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• eRA Commons Basics
– What is eRA Commons?
– When will I use it?
– How do I get an account?
– What is a “role”?
– How do I access the system?
– What if I forget my password?

• Using eRA Commons
– Navigation
– Admin
– Institution Profile
– Personal Profile
– Status
– eSNAP
– xTrain

Today’s Agenda
• Resources
• Finding Help
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eRA Commons Basics
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What is eRA Commons?
• The eRA Commons is an online interface where 

grant applicants, grantee organizations, grantees 
and federal staff can access, share, and transmit 
administrative information related to their 
applications and grants.

Applications

Post-Award Correspondence

Review Assignment

Priority Score

Summary Statement

Notice of Award

Assurances

Certifications

Progress Reports

Financial Reports

Invention Reports

Profile Data

Assembled Application Image

eSubmission Errors/Warnings

Training Appointment Actions
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When will I use it?

• Review errors/warnings identified 
during the submission process

• Check final application image for 
assembly issues

• View information on the review 
assignment of your grant 
application

Application 
Submission

Process

Application
Intake at 
Receipt & 
Referral

66

When will I use it?

• View Summary Statement  & 
Priority Scores 

• Submit Just-In-Time Data 
(e.g., other support, certifications) 

• View Notice of Award (NoA) 

Peer Review
Process

Pre-Award 
Process

Award 
Process
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When will I use it?

• Prepare Progress Reports 
• Prepare Financial Status Report

• Prepare final FSR, progress 
report, Invention Statement and 
Certification, and inclusion 
enrollment data

Post-Award 
Process

Closeout
Process

88

What is an eRA Commons “role”?

• The functions available to users are based 
on the “role” associated with their account
– http://era.nih.gov/files/eRA_Commons_Roles.pdf

– A single account should not have both the PI and 
SO roles. A person that needs both roles should 
have two separate accounts (one with the PI role 
and one with the SO role)

– If a PI serves as a Reviewer, their single account 
can have both the PI and Internet Assisted 
Review (IAR) roles without any issue
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How do I get an account?
• Most institutions are already registered in eRA 

Commons. Work with your business or sponsored 
research office to set-up your individual account.
– Any user with the Signing Official (SO), Administrative 

Official (AO) or Accounts Administrator (AA) role can 
create your Principal Investigator (PI) or Assistant 
(ASST) account

– If you already have a PI or IAR account, they can “affiliate”
your current account with additional institutions

• A PI gets one eRA Commons account that follows them throughout 
their careers

• The PI has access to all of his/her information at each affiliated 
institution

1010

How do I get an account?

• Some basic information is provided to initiate 
the account creation process. The system 
will check to see if there are any existing 
records that match the information provided. 
If matches are found, you will be asked to 
Verify your NIH Support before the account 
is established.

• After the initial creation of your account, you 
will receive two emails: 
(1) Username and 
(2) Temporary password
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PI receives email with link to register and is directed to complete the 
presented form and to verify the support identified as a potential match to 
the Trainee.

Verify Prior Support

You will get an email in 2-5 days 
indicating the account has been 
activated.

1212

How do I access the system?

• Go to: https://commons.era.nih.gov/commons/
• Enter your Username and Password

Username
Password
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How do I access the system?

• The first time you login you will be prompted 
to choose a new password

• Password standards:
– At least eight (8) non-blank characters
– Must contain a mixture of letters, numbers and 

these special characters: ! # $ % * - _ = + < >
– First and last characters cannot be numbers
– Cannot contain username
– Cannot be reused within one (1) year

1414

What if I forget my password?

• Click the “Forgot Password”
link found directly beneath 
the Commons Login fields

• Enter Username and email 
address then select Submit
– If the Username and email 

combination match the 
Username and email 
combination in the system, a 
temporary password will be 
emailed



8

1515

Hands-on: Accessing Commons

1. Open an Internet connection and 
go to the appropriate eRA Commons non-
production environment:

– External User Acceptance Test (Ext-UAT) 
https://commons.uat.era.nih.gov/commons/

– eRA Commons Demo
https://commonsdemo.era.nih.gov/commons-demo/

2. Enter the Username and password provided 
by your trainer

– eRA Commons is not case sensitive

Electronic Research Administration
Sponsored by: The National Institutes of Health, Office of Extramural Research

Using eRA Commons
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https://commons.era.nih.gov/commons/

Alerts and 
notes to 
users.

Handy links: 
Commons 
Support, 
CRISP, eRA, 
eSubmission,
Grants.gov,
NIH,Public
Access

Commons 
Helpdesk 
contact 
information.

Login

Forgot 
Password 
link

System Notifications Commons Demo

1818

eRA Commons Layout

• Your Username, Institution and Authority 
(i.e., role) are displayed in the upper right 
hand corner of the screen at login

• If the Institution is hyperlinked, then you are 
affiliated with additional institutions
– Click the hyperlink to switch between institutions
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eRA Commons Layout
• Commons is laid out in a tertiary (3) menu 

fashion. The top tabs show the main 
functions which can drill-down two (2) levels 
of sub-menus.

12
3

Hands-on – Navigation
Click on the Admin tab in the menu bar, then on the 
Accounts tab in the sub-menu bar. You will then see a 
3rd menu bar with Delegate PI, Delegate PPF Edit, etc. 

Electronic Research Administration
Sponsored by: The National Institutes of Health, Office of Extramural Research

Admin
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Admin - Delegation
• The Admin tab provides the functionality to 

delegate (and revoke) authority to perform 
specific functions to other eRA Commons 
users
– Available functions are based on role

Delegate
PI

Delegate
PPF
Edit

Delegate
Status

Delegate
xTrain

Authority

2222

Admin - Delegation
• Delegate PI

– Delegation can be made to any eRA Commons user at 
the PI’s institution with the Assistant (ASST) role

– Provides ability to complete eSNAP information for the 
PI’s grants (cannot Route or Submit)

• Delegate PPF Edit
– Delegation can be made to any other eRA Commons 

user at the institution
– Provides ability to edit Personal Profile (PPF) 

information
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Admin - Delegation
• Delegate Status

– Delegation can be made to any eRA Commons user at the 
PI’s institution with the Assistant (ASST) role 

– Provides access to PI’s Status information including the 
ability to check for application submission errors/warnings 
and to view the assembled application image

– DOES NOT provide access to application summary 
statement or priority score 

• Delegate xTrain Authority
– Delegation can be made to any eRA Commons user at the 

PI’s institution with the Assistant (ASST) role
– Provides all the same authority within xTrain as the 

Project Director/Principal Investigator except for the ability 
to Submit appointments to Agency

2424

Delegation to PI

• Signing Official (SO) can “Delegate Submit”
authority to a PI
– Allows a PI to submit his/her own eSNAP

information to Agency

Delegate Submit
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Hands-on - Delegation

4

2

1

3

1. Navigate to the Admin->Accounts->Delegate Status tab
2. Highlight a name in the Current Institution Users list of the 

Delegate PI Status screen
3. Select Assign to provide

authority

4.  Select Save
when Delegate 
PI Status 
Confirmation
screen appears

2626

Admin – Change Password

Enter current and new password

Change Password

Click Submit
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Admin - Verify NIH Support

• When your account is set up you should use 
the Verify NIH Support tab to ensure all of 
your grant activity is correctly linked to your 
account.  
– You will be asked to confirm any activity 

identified by the system as a potential match 
– You will also have the opportunity to add activity 

not identified

Verify NIH
Support

2828

Admin - Verify NIH Support

Confirm support 
as Correct or 
Incorrect

Add support 
not identified by 
the system

Once all previous 
support is accounted for, 
click Continue Account 
Request

* NEXT SLIDE *
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Admin-Verify NIH Support

After clicking Complete Account Request, NIH will process 
your changes, it may take 2-5 for the changes to take affect.

Electronic Research Administration
Sponsored by: The National Institutes of Health, Office of Extramural Research

Institution Profile
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Institution Profile

• Institution Profile
– View-only access for all roles other than SO
– Basic Information Page
– Assurances and Certifications Page

Hands-on – Institution Profile
Click on the Institution Profile tab in the menu bar and click 
through the Basic and Assurances and Certifications tabs to view
the Institution Profile of your workshop account.

Electronic Research Administration
Sponsored by: The National Institutes of Health, Office of Extramural Research

Personal Profile
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Personal Profile (PPF)

• Single Point of Ownership
– You are responsible for keeping your information 

current and correct

– Very few staff members at NIH have access to 
change information (for emergencies only)

• Periodically the system will require you to 
change your password for security reasons
– After you change your password you will be 

placed in the Personal Profile tab - take a 
moment to review and update your information

3434

PPF – Personal Information 

TIP: Keep your email 
address current. You 
will need access to your 
email if you forget your 
password. Also, NIH 
has transitioned to email 
for most grant-related 
communications.
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PPF – Race/Ethnicity

• Information is used for aggregate reporting 
only.

3636

PPF - Employments

Add New Edit

If you work with multiple institutions you can include an employment record for each, 
but must chose one as the Preferred Address?
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PPF – Reviewer Address

• Only used if you are an NIH Reviewer with 
the IAR role 

3838

PPF – Residential Address

• Used to capture permanent address for 
xTrain Trainees.



20

3939

PPF - Degrees

• Provide all degree information
– Remember to include information on degrees in 

progress and the expected completion date

Use Add New Degree button to provide 
additional degree information.

4040

PPF - Publications
• Publication information is used in progress reports

• Pulls in manuscripts from NIH Manuscript 
Submission (NIHMS) and publications from 
PubMed and PubMedCentral

TIP: Visit http://publicaccess.nih.gov/ for    
information on new Public Access policies.
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PPF - Reference Letters

• Used for specific grant programs
– NIH Director’s Pioneer Program (DP1)
– New Innovator Award (DP2)

• Can see that the reference letter has been 
submitted, but not the letter itself

4242

PPF – Trainee-Specific

• Information used for Training grant actions
– Required for users with TRAINEE role
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Did you know…
Information from your Personal Profile is

…used to verify information submitted in grant applications 
If not current, errors or warnings may be generated during the 
application submission process.

…used to pre-populate specific forms (e.g., Trainee Appointment and 
Termination Notices)
If not current, errors or warnings may be generated during the form 
submission process.

… allows for automatic population of publications registered in National 
Library of Medicine systems

…used for Agency notifications 
If not current, we may not be able to contact you. Since many of
these notifications are now automatic, we may not even be aware 
the notification did not reach you.

…used in aggregate reporting

4444

Hands-on – PPF Employments

• Navigate to the Employments page and edit the existing 
employment record.
– Notice that the “Preferred Address” column is set to TRUE.
– Click on the Edit link to the right of the employment listing.

• Enter a date in the END DATE field and click the Submit
button.  You will return to the Employments List page.

• Click the Add New Employment button and enter the 
required fields. Click the Find button next to the “NIH 
Recognized Institution” field to go to the search screen.
– Enter all or part of an Institution name in the appropriate field and click 

Search.
– Click the Select link next to one of the returned institutions in the hit 

list.  
Hint:  If you did not receive any institutions from your search, try 
University of Texas in the name field and search again.

* Login to eRA Commons as a PI *
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Hands-on – PPF Employments

– When you have returned to the Add New Employment page, enter 
the rest of the required fields.  Leave the END DATE field blank. At 
the bottom of the page click the checkbox next to Is this your 
preferred employment address?

– Click the Submit button to return to the Employments List page. 
Notice that the original entry is now FALSE under “Preferred 
Address” and your new entry is now set to TRUE.

– Click the Close button.

• Experiment with the Degrees, Publications, Reviewer 
Address, and Residential Address pages.  Add or edit 
information on any or all of these pages.

* Continued *

Electronic Research Administration
Sponsored by: The National Institutes of Health, Office of Extramural Research

Status
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Status

STATUS is your LINK to the Action!

4848

eSubmission and eRA Commons

AOR/SOPI

Find and 
download 

announcement, 
instructions 

and form 
package.

PI prepares 
application 

per 
institution 
guidelines 

and sends it 
to AOR for 

submission.

Authorized 
Organization 
Rep (AOR) 

submits 
application to 
Grants.gov.

eRA retrieves 
application 

from 
Grants.gov and 

checks it for 
compliance 

with application 
instructions.

PI

PI and AOR/
Signing Official 

(SO) check 
submission 

status and view 
assembled 

application in 
eRA Commons.
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Status – eSub Errors/Warnings 

• A list of errors/warnings identified in the 
application submission process is posted in 
the PI’s Commons account

– Errors stop application processing and must be 
corrected 

– Warnings do not stop application submission 
and are corrected at the discretion of the 
applicant

TIP: Check out the Avoiding Common Errors page:
http://era.nih.gov/ElectronicReceipt/avoiding_errors.htm

5050

Error Correction Window

• NIH currently allows applicants to 
correct errors/warnings during the 
two (2) business days after the 
submission deadline 
– Referred to as “error correction window”
– Your original application submission must have been 

submitted on time with all appropriate registrations in 
place

– This is a courtesy extended by NIH and may be removed 
in the future

See Notice in NIH Guide for Grants & Contracts (11/30/2007):
http://grants.nih.gov/grants/guide/notice-files/NOT-OD-08-018.html
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Correcting eSub Errors/Warnings

• To correct errors and/or warnings in an 
application submission
– Make the corrections to the application forms

– On the SF424 (R&R) form, check the 
Changed/Corrected application box in the Type 
of Submission field located in box 1

– Have your Authorized Organization 
Representative (AOR/SO) submit the entire 
Changed/Corrected application back through 
Grants.gov

5252

Check Submission Status

To check the Status of applications 
that have not yet moved forward to 
Receipt & Referral  follow the   
Recent/Pending eSubmissions link.

You can use the Grants.gov tracking 
number of the application to quickly view 
status of a specific application. 

Two ways 
to check 
eSub
Status

1

2

If you can’t VIEW it, we can’t REVIEW it!
Track your application submission!
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Status – eSub Errors/Warnings

The Application 
ID will not be 
populated until 
the application 
is submitted 
error-free

The Grants.gov tracking 
number and date is 
displayed followed by the 
list of errors/warnings for 
each submission attempt 
for the application

Indicates eSubmission Error

Grants.gov 
Tracking #

5454

Hands-on – Errors/Warnings

1. Click on the Status tab
2. Select Recent/Pending eSubmissions link
3. Find an application in the hitlist with an 

eSubmission Error status
4. Select the Show All Prior Errors link

** Repeat hands-on exercise, logging in as the ASST **

How many submission attempts are listed for the 
application?

How many errors are listed? Warnings?
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Status – View Application Image

• Once an error-free application is 
received, the eRA system will:
– Assemble the grant application image
– Generate Table of Contents and bookmark 

important sections
– Insert headers (PI name) & footers (page 

numbers) on all pages
– Post the assembled application image in 

the PI’s eRA Commons account

5656

Status – View Application Image
• The PI and AOR/SO have two (2) 

business days to view the assembled 
application in eRA Commons
– Referred to as “application viewing window”

• After viewing window, the submission 
process is complete and the application 
automatically moves forward for further 
processing by the Division of Receipt and 
Referral
This is your first chance to view/print the same 

application image that will be used by Reviewers!
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Status – View Application Image

Follow link to detailed status information

You can also view Appendices and Cover Letter

Status is Pending Verification

Follow e-Application
link to view assembled
application image

5858

Status – e-Application

Carefully review the entire application.
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Hands-on – eApplication

1. Click on Status Tab
2. Select Recent/Pending eSubmissions link
3. Find an application in the hitlist with a 

Pending Verification status
4. Click on the linked Application ID
5. Click on the e-Application link in the Other 

Relevant Documents section to view the 
assembled application image

6060

Status – After Submission 

Use the List of 
Applications/Grants link to 
access successfully submitted 
applications (paper & electronic) 
and funded grants.
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Applications/Grants Hit List

Select the Application ID to view detailed Status 
information for that application/grant.

6262

Status – Assignment Info

Primary Institute Assignment

Study Section Assignment

Key Contact Information
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Status – Summary Statement

200

Only the PI can view Summary 
Statement, Priority Score and 
Percentile information.

6464

Just In Time (JIT)

• Appearance of JIT link does not indicate a pending 
award
– DO NOT submit JIT information unless requested by NIH

• Items to submit
– Other Support file
– Institutional Review Board (IRB) date
– Human Subjects education for Key Personnel

• PI can enter the information in the System, but it 
must be submitted by an SO

Select JIT link
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Just In Time (JIT)

Other Support
documentation 
is required. It is 
provided in an 
attachment. Use 
the Import
button to begin 
the upload.

Use the Browse button to 
locate your Other Support file 
and select Upload File.

* JIT screen – top portion *

6666

Just In Time (JIT)
* JIT screen – bottom portion *

Enter IRB approval date. Date should 
be within the last 12 months.

Provide 
Human 
Subject 
Education 
information

PI can Save JIT information, but an SO must 
Submit it to Agency.
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Hands-on - JIT

1. Identify a grant on your Status hitlist with a 
JIT link. Click on the JIT link.

2. Upload Other Support file supplied by your 
trainer.

3. Provide a date in the IRB Date field.
Remember: Date must be within last 12 
months.

4. Provide some text in the Human Subject 
Education field.

5. Click Save.

6868

Status – Notice of Award
• The Notice of Award (NoA; previously called 

Notice of Grant Award or NGA) is posted in 
the PI’s Other Relevant Documents list.

Follow Latest NGA link to access document.



35

Electronic Research Administration
Sponsored by: The National Institutes of Health, Office of Extramural Research

Before we move on to 
post-award actions, 
let’s review some basic 
NIH concepts…

7070

Grant Types

11

NonNon--CompetingCompeting
GrantGrant

(Type 5)(Type 5)

NonNon--CompetingCompeting
GrantGrant

(Type 5)(Type 5)

55443322 66 77 88 99 1010

New GrantNew Grant
(Type 1)(Type 1)

Competing Competing 
ContinuationContinuation

(Type 2)(Type 2)

YearsYears11 = New= New
22 = Competing Continuation (Grants.gov term Renewal)= Competing Continuation (Grants.gov term Renewal)
33 = Supplement (Grants.gov term Revision)= Supplement (Grants.gov term Revision)
44 = Extension= Extension
55 = Non= Non--competing Continuation competing Continuation 
66 = Change of Institute or Division = Change of Institute or Division 
77 = Change of Grantee or Training Institution= Change of Grantee or Training Institution
88 = Change of Institute or Division (non= Change of Institute or Division (non--competing continuation)competing continuation)
99 = Change of Institute or Division (competing continuation) = Change of Institute or Division (competing continuation) 



36

7171

Sample Application Number

11 R01R01 CACA 123456123456 0101 A1A1 0101

ApplicationApplication
TypeType

ActivityActivity
CodeCode

InstituteInstitute
CodeCode

SerialSerial
NumberNumber

SupportSupport
YearYear

ExtensionExtension

NewNew
ApplicationApplication

IndividualIndividual
Research GrantResearch Grant

NationalNational
Cancer InstituteCancer Institute

FirstFirst
YearYear

FirstFirst
AmendedAmended

ApplicationApplication

SubSub--
projectproject

MH—National Institute of Mental Health (NIMH)
NR—National Institute for Nursing Research (NINR)
AA—National Institute on Alcohol Abuse and Alcoholism (NIAAA)
DA—National Institute on Drug Abuse (NIDA)
AT—National Center for Complementary and Alternative Medicine (NCCAM)
RR—National Center for Research Resources (NCRR)
HG—National Human Genome Research Institute (NHGRI)
EB—National Institute of Biomedical Imaging and Bioengineering (NIBIB)
TW—John E. Fogarty International Center (FIC) 
MD—National Center on Minority Health and Health Disparities (NCMHD)
OD—Office of the Director (NIH)
RG—Center for Scientific Review (CSR)
WH—Office of Research on Women’s Health (ORWH)

See Types of Grant Programs Web page at: 
http://grants.nih.gov/grants/funding/funding_program.htm

MH—National Institute of Mental Health (NIMH)
NR—National Institute for Nursing Research (NINR)
AA—National Institute on Alcohol Abuse and Alcoholism (NIAAA)
DA—National Institute on Drug Abuse (NIDA)
AT—National Center for Complementary and Alternative Medicine (NCCAM)
RR—National Center for Research Resources (NCRR)
HG—National Human Genome Research Institute (NHGRI)
EB—National Institute of Biomedical Imaging and Bioengineering (NIBIB)
TW—John E. Fogarty International Center (FIC) 
MD—National Center on Minority Health and Health Disparities (NCMHD)
OD—Office of the Director (NIH)
RG—Center for Scientific Review (CSR)
WH—Office of Research on Women’s Health (ORWH)

Electronic Research Administration
Sponsored by: The National Institutes of Health, Office of Extramural Research

eSNAP
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eSNAP
• Electronic Streamlined Non-competing 

Award Process (eSNAP)
– Electronic submission of annual SNAP Progress 

Reports
• Electronic version of PHS 2590 form

– Most non-competing grants at NIH are 
streamlined

• Benefits:  
– Submission deadline is 45 days prior to start 

date instead of 60 days (paper)
– Reduces duplicate data entry

7474

eSNAP – Grant List
• eSNAP Grant List

– Shows all of your grants at NIH
– Hyperlinked grant numbers are eSNAP eligible
– Shows the due date, eSNAP status, and current 

reviewer

Select Grant Number to access the eSNAP Menu
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Manage eSNAP
• Manage eSNAP

Status of Completion shows the 
completion status of each page of the 
eSNAP. This is an optional  tool and 
is not required to submit.

7676

eSNAP Functions & Roles

Route to other user
Recall

Delegated by SO

PI ASST
If Delegated by PI

AO

Initiate

View Routing History
View eSNAP Report

Submit to Agency

Validate eSNAP

Edit Business

Upload Science

SOFunctions
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eSNAP – Upload Science

• Upload Science
– Progress Report file
– Research Accomplishments file
– Other Documentation file
– Citations/Publications

7878

eSNAP - Upload Science
Progress Report 
File is Required. 
Click Import to 
upload file.

Use Browse 
button to locate file 
and Upload File 
button to include 
in eSNAP.

File section 
updated.

* Top of Upload Science screen *
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eSNAP – Upload Science
* Bottom of Upload Science screen *

Will mark Upload Science 
as Complete on the 
Manage eSNAP page.

User can add Publication 
Information that does not 
show in Publications list 
that is populated from the 
Publications section of 
the PIs Personal Profile.

8080

eSNAP – Edit Business

• Edit Business
– Organization Info (face page)
– Performance Sites
– Key Personnel
– Research Subjects
– SNAP Questions and Checklist
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Edit Bus. – Org. Info

Drop-down lists 
include all AOs and 
SOs in Institution.

Pulled 
from 
Institution 
Profile. 

Pulled from Personal Profile/ 
Employments/Preferred Address.

8282

Edit Bus. – Performance Site

First Performance Site listed is 
pulled from Institution Profile.

Additional sites can be 
entered manually.

Click to Save entry.
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Edit Bus. - Key Personnel

8484

Edit Bus. - Research Subject
Populated from previous 
submitted information.

Information related to human 
subject involvement in your 
research.
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Edit Business – SNAP and Other
Progress Report Questions & Checklist

Upload of Other 
Support file is 
required.

List of questions about changes in:
• Other support of key personnel
• PI level of effort
• Unobligated balance
• Select Agent Research
• Multi PI Leadership Plan
• Program Income

“Yes” answers require explanation.

8686

Edit Bus. - Inclusion Enrollment

Inclusion Enrollment Report Table 
must be completed for each study.
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Inclusion Enrollment Table
Populated from previous 
enrollment information.  
Default is no additions.

Hispanic or Latino ethnic 
category is entered here 
but reflected in non-
editable field above.

8888

Completing the eSNAP

• Once all the eSNAP documents are 
complete…

– If the SO has delegated authority to submit, the 
PI can submit the eSNAP to Agency

– If not, the PI can route the eSNAP to the SO to 
submit

Hands-on – eSNAP
Go through eSNAP tabs and have fun!
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Closeout

9090

Closeout

• The Closeout process includes:
– Final Financial Status Report (FSR)
– Final Progress Report
– Final Inventions Statement
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Closeout - FSR

• Final Financial Status Report (FSR)
– Must have an account with the FSR role to 

create/submit the FSR
– FSRs due on/after October 1, 2007, must be 

submitted electronically using eRA Commons
• NIH Guide Notice: NOT-OD-07-078

http://grants.nih.gov/grants/guide/notice-files/NOT-OD-
07-078.html

9292

Closeout – Progress Report

Either the PI or 
the SO can 
create/upload the 
final Progress 
Report.

Select Submit.

Select OK.

Browse to select 
file for upload.
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Closeout – Invention Statement

• If Inventions are to be reported, the specific 
inventions must be listed.

• Either the PI or the SO can start the process, 
but both must verify the report before it is 
submitted to Agency.

9494

Closeout – Invention Statement
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Closeout – Invention Statement

•Verify saved 
inventions. 
•Remove 
any that do 
not apply. 
•Add any 
that are 
missing.

Select Verify.

Select OK.

9696

Closeout

Status changed to Awaiting SO 
Verification. SO can now 
verify/submit.

Hands-on – Closeout
Create and upload Final Progress Report.
Initiate and Verify Final Invention Statement.
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xTrain
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xTrain

• System for managing research training 
appointments 
– Institution staff use xTrain to create, route and 

submit appointment forms and termination 
notices and to track the status and timing of 
appointments 

– NIH grants management specialists use xTrain 
to process training grant appointments and 
terminations made electronically
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9999

Resources

• Links of Interest
– eRA Web site http://era.nih.gov/

– eRA Commons 
https://commons.era.nih.gov/commons/

– Electronic Submission of Grant Applications
http://era.nih.gov/ElectronicReceipt/

– NIH Grants Web site (Office of Extramural 
Research)
http://grants.nih.gov/grants/oer.htm

10
0
10
0

Finding Help

eRA Commons Help Desk
• Hours: Mon–Fri, 7 a.m. – 8 p.m. Eastern 
• Web: http://ithelpdesk.nih.gov/eRA/
• Toll-free:  1-866-504-9552
• Phone: 301-402-7469
• TTY: 301-451-5939

Don’t forget to get a help desk ticket number 
if your issue isn’t immediately resolved.
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