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Reviewer Reimbursement Instructions 
 
NIH requires registration in the Secure Payee Registration System (SPRS) to disburse your 
reimbursable expenses and honoraria. (The SPRS registration system replaces the DUNS and 
CCR systems, which are no longer required for reviewer reimbursement.)  The NIH Office of 
Financial Management controls this secure payment site. However, only you can access this 
page containing your information, using your eRA Commons user name and password. 
 
To complete the registration process you will need: 

• Your NIH eRA Commons account username and password 
• Your financial institution account and routing number 

Note: If you have forgotten your Commons account login name, please contact your 
designated Institute/Center SREA Administrator. If you have forgotten your password, click 
on ‘Forgot Password?’ for help. 
 

STEP 1: UPDATE RESIDENTIAL ADDRESS  
 
• Log in to your eRA Commons account at https://commons.era.nih.gov/commons/. 

 
• Click on Personal Profile on the light blue tab across the top of the screen. 
• Click on Residential Address on the dark blue tab across the top of the screen. 
• Enter the fields shown on the Residential Address screen. Fields marked with an asterisk 

are required fields. It is extremely important that the address entered here is your 
current residential address. 

o Foreign reviewers, this is the address where your check will be sent. 
o U.S. reviewers, this is the address where your tax documentation will be sent. 

• Click the submit button at the bottom of the screen. 

http://cms.csr.nih.gov/NR/rdonlyres/915E2269-C41D-47E0-8E70-13BE99A11550/18292/NIHSREAAdminList.xls�
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• Once you enter information in the required fields, the ‘Secure Payee Registration System’ 
link becomes active at the bottom of the screen. Click on this link. 

• You will be taken to a second screen where you will again log in, using your eRA 
Commons user name and password. 
 

STEP 2: UPDATE SECURE PAYEE REGISTRATION SYSTEM  
• The Secure Payee Registration System screen below will appear. 
 

 
 

• In box 1, enter your U.S. Social Security Number (no dashes, just nine digits). If you do 
not have a Social Security Number, check the box that states ‘I do not have a U.S. Social 
Security Number.’ 

• If you have a U.S. bank account, enter your account number, routing number and 
account type (even if you don't live in the U.S.) and you will be reimbursed via direct 
deposit. 

• If your permanent residence is outside the U.S. and you do not have a U.S. bank 
account, click the ‘My permanent residence is outside the U.S.’ radio button and your 
registration will be reviewed by the NIH Office of Financial Management.  You may be 
contacted directly for more information if needed.   If approved, a check will be mailed to 
you. 

• Remember to click the ‘submit’ button to finalize the registration. 
• Click on ‘Log Out’ next to your reviewer name near the right hand top of the screen. 
• The question mark icon provides a list of Frequently Asked Questions.      
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