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@A Quick Start Guide for Signing Officials
< to Enter or Update Select Data on NIH R&D Contracts

Purpose
Signing officials (SOs) can use this quick start guide to learn how to enter or update select
information on awarded NIH R&D contracts in eRA Commons.

Background

See Submitting Data on R&D Contracts.

Instructions for Signing Officials to Enter or Update

Contract Information
Emails to SOs Seeking Contract Data

If a NIH Contract Project Officer (CPO) has asked for additional information on a contract
project, and a Pl is not currently assigned to the contract project, then all SOs within an
organization receive the following email.

TEST: Contract Project 280000800 test - Message (HTML) Tinput - Message (HTML) — O

File Message Help Acrobat ¢ Tell me what you want to do

TEST : Contract Project 27200000000C-P00012-9999-9 Requires your Input
e CIMS@nih.gov € Reply | % ReplyAll | —> Forward

To @507 _Last, 501_First, Thu 3/9/2023 1:16 PM
©502_Last, S02_First
You have been listed as a signing official (50) for Contract Project that does not have an assigned principal
investigator (P1).

Only a registered Pl can be assigned to a Contract Project. Please access the eRA systern and assign a
registered Pl for the listed Contract Project, who can then complete the request for additional information.

Additionally you can provide detailed Abstract, Specific Aims and Public Health Relevance text and update the
Contract Project's specific information such as Title, Vertebrate Animals, Human Subjects, Hurman Embryonic
Stern Cells, and Chimpanzee Involverment flags.

Click the link below to access CIMS and review recent assignments.
Access CIMS Contract/Project Information screen

Additional comments from Contract Project Officer:
This is being sent to all 505 listed at your institution because no Pls are assigned to the contract project.

Figure 1: Email that all SOs receive requesting that a Pl be assigned to a contract project and/or that contract data
be entered

Clicking the link prompts you to log into eRA Commons and then redirects you after login to the
Contract/Project Information screen, where you can enter data or assign a principal investigator
(P1).
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Logging In to eRA Commons

1. If you have an email with a link, click the link in the email. Otherwise, go to this website:
https://public.era.nih.gov/commonsplus.

The eRA Commons login screen appears.

Electronic Research Administration ) :
erA | 4 DD et

Login with Login.gov @ © Commons Help/Service Desk

U LOGIN.GOV e RA C o m m O n S © L 866-504-9552 &

Trac on; manage and report 301-402-7469
Login with eRA ony nded award
Credentials @ O Hours
Monday-Friday, 7am-8pm EST

Username:

Enter Username

Password:
Enter Password @ A Recent News

o
e ALERT: eRA’s June scheduled maintenance will start at 7 p.m. (ET) on Saturday, April 8, 2023 and will end at 7 a.m. (ET) on

Sunday, April 9, 2023
(For External Users Only)

Forgot Password/Unlack Note: Two-Factor Authentication: Alert for Pls and Senior/Key Personnel Effective September 15, 2021, eRA will begin requiring
Account? two-factor authentication 45 days after the submission of a Type 1 or 2 application or RPPR for all individuals listed there as

principal investigators and senior/key personnel. Users can comply by using Login.gov and/or a qualified InCommon Federated

account. Administrative account holders will be required to move to two-factor authentication in early 2023, Learn more about

Login with Federated
Account @

using Login.gov or InCommon Federated accounts to access eRA Commons and ASSIST.

Note: eRA posts Deployment and Maintenance Calendar on the eRA Website, Updates and additional details about planned

|Start typing to search for argan

Login with PIV/CAC

maintenance are documented in this calendar as they become available.

B Register Organization & How to Create an Account

Login using Smart Card Your organization must complete multiple registrations, Once your organization is registered, your signing
including eRA Commons, in order to submit a grant official creates accounts for others in the Account
application. See Register; Register in eRA Commons. Management System. For help, see Create an Account.

Figure 2: eRA Commons login screen

2. Login with your normal login method; for more information, see Logging into eRA
Commons.

If you logged in via a link in an email from NIH, you are immediately redirected to the
Contract/Project Information screen for the relevant contract project; see Entering or Editing
Data on Contract/Project Information Screen.

If you logged in without the email link, you must search for the contract project for which you
need to enter data. See below.
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Finding a Contract Project For Which You Need to Enter Contract Data

Use these instructions if you logged into eRA Commons, but you were not automatically
directed to the Contract/Project Information screen for a contract project.

1. Onthe eRA Commons home screen, click the Status module button.
2. Onthe Search Type screen, enter search parameters and click Search.

Search Type: General ve
Type Activity Code IC/Institute Serial # Support Yr. Suffix
ex: GM - ex: 123456 A
Project Number or Application Number
ex: NAZ4NMFX678G0123-T1-01
PD/PI Last Name PD/PI First Name
ex: lohn

Budget Start Date Range Budget End Date Range

MM/DD/YYYY B to  MM/DDAYYYY = MM/DD/YYYY 22| to | MM/DD/YYYY ]
Application Status Grants.gov Tracking Number

Select all that apply N ex: ED-GRANTS-123456-001

Status Result - General Search @

Filter Table | M =

Grants.go PD/PI Application
Application/Award 1D Trackij Proposal Title Name Status
TBNQBUEEDDOUDS-PDUOU‘I-?EBSUZEUOUOT- RESEARCH AND Shaw, Brian Mot Applicable
- DEVELOPMENT PRODUCT
SHIPPING

Figure 3: Status search results screen for an SO showing an arrow pointing to Contract Data action

74 Results

3. Inthe search results that appear, locate the contract project, click its three-dot ellipsis
menu, and select Contract Data, shown above.

You are taken to the Contract/Project Information screen; see Entering or Editing Data on

Contract/Project Information Screen (SO).

Entering or Editing Data on Contract/Project Information Screen

If you have been directed by the NIH CPO via email that a contract project “requires your
input”, use the Contract/Project Information screen to enter and update information for the
contract project. You can also assign a Pl and the eRA system will direct the Pl to enter
information for the contract project.

If you need to find the Contract/Project Information screen, shown below, see Finding a
Contract For Which You Need to Enter Contract Data (PI).
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l @ Back to Contract Listing

Fiscal Year:
2023 C
Principal Investigator

Ping, Brian

Contract/Project Title

Vertebrate Animals Involved

Yes © No ' Unknown

Parent Contract: 10 - Na live vertebrate
animals involved for competing appl.

The Contracting Officer must change the
coding in PRISM before CIMS users can

Mechanism:

RESEARCH AND DEVELOPMENT PRODUCT STORAGE AND SHIPPING

Contract/Project Information @

75N00003D00002-P00001-750000300001-2

Activity Code:
NO1

PRISM COR/PO
JEN, LANIE

Human Subjects Involved

Yes © No ' Unknown

Parent Contract: 10 - No human subjects

involved

The Contracting Officer must change the
coding in PRISM before CIMS users can

Please click here to access the Human Subjects study data.

Appl ID:
10797563

PCC

Human Embryonic Stem Cells Used
Yes @ No

Farent Contract: No human embryonic

stem cells used

The Contracting Officer must change the
flag in PRISM before the CIMS user can

Organization:
DUKSI UNIVERSITY

ARRA:

Chimpanzee Involvement
Yes © No
Parent Contract: No chimpanzee involved

The Contracting Officer must change the
flag in PRISM before the CIMS user can
edit this field.

edit this field. edit this field. edit this field.

Major Subdivision * Department Name *

SCHOOL OF THE ENVIRONMENT X v ENVIRONMENT LABORATORY X v | LestUpdated 03/07/2023 by Ping, Brian

* Required Fields

Total Obligated Amount of Contract: § 616,716

CAN Assignment
Amount Available To Be Allocated To This Project: §616,718

IC  CAN CAN Type CAN Task Number Obligated Amt from CAN Amt Available from CAN
Al 8470035 2023.100 30 $616,716
Total Obligated Amount: § 0
Request Status: Request Initiated
Abstract Public Health Relevance Specific Aims
Fd Ed s

Figure 4: Contract/Project Information screen where you enter or update data

The words “Request Initiated” above the Abstract field means the CPO indicated that this
contract project requires input from the vendor organization. Some fields are editable only by
the CPO.

1. Fillin the following data, or the specific data that was asked for in the email you
received from the CPO.
e Principal Investigator. To assign or change a principal investigator, see Assigning a PI
to a Contract.
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e Major Subdivision and Department Name. Choose from the dropdown lists. For
higher education organizations, these two dropdown fields are required, as
indicated by a red asterisk. The Department Name fields appears after you fill out
the Major Subdivision field.

o Flags (Vertebrate Animals Involved, Human Subjects Involved, Human Embryonic
Stem Cells Used, Chimpanzee Involvement). You can change the flags for these
items ONLY if the parent code is set to ‘yes’ for that flag.

e Abstract, Public Health Relevance, and Specific Aims. Enter or paste text into these
fields.

2. When finished, either click Save Project (if you are not finished and want to review this
later or have someone else review it before submitting to NIH) or click Submit for

Review (to submit the data to NIH for processing).

NOTE: All required fields must be filled in before you can save or submit; if not, errors
indicators appear and incomplete fields become outlined in red. The incomplete field shows a
red outline and buttons show error warnings, which when clicked show an error message:

Contract Project Title *

Save Project Submit for Review

Warning X

Contract/Project Title is not provided.

Close

After you save or submit, you are returned to the Contract Information screen, which displays
all contract projects under the current contract; see below.
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Contract Information @

272201200003C-P00012-9999-0

Contract Title: Fiscal Year: Mechanism: Activity Code: Appl ID: ARRA:
2023 & NO1 10690925 No
Human Subject Code: Human Embryonic Stem Cells Used:  Chimpanzee Involvement: Principal Investigator: PRISM COR/PO:
nvolved 10 - No human subjects involved No No Ping, Brian EN. LANIE
Period of Performance: Contractor Name: Organization: NBS Contracting Officer:
From 12/22/2017 To 12/14/2023 DUKS! UNIVERSITY DUKS! UNIVERSITY DOKMER, SIMBERLY
Do Not Report ©
IC AN CAN Task Number Obligated Amt from CAN Total Project Allocated Dollars Dollars Not Reported O Complete ©
Al 8470035 2023.100 $804,081 $ 100,000 $ 704,081 N
Total $804,081 $ 100,000 § 704,081
st Updated 03/02/2023 11:51 AM By Shaw, Brias
Contract/Order's Research Project(s) Total Obligated Amount of Contract: $804,081
D Customize Column Listing | Set as my Defau
Showing 1 - 1 of total 1 Show 10 rows~ [ < | 1of1 v
Project Number Appl ID Project Title Request Status. Obligated Amount ACTION
72201800003C-P00012-9999-6 10695870 RESEARCH AND DEVELOPMENT PRODUCT STORAGE AND SHIPPING Request Initiated $ 100,000

KEY: @ Complete © Incomplete

Figure 5: Contract Information screen, which shows all related contracts that you can manage, with the edit icon
(pencil icon) in the ACTION column outlined in red

On the Contract Information screen, shown above, you can do the following:

e Click the pencil icon in the ACTION column to edit information for the contract project
you just edited, as long as you saved but did NOT yet submit it.

e Click the pencil icon in the ACTION column to enter information for a different contract
project, if one is listed.

Other Situation

Assigning a Pl to a Contract Project

NOTE: If the Pl that needs to be assigned is not currently assigned an eRA Commons account,
an SO for your organization can follow the directions in Create or Edit a new Commons

Account.
(https://www.era.nih.gov/erahelp/commons/#Commons/1_Admin/mgacct_create.htm)

If you want to assign a Pl to a contract project, use the following instructions while on the
Contract/Project Information screen. An SO (any SO from your organization) can specify a Pl for
the contract project.

To assign a new or different Pl to the contract project:
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1. Click the Select button next to the Principal Investigator field, shown below.

Contract/Project Information @

T5N00003D00003-PO0001-750000200001-2

Fiscal Year: Mechanism:
2023 i

Principal Investigator

Ping, Brian Clear || Select

Figure 6: Select button next to Principal Investigator on Contract/Project Information screen
The PI Lookup window appears.

2. Enter search criteria for first and last name and click the Search button.

Pl Lookup

* Principal Investigator Search result is filtered to display enly registered Principal Investigator accounts that belong to
Contract Project’s Organization,

* |f no Principal Investigators are registered for project’s Organization, submit the request without selected person to the
Signing Cfficial.
Click on the link for further instructions

Parent Contract : 75N00003000003-P00001-750000300001-0 First Name : TOM

Organization : DUKSI UNIVERSITY Last Name : NEDNY
First Name # Last Name
Brian Ping
#* Reqguired Fields
[ Search I
Filter Table 1 Results 1 row selected | m | < Tofl v »
First Name Middle Name Last Name Institution(s)
Brian Ping DUKSI UNIVERSITY

-

Cl os=

Figure 7: Pl Lookup window after searching for a name, showing search criteria, Search button, and Select
buttons outlined in red

3. From the search results table at the bottom, select a new Pl to assign the contract
project to and click the Select button.

NOTE: If the Pl you are looking for is not in the results list, you (or any SO) can create an
eRA Commons account for the PI, so that they can be assigned to a contract project. See
Create or Edit a New Commons Account.

8 | Page April 5, 2023
eRA Communications & Documentation Team


https://www.era.nih.gov/erahelp/commons/#Commons/1_Admin/mgacct_create.htm

RA Quick Start Guide for Signing Officials
Ce to Enter or Update Select Data on NIH R&D Contracts

4. Atthe bottom of the Contract/Project Information screen, click the Save Project button.

Creating a New Pl Account

If the PI that needs to be assigned is not currently assigned an eRA Commons account, an SO for
your organization can follow the directions in Create or Edit a new Commons Account.
(https://www.era.nih.gov/erahelp/commons/#Commons/1_Admin/mgacct_create.htm)
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