Creating a PD/PI Account for Users with Active Awards That Were
Migrated to eRA AFTER Data Migration to eRA

This guidance is applicable to new users with active NIST (and cross-serviced bureaus) who are
registering after data migration to eRA systems.

Follow the standard registration process. Refer to the ‘eRA Commons Registration — Business Process
Guide’ for detailed steps on how to register.

Once registered, create a PD/Pl account for the associated Program Director/Principal Investigator.
<include information on how NIST defines a PD/PI or remove if unnecessary>

The Signing Official (SO) or Account Administrator (AA) accounts are established once registration is
complete. The AA account is optional and may not have been included at the time of registration and can
be created later as needed.

The SO or AA should follow these steps to create a PD/Pl account to ensure that any active awards are
associated with the migrated PD/PI profile:

1. Loginto eRA Commons
2. Gotothe Account Management Module (AMM) by clicking on the Account Management (Admin)
tile.
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Reminder: Federal financial assistance award recipients are a crucial part of safeguarding Federal funds and maintaining a secure cyber environment. Check out this Grants gov blog. post to learn more.

P | Profil ALERT: Effective May 08, 2026, use of the NIH Biosketch and Other Support Format Pages will no longer be allowed. They are being replaced with NIH's implementation of the Commen Forms for Biographical
ei=onall ot Sketch, Current and Pending (Other) Support and NIH Biographical sketch Supplement. See NIH Guide Notice: NOT-OD-26-079 For more information on creating your Common Forms, please refer to Science

Experts Network Curriculum Vitae (SCENev)

Note: Users with multiple eRA Commons accounts should proceed with moving to two-factor authentication. To complete this action, users must first consolidate their accounts. Once users complete the
consolidation process, they should associate their Login.gov or InCommon Federated account with one eRA account to support all their authentication needs. (See éRA Commaons roles).

Internet Assisted Review (IAR) Note: eRA posts and Mai lendar on the eRA Website Updates and additional details about planned maintenance are documented in this calendar as they become available,

B Submit a Reference Letter

To provide a reference letter for a fellowship or career development applicant, see Submit a Reference Letter: Reference Letters

Account Management
(Admin) LikeThis is a thesaurus-based search tool that allows you to find similar funded projects and
publications.




3. Click onthe Accounts tab and select Account Management from the dropdown menu to reach
AMM.
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The Administration menu allows users to perform system and accounts maintenance af

4. Search forthe PD/PI by name and/or email address. Use the % sign as a wild card to assist with
searching. (i.e., Instead of ‘Smith, John’, you can search with ‘Smith, J%’ in case this individual
spells his name as ‘Jon’.
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AMM‘ Manage Accounts  AMM Reports

Search Accounts @

\/ Search Criteria

O Search only within my organization @
User ID Name (Last, First Middle) @ Email

IMPACII User ID or Login ID e.g. Doe, John Henry e.g. john.doe@gmail.com
Roles @

Search 1 or more role(s)

Additional Fields
Certificate Owner (For System Accounts) @ Serial# (For System Accounts)

eg. 11:22:33:44:55

5. Search results will be displayed. You may see a list of users with the same name but no additional
information (as shown below). Note: There.may.be.several.pages.of.results.for.users.with.common.
names;j.Use.the.arrow.keys.or.Filter.Table.to.confirm.whether.a.profile.exists;j

Search Results @

Quick Filters:  Account Status v Account Type ~ S alCLIol] Expand All Groups
Filter Table 57 Results E] 4 /6 E]

a Account Account Roles & Login via Certificate
Name Type Domain/Login User Id eRA User Id Primary Org ID Email Status  Affiliations Login.gov Owner

& SMITH, JOHN E =0
& SMITH, JOHN J. ==
& SMITH, JOHN M ...
& SMITH, JOHN P -..
& SMITH, JOHN P aee
& SMITH, JOHN P «ee
& SMITH, JOHN S -..
& SMITH, JOHN STEPHEN ..
& SMITH, JOHN T .

& SMITH, JOHN W «.e

;0 Create New Account ¥




Click on the user’s name for additional information. In the following screen, additional information
will be displayed to help you identify the correct account.
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AMM‘ Manage Accounts  AMM Reports

Funding Support @

Name Email Person ID

John W Smith

Filter Table 0 Results E] ‘ < ‘ o /0 | > ‘

The NIH Support page lists the NIH application information associated with the selected Project Director/Principal Investigator (PD/PI). Use this information to positively identify PD/PIs associated with
your institution.

Name * Institution Name Support Type Support Identification Support Description Support Start Date Support Status

No data available in table

Employment History

Filter Table 1 Results E] ‘ < ‘ 1 /1

Position 4 Status Start Date End Date Primary? Organization

After confirming the correct profile, return to the Search.Results.screen and click on the 3-dot
ellipsis next to the PD/PI’s name. Select Create Accounts Account Using Profile from the listed
options.

& SMITH, JOHN W @

Create Commons Account Using Profile

Create System Account Using Profile




8.

9.

In the Create.Commons.Account screen, fill in the required fields. Note;The . USER.ID.must.be.
unique.and.cannot.be.modified.once.the.account.is.created;.Click + Add Roles to add roles.
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Create Commons Account @
* Required Fields

User Information
User ID =

Primary Organization

10038301 - ERA SERVICE DESK TEST

Contact Information

Last Name First Name x Middle Name
SMITH JOHN W

Email + Confirm Email
user_name@domain_name.com user_name@domain_name.com

Roles « @

+ Add Roles

Select the PD/PI role from the list (along with any other roles that are appropriate) and click Add
Role(s).

AMM | Add Roles

Organization

10038301 - ERA SERVICE DESK TEST

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

to track users using the xIrain module
PROJECT_PERSONNEL - Gives user ability to manage/edit foreign component data in FACTS
SCIENTIST - Scientist - role is used for biomedical workforce tracking and progress reports
SPONSOR - Sponsor Users - role is used for biomedical workforce tracking and progress reports in xTrair
TRAINEE - Trainee - role is given to users that use xTrain Module
UNDERGRADUATE - Undergraduate - role is used for biomedical workforce tracking and progress report:

Add Role(s)




10. Once all required fields are complete, click Create.

« AMM —\/(C National Institutes of Health
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Create Commons Account @
* Required Fields

User Information
User ID *

JOHNWSMITH1 @ This User ID is available.

Primary Organization %

10038301 - ERA SERVICE DESK TEST

Contact Information

Last Name % First Name x Middle Name

SMITH JOHN w

Email * Confirm Email *

johnsmith@test.com john.smith@test.com

Roles «» @

=+ Add Roles || X Remove All

Filter Table 1 Results

Role(s) 4 Organization(s)

PD/PI ERA SERVICE DESK TEST
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