.9 Post-Doctoral Role (POSTDOC) 
The POSTDOC role is part of the Manage Accounts drop-down list of roles that can have 
affiliations with multiple institutions. The Commons x-Train module provides the means for NIH 
supported postdoctoral students and trainees to provide NIH with the information needed to 
administer their Ruth L. Kirschstein National Research Service Awards (Kirschstein-NRSA) 
training grants. Additional information on NRSA can be found at 
http://grants.nih.gov/training/nrsa.htm. Required information includes: 

• Address 

• Educational background 

• NIH monetary support 

1.1.10 Financial Conflict of Interest Role (FCOI) 
The FCOI role is assigned to the user(s) in the institution that would manage the FCOI process. 
This person or persons would be able to initiate, edit, submit, view and delete FCOI records and 
documents. This FCOI role can only be assigned by the SO to someone within his or her 
institution and that person must have a Commons account. 

1.1.10.1 Financial Conflict of Interest Assistant Delegation  
The FCOI ASST is delegated access by the FCOI role to assist with data entry and completion of 
FCOI reports.  

1.1.10.2 Financial Conflict of Interest View Only Delegation  
The FCOI ASST is delegated view-only access by the FCOI role to view FCOI information 
entered by the institution in the FCOI module. 

1.1.11 Trainee Role (TRAINEE) 
The Commons xTrain Trainee role is used to manage electronic appointments for awarded 
Training Grants. 

A TRAINEE role has the following privileges: 

• View his/her own PDF-formatted Appointments/Amendments/Terminations and their 
routing history 

• Update and route his/her own Appointments/Amendments/Terminations 

  

http://grants.nih.gov/training/nrsa.htm�
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1.2 Modules 

The eRA Commons website is organized with a modular framework, providing entry points to 
functionality for specific types of grant processing. Access to the modules is dependent upon the 
role(s) associated with a Commons User’s account, with available modules displayed on the 
Commons navigational menu bar.  
  

 
Figure 2: Links to Commons Modules Displayed in the Commons Navigation Bar  
 

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

1.2.1 Admin Module 
The Admin module allows the institutional official the ability to create and manage user accounts 
associated with an institution.  This is also where the SO and PD/PI can delegate different levels 
of their own authority to other users. 

1.2.2 Institution Profile Module  
The IPF module is a central repository of information for all Commons registered applicant 
organizations. It is designed so that each applicant organization establishes and maintains the 
profile data concerning their institution. 

The IPF module allows the institutional SO to electronically maintain external organization 
profile information necessary for all grant applications from their institution. The SO is the only 
individual who can edit the Institutional Profile.  
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The IPF file includes information such as: 

• Preferred institution name and contact information  

• SO’s name(s), e-mail, and phone number  

• Institutional DUNS number  

• Institutional Assurances  

• E-mail addresses for electronic distribution of NoA and other communication 
notifications  

Institutions must be registered within the eRA Commons in order to conduct business 
electronically (e.g., submit applications and reports, establish users, and check the status of their 
grant applications and awards). 

1.2.3 Personal Profile Module  
The PPF in eRA Commons is the central repository of information for all Commons registered 
users. It is designed so that individual eRA users hold and maintain ownership over the accuracy 
of their own profile information. This central repository is then integrated throughout the eRA 
system and used for a variety of agency business such as peer review, application data, and 
trainee data.  The data also accommodates statistical reporting requirements of the agency.   

The information in the profile includes: 

• Personal information such as name, contact information, date of birth, etc.  

• Race/ethnicity  

• Employment history  

• Reviewer work address (the reviewer address is used only when the user is a reviewer)  

• Residential address  

• Degrees earned  

• Publications [Lists the peer-reviewed publications directly relevant to proposed projects, 
with full citation text and the US National Library of Medicine (NLM) accession number]  

• Ability to monitor submission of Reference letters for those programs requiring 
submission of these confidential documents separately from any application submission  

1.2.4 Status Module 
The Status module is a secure web interface in eRA Commons that allows PD/PIs, their 
delegates, and SOs to track the status of grant applications through the submission process, view 
all applications as well as NoAs and other key documents, and perform several post-submission 
and post-award transactions. The functions available to a user are based on the role associated 
with their eRA Commons account. In addition to the SO and PD/PI roles, some Status functions 
are available through role assignment or delegation to other eRA Commons roles.  

The eRA system is used by multiple Federal Agencies. Please follow the specific submission 
policies of the Agency to which you are applying regarding their use of this module. 
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1.2.5 eSNAP Module  
The eSNAP module allows extramural grantee institutions to electronically submit SNAP 
versions of the Type 5 (non-competing) progress reports to the NIH’s Grants Management 
community. 

All institutions will be eligible as of July 2010. 

eSNAP module features include: 

• eSNAP allows for electronic submission of a SNAP progress report  

• Electronic routing of eSNAP information to authorizing officials at the applicant 
institution is possible for review and approval prior to submission to the agency  

• Includes special business processes available only in the electronic SNAP process:  
o Eliminates routine annual reporting of Institutional Review Board (IRB) and 

Institutional Animal Care & Use Committee (IACUC) review information.  
Approval data must be available upon request.  

o SO can delegate the authority to submit an eSNAP to the PD/PI.  When a PD/PI 
has been delegated this authority and submits an eSNAP to the grantor agency on 
behalf of the grantee, an e-mail notification is still sent to the SO. A PD/PI cannot 
re-delegate this authority to any other user.  

• Retains All Personnel Report data from previous submission for easy update  

• Citations are linked to information stored in the PPF of the PD/PI, and integrated with 
NLM, NIHMS, and My NCBI Bibliography  

• Once the data is submitted, a PDF is generated and stored in the electronic grant folder.  
This is then used by NIH staff to conduct required programmatic and administrative 
reviews.  

• Includes the capture and retention of the PD/PI signature approval which can be used to 
satisfy the Institutional PD/PI Assurance requirement  

1.2.6 FFR/FSR Module  
Recipients of Federal funds are required to complete FSR, currently the SF-269, to report the 
status of funds for grants or assistance agreements. The FSR module allows grantees to 
electronically submit a statement of expenditures associated with their grant to the sponsor of the 
grant via eRA Commons. The schedule for submitting these FSRs is generally specified in the 
award documents of a grant or contract. 

Features of the FSR module include: 

• The FSR Search Screen in eRA Commons allows users with a unique FSR role to search 
by grant number, due date range, latest FSR status, etc. The query will bring up a list of 
applications sorted by Institution, latest FSR status and grant number. 

• The FSR will not show up in eRA Commons unless it is due 

• The FSR form will pre-populate with information from the eRA system 
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• The FSR user can submit a new or revised FSR 
For detailed information about the FFR/FSR module, see the Federal Financial Report (FFR) 
Expenditure Data User Guide at http://era.nih.gov/files/ffr_user_guide.pdf.  
 

NOTE: Electronic submission of FFRs/FSRs via eRA Commons is required. 

1.2.7 Internet Assisted Review (IAR) Module  
The IAR module is a web-based system used in conjunction with the eRA Peer Review module 
used by Agency Review staff to help expedite the scientific review of grant applications by 
providing a standard process for reviewers to submit their critiques, preliminary scores and final 
scores and view grant applications and related meeting materials via the eRA Commons. The 
IAR module is used during the pre-award phase of the grant application process. 

The IAR module: 

• Allows reviewers to submit critiques and preliminary scores for their assigned 
applications  

• Allows reviewers to read other reviewer’s critiques on the same applications (if not in 
conflict)  

• Allows reviewers, at the review administrator’s discretion, to submit updated critiques or 
critiques for unassigned applications (score submission is not permitted for unassigned 
reviewers)  

For detailed information about the IAR module, see the IAR User Guide at 
http://era.nih.gov/commons/IAR/user_guide.cfm.  

1.2.8 xTrain Module  
The xTrain module provides external and internal users with online capabilities for working with 
trainee appointments and the termination notices of trainees and fellows.  For detailed 
information about the xTrain module, see the eRA Commons xTrain External/Institutional User 
Guide at http://era.nih.gov/files/xTrain_external_user_guide.pdf.   

1.2.9 FCOI Module 
The FCOI Module allows institutional users to: 

• Initiate and prepare FCOI reports 

• Electronically submit reports and supporting documents 

• Search and view FCOI reports previously submitted through the Commons 

• Edit or rescind submitted reports with NIH involvement 

• Access history of actions 
The FCOI module is an online interface within Commons that allows grantees and Federal staff 
to share information. The module is mandatory for all institutions.  For detailed information 

http://era.nih.gov/files/ffr_user_guide.pdf�
http://era.nih.gov/commons/IAR/user_guide.cfm�
http://era.nih.gov/files/xTrain_external_user_guide.pdf�
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about the FCOI module, see the Financial Conflict of Interest (FCOI) User Guide at 
http://era.nih.gov/files/fcoi_user_guide.pdf.     

1.2.10 Links Module  
The Links module provides links to the following websites that provide information about the 
eRA Commons and related applications: 
 

Related Applications to eRA Commons Links 

Commons Support Page http://era.nih.gov/commons/index.cfm  

Interagency Edison (iEdison) https://s-edison.info.nih.gov/iEdison/  

electronic Research Administration (eRA) http://era.nih.gov/  

Loan Repayment Programs http://www.lrp.nih.gov/  

National Institutes of Health (NIH) http://www.nih.gov/  

National Science Foundation (NSF) Fastlane https://www.fastlane.nsf.gov/fastlane.jsp  

Office of Extramural Research (OER) http://grants.nih.gov/grants/oer.htm  

Table 1: eRA Commons Links 

1.2.11 eRA Partners Module  
The eRA Partners hyperlink provides links to the OPDIVs that have collaborated with NIH: 

• Agency for Healthcare Research and Quality (AHRQ) 

• Centers for Disease Control and Prevention (CDC) 

• Food and Drug Administration (FDA) 

• Substance Abuse and Mental Health Services Administration (SAMSHA) 

• Department of Veterans Affairs (VA)  

1.2.12 Help Module  
The Help option provides topical, indexed information to assist users in utilizing the eRA 
Commons portal. Help is accessible via the Help link, located within the Welcome area of each 
Commons page or directly online at: http://era.nih.gov/commons/commons-help/. 
 

 
Figure 3: Help Link in the Welcome Section of Each Page 

http://era.nih.gov/files/fcoi_user_guide.pdf�
http://era.nih.gov/commons/index.cfm�
https://s-edison.info.nih.gov/iEdison/�
http://era.nih.gov/�
http://www.lrp.nih.gov/�
http://www.nih.gov/�
https://www.fastlane.nsf.gov/fastlane.jsp�
http://grants.nih.gov/grants/oer.htm�
http://era.nih.gov/commons/commons-help/�
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2 Accessing Commons 

2.1 System Requirements 

The eRA Commons system interfaces with existing IMPAC II applications. To access the site, a 
user must have the following: 

• A personal computer capable of running a web browser such as Internet Explorer 

• Cookies and JavaScript must be enabled within the browser 

• Hyperlinks and navigation buttons provided by the system should be used to move 
through the pages 

• The selected browser should not be set for automatic password completion  
For instructions on making these changes, check your browser’s online help file 

• In order to view PDF documents the user must have Adobe Acrobat or Adobe Reader 6.0 
or higher installed on their PC 

 

NOTE: Contact the eRA Helpdesk for assistance in determining what version of your browser is 
supported. 

2.2 Welcome to the Commons (Login Screen) 

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

https://commons.era.nih.gov/commons/  

The login screen displays, welcoming guests to the eRA Commons system.  This screen displays 
important and potentially new information to users.  Take a moment to review the information 
provided on the Login screen. This information includes: 

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

eRA Commons Help Desk 
The hours, website address, and phone number of the eRA Help Desk is provided in this area. 

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. 

Commons Related Resources 
Links to Submit a Reference Letter and to access the Commons Demo are located in this area. 

About the Commons 

https://commons.era.nih.gov/commons/�
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Check this area for Frequently Asked Questions and the latest Release Notes concerning the 
Commons system. 

Additional Links 
Useful links such as to Grants.gov, iEdison, NIH, Loan Repayment, and others can be found in 
this area. 
 

 
Figure 4: eRA Commons Login Screen 

2.3 Logging Into Commons 

Commons requires users to enter a unique user ID (from 6 to 20 characters) and password for 
authentication. For additional password-related information, refer to the Password Policy section 
of this guide. 

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). 
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2.3.1 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: 

1. Navigate to the Commons system on the internet. 

2. Under Commons Login, enter your username in the Username field and press the Tab 
key, or move the cursor to the Password field. 

3. Enter your password in the Password field and press Enter.  Alternatively, you may 
select Login. 

 

 
Figure 5: Commons Login 
 

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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Figure 6: Welcome to the Commons for External Users  
 

After you have signed into Commons, you may access the various Tabs, Links, eRA Partners and 
Help screens, as well as other available links.  
 

NOTE: The modules accessible to a user depend on that user’s role and privileges.  
 

 
Figure 7: User Information and Assigned Access Tabs Screen 

2.3.2 Changing the Displayed Affiliated Institution 
PIs affiliated with more than one institution can select which institution to work with after 
logging into Commons.  

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 Welcome section located in the upper right corner of each Commons page. 

2. Click on the name of the institution. 
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Figure 8: Institution Name Displayed as a Link for Multiple Affiliations 
 

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

3. Select the radio button of the institution. 

4. Click the Submit button.  
 

 
Figure 9: Change Affiliation Screen 
 

The Commons Homepage displays, with the Institution fields updated to the selected affiliated 
institution.  
 

 
Figure 10: Selected Institution Displayed with User Information 
 

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' Homepage screen.  

2.3.3 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. 

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. 

 

 
Figure 11: Federal User Login Link 
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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 
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. 

 

 
Figure 12: Network Login Screen for Agency and NIH Users 
 

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. 

http://inside.era.nih.gov/single_network/single_login.cfm�
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Figure 13: Welcome to the Commons 
 

After you have signed into Commons, you may access the various Tabs, Links, eRA Partners, 
and Help screens, as well as other available links.  
 

NOTE: The modules accessible to a user depend on that user’s role and privileges.  
 

 
Figure 14: User Information and Assigned Access Tabs Screen 

2.3.4 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. 

2.4 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: 
http://era.nih.gov/files/NIH_eRA_Password_Policy.pdf. 

  

http://era.nih.gov/files/NIH_eRA_Password_Policy.pdf�
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2.4.1 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. 
 

 
Figure 15: Change Password Screen 
 

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. 
 

 
Figure 16: Change Password Confirmation 

2.4.2 Password Requirements 
The following list highlights the password requirements for eRA users: 

• 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:  
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o Uppercase letters 

o Lowercase letters 

o Numeric characters 

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

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

• May NOT contain your Username 

• May NOT start or end with a number 

• Cannot be reused within one year 

• 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. 

• 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.  

• Users can also contact the eRA/Commons help desk (866-504-
9552/commons@od.nih.gov) if they are still experiencing the issue. 

Read more information on the eRA Password Policy, at 
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. 

2.4.3 Reset Password 
Users who have forgotten their password have the option of requesting to reset their password.  
Submitting this request generates a new but temporary password, which is sent to the e-mail 
address contained in your user profile. To reset your password: 

1. Select the Forgot Password/Unlock Account? link on the Commons homepage. 
 

http://era.nih.gov/files/NIH_eRA_Password_Policy.pdf�


eRA Commons User Guide 
 

Accessing Commons 23 January 24, 2012 

 
Figure 17: Commons Log-in Page With Forgot Password /Unlock Account Link 
 

2. Enter your User ID and Email address in the required fields of the Reset Password 
screen. 

 

 
Figure 18: Reset Password Screen 
 

3. Click the Submit button.  The system returns to the Commons homepage.  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. 
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2.4.4 Change 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.  

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. 
 

 
Figure 19: Change Password Screen 
 

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

2.4.5 Password Expiration Notification 
For security purposes, passwords will expire and must be reset. When your password has 
expired, you will be directed to select a new password when you try to log in, which conforms to 
eRA Password Policy Guidelines.  For more information, see the heading Password Policy. 
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Figure 20: Change Password – Expired Screen 

2.5 Signing Out 

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

 
Figure 21: Commons Logout Link 
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3 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 created data that is mostly identical to 
the Commons production environment.   

3.1 Accessing Commons Demonstration Facility 

Use the training/demo facility to familiarize yourself with the eRA Commons application and to 
practice creating sample institutions, accounts, and 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.  
 

 
Figure 22: Commons Demonstration Site 
 

To access the Commons Demonstration Site: 

Click the Demo Facility hyperlink from the Commons Related Resources section of the login 
page. 
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Figure 23: eRA Commons Demo Site and Facility Hyperlink 
 

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 next section titled 
Creating a New Demo Account for more information.   

3.2 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 eSNAP/FSR, 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.  
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2. Fill in the appropriate information for creating the account, including all required fields.   
 

NOTE: All fields followed by an asterisk (*) are required.  The username 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. 
 

 
Figure 24: Create a New Demo Account Screen 
 

A verification message displays the information entered. 

4. Review all entered information and select the Save button to create the demo account.  
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Figure 25: Create a New Demo Account Confirmation 
 

A confirmation page lists the username information and password. Make sure to copy the 
information.  

5. Select the Continue link. 
 

 
Figure 26: Create a New Demo Account Confirmation 
 

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

To access Commons, there is a one-time registration process for Commons Extramural (external) 
institutions and researching 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 IPF information. You can access the eRA 
Commons Online Registration system at the following location: 

https://public.era.nih.gov/commons/public/registration/registrationInstructions.jsp 
  

NOTE: The registration process may take up to two to four weeks to be completed after the 
initial request has been made. 

4.1 Institution Registration Request 

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

• Corporation - President, CEO 

• Institute - Executive Director 

• 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, it can 
obtain one at the following website: http://fedgov.dnb.com/webform  

To register an institution within eRA Commons, proceed with the following steps. 

1. On the Commons Login screen, select the Register Grantee Organization link to access 
the Online Registration screen. 

 
Figure 27: Register Grantee Organization Link  

https://public.era.nih.gov/commons/public/registration/registrationInstructions.jsp�
http://fedgov.dnb.com/webform�
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2. Read the instructional steps and click the Register Now button to access the Register 
Institution screen. 

 

 
Figure 28: Online Registration Screen  
 

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

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

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

• The Institution Name may contain a maximum of 100 characters 

• An Official’s Title may contain a maximum of 240 characters 

• 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. 

• The AA position and information is optional.  When completing information for the AA, 
fill in the required account information fields and submit. 

 

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

NOTE: More information can be gathered about what a DUNS Number is and how to get one at 
http://www.dnb.com/us/ 
 

http://www.dnb.com/us/�
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Figure 29: Register Institution Screen 
 

4. Verify that all entered information is correct before selecting Save, which generates a 
completed registration form with signature and date lines. 

5. Print, sign, and date the registration form. 
 

NOTE: Only the SO may sign the form.  
 

6. Fax the completed registration form to NIH at (301) 451-5675. 

7. NIH will send an e-mail to the designated SO that contains a hyperlink to verify the SOs 
e-mail address. 

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

9. The E-mail Verification screen confirms that the e-mail address provided for the SO is 
valid.  NIH then reviews the registration, which is now pending approval. 
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NOTE: The signed form must be faxed in and the e-mail must be verified, before the registration 
process begins. 

4.2 Confirmation of Institution Registration 

Once the SOs email address is confirmed and the registration request is reviewed by the NIH, a 
second email is sent stating the status of the application (either approved or rejected) and, if 
applicable, providing a hyperlink to confirm and complete the registration process.  

If approved, select the hyperlink in the message to finalize the registration process. Once the 
institution information is confirmed, the last two registration e-mails are sent with the Commons 
username in one and a temporary password for logging into the eRA Commons System in 
another. 

After successfully logging into Commons using the temporary password provided in the final 
email, the user is prompted to change the password to one of his choosing in accordance with the 
NIH password policy. 
 

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 
username. 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 username or password. 
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5 User Account Management 

5.1 Creating Accounts for an Institution 

The eRA Commons Admin module facilitates user account administration based on assigned user 
roles. Once the institutional account is created, the Signing Official (SO) at each grantee 
organization is able to establish additional user accounts with various levels of access and 
capability. The SO or Account Administrator (AA) may then create additional accounts for the 
administrative and scientific staff.  

For detailed information on using the Account Management features in eRA Commons, refer to 
the Account Management User Guide located at http://era.nih.gov/files/AMS_user_guide.pdf.   

5.2 Creating Accounts from Commons Invitation Email 

Commons users may invite others, such as a Trainee or Reviewer, to establish a Commons 
account and perform work in the system.  The Commons invitation email includes a link to 
accessing the account management module of Commons to create a new account and link the 
account to any prior NIH support.  

For detailed information on creating an account from a Commons invitation email, refer to the 
Account Management User Guide located at http://era.nih.gov/files/AMS_user_guide.pdf. 

5.3 Advanced Search 

Users with the SO (Signing Official) role are able to perform an advanced search on accounts in 
Commons using the Account List screen. From this screen, SOs can query based on the following 
search criteria: 

• Commons ID 
• Last Name 
• First Name 
• Middle Name   

Searches can be refined by selecting the Continuous Submission (CS) Eligible Only checkbox 
to narrow the search to only CS eligible users and/or the Search within your institution 
checkbox to search only with the SOs institution. 

To conduct an advanced search: 

1. Select the Admin module menu tab. 

2. Select the Accounts tab from the Admin menu. 

3. Select the tab for Advanced Search. 

4. Enter the appropriate information in the Search Criteria fields.  

http://era.nih.gov/files/AMS_user_guide.pdf�
http://era.nih.gov/files/AMS_user_guide.pdf�
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5. Optional: Select the Continuous Submission (CS) Eligible Only checkbox to search for 
only users who are eligible for Continuous Submission. 

6. Optional: Unselect the Search within your institution checkbox to search outside of 
your institution.  

7. Select the Search button. 
 

 
Figure 30: Account Search Results 
 

Search results display on the screen in the Account Search Results section. The arrows at the 
top of the User Name, User ID, and Email Address columns are used for sorting the order of 
the displayed results.  
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6 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 eSNAP 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 assistants. Additionally, administrative users such as Signing Officials (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 Sponser 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. 
 

Authority Type Delegated By Delegated To Description 

Progress Report SO, AA, AO                
(on behalf of PI) 

PI Enables the PI to submit 
Progress Reports for 
another PI  

Progress Report PI Any active user 
within Institution 

Enables the PI to submit 
Progress Reports for the 
other PI 

Sponsor SO, AA                        
(on behalf of Sponsor) 

ASST Allows an ASST to access 
xTrain 

Status PI ASST Allows the ASST to work 
with Status module 

PPF All Commons Users All Commons 
Users 

Allows the ability for 
someone else to edit a 
user’s Personal Profile 

Submit SO, BO PI Enables the ability to 
submit eSNAP and MYPR 
reports 

xTrain PI, SPONSOR ASST Enables ability to work 
with the xTrain module 

FCOI FCOI FCOI_ASST, 
FCOI_VIEW 

Enables the ability to work 
on FCOI 

Table 2: Delegation Authorities 
 

NOTE: Delegations are not permanent and can be revoked at any time. 
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6.1 Delegate on Behalf of Someone Else 

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 as follows: 

6.1.1 Delegate Progress Report Authority  
The SO, AA, or AO may delegate Progress Report authority to a PI on behalf of another PI.  

To delegate Progress Report authority on behalf of a PI: 

1. Select the Admin menu tab from the Commons navigational bar. 

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.  
 

 
Figure 31: My Delegates Screen – Delegate Progress Report Link 
 

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. 
 

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. 
 



eRA Commons User Guide 
 

Delegations 38 January 24, 2012 

 
Figure 32: Search to Delegate Progress Report Authority on Behalf of a PI 
 

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.  
 

 
Figure 33: Delegate Progress Report Third Party Delegator Search Results  
 

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 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. 
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Figure 34: Delegate Progress Report Third Party Delegatee Search Results  
 

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

9. Mark the Progress Report checkbox.  

10. Select the Save button.  
 

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

 
Figure 35: Delegate Progress Report Screen and Checkbox  
 

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 
PI.  
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Figure 36: Updated Search Results Show Progress Report Authority for Selected User  
 

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

6.1.2 Delegate Sponsor Authority  
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 menu tab from the Commons navigational bar. 

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.  
 

 
Figure 37: My Delegates – Delegate Sponsor Link  
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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. 
 

 
Figure 38: Search to Delegate Sponsor Authority on Behalf of a Sponsor User  
 

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. 

 

 
Figure 39: Delegate Sponsor Third Party Delegatee Search Results  
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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. 
 

 
Figure 40: Delegate Progress Report Third Party Delegatee Search Results 
 

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. 
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Figure 41: Delegate Sponsor Screen and Checkbox  
 

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.  
 

 
Figure 42: Updated Search Results Show Sponsor Authority for Selected User  
 

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

6.1.3 Revoke Authority on Behalf of Another User 
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: 
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1. Select the Admin menu tab from the Commons navigational bar. 

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.  
 

 
Figure 43: Delegate Progress Report and Delegate Sponsor Links  
 

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 
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. 
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Figure 44: Search to Revoke Progress Report Authority on Behalf of a PI  
 

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. 
 

 
Figure 45: Third Party Delegator Search Results for Revoking Authority  
 

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. 

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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Figure 46: Third Party Delegatee Search Results  
 

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. 
 

 
Figure 47: Unchecked Progress Report Box for Revoking Authority  

 

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.  

  



eRA Commons User Guide 
 

Delegations 47 January 24, 2012 

6.2 Institutional Delegation 

Signing Officials and Business Officials may delegate authority to Principal Investigators (PI) 
within their institutions to allow those PIs to submit eSNAP and MYPR reports 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. 

6.2.1 Delegate 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 menu tab from the Commons navigational bar. 

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 Institution Delegation. 
 

Figure 48: Institution Delegation Link for Granting Submit Progress Report Authority  
 

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. The steps for revoking 
the delegation are found in the section of this document titled Revoke Institutional Submit 
Progress Report Authority. 
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Figure 49: Candidates for Submit Progress Report Delegation  
 

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 checkboxes to indicate the appropriate users 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. 
 

 
Figure 50: Name Selected from the Candidate for Progress Report Authority for Granting Authority  
 

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 eSNAP and 
MYPR reports, you are granting them the ability to answer the following statement on your 
behalf: 

I 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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Figure 51: Delegation of Authority for Applicant Organization Certification and Acceptance  
 

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. 
 

 
Figure 52: Institution Delegations Screen with Updated Current Submit Progress Report Delegations 
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6.2.2 Revoke Institutional Submit Progress Report Authority 
To revoke Institutional Submit Progress Report authority from one or more users within the same 
institution: 

1. Select the Admin menu tab from the Commons navigational bar. 

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 Institution Delegation. 
 

 
Figure 53: Institution Delegation Link for Revoking Submit Progress Report Authority  
 

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. The steps for granting 
the authority are found in the section of this document titled Delegate Institutional Submit 
Progress Report 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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Figure 54: Current Submit Progress Report Delegations  
 

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 checkboxes to mark the appropriate users 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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Figure 55: Name Selected from the Current Submit Progress Report Delegations for Revoking Authority  
 

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. 
 

 
Figure 56: Confirmation for Revoking Submit Progress Report Authority  
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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. 
 

 
Figure 57: Institution Delegations Screen after Revoking User’s Delegation 

6.3 Delegations Against Your Own Account   

Commons users can delegation authority against their own accounts to another Commons user. 
Depending on the type of Common user granting the authority and the type of user being granted, 
delegation could occur for the following: 

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

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.  

Delegate PPF: 
Any active Commons user can grant another active user the ability to enter his Personal Profile 
by delegating PPF authority. 
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Delegate xTrain: 
A PI or a Sponsor may grant an ASST the ability to work with xTrain by delegating xTrain 
authority. 

Delegate FCOI: 
An FCOI user may delegate FCOI authority to an FCOI_ASST user or a FCOI-VIEW user. This 
authority grants the ability to work on FCOI. 

6.3.1 Delegate Authority to a User 
To delegate authority against your account to another Commons user: 

1. Select the Admin menu tab from the Commons navigational bar. 
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 6.3.3 of this document titled Edit Delegations 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. 
 

 
Figure 58: My Delegates Screen – Search or Add Delegate Link  
 

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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Figure 59: Search for Delegates  
 

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 search entered search parameters, they may display over several 
pages. To navigate through the search results, use the next and previous page arrows to move 
back and forth one page or use the first page and last page arrows to navigate to the beginning or 
end of the search result list. 
 

NOTE: The Clear button can be used to clear search parameters and the related search results. 
 

6. Find the appropriate user to whom to delegate authority. Click the Select link for that 
user. 
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Figure 60: Select Link on the Search for Delegates Search Results  
 

The Delegate Authority (Authorities) screen displays with a confirmation as follows: You have 
selected to delegate access to: [Name, Commons ID, Role].  
The available authorities for delegation display with checkboxes. The authority available for 
delegation differs depending on your Commons role and the role of the selected user. For 
information on delegating specific authority, refer to the Delegation Authorities table in this 
document. 

7. Mark the checkbox of the specific authority being delegating (e.g., PPF) for the user 
being delegated. Multiple authorities may be selected if available. 

 

NOTE: Clicking the Select All button selects all available authorities. 
 

8. Select the Save button. 
 

 
Figure 61: Delegate Authority (Authorities) Screen  
 

Commons grants the specified authority for the selected users, who receive an email informing 
them of the change. The Search Results area updates with the assigned authorities marked.  
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Figure 62: Delegated Authorities Displayed in Search Results 
 

9. Optional: Repeat the steps as necessary to delegate other users.   

10. Select the Return to My Current Delegations link to return the My Delegates screen. 

My Current Delegates shows the delegated user with a checkmark in the associated column for 
each authority granted.   
 

 
Figure 63: My Current Delegations with Added Delegate  

6.3.2 Search Delegations 
To search for users to view their delegations: 

1. Select the Admin menu tab from the Commons navigational bar. 

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 Search or Add Delegate. 
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Figure 64: Search or Add Delegates Link  
 

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. 
 

Matching users display in the Search Result 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.  

If multiple users match the search entered search parameters, they may display over several 
pages. To navigate through the search results, use the next and previous page arrows to move 
back and forth one page or use the first page and last page arrows to navigate to the beginning or 
end of the search result list. The Clear button clears the search parameters and the related search 
results. 
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Figure 65: Search for Delegates Search Results  

6.3.3 Edit Delegations 
To edit the delegations already assigned to users for your own account: 

1. Select the Admin menu tab from the Commons navigational bar. 

2. Select the Delegations option from the Admin menu. 

The My Delegates screen opens. The My Current Delegations area of the screen displays a table 
of all existing delegations.  

3. Click the link called Select that is associated with the user whose delegations are being 
edited. 

 

 
Figure 66: My Current Delegates – Select Link 
 

The Delegate Authority (Authorities) screen shows the selected user and the authorities available 
for delegation to that user. Marked checkboxes next to authority indicate that the authority has 
been granted.   
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4. Edit the user’s delegations by marking or unmarking the checkboxes. Authorities can be 
marked to add or unmarked to revoke.  

5. Select the Save button to save the changes. 
 

NOTE: Selecting the Cancel button cancels the action and returns the My Delegates screen. 
 

 
Figure 67: Delegated Authorities are Updated by Selecting or Unselecting Checkboxes  
 

Commons grants and/or revokes the specified authority for the selected users, who receive an 
email informing them of the change. My Current Delegates shows the delegated user with a 
checkmark in the associated column for each authority granted. If all authorities are revoked, that 
user no longer displays in the table.  
 

 
Figure 68: My Current Delegates Updated with Delegation Changes 

6.3.4 Remove Delegations 
To remove the delegations already assigned to users for your own account: 

1. Select the Admin menu tab from the Commons navigational bar. 

2. Select the Delegations option from the Admin menu. 

The My Delegates screen opens. The My Current Delegations area of the screen displays a table 
of all existing delegations.  

3. Click the link called Select that is associated with the user whose delegations are being 
revoked. 
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Figure 69: My Current Delegates  
 

The Delegate Authority (Authorities) screen shows the selected user and the associated 
authorities. A marked checkbox next to an authority indicates that the authority has been granted.   

4. Remove the delegation by unchecking the appropriate authority checkbox(es).  

5. Select the Save button to save the changes. 
 

NOTE: Selecting the Cancel button cancels the action and returns the My Delegates screen. 
 

 
Figure 70: Unselecting the Checkbox Removes the Delegation  
 

Commons revokes the specified authority for the selected user, who receives an email informing 
of the change. My Current Delegates shows the delegated user with checkmarks removed from 
the associated columns for each authority revoked. If all authorities are revoked, that user no 
longer displays in the table. 
 

 
Figure 71: Revoked Authorities are Removed from My Current Delegations
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7 Institution Profile 

The IPF file number is the official code assigned by the Data Quality Branch of OD/ORIS, which 
is carefully controlled to facilitate reporting and analysis of grants by institution.  IPF data 
consists of a central registry of names, locations, geographic information and other selected data 
for organizations participating in Public Health Service (PHS) extramural programs.   

Authorized grantee organization officials, specifically the SO, are able to update organizational 
contact information IPF, which includes institution name, address, administrative officials, 
financial, assurance, and certification information. 

Once an institutional account is created, the IPF is updated with the organizational information 
from registration; however, the IPF may be updated at any time. 
 

NOTE: Only an SO can edit the Institution Profile.  The Institution Profile is shown as a read-
only page for all other roles. 

7.1 View Institutional Profile 

To view the basic institutional profile: 

Select the Institution Profile tab, then Basic tab. 

A read-only page, for all roles except the SO role, the View Institution Profile screen lists the 
institution’s name and primary contact as well as provides basic institution information. 
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Figure 72: View Institution Profile Screen 

7.2 Edit Institution Profile Information 

To edit the Institution Profile, the SO should: 

1. Select the Institution Profile tab, then Basic tab. 

2. Select the Edit hyperlink on the View Institution Profile screen to access the Edit 
Institution Profile screen. 

 

 
Figure 73: Edit Institution Profile Screen 
 

3. Edit the institution information as necessary, noting that all fields followed by an asterisk 
(*) are required. 
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Figure 74: Edit Institution Profile Screen 

4. Click Submit to update all changes. 

A confirmation message will be displayed once the information is updated. 

 
Figure 75: Basic IPF Updated Screen 
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7.3 Viewing IPF Assurances and Certifications 

The IPF Assurances and Certification screen contains data elements that compose 
assurance/certification information about an institution (e.g., Human Subjects Assurance 
Number, Institutional Review Board [IRB] Approval Date, IRB Type, Animal Welfare 
Assurance Number, and Institutional Animal Care & Use Committee [IACUC] Unacknowledged 
Certification Explanation).  

To access the Assurances and Certifications: 

1. Select the Institution Profile tab, then Assurances and Certifications tab. 
 

 
Figure 76: IPF Assurances and Certification Screen 
 

NOTE: The ORI Certification Status displays the status of the scientific misconduct policy, 
assurance certification from ORI. 
 

A read-only page, for all roles except the SO role, IPF Assurances and Certification, provides a 
checklist of assurances and certifications for grantee institutions to verify compliance. 
 

NOTE: Not all assurances and certifications may be applicable to each institution.  For a 
complete definition of each assurance, please see Part III of the SF424 (R&R) Application Guide. 

7.4 Edit IPF Assurances and Certifications 

To edit the Assurances and Certifications: 

1. Select the Institution Profile tab, then Assurances and Certifications tab. 

http://grants.nih.gov/grants/funding/424/SF424_RR_Guide_General_Adobe_VerB.pdf�
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2. Select the Edit hyperlink from the IPF Assurances and Certification screen. 
 

 
Figure 77: Edit IPF Assurances and Certifications Screen 
 

3. Select the checkbox for the desired assurance. 

4. Optional explanation of the certification may be entered in the adjacent text box. 

5. Click Submit to update all changes. 
 

 
Figure 78: IPF Assurances and Certification Edit Results Screen 
 

NOTE: Only an SO can modify the Assurances and Certifications.  Users without authorized 
access will view the Edit IPF Assurances and Certifications information as read-only. 
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7.5 View Institution Usage 

The View Institution Usage screen displays a summary of the institution users.  Extramural 
Administrators may view the read-only page for total number of accounts and total number of 
overall logins for the institution. 

To access the View Institution Usage screen: 

Select the Institution Profile tab, then Institution Usage tab. 
 

 
Figure 79: Institution Usage Screen 
 

NOTE: This feature may not function for institutions with a large user population. 
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8 Personal Profile  

The Commons system supports the establishment, monitoring, and updating of information 
profiles.  The PD/PI and other Commons users can create and edit their PPF to update individual 
contact and personal information.  Users may also delegate the authority to update PPF 
information to other users within their institution.  For more information, refer to the section 6 of 
this document titled Delegations. 
Access the following information from the PPF module: 

Personal Information Residential Address 

Race/Ethnicity Degrees 

Employment Publications 

Reviewer Specific Trainee-Specific 

Table 3: Personal Profile List Table 
 

The Personal Information screen provides fields for entering or editing personal identifying 
information. To access the Personal Information screen: 

1. Select the Personal Profile tab. 

2. Select the Personal Information tab. 
 

 
Figure 80: Personal Profile Screen 
 

A minimal amount of information has been obtained from the original user account creation.  To 
update the information, complete the on-screen items noting that all fields followed by an 
asterisk (*) are required. 
 

NOTE: Make sure the eRA Email is current and accurate as that is the email used in a variety of 
circumstances, including when resetting the Commons password. 
 

3. Click Submit to save all changes.  
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Figure 81: Personal Information Screen 
 

Once personal information is updated, a confirmation message displays. 
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Figure 82: Personal Information Updated 
 

4. Select Cancel to return to the Personal Profile screen or select another tab from the top of 
the screen. 

8.1 Add/Edit Race/Ethnicity Information 

The Race/Ethnicity screen facilitates identification of multiple races. To access the 
Race/Ethnicity screen: 

1. Select the Personal Profile tab, then the Race/Ethnicity tab. 
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Figure 83: Race/Ethnicity Screen 
 

The Office of Management & Budget (OMB) has changed the breakdown of ethnicity/racial 
groupings into separate groups.  
 

NOTE: All fields followed by an asterisk (*) are required. 
 

Users must select an ethnicity and a race. 

2. Click Submit to update all changes. 

3. Select Cancel to return to the Personal Profile screen. 

8.2 Employment 

The Employment List screen allows users to add or update their research and professional 
employment history and positions held. 

To access the Employment List screen: 

Select the Personal Profile tab, then Employments tab. 
 

 
Figure 84: Employment List Screen 
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By default, the institution that the user’s account is associated with will display on the initial 
screen. 

8.2.1 Add New Employment 
Employment information is based on a specific time-period.  A single employment for a person 
may be with one of three types of employers:  

• External organization 

• Department of an external organization 

• Federal organization 
To add a new employment record: 

Click the Add New Employment button on the Employment List screen. 
 

 
Figure 85: Employment List – Add New Employment Screen 

8.2.2 NIH Recognized Institution 
1. Click Find to bring up the Institution Selection Screen.  
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Figure 86: Add New Employment Screen 
 

2. A search may be performed to locate the institution information: 

• Enter the full institution name or use a combination of fields to identify the institution 
desired 

• Alternatively, a mixture of text and wildcards can be used 

• An institution’s address may be used as additional search criteria 

3. Click Search to execute the query. 
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Figure 87: Institution Selection Search Screen by Name 
 

4. Scroll through the list of institution names. 

5. Click the Select hyperlink in the Action column to make a selection and return to the Add 
New Employment screen where additional information may be entered. 

 

 
Figure 88: Institution Selection Screen – Search Action 
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8.2.3 NIH Institute or Center 
To select an NIH institution or center: 

1. Select the drop-down list icon adjacent to the NIH Institute or Center field label and 
select an IC from the list. 

 

 
Figure 89: Add New Employment Screen with NIH Institute or Center Dropdown 
 

2. Complete the remaining on-screen items for Employment Information and Employment 
Address, noting that all fields followed by an asterisk (*) are required 
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Figure 90: Add New Employment Information Screen 
 

Additionally, the user should check the boxes labeled Is this your primary employment? and Is 
this your preferred employment address?, before clicking Submit. 
  

NOTE: When those boxes are checked, the PD/PI, SO, and AO contact information will 
populate in the eSNAP under the Edit Business and Organizational Information tabs. 
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Figure 91: Add New Employment – Primary or Preferred Screen 
  

3. Select Cancel to return to the Personal Profile screen. 
 

NOTE: The employment address is used by the Grants Management community to associate the 
user with grant applications. 
 

4. Click Submit to save all changes.  

A confirmation message will be displayed once an employment record is added. 
 

 
Figure 92: Employment List Screen with New Employment Added Message 
 

Once the employment record has been added, click Close. 

8.2.4 Editing an Existing Employment Record 
To edit an existing employment record within the Employment List screen: 
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1. Select the Edit hyperlink in the Action column. 
 

 
Figure 93: Employment List Screen – Edit Employer 
 

2. To update, complete the on-screen items noting that all fields followed by an asterisk (*) 
are required. 

 

 
Figure 94: Add New Employment Edit Screen 
 

3. Click Submit to save all changes.  

A Confirm eRA Email message, will be sent to the address provided. 
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Figure 95: Confirm eRA Email 
 

A confirmation message will be displayed once employment information is updated. 
 

 
Figure 96: New Employee Added Screen 
 

4. Select Close to return to the Personal Profile screen. 

8.3 Reviewer Specific Address  

The reviewer address is used for users designated as Reviewers for grant applications. 

To access Reviewer Address information: 

1. Select the Personal Profile tab, then Reviewer Specific tab. 
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Figure 97: Reviewer Specific Screen 
 

2. Complete the on-screen items noting that all fields followed by an asterisk (*) are 
required. 

3. Click Submit to save all changes.  

A confirmation message will be displayed once a reviewer specific address is added. 
 

 
Figure 98: Reviewer Specific Added Screen 
 

4. Select Cancel to return to the Personal Profile screen. 
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NOTE: The email and phone number are required for a reviewer to be invited to participate in an 
IAR review meeting. 

8.4 Confirmation of Email Address 

When updating the employment, reviewer, or residential addresses, in the event an e-mail address 
is entered that differs from the e-mail address entered during account creation, a confirmation 
screen displays. You must make sure that the eRA Email is current and accurate as that is the e-
mail used in a variety of circumstances, including when resetting the Commons password. 
 

 
Figure 99: Confirm eRA E-mail Screen 
 

• Select Yes, to update your eRA e-mail address. 

–OR– 

• Select No to keep your email address the same. 

8.5 Residential Address 

The residential address is the home address of the user. To access, enter or update residential 
address information: 

1. Select the Personal Profile tab, then Residential Address tab. 
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Figure 100: Residential Address Screen 
 

2. Complete the on-screen items noting that all fields followed by an asterisk (*) are 
required. 

3. Click Submit to save all changes or select Cancel to return to the Personal Profile 
screen.  

A confirmation message will be displayed once a residential address is added. 
 

 
Figure 101: Residential Address Successfully Added Screen 
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Reviewers gain access to the Secure Payee Reimbursement System (SPRS) through the 
Residential Address screen.  Reviewers register in the SPRS to receive reimbursement and 
honoraria for their valued participation in NIH peer review.  To access SPRS from the 
Residential Address screen, click the Secure Payee Registration System link. 
 

 
Figure 102: Residential Address Screen Showing Secure Payee Registration System Link 
 

NOTE: All required fields on the Residential Address screen must be completed in order for the 
Secure Payee Registration System link to display.  The SPRS link is only available to users 
with at least the IAR role. 
 

NOTE: Detailed instructions for registering in the SPRS can be found at 
http://grants.nih.gov/grants/peer/guidelines_general/Reviewer_Reimbursement_Instructions.pdf  

8.6 Degrees 

The Degrees/Residency screen lists awarded and expected academic degrees.  In addition, PD/PIs 
can enter Medical Residency information and view their Early Stage Investigator (ESI) eligibility 
status on this screen. To access the Degrees/Residency screen: 

Select the Personal Profile tab, then Degrees/Residency tab.   
 

http://grants.nih.gov/grants/peer/guidelines_general/Reviewer_Reimbursement_Instructions.pdf�
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Figure 103:  Degrees/Residency Screen 

8.6.1 Adding a Degree 
To add a degree: 

1. Click the Add New Degree button. 
 

 
Figure 104: Add New Degree Button 
 

2. Complete the remaining on-screen items noting that all fields followed by an asterisk (*) 
are required. 

3. Select the drop-down list icon adjacent to the Degree Name field and select a valid degree 
from the list. 

 

NOTE: One of the degrees must be selected as terminal degree.  If only one degree is entered, it 
will be marked as Terminal. Multiple degrees cannot be deleted in their entirety. A terminal 
degree must remain in the list of degrees. 
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Figure 105: Add Degree – Earned or in Progress Screen 
 

4. Click Submit to save all changes.  

A confirmation message will be displayed once a degree is added.  
 

 
Figure 106: List of Degrees Screen with Degree Added Successfully 

8.6.2 Adding a Medical Residency 
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PD/PIs can add medical residency information: 

Click the Add Medical Residency button. 

 
Figure 107: Add Medical Residency Screen 
 

1. Complete the requested information, including all required (*) fields, and click Submit. 
 

 
Figure 108: Add Medical Residency – Completed or in Progress 
 

2. Verify the Medical Residency information and either edit the information or select Close. 
 

 
Figure 109: Medical Residency Successfully Added Screen 
 

3. Select Close to return to the Personal Profile screen. 
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Medical residency and degree information is used in calculation of your New Investigator and 
Early stage investigator status. Select Help Icon to read more for details. 

8.6.3 Viewing ESI status 
An Early Stage Investigator (ESI) is an individual who is classified as a New or First-Time 
Investigator and is within 10 years of completing his/her terminal research degree or is within 10 
years of completing medical residency (or the equivalent).  Their applications will be identified 
and their career stage will be considered at the time of review and award.  Based on the Degrees 
and Medical Residency information entered on the Degrees/Residency screen, the ESI status is 
automatically calculated and, if eligible, the End of Eligibility Date shown. 
 

 
Figure 110: Early Stage Investigator Eligibility Status 
 

NOTE: Access the New and Early Stage Investigator Policies for detailed information on 
NI/ESI.  

8.7 Publications 

eRA Commons has partnered with the National Center for Biotechnology Information (NCBI) 
to link NCBI’s personal online tool, My NCBI, to Commons. My NCBI offers an online portal—
“My Bibliography”—for users to maintain and manage a list of all of their authored works, such 
as journal articles, manuscripts accepted for publication, books, and book chapters.  

Linking a Commons account to a new or existing My NCBI account allows references saved in 
My Bibliography to automatically appear in users’ Commons accounts.  The National Center for 
Biotechnology Information (NCBI) data is integrated into the List of Publications screen. The 
List of Publications screen displays all Principal Investigator (PI) citations residing on myBib.  

This screen also lets you know if a publication has a valid NIH Manuscript ID (NIHMSID).  The 
Grant-Paper Association Status column displays the status of proposed Grant-Papers. 

 

http://grants1.nih.gov/grants/new_investigators/index.htm#defearlystage�
http://www.ncbi.nlm.nih.gov/�
http://www.ncbi.nlm.nih.gov/sites/myncbi/�
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Figure 111: List of Publications Screen with combined Grant-Paper Association Status column. 
 

 
Figure 112: Grant-Paper Association Status Column 
 

The following table shows the list of possible Status Values and their associated Action Values 
for the myBib Grant-paper Associations.  If a Grant-Paper Association does not exist at the time 
of selection into eSNAP, a new Association is created. If the selected Grant has multi-PIs, a 
View All PIs Citations button allows the PI to view citations of All PIs. 
 

Possible Status Values Possible Action Values Details 

Proposed Reject | Confirm The PI can either Reject or 
Confirm the proposed Grant-
paper Association. 

PI Confirmed Reject The PI can Reject the 
Confirmed Grant-paper 
Association. 
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Possible Status Values Possible Action Values Details 

Rejected Confirm The PI can Confirm the 
Rejected Grant-paper 
Associations. 

Official N/A The Grant-paper Association 
was confirmed by the PI, 
added to eSNAP and the 
eSNAP was submitted to the 
Agency. 

Table 4: Association Status Values 
 

NOTE: There will not be any Grants-paper Association Status information for PD/PI entered 
Citations.   
 

NOTE: PD/PIs can no longer manually add publications in Commons.  PD/PIs must manage all 
publications using the My NCBI system. 
 

NOTE: Use the NIH Manuscript Submission (NIHMS) System to upload manuscripts or 
associate papers with your award.  You will be automatically logged into the NIHMS with your 
NIH eRA Commons user ID. 
 

NOTE: For information on PubMed, access the following URL: 
http://www.ncbi.nlm.nih.gov/entrez/query/static/overview.html. 

8.8 Reference Letters 

The Reference Letter functionality permits a referee (i.e., a reference for a PD/PI) to upload a 
reference letter for a PD/PI.  A Commons account is not necessary to upload a reference letter, 
however, the PD/PIs Commons account and Funding Opportunity Announcement for the 
application must be supplied.  The referee must reference the four-digit confirmation when 
resubmitting a reference letter on behalf of the PD/PI. The referee receives this confirmation 
number via e-mail.  
 

NOTE: Reference letter submission is currently available for Director’s Pioneer (DP), Type F 
awards, and Type K awards. 
 

The file must be a PDF and may be no larger than 6 MB. Refer to the FOA guidelines for 
specific page limits and format instructions. Follow these steps to upload a reference letter: 

1. Click the hyperlink for Submit Reference Letter.  The Submit Reference Letter screen 
will appear. 

 

http://www.ncbi.nlm.nih.gov/sites/myncbi/�
https://commons.era.nih.gov/commons/publicaccess/login.jsp�
http://www.ncbi.nlm.nih.gov/entrez/query/static/overview.html�
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Figure 113: Commons Login Screen With Submit Reference Letter Link 
 

2. Enter all required information for both the referee and the applicant. Click Continue. 
 

NOTE: Fields marked with an asterisk (*) are required.  If the required fields are not completed, 
users will receive an error. 
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Figure 114: Submit Reference Letter Information Screen 
 

3. After providing all required (*) information, click Continue. 

4. A confirmation number will display.  You may also view the submitted file from the 
confirmation page by clicking the View Submitted File link. 

 

 
Figure 115: Submit Reference Letter – Confirmation Page 
 

Once uploaded, information regarding reference letters (but not the reference letters themselves) 
is available for the PD/PI and SO on the Status Information screen.  The actual reference letters 
are available in the IAR Grant Folder for SROs/GTAs and reviewers. 
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Reference Letters are listed here as well as other information including the Referee’s Name, 
Organization/Affiliation, Department, E-mail, Confirmation #/Reference Letter ID, and 
Submitted Date. 
 

 
Figure 116: Status Information Page 
 

A PD/PI can view a list of reference letters from the Personal Profile, Reference Letters tab 
within Commons. 
 

 
Figure 117: List of Reference Letters 

8.9 Trainee-Specific 
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The Trainee-Specific Information screen is used to submit information relevant to a trainee. This 
section must be complete for a Trainee to be appointed to a training grant.  

1. Select the Personal Profile tab, then the Trainee-Specific tab. 
 

 
Figure 118: Trainee-Specific Information Screen 
 

2. Complete the required information as indicated by the asterisk (*) and click Submit. 
 

 
Figure 119: Trainee-Specific Information – Submit Screen 
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9 Status 

The eRA Commons Status module is a secure, interactive web interface for the NIH and 
applicants/grantees regarding notifications and status of NIH business transactions.  Grantees and 
grantee organization AOs may access this module and obtain status information about proposals, 
pending grant applications, and awards. 

The Status module allows PD/PIs to review basic aspects of the status of applications sent to the 
NIH, including pending review, review outcome, pending Advisory Council action, and award 
status.  Grantee organization officials (i.e., SO or AO affiliated with the institution) are able to 
view pending actions for all applications originating from their organization, review the NoA, 
and progress reports for all PD/PIs within their organization.  
 

NOTE: Up to date Status details will be available the next day as system updates are performed 
nightly. 
 

When an application has NFP at the end of the application title, this indicates that the Division of 
Receipt and Referral has marked the application as No Further Processing. 

If this happens, it is most likely that the Division of Receipt and Referral withdrew the 
application for one of a variety of reasons, which may include one of the following. 

• Duplicate Application 

• Late Application 

9.1 Performing a Query 

All queries, within Status, are performed similarly. Criteria are entered within the parameter 
fields and once the query is executed, the hit list displays grants that meet the criteria.  Create 
queries using one or a combination of query parameters. 
 

NOTE: Only the SO and AO roles can perform queries using query parameters. For PD/PIs, the 
system displays default query options when entering Status module. 
 

1. Use the Tab key to move between fields when entering criteria. 

2. Use the drop-down list button to select criteria from a list of options. 

3. Click the Search button. 

4. Use the Clear button to remove all entered criteria from the search fields before entering 
another query. 

 

NOTE: The Clear button removes only entered query criteria. 
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To narrow your search, use the following field definitions and examples: 

Grant Number 
A grant number consists of six (6) fields and, by entering criteria within one or a combination of 
fields that make up the grant application number, SOs/AOs may query on all of their institutions, 
applications, and grants within eRA. 

The application number identifies the type of application (e.g., Type 1- New, Type 5 – 
Noncompeting Continuation) activity code (e.g., R01 – Research Projects, P01 – Research 
Program Projects), administering organization (e.g., AI – National Institute of Allergy and 
Infectious Diseases). It also identifies the serial number assigned by Center for Scientific Review 
(CSR), suffix showing the support year for the grant and other information identifying a 
supplement, amendment, or a fellowship’s institutional allowance.   
 

NOTE: For contracts, a modification number replaces the suffix. 
 

Accession Number 
The accession number is a unique value assigned to new applications by CSR, which identifies 
applications submitted before assignment of the official NIH grant number. 

PD/PI Name 
The PD/PI Name consists of two (2) fields, the last name and first name of the PD/PI.  Wildcards 
are used to perform a search.  For example: 

Enter the PD/PIs name (e.g., Peters) and the hit list displays Peters, Petersen, Peterson, etc. 
 

NOTE: The Status module supports automatic use of the wildcard character %; however, this 
character should never be used alone. 
 

Application Status 
This field is used to search for grants based on the status of the grant within the grant life cycle.  
More than one status code is included in a status group.  For more information, see Appendix A - 
Status Codes. 

1. Click the drop-down list button to view the options. 

2. For the Pending Progress Report select Pending from the Application Status drop-down 
list.  

Dates 
All dates, such as Budget Start Date and Budget End Date, are entered using the format 
MM/DD/YYYY. 

Alternatively, select the Calendar icon to access a calendar window where the desired dates can 
be selected 
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9.2 General Search 

The Status, General Search screen is the default search feature which provides search options for 
applications in general.  The General Search screen provides initial access to the Status module.  
Standard query options for the SO and the AO are available.  The screen provides an interface for 
launching application-specific functionality such as eSNAP, JIT, and No-Cost Extensions, when 
available for a particular application within the query results.  

To perform a general search: 

1. Select the Status tab and from the Status menu, select the General Search hyperlink. 
 

 
Figure 120: SO and PO Status - General Search Screen 
 

2. Enter the query criteria. 

3. Click the Search button. 

9.2.1 Status Results – General Search 
Once a query is executed, the retrieved records are displayed in rows and can be reordered using 
the directional arrow options.  Users may launch application-specific functionality such as the 
NoA, eSNAP, JIT, and No-Cost Extensions directly from the hit list.  Electronic applications 
submissions to the NIH are available through the Status module as well.  For more information 
on executing a query, see the heading Performing a Query in this guide. 
 



eRA Commons User Guide 
 

Status 98 January 24, 2012 

 
Figure 121: Status Result – General Search Results Screen 
 

NOTE: Hyperlinks are provided to access additional reference documents/information.  For 
more information, see the individual headings described below. 
 

Once the query has been executed, and the Status Result – General Search screen displays, the 
following hyperlinks are available. 

• Application ID 

• Show All Prior Errors 

• Possible Actions: 
o JIT 

o Transmittal Sheet 

o Closed 

o Requires Closeout 

o Progress Report 

o eSNAP 

o Fellowship Face Page 

o Extension, etc. 

9.2.2 Status Information 
Selecting a grant Application ID number launches the Status Information screen, which displays 
grant information within the following categories or fields: 

• General Grant Information 
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• Other Relevant Documents 

• Status History 

• Institute or Center Assignment 

• Application Information 

• Study Section 

• Advisory Council (AC) Information 

• Reference Letter(s) 

• Contacts 

• Awards 

1. Select the Application ID hyperlink to access status information for the selected grant. 
 

 
Figure 122: Status Result – General Search Screen with Application ID 
 

The Status Information will display in a separate window.   

2. If there are any unresolved errors or warnings associated with the selected Application 
ID, a message will display indicating the specific errors/warnings. 

 

 
Figure 123: Status Information Screen – Errors/Warnings 
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NOTE: Warnings can be fixed or not, while errors need to be corrected before the submission 
will be accepted by the system. 
 

3. Scroll to the bottom of the page and select Close to return to the Status Result – General 
Search screen. 

 

 
Figure 124: Status Information Screen – Close 

9.2.3 Other Relevant Documents 
The Other Relevant Documents section displays documents based on the status of the selected 
grant in the form of hyperlinks.  These include the e-Applications, latest NoA, and Abstract (for 
awarded grants). 

Select the appropriate hyperlink for access. 
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Figure 125: Status Information Screen - Other Relevant Documents 

9.2.3.1 e-Application 
The e-Application is the document submitted to NIH applying for a grant award. 

To access the e-Application document, select the e-Application hyperlink from the Other 
Relevant Documents section of the Status Information page. 
 

 
Figure 126: Status Information Screen With eApplication Hyperlink 
 

Upon selecting the e-Application hyperlink from the Status Information screen, an Adobe 
version of the e-Application will be displayed. 
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Figure 127: Sample Grant Application 
 

NOTE: Before the eApplication displays, the option is provided to view the document or save it 
to disk. 

9.2.3.2 Notice of Award (NoA) 
The NoA is the official grant award document notifying the grantee and others that a grant has 
been made.  The NoA contains or refers to all terms and conditions of the grant, and provides the 
documentary basis for recording the obligation of Federal funds in the agency’s accounting 
system. 

To access the NoA, select the Latest NoA hyperlink from the Other Relevant Documents section 
of the Status Information page. 

A Word version of the Notice of Award will be displayed. 
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Figure 128: Notice of Award (NoA) 
 

NOTE: Before the NoA displays, an option is provided to view the document or save it to disk. 

9.2.3.3 Abstract (Awarded Grant) 
The Abstract is a brief description of the research being conducted.  It states the goal of the work, 
expected results, methods, and implications of the study. 

To access the Abstract, select the Abstract (Awarded Grant) hyperlink from the Other Relevant 
Documents section of the Status Information page. 

The Abstract is displayed in MS Word. 
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Figure 129: Abstract Page 
 

NOTE: Before the Abstract displays, an option is provided to view the document or save it to 
disk. 

9.2.4 Grant Progress Report 
Grantees may submit a Grant Paper Progress Report to the awarding component’s Grants 
Management Office to continue support on a grant.  Progress reports must be submitted annually, 
two months before the beginning date of the next budget period.  Grantees can determine which 
progress reports are due. 

To access the Grant Progress Report, select the Progress Report hyperlink in the Action column 
of the Status Result – General Search  to generate a copy of the Grant Progress Report in a new 
browser window. 
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Figure 130: Grant Progress Report 
 

NOTE: This may only be used for paper non-SNAP eligible progress reports. 

9.3 Status – Program Directors/Principal Investigators 

Upon clicking on the Status menu option, the PD/PI is taken to a landing page with two 
hyperlinks and a Tracking Number search field. The two hyperlinks are: 

• Recent/Pending eSubmissions 

• List of Applications/Grants 
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Figure 131: PD/PI Status Screen 

9.3.1 Grants.gov Tracking Number Search 
The Status screen allows for a search based on the Grants.gov tracking number. 
 

NOTE: Only Grants.gov tracking numbers that correspond with the PIs applications will be 
returned on the hit list. 
 

If the Search button is selected before a valid tracking number is entered within the Tracking 
Number search field, a warning message is generated indicating that a Grants.gov tracking 
number is required. 
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Figure 132: Status Error Message – No Grant Number Entered 
 

If an invalid entry is entered in the Grants.gov Tracking Number field, the PD/PI will receive the 
following error: 

No application found for PI with the Grants.gov tracking number provided. 
 

 
Figure 133: Grants.gov Tracking Number Error – Non-Valid Number 
 

When a valid grant number is entered and a successful search is executed, the Status Result – List 
of Applications/Grants screen displays the details of the application that corresponds to the 
entered grant number.  

9.3.2 Status Result – List of Applications/Grants 
Upon clicking on the List of Applications/Grants hyperlink or List of Applications/Grants 
tab, the Status Result – List of Applications/Grants screen is displayed with a hit list of all 
PD/PI’s applications with the hyperlinked action options: The following options may appear as 
hyperlinks in the Action column: 

• eSNAP  

• Fellowship Face Page  

• Progress Report 

• JIT 

• Closed 

• Requires Closeout 

• Transmittal Sheet 
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The following is a sample of what the PD/PI might see. 
 

 
Figure 134: Status Result – List of Applications/Grants Screen 
 

The Status Results – List of Applications/Grants screen shows the Grants.gov Tracking # column 
and eSubmission Status. 
 

NOTE: The Grants.gov Tracking # column is blank for the applications submitted on a paper.. 

9.3.2.1 eSubmission Status 
The eSubmission Status of applications/grants can be seen on the same screen. 

9.3.2.2 Status Information 
To view the Status Information screen, click the Grant Number or Accession Number in the 
Application ID column. For details, please refer to Status Information section. 
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Figure 135: Status Results – List of Applications/Grants Screen 

9.3.3 Recent/Pending eSubmissions 
Upon selecting Recent/Pending eSubmissions hyperlink or Recent/Pending eSubmissions tab, 
the Status Result – Recent/Pending eSubmissions screen displays a list of all of the failed 
electronic submissions that have not been verified by NIH, as well as error-free applications that 
are awaiting verification. 
 

 
Figure 136: Status Result – Recent/Pending eSubmissions Screen. 
 

This Status Result information list is displayed with the following information fields: 

• Grants.gov Tracking # 

• Application ID 

• eSubmission Status 

• Proposal Title 

• PD/PI Name 

• eSubmission Status Date 

• Show All Prior Errors 

9.3.4 Viewing Errors and Warnings 
To view all errors and warnings, select the Show All Prior Errors hyperlink in the 
corresponding Show All Prior Errors column within the Status Result – Recent/Pending 
eSubmissions screen for a specific grant. 
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Figure 137: Show All Prior Errors Hyperlink 
 

Errors and warnings (ordered by Grants.gov tracking number) will be displayed in a new 
window. It is possible to receive an Error/Warning for Prior Failed eSubmissions message 
screen as depicted by the following image. 
 

 
Figure 138: Errors/Warnings for Prior Failed eSubmissions Screen 

9.4 Status – Assistants & PD/PI Delegates 
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Institutional users with ASST and delegated PD/PI roles will have the same functionality as a 
PD/PI with regard to the Status option within the eRA Commons system with the exception that 
only the PI may see the Summary Statement review results. 

After signing into the eRA Commons system and selecting the Status tab at the top of the screen, 
any Grants.gov Tracking Number entered is going to be searched only within the scope of the 
PD/PI to whom the ASST is a delegate.  Therefore, it is possible that a valid Grants.gov Tracking 
Number is entered but is not returned in a query because it is not associated with that specific 
PD/PI. 
 

NOTE: When moving between Status screens, the PD/PI field defaults back to the first PD/PIs 
name. 

9.5 Just-In-Time (JIT) 

9.5.1 Features 
The JIT feature of the eRA Commons allows the electronic submittal of additional grant 
application information after the completion of the peer review, and prior to funding.  The PD/PI 
and the SO work together to complete and submit Other Support, Budget, IACUC, IRB, and/or 
Human Subject Assurances information directly to the NIH when that information is requested. 
The JIT feature is available for applications meeting established business criteria. In general this 
feature becomes available for applications that fall within a certain percentile or priority score 
range. However, applicants should not submit any JIT information until specifically requested by 
the agency. These requests can be eRA-system generated e-mails or contacts directly from the 
specific awarding agency via e-mail and/or phone. 
 

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

NOTE: NIH is the only agency that uses the JIT concept as currently designed in the Commons. 
 

NOTE: Although a PD/PI may save this information through Commons, only an SO may submit 
JIT information to NIH.  
 

Once the information has been submitted to the NIH, it will be available for viewing in Status in 
the Other Relevant Documents section.  

To query for JITs as an SO: 

1. Log into Commons as a SO 

2. Select the Status tab at the top of the eRA Commons home page  

3. Click the Just-In-Time hyperlink on the left side of the screen. 
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Figure 139: Status – Just In Time Search Screen 
 

4. Enter any known information (PD/PI Name, Grant Number, etc.) into any of the available 
data fields and click Search.  

5. From the Status Result – Just-In-Time screen, select the JIT hyperlink in the Action 
column for the desired grant to launch the Just-In-Time screen. 

 

NOTE: A PD/PI is able to access the JIT hyperlink from the PD/PI status page.  For more 
information see the heading Status – Program Directors/Principal Investigators.  
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Figure 140: Status Result – Just-In-Time Screen 
 

NOTE:  The JIT link is displayed on the Status Result- Just-In-Time screen in the Action column 
until the application is awarded so that users can modify all elements within the JIT. 
 

The following elements can be uploaded within JIT: 

• Other Support File  

• Budget Upload 

• Other Upload 

• Human Subject Education 
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Figure 141: Just-In-Time Screen 
 

NOTE: Although there are three buttons (Submit, Save, and View Just In Time Report) at the 
bottom of the screen, only the Save and View Just In Time Report buttons are active to the 
PD/PI until after the Save button has been selected. The SO has access to all three buttons. 
 

To upload a file: 

1. Click the Import button of the file to be uploaded. 

2. Click Browse and select the document you wish to upload. 

3. Click Upload File button. 
 

 
Figure 142: File Upload Screen 
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Other Support Documentation is always available. If the application involves care and use of 
vertebrate animals or involves Human Subjects, verification of the date of the respective IACUC 
or IRB approval is required on this Just-in-Time screen.  

It is requested that active and pending support for all key personnel be provided. Other Support 
includes all financial resources, whether Federal, non-Federal, commercial or institutional, 
available in direct support of an individual's research endeavors, including but not limited to 
research grants, cooperative agreements, contracts, and/or institutional awards. Training awards, 
prizes, or gifts do not need to be included.  

To provide Other Support information, follow the suggested format available at 
http://grants1.nih.gov/grants/funding/phs398/othersupport.doc and upload the document using 
the Import button provided.  
 

 
Figure 143: JIT Import Other Support File 
 

NOTE: All grants with a priority score between 10 and 60 (no percentile) shall have access to 
JIT or grants that have a percentile score of 30 or less shall have access to JIT.  This link should 
only be accessed when the information is requested by NIH. 
 

NOTE: For detailed information on JIT uploads and the JIT submission process, refer to the 
guidance message text on the Just-In-Time screen in Commons and the JIT policy. 

9.5.2 Times Revised/Number of Submissions 
Each section of the JIT information can be submitted separately and more than once as long as at 
least one field element has been completed.  The Status Result - Just-In-Time screen shows the 
total number of times the report was revised.  The Just-In-Time screen displays the number of file 
and data submissions.  
 

http://grants1.nih.gov/grants/funding/phs398/othersupport.doc�
http://grants.nih.gov/grants/policy/nihgps_2003/NIHGPS_Part4.htm�
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Figure 144: Search Results-JIT Screen Showing Times Revised 
 

 
Figure 145: JIT Screen Showing Number Of Submissions 
 

NOTE:  When a JIT report is revised, the additional information is appended to the existing JIT 
data and the JIT report will show all information.  The newly added information does NOT 
overwrite the existing JIT report.  

9.5.3 Viewing the JIT Report 
The JIT report is viewed by the SO and the PD/PI by clicking on the View Just-In-Time Report 
button located at the bottom of the Just-In-Time screen. 
 

 
Figure 146: View Just-In-Time Report Button 
 

Once the JIT report is submitted the SO, the PD/PI and the SO can view the JIT report in the 
Other Relevant Documents section of the Status Information screen. The submitted date and the 
times revised are also shown. 
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Figure 147: Other Relevant Documents Screen Showing JIT Report 

9.6 Pending Progress Report 

A noncompeting grant progress report, the Pending Progress Report is submitted by grantees to 
report progress and continue funding for a grant’s out years. Users with SO and/or AO role are 
able to search for Pending Progress Reports via Status tab: 

Select the Status tab from the top of the eRA Commons screen and select the Pending Progress 
Report hyperlink. 
 

 
Figure 148: Pending Progress Report Search Screen 
 

1. Enter any known information (PD/PI Name, Grant Number, etc.) into any of the available 
data fields and click Search. 
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Figure 149: Status – Pending Progress Report Search Screen 

9.6.1 Status Result – Pending Progress Report 
Once a query is executed and the Status Result – Pending Progress Report screen displays, the 
Progress Report hyperlink is available in the Action column.  For more information on 
executing a query, see the heading Performing a Query.  
 

 
Figure 150: Status Results Pending Progress Report Screen 
 

The retrieved records are displayed in rows and can be reordered using the directional arrow 
options.  Users may launch the Progress Report directly from the hit list.  
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Figure 151: Status Result – Pending Progress Report Sort Option Screen 
 

The following is a sample (partial page) Grant Progress Report. 

 
Figure 152: Sample Grant Progress Report (Partial) Screen 
 

NOTE: This may only be used for non-SNAP eligible paper submissions. 
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9.7 Fellowships 

An Individual Fellowship Progress Report can be pulled down from Commons using the 
Fellowship Face Page hyperlink in the Status Result - Pending Progress Report screen. To pull 
this Fellowship Progress Report: 

1. Select the Status tab from the top of the eRA Commons screen and select the Pending 
Progress Report hyperlink. 

 

 
Figure 153: Pending Progress Report Search Screen 
 

Users may launch the Fellowship report directly from the hit list by selecting the Fellowship 
Face Page hyperlink in the Action column. 
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Figure 154: Status Result – Pending Progress Report Fellowship Screen 
 

2. Select the Fellowship Face Page hyperlink in the Action column of the Status Result – 
General Search hit list to retrieve the Fellowship report from the database of the adjacent 
grant. 
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Figure 155: Individual Fellowship Progress Report 

9.8 Recently Awarded 

To search for recently awarded applications: 

1. Select the Status tab and from the Status menu.  

2. Select the Recently Awarded hyperlink. 
 



eRA Commons User Guide 
 

Status 123 January 24, 2012 

 
Figure 156: Recently Awarded Status Search Screen 
 

3. Enter query criteria. 

4. Click the Search button. 
 

 
Figure 157: Recently Awarded Status Search Screen 

9.8.1 Status Result – Recently Awarded 
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Once a query is executed and the Status Result – Recently Awarded screen displays, additional 
hyperlinks are available.  For more information on executing a query, see the heading Performing 
a Query. 

Once a query is executed, the retrieved records are displayed in rows and can be reordered using 
the directional arrow options.   
 

 
Figure 158: Status Result – Recently Awarded Screen 

9.9 Recent/Pending eSubmissions 

To search for recent/pending eSubmissions: 

1. Select the Status tab and from the Status menu.  

2. Select the Recent/Pending eSubmissions hyperlink. 
 

 
Figure 159: Status Search Screen – Recent/Pending eSubmissions 
 



eRA Commons User Guide 
 

Status 125 January 24, 2012 

3. Enter query criteria to narrow the search. You may search for pre-verified eSubmissions 
by Accession Number, Grants.gov Tracking Number, eSubmission status (all, pending 
verification, or refused), or received date (in the format MM/DD/YYYY). 

4. Click the Search button. 
 

 
Figure 160: Status - Recent/Pending eSubmissions Search Screen 
 

NOTE: SOs and AOs can access recently submitted and pending grant applications for their 
institution by clicking the Recent/Pending eSubmissions hyperlink, which is available on the 
eRA Commons Status screen.  

A user with PD/PI role is able to access Recent/Pending eSubmissions from the different 
interface. For more information see the heading Status – Program Directors/Principal 
Investigators.  

9.9.1 Status Result – Recent/Pending eSubmissions  
Once a query is executed and the Status Result – Recent/Pending eSubmissions Search screen 
displays, additional hyperlinks are available.  

• Show All Prior Errors 

• Transmittal Sheet 

• Reject eApplication 
For more information on executing a query, see the heading Performing a Query. 
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Figure 161: Status Result – Recent/Pending eSubmissions Search Screen 
 

Once a query is executed, the retrieved records are displayed in rows and can be reordered using 
the directional arrow options. 
 

 
Figure 162: Status Result – Recent/Pending eSubmissions Sort Option Screen 
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9.9.1.1 Status Information 
To view the Status Information screen, click the Accession Number in the Application ID 
column. 
 

 
Figure 163: Status Results Screen - Showing Application ID Column 

9.9.2 Viewing Errors and Warnings 

9.9.2.1 Show All Prior Errors 
For any specific grant, you my select the Show All Prior Errors link to view a list of errors 
and/or warnings associated with a specific grant.  
 

 
Figure 164: Status Results Screen - Showing All Prior Errors Column 
 

The Errors/Warnings for Prior Failed eSubmissions list is displayed in a separate Internet 
window. 
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Figure 165: Errors/Warnings for Prior Failed eSubmissions 

9.9.2.2 Display Status Information 
Another way to view errors and warnings associated with a specific grant is to select the 
applicable Accession Number hyperlink in the Application ID column. 
 

 
Figure 166: Status Information Screen 
 

Any relevant errors and warnings (ordered by Grants.gov tracking number) are displayed in a 
separate Internet window. 
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Figure 167: Status Information Screen 
 

The following is a sample Transmittal Sheet. 
 

 
Figure 168: Sample Transmittal Sheet Screen 
 

The following is a sample Reject eApplication screen. 
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Figure 169: Sample Reject eApplication Screen 
 

NOTE: This may only be done by the SO. 

9.10 No-Cost Extensions 

The No-Cost Extension (NCE) feature, accessed via the eRA Commons Extension screen, is an 
electronic means for a grantee organization to submit electronically a notification that they have 
exercised their one-time authority to extend without funds the final budget period of a project 
period of a grant. NCEs may be requested by the SO no earlier than 90 days before the end of the 
project and no later than the end date.  

This extension can be up to 12 months in additional time and assumes all internal review and 
approval processes that the grantee organization have already taken place.  

No-Cost Extension is a feature only used by NIH at this time. 

9.10.1 Benefits 
• Using this system, grantee institutions can submit notifications up to the last day of the 

current end date, essentially providing 10 additional days to process the notification  
(Notifications submitted via other communication methods must be received by the 
agency at least 10 days prior to the end date)  

• Upon receipt of the notification, the budget and project period end dates automatically 
update to reflect the extension of the respective grant record.   

• An e-mail notification is automatically sent to agency staff when the grantee submits the 
extension notification  

Select the Extension hyperlink from the Action column of the Status Result—General Search hit 
list to launch the Extension screen.  
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Figure 170: Status Results – General Search Screen 
 

Grantees may extend the final budget period of the project when the following conditions are 
met: 

• If no additional funds are required by the NIH awarding office 

• If there will be no change in the project’s originally approved scope 
 

 
Figure 171: Extension Screen 
 

Also, in order to mandate an extension one of the following criteria must be applicable: 
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• Additional time beyond the established expiration date is required to ensure adequate 
completion of the originally approved project 

• Continuity of NIH grant support is required while a competing continuation application is 
under review 

• The extension is necessary to permit an orderly phase-out of a project that will not receive 
continued support 

 

NOTE: The fact that funds remain at the expiration of the grant is not, in itself, sufficient 
justification for an extension without additional funds. 

9.10.2 Process 
In extending the final budget period of the project period, the grantee agrees to update all 
required certifications, including human subjects and animal welfare, in accordance with 
applicable regulations and policies. 

Grantees may not extend project periods previously extended by the NIH awarding office.  Any 
additional project period extension beyond the one-time extension of up to 12 months requires 
prior NIH approval. 
 

NOTE: No-Cost Extensions may be performed through the eRA Commons one time only by the 
SO. 

9.10.3 Submitting 
To submit the No-Cost Extension:  

1. Enter the No-Cost Extension date. 

2. Click the Extend Project Date button. 
 

 
Figure 172: Extension Date Screen 
 

3. Click Confirm to complete the No-Cost Extension transaction.  
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Figure 173: Extension Confirmation Screen 
 

Upon notification, the NIH awarding office will revise the project period ending date and provide 
an acknowledgement to the grantee. 

9.11 Closeout 

Grants Closeout is a feature within eRA Commons that allows a grantee to file electronically the 
information necessary to complete grant closeout requirements. It interfaces with the Closeout 
system used by Agency staff to track and monitor this business process. NIH will close out grants 
as soon as possible after expiration of a grant that is not to be extended or after termination of a 
grant. Closeout includes timely submission of all required reports and adjustments for amounts 
due the grantee or NIH. Closeout of a grant does not automatically cancel any requirements for 
property accountability, record retention, or financial accountability. Following Closeout, the 
grantee remains obligated to return funds due, because of later refunds, corrections, or other 
transactions, and the Federal Government may recover amounts based on the results of an audit 
covering any part of the period of grant support. 

9.11.1 Features 
• Grantee institutions can track grants that are in closeout status.  

• Institutions can use the module to submit reports required for closeout. Each required 
report can be submitted independently; however, closeout is not complete until all reports 
have been submitted and accepted by the Awarding Office.  

• The FSR portion of Closeout actually links the external user to the separate FSR system 
within the eRA Commons.  

9.11.2 Benefits 
The Grant Closeout feature keeps track of the multiple reports needed to close out a grant and 
reminds grantees of the importance of providing the Federal Government with accurate and 
timely information. 

9.11.3 Users 
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• SOs 

• PD/PIs  

• FSR Officials  

To search for grants requiring closeout, or to check the status of a recently closed grant: 
1. Select the Status tab and from the Status menu. 

2. Select the Closeout hyperlink. 
 

 
Figure 174: Status Screen - Closeout Option 
 

3. Enter any known query information and click the Search button. 
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Figure 175: Status Closeout Search Screen 
 

Once a query is executed and the Status Result – Closeout Search screen displays, hyperlinks 
options become available.   

• Closed 

• Progress Report 

• eSNAP 

• Requires Closeout 

• Transmittal Sheet 

• Fellowship Face Page 
For more information on executing a query, see the heading Performing a Query. 
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Figure 176: Status Result – Closeout Search Screen 

9.11.4 Status Result – Closeout 
Once a query is executed, the retrieved records are displayed in rows and can be reordered using 
the directional arrow options.  
 

 
Figure 177: Status Result – Close-out Sort Option Screen 
 

Users may launch application-specific functionality directly from the hit list.  

Click the desired Application ID to display Status Information and Other Relevant Documents 
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Figure 178: Closeout Status Information Screen 
 

9.11.4.1 Closed 
For Application IDs that have an Action status of Closed, proceed with the following: 

Click the Closed hyperlink to display the Closeout Status screen information. A message will 
indicate the date and time that the grant was closed. 
 

NOTE: A user with PD/PI role is able to access Closed hyperlink from the Status Result – List of 
Applications/Grants screen. For more information see the heading Status – Program 
Directors/Principal Investigators.  
 

 
Figure 179: Closeout Status Screen 
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9.11.4.2 Requires Closeout 
For Application IDs that have an Action status of Requires Closeout, proceed with the 
following: 

Click the Requires Closeout hyperlink to display the Closeout Status screen information. 
 

NOTE: A user with PD/PI role is able to access Requires Closeout hyperlink from the Status 
Result – List of Applications/Grants screen. For more information see the heading Status – 
Program Directors/Principal Investigators.  
 

Here you can click View to see a PDF FSR, click Create New to submit a FSR, click Process 
Final Progress Report, or click Process Final Invention Statement. 
 

 
Figure 180: Closeout Status Screen – Requires Closeout 

9.11.4.3 Final Invention Statement 
You must submit a Final Invention Statement within 90 days following the termination of a grant 
award. The statement will include all inventions that were conceived, or first actually reduced to 
practice during the course of work under the grant award. 

To submit a Final Invention Statement: 
1. Select the Status tab from the Status menu. 

2. Select the Closeout hyperlink to the left of the screen. 

3. Enter any known information (PD/PI Name, Grant Number, etc.) into any of the available 
data fields or, 

4. In the Closeout Status dropdown box, select Open and click Search. 
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Figure 181: Status Closeout Drop-Down Screen 
 

5. Use the Open hierarchy drop-down option to retrieve a list of all open grants that still 
require closeout. 

 

 
Figure 182: Status Result – Closeout Search Screen 
 

6. Select the required grant by clicking the associated Requires Closeout hyperlink in the 
Action column. 

 

NOTE: A user with PD/PI role is able to access Requires Closeout hyperlink from the Status 
Result – List of Applications/Grants screen. For more information see the heading Status – 
Program Directors/Principal Investigators. Click the Process Final Invention Statement 
hyperlink in the Action column of the Closeout Status page. 
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Figure 183: Closeout Status Screen – Process Final Invention Statement 
 

This process opens the Submit Final Invention Statement screen for the selected Application ID.  
 

 
Figure 184: Submit Final Invention Statement 
 

If NO is selected a statement of verification appears.  Click OK.  Both the PD/PI and SO must 
verify the Final Invention Statement. 

 
Figure 185: Certification for No Inventions 
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If Yes is selected, the user is taken to the Add Invention screen. 
 

 
Figure 186: Add Invention Screen 
 

NOTE: Fields marked with an asterisk are required fields. 
 

To process a Final Invention Statement (HHS Form 568), the individual performing the initial 
submission - whether that person is the PD/PI or a SO- at the institution must determine whether 
inventions are to be reported.  If inventions are reported, the specific inventions must be listed.  
Following this process, the next person - again either the SO or PD/PI - should review the report 
identified by the View Invention Statement link and if acceptable, submit the Final Invention 
Statement to HHS for that Grant.   

If Yes is selected, the Add Invention screen will appear.  Enter the required information 
(indicated by *) and click Add Invention. 

 
Figure 187: Add Invention Screen 
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The newly added invention will appear in the Saved Invention section of the screen. The 
invention may be removed at any time by clicking the Remove hyperlink in the Action column. 
 

 
Figure 188: Add Invention – Remove or Verify Screen 
 

7. Once all inventions have been entered, click Verify. 

8. A prompt will appear with a statement of verification.  Click OK. 
 

NOTE: Both the PD/PI and SO must verify the Final Invention Statement. 
 

 
Figure 189: Statement of Verification Screen 

9.11.5 Final Progress Report 
A Final Progress Report is required for any grant that has ended and any grant that is not to be 
extended through award of a new competitive segment. This report should be prepared in 
accordance with instructions provided by the awarding component.  At a minimum, it should 
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include a statement of progress made toward the achievement of originally stated aims, a list of 
results (positive and/or negative) considered significant, and a list of publications resulting from 
the project, including plans, if any, for further publication.  A copy of reprints or publications not 
previously submitted should accompany the Final Progress Report.  If publications have been 
submitted to the PubMed Central (PMC) archive, a reference to the PMC submission 
identification number may be included in lieu of submitting a hard copy.   

The Final Progress Report also should address the following:  

• Report on the inclusion of gender and minority study subjects (using the gender and 
minority inclusion table as provided in the PHS2590) 

• Where appropriate, indicate whether children were involved in the study or how the study 
was relevant for conditions affecting children 

• Describe any data, research materials (e.g., cell lines, DNA probes, and animal models), 
protocols, software, or other information resulting from the research that is available to be 
shared with other investigators and how it may be accessed 

If a competitive renewal (Type 2) has been submitted, whether funded or not, the progress report 
contained in that application may serve in lieu of a separate Final Progress Report.  In addition, 
at the discretion of the awarding unit, a reprint or preprint may be used for this purpose.  
Grantees should contact the assigned Grants Management Specialist for information on these 
alternatives. 

To submit a Final Progress Report: 
1. Click the Requires Closeout hyperlink in the Action column of the Status Result – 

Closeout Search page. 
 

 
Figure 190: Status Result – Closeout Search Screen 
 

2. Click the Process Final Progress Report hyperlink in the Action column of the Closeout 
Status page. 
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Figure 191: Closeout Status Screen - Process Final Progress Report 
 

3. The Closeout – Upload Final Progress Report screen will appear.  To upload the Final 
Progress Report file, click Browse. 

 

NOTE: Final Progress Report should be submitted in PDF format. 
 

 
Figure 192: Closeout – Upload Final Progress Report Screen 
 

4. Once the Final Progress Report file has been uploaded, click Submit. 
5. A prompt will appear with a statement of verification.  Click OK. 
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Figure 193: Statement of Verification Screen 

9.11.6 Financial Status Report (FSR) 
A FSR is a summary of expenditure activity over a specified period. Recipients of Federal funds 
are required to complete a FSR, currently the SF-269, to report the status of funds for grants or 
assistance agreements. This module allows grantees to submit electronically a statement of 
expenditures associated with their grant to the sponsor of the grant via eRA Commons. The 
schedule for submitting these FSRs is generally specified in the award documents of a grant or 
contract. 

9.11.6.1 Features 
• The FSR Search Screen in eRA Commons allows users with a unique FSR role to search 

by grant number, due date range, latest FSR status, etc. The query will bring up a hit list 
of applications sorted by institution, latest FSR status and grant number.  

• The FSR will not show up in eRA Commons unless it is due  

• The FSR form will pre-populate with information from the eRA system  

• The FSR user can submit a new or revised FSR  

9.11.6.2 Users 
eRA Commons users who have an FSR role can access the module via Commons. Users will not 
see the FSR tab unless they have been assigned this role. A SO or AO can create an FSR account 
in the Commons to submit FSRs on behalf of the institution. An account that only has the FSR 
role will be limited to performing FSR tasks. An account can include multiple roles, including 
that of FSR. Users can Submit, Save and Cancel updates to an FSR. The user will upon entry 
into this process, have the ability to select the FSR for a specific grant from a search result list. 
The following functions can be executed within the FSR system. 

• Submit FSR 

• Edit a rejected FSR  

• Revise an accepted FSR 

• Corrects a revised FSR that has not been reviewed 

• Revises an accepted FSR 

• Return to search results 
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• Save the FSR 
To submit a FSR: 

1. Click the Requires Closeout hyperlink in the Action column of the Status Result – 
Closeout Search page. 

 

 
Figure 194: Status Result – Closeout Search Screen 
 

2. Click the Create New hyperlink in the Action column of the Closeout Status page to open 
a blank FSR form. See Appendix B for a sample form. 

 

 
Figure 195: Closeout Status – Create New Screen 
 

If you do not have the FSR role, you will get an error message. 

In order to submit Financial Status Reports (FSRs) you must have the role of FSR. 
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Figure 196: Submit FSR Message Screen 
 

A user who has only FSR role can access FSR form through the FSR tab at the top of the eRA 
Commons home page. The Financial Status Report Search screen appears. 
 

 
Figure 197: Financial Status Report Search Screen 
 

NOTE: Entering search criteria will keep the results list below 500 as required. 
 

Complete any known information into the data fields and click Submit. When the Financial 
Status Report Search Result screen appears, select the desired grant number in order to pull down 
the corresponding FSR. 
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Figure 198: Financial Status Report Search Result Screen 
 

If the desired grant is listed in the Latest FSR column as being late, the FSR for that grant is 
displayed on the screen with the status of late. 
 

 
Figure 199: Sample Financial Status Report – Top 
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Figure 200: Sample Financial Status Report - Middle 
 

 
Figure 201: Sample Financial Status Report - Bottom 
 

3. To save the FSR, click Save.  To submit the report, click Submit. 
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Figure 202: Financial Status Report - Save and Cancel 
 

In addition to the FSR having Save or Cancel buttons, there is an Indirect Expense Entry 
button on the FSR. 
 

 
Figure 203: Financial Status Report – Indirect Expense Entry 
 

Once selected, the Indirect Expense Entry button takes you to the Indirect Expense Calculation 
screen where you can enter the Rate % and the Base amount of the grant. 
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Figure 204: Indirect Expense Calculation Screen 

9.12 Errors 

All eRA Commons error messages are displayed across the top of the page on which the error 
occurred. A hyperlink appears next to an error message only if it is a system error. It will not 
appear if it is a validation error, which is the most common type of error. 

Select the Display Error hyperlink to view a new page containing the audit ID and error details 
(e.g., offending statement, calling modules, etc.). 
 

NOTE: An audit record is stored to the database that captures the error, user ID, date and time, 
along with the offending statement and calling classes. 
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10 Links Tab 

The eRA Commons Links tab takes the Commons user to a page were a number of system 
related hyperlinks are available for accessing. 
 

NOTE: You do not need to be signed into Commons to access the Links module. 
 

• Commons Support Page http://era.nih.gov/commons/index.cfm  

• CRISP    http://crisp.cit.nih.gov/  

• Edison    https://s-edison.info.nih.gov/iEdison/  

• eRA Home Page  http://era.nih.gov/  

• Loan Repayment Program http://www.lrp.nih.gov/  

• National Institutes of Health http://www.nih.gov/  

• NSF Fastlane   https://www.fastlane.nsf.gov/fastlane.jsp  

• OER Home Page  http://grants.nih.gov/grants/oer.htm  
 

 
Figure 205: eRA Commons Links Screen – SO 
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11 Getting Help 

The eRA Commons Helpdesk is available to assist you Monday – Friday from 7 AM – 8 PM, 
United States Eastern time. The helpdesk also responds to requests from institutions to register 
with eRA Commons.  Several steps must be completed to respond to such a request, including 
account creation for the SO, AA, and AO for that institution.  Often times, helpdesk staff 
establishes the PD/PI accounts as well. 

The account creation process is sometimes quite involved, since an NIH profile must be assigned 
or created at the time of account creation.  Due to occasional ambiguity in the NIH database, 
sometimes a fair amount of time is needed to select the appropriate profile for the new Commons 
user account. http://era.nih.gov/help/ 

11.1 Online Help 

When a problem occurs, help is available using the Commons online documentation 
(http://era.nih.gov/help/) or by contacting the eRA Commons Helpdesk at commons@od.nih.gov

• Clicking the Help icon provides context sensitive help based on the current screen 

 
The eRA Helpdesk can also be reached by phone at 301-402-7469 (toll free 866-504-9552) or at 
301-451-5939 for TTY.  The eRA Helpdesk business hours are M-F 7:00 a.m. – 8:00 p.m. EST. 

• Selecting the main menu Help hyperlink accesses the Online Help Table of Contents 
 

 
 

 

http://era.nih.gov/help/�


eRA Commons User Guide 
 

Appendix A – Status Codes 154 January 24, 2012 

Appendix A – Status Codes 

As of October 2007, new and more descriptive status codes appear in the current Application 
Status Description column when viewing the List of Applications. Changes are detailed below.  

New Description of Application Status  Previous Description  

Administratively withdrawn by IC  Withdrawn  

Withdrawn  Withdrawn  

Award terminated  Terminated  

Application withdrawn for amendment  Withdrawn  

Awarded. Non-fellowships only  Awarded  

Awarded. Fellowships only  Awarded  

Pending Award. Non-fellowships only  Pending  

Council – not recommended for consideration  Not funded  

Council deferred  Pending  

No council action  Pending  

Record incomplete  Pending  

Pending council review  Pending  

IRG NRFC – not considered by council  Not funded  

IRG deferred  Pending  

No IRG recommendation  Not funded  

Pending award; Fellowships only  Pending  

Pending IRG review  Pending  

Pending award (noncompeting)  Pending  

Award prepared, not funded  Pending  

Fellowship award cancelled  Terminated  
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New Description of Application Status  Previous Description  

Ineligible organization - application return  Returned  

Returned due to ineligible organization (R43 only)  Returned  

Returned due to ineligible application and organization 
(R43 only)  

Returned  

Un-scored – application judged competitive  Pending  

Un-scored – application judged non-competitive  Not funded  

Award not extended by council  Not funded  

Bottom Tier – not considered by Council  Not funded  

Not considered – application designated by IC for 
exclusion from review  

Not funded  

Withdrawn by IC – previous record encumbered  Withdrawn  

Administratively withdrawn by CSR  Withdrawn  

IRG NRFC - pending dual council  Pending  

IRG NRFC - pending council review  Pending  

Administratively withdrawn by IC prior to review or 
council 

Withdrawn  

To be paid  Pending  

Inter/intra-agency agreement funded  Awarded  

Inter/intra-agency agreement expired  Awarded  

Selected for resources, no funding involved  Selected for resources, no funding involved  

Application has been entered into computer  Received  

Ineligible  Returned  

Not awarded  Not funded  

Pending  Pending  

Not applicable  Returned  

Table 5: Status Codes Table
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Appendix B – Financial Status Report 

 
Figure 206: Financial Status Report Form 
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Acronyms and Abbreviations 

AA   Accounts Administrator 
A 

AD   Admin 

ADMIN  Account Administration 

AHRQ   Agency for Healthcare Research and Quality 

AO   Administrative Official 

AOR   Authorized Organization Representative 

ASST   Assistant 

BO   Business Official 
B 

CDC   Centers for Disease Control and Prevention 
C 

CIT   Center for Information Technology 

DP   Director’s Pioneer 
D 

eSNAP  Electronic Streamlined Noncompeting Award Process 
E 

FSR   Financial Status Report 
F 

GCA   Grant and Contract Accounting 
G 

GTA   Grants Technical Assistants 

IACUC  Institutional Animal Care and Use Committee 
I 

IAR   Internet Assisted Review 

IC   Institute and/or Center 

IPF   Institutional Profile 

IRB   Institutional Review Board 
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J2EE   Java 2 Enterprise Edition 
J 

JIT   Just-in-Time 

MPI   Multiple PI 
M 

NCE   No-Cost Extensions 
N 

NLM   National Library of Medicine 

NoA   Notice of Award 

OPPDIV  Operating Divisions 
O 

PASS   Password Policy 
P 

PD/PI   Program Director/Principal Investigator 

PERM   Permanent Profile 

PHS   Public Health Service 

PI   Principal Investigator 

PMC   PubMed Central 

PPF   Personal Profile 

PROV   Provisional Profile 

SO   Signing Official 
S 

SRO   Scientific Review Officer 

xTrain   Electronic Trainee Activities System 
X 
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