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Scope of the First Release of xTrainScope of the First Release of xTrain

•• Trainee Appointment Process Trainee Appointment Process -- Ability for PD (Program Director) to Ability for PD (Program Director) to 
designate the New Trainee Appointment. This functionality will designate the New Trainee Appointment. This functionality will 
include an ability for the PD to identify a person in eRA Databainclude an ability for the PD to identify a person in eRA Database se 
(or request to create a new person), fill out the 2271 Form, rou(or request to create a new person), fill out the 2271 Form, route te 
the Form to Trainee for completion/corrections, route the form tthe Form to Trainee for completion/corrections, route the form to o 
NIH staff for Acknowledgement/Approval.NIH staff for Acknowledgement/Approval.

•• Trainee Termination process Trainee Termination process –– Ability for PD to initiate the Ability for PD to initiate the 
Termination process and Route to Trainee for Completion. AbilityTermination process and Route to Trainee for Completion. Ability
to Route the Termination request to Business Official (BO) of thto Route the Termination request to Business Official (BO) of the e 
Institution. Ability for the BO to Route to NIH Staff. Ability fInstitution. Ability for the BO to Route to NIH Staff. Ability for NIH or NIH 
to approve/reject termination.to approve/reject termination.

•• Add a new role Add a new role ““Business OfficialBusiness Official”” that can be granted by SO to that can be granted by SO to 
people within the Institution. Note that in order for SO to act people within the Institution. Note that in order for SO to act as as 
Business Official as well, SO will grant the role to him/herselfBusiness Official as well, SO will grant the role to him/herself just just 
like to any other person.like to any other person.
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Scope of the First Release of xTrain (Cont.)Scope of the First Release of xTrain (Cont.)

•• Registration for new eRA Commons Accounts Registration for new eRA Commons Accounts –– to support to support 
Appointment and Termination processes, system must provide Appointment and Termination processes, system must provide 
Registration for new eRA Commons account capabilities to Registration for new eRA Commons account capabilities to 
Trainees. This process will support both New Appointees, as wellTrainees. This process will support both New Appointees, as well
as existing appointees without eRA Commons user accounts who as existing appointees without eRA Commons user accounts who 
are being Terminated and do need accounts to complete the are being Terminated and do need accounts to complete the 
Termination process.Termination process.

•• Support Fellowship Termination process Support Fellowship Termination process –– which is the same as for which is the same as for 
Training Appointments with the exception of cases where Training Appointments with the exception of cases where 
Fellowship endFellowship end--date has changed. If thatdate has changed. If that’’s the case, the Notice of s the case, the Notice of 
Grant Award needs to be regenerated prior to the termination Grant Award needs to be regenerated prior to the termination 
notice being approved.notice being approved.

•• Support T15 NLM Appointment and Termination process. The Support T15 NLM Appointment and Termination process. The 
process for NLM is exactly the same as for Training Grants, exceprocess for NLM is exactly the same as for Training Grants, except pt 
that there is never a Payback. However, because there are that there is never a Payback. However, because there are 
differences in stipend levels with NLM and NRSA Training differences in stipend levels with NLM and NRSA Training 
Appointments, the system will automatically use the appropriate Appointments, the system will automatically use the appropriate 
stipend levels for NRSA and NLM, to avoid confusion.stipend levels for NRSA and NLM, to avoid confusion.
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Scope of the First Release of xTrain (Cont.)Scope of the First Release of xTrain (Cont.)

•• Ability for Business Official to access, review, route the Ability for Business Official to access, review, route the 
Termination Notices to NIH.Termination Notices to NIH.

•• Ability for SO to have ReadAbility for SO to have Read--only access to only access to 
Appointment/Termination information for any training grant  Appointment/Termination information for any training grant  
within the Institution.within the Institution.

•• Ability of the users with ASST role to be able to initiate Ability of the users with ASST role to be able to initiate 
Appointment/Termination forms on behalf of Appointment/Termination forms on behalf of PDsPDs. The ASST can . The ASST can 
potentially be assisting more than one PD, thus the list of Projpotentially be assisting more than one PD, thus the list of Projects ects 
for the ASST (upon initial navigation to xTrain) will show projefor the ASST (upon initial navigation to xTrain) will show projects cts 
of all of all PDsPDs who granted ASST user xTrain authority in Commons.who granted ASST user xTrain authority in Commons.

•• Ability to grant Ability to grant ““xTrainxTrain”” authority by PD to other users within authority by PD to other users within 
Commons (similar to Submit eSnap).Commons (similar to Submit eSnap).
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Scope of the First Release of xTrain (Cont.)Scope of the First Release of xTrain (Cont.)

Appointment, Payback, and Termination Forms for Post-Doc trainees require 
a signature to be on file with NIH, in order to confirm both the appointment 
and the agreement to fulfill their payback obligations either through qualifying 
service or financial payback.  An alternative to the actual signature is Digital 
Signature. However, it is not clear at this time how exactly will the Digital 
Signature be implemented at eRA, what level of security we must require, 
and how expensive will this be to the end-user community. Thus, newly 
developed system must support the proposed electronic process for forms 
that do not require hard signature, as well as the alternative flow for those 
users, who require signing and mailing the actual forms to NIH. 

This will work by allowing the user who must submit signed forms to NH to 
follow the complete electronic process, and then have an instruction at the 
end of the process (when user clicks the Route to NIH button) to print and 
mail forms to NIH.  For all post-doctoral trainees beginning their first 12 
months of post-doctoral support, the system will need to print both the 
completed appointment form and the payback agreement for signature and 
subsequent mailing to the NIH.
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Process for Trainee AppointmentProcess for Trainee Appointment



Searches for Existing/Fills out 
Potential Trainee Information

Fil ls out 2271 and 
Routes to Trainee

Email  is sent to Trainee with user ID and 
instructions to log into Commons

Completes 2271

Routes 2271 to 
NIH

Person State: WIP

PD Only, not Delegates

No

Yes

Does PD Know 
Commons User ID of 
Trainee?

Start

Includes Required 
Commons User ID 
on the Form

Acknowledges the 
Appointment

End

User gets an emai l 
that Registration is 
being reviewed by NIH

Trainee Role and Org. Affi lication is 
added to the User ID

Gets email and cl icks the l ink 
to Account Registration Form

Fil ls out Registration Form 
and submits to NIH

Logs in to Commons, verifies/ 
enters/ corrects data

Routes 2271 to PD

User ID State: Pending NIH

Email  goes out to PD 
that Appointment has 
been veri fied by Trainee

Creates a new Profi le record i f 
necessary. The WIP Record will  get 
replaced with a Permanent Profile 
Record

Reviews and Activates 
User Account

Email  is sent to PD to complete 
2271 for the Trainee

User ID State: Active

User ID of the Trainee 
provided in the email  
text

Account is affil iated and 
Trainee Role is added

Person State: Perm

Yes

Triggers email  to 
Trainee to Register

No

Resolves/Verifies Person to a 
record in eRA Persons Database

Profi le Record has 
Commons User ID?

Account Activation Emai l 
sent to Trainee.

NIH Data Quality StaffPotential Trainee/Real TraineeNIH TA StaffPD (or PD Delegate)
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Process for Appointment TerminationProcess for Appointment Termination



Review 
Termination Notice

Route to Agency (or Route 
back to PD for corrections)

Point C
Route to Trainee

eMail goes out to Trainee with 
a Commons User ID or link to  
Register i f there is no Commons 
User ID for Trainee

Review and 
Update

Fil ls out Termination 
Notice Form

Identify 
Project/Trainee

Termination Date
Identify Business 
Official (may need 
a new role for this 
person)

Route to Business 
Official

Start

Bypasses:

Point A: If Trainee Does not respond within allowable time period, the 
system forwards Termination Notice back to PI/PD

Point B: If PI/PD does not respond within allowable time period, the 
system forward Termination Notice to BO/SO

Point C: Termination Notice is not forwarded to NIH automatically

Point B

eMail Trainee to complete 
Termination Notice

PI gets Involved?

Yes

No

Logs in to Commons

Reviews/Updates 
Termination Notice

Routes back to the 
PD

Trainee Has Commons 
Account?

Yes

Fil ls Out Account 
Registration Form

No

eRA System - Time based event i f 
PI does not ini tiate Termination

Point A

Validates/Approves 
Commons Account

Emails Trainee New Account 
and link to Continue

Accept/Reject

End

TN end-date different 
than Original?

No

Invoke GM Functionality to 
re-generate NGA

Yes

TA User with Accept RoleeRA Data Quality StaffTrainee PersonPI or DelegateBusiness Official/SO



User Interface Map User Interface Map –– For PDFor PD



User Interface Map User Interface Map –– Trainee with Commons User IDTrainee with Commons User ID



User Interface Map User Interface Map –– Trainee without User IDTrainee without User ID

Commons Registration Form - Step 1
(Create User ID and Password)

eMail Request to create
Commons User Account with

link to Registration Form

Commons Registration Form - Step 2
(Validate NIH Support, if any)

Commons Registration Form - Step 3
(Confirm Account Request)

Commons Instruction Page to wait for
NIH to Activate account and wait for

another email to start using Commons



xTrain Menu

List of Projects
(Limited to Institution)

(same screen for SO/PI users,
but SO has Search Capabilities

to locate specific Project)

Trainee Roster for a
Particular Project

(same screen for SO/PI users)

Click xTrain Menu

View

PDF
Version
of 2271

(same report
for all users)

View SOA

PDF Version
of

Termination
Notice

(same report for
all users)

View TN

Enterable Termination
Notice Form

(same screen for all users)
Terminate

Action/Reason
Text Box

(same screen for all users)

Certification Screen

(same screen for all users)

List of Grants within
Project

(same screen for SO/PI users,
but SO has limited action

capabilities)

View

View

User Interface Map User Interface Map –– For SO/BOFor SO/BO
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ScreensScreens

List of Projects List of Projects –– PIPI
List of Projects List of Projects –– SO/BOSO/BO
List of Grants within ProjectList of Grants within Project
Trainee RosterTrainee Roster
Identify TraineeIdentify Trainee
Create New Trainee ProfileCreate New Trainee Profile
2271 Form2271 Form
Termination Notice FormTermination Notice Form
Trainee Appointments and Terminations Trainee Appointments and Terminations 
Trainee Account Registration Trainee Account Registration 
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2271 – Still work in progress – Final screenshot TBD
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Questions?Questions?

Next StepsNext Steps……
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