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Important Notice 

Create Affiliation Role Displayed to All Roles 
It was recently discovered that when searching for individuals that have not been affiliated with 
an institution, the Create Affiliation hyperlink was being displayed within the Action column 
and was visible for all to see. This should only be used to affiliate research personnel. 

Resolution 
Since this is a recently discovered defect, a resolution action is currently slated to take place in 
the near future.  

NOTE: Do not attempt to create an affiliation using the Create Affiliation hyperlink that 
displays in the Action column for user other than the PI, Trainee, and Post-Doc roles. 
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General Commons Enhancement 

Commons ESI - Display Applications' ESI and NI Eligibility in the 
Commons Status module 

The Status Information screen will now display the applications' Early Stage Investigator (ESI) 
and New Investigator (NI) eligibility status in the Commons Status module. The possible values 
or status for the Early Stage Investigator eligibility can be either Y or N or blank. The possible 
New Investigator eligibility status can also be either Y or N or blank, as demonstrated within the 
following figure. 

 
Figure 1:  Status Information Screen Showing Eligible Status. 
 

Accommodate Status Codes/Description Changes 

Changes were made to the status messages available to Commons users in the Status Result hit 
list and the Status Details screen. Now the status information available to external users aligns 
with the status available to federal users of the NIH eRA internal grants administration software.  

NOTE: As a result of this change, the Status Details screen will not be populated until the day 
after an error-free application is received in eRA. The Other Relevant Documents including the 
eApplication, Appendices and Cover Letter are available to users immediately. 
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User Account Management Module – 508 Compliance 
Due to the original release date of the User Account Management Module, this module within 
Commons was not released as being 508 compliant. Federal regulations under Section 508 (a) 
now require that a text equivalent shall be provided for every non-text element within any 
electronic online document. A great amount of effort has been made to the pages within the User 
Account Management Module to address Section 508 requirements in this module.  

 

Commons – Clarification of Instructional Text 

Changes were made to enhance the instructions to the Principle Investigator (PI) regarding the 
Submit Reference Letter screen in order to provide more clear information. 

The new Submit Reference Letter screen text now reads as follows: 

If your reference letter is not attached to your application, please check the FOA number. If 
this is incorrect the letter must be resubmitted by the referee with the correct FOA number. 
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Account Management Enhancements 

Combine Create Account, Create Affiliation and Maintain Account into 
One Interface 
The Admin>Accounts menu tab was redesigned in order to combine multiple functions onto one 
screen. You can now Create New Account, Create Affiliation and Maintain Account all from the 
one Manage Accounts tab. You can also perform a Search by Role, selecting a specific Account 
Status, or by entering a name. You can now also search within your own Institution (default) or 
outside your Institution by removing the checkmark from the option box. 

 
Figure 2:  Manage Accounts - Account List Screen. 
 

Enhancement to Create Affiliation 
Create Affiliation is a procedure that allows the Signing Official (SO) of an Institution to affiliate 
existing Commons account (usually PI) users with his or her Institution. This functionality is 
now available within the Manage Account screen where the Signing Official (SO) of an 
Institution can now affiliate a current, non-affiliated Primary Investigator (PI) to his or her 
Institution. Once the SO has signed into Commons, follow the Accounts > Manage Accounts > 
Create Affiliation flow process. 

Within the Manage Accounts screen, the Institution Search checkbox will be checked by default. 
The SO can uncheck the checkbox (search outside his/her institution) only when the Last Name 
or User ID fields have data entered into one of the fields. 

The individual for whom the SO wants to affiliate must have the following attributes: 

1. Must not have a current affiliation with the SO’s Institution. 
2. Must have a current Personal Profile in the eRA IMPACII database. 
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3. Must have an active Commons user account and ID. 

 
Figure 3:  Account List Search Screen - Create Affiliation. 
 

NOTE: The SO will be able to edit all fields on the Edit Account screen even if the individual 
was affiliated with another Institution first. 
 

After the (SO) user elects to affiliate an existing PI with his/her Institution by selecting the 
Create Affiliation link in the search result Action column, the following screen will be 
displayed. 

 
Figure 4:  Create Affiliation – Confirm or Cancel Screen. 
 
When the SO selects the Confirm button, the previously un-affiliated PI will now be affiliated 
with that SO’s Institution and the Institution name will appear in the Institution column of search 
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results screen. The system will then take the user back to the Search Results screen and the 
Create Affiliation link will no longer be displayed after the affiliation process is complete. A 
message displays that indicates that an affiliation has been created for the (PI) user. 

 
Figure 5:  Account List Screen – Affiliation Has Been Created. 
 

If the Cancel button is selected, the system will take the SO back to the Search Results screen. 
 

Create NEW & Existing Profile Account Process 
The Institutional Signing Official (SO) has the system authority to create a new profile or update 
an existing profile account within Commons. These Manage Account functions can be 
performed for new individuals that have the following attributes: 

1. The new user does not have a current affiliation with the SO’s institution. 
2. The new user does not have a Personal Profile within the eRA IMPACII database. 
3. The new user does not have a Commons user account or user ID. 

 

An SO can create a new account by selecting the Create New Account button on the Manage 
Accounts screen. 
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Figure 6:  Account List Screen With Create New Account Button. 
 

Once the Create New Account button has been selected the Create New Account Screen displays 
where the SO can create both a Commons user account and a profile. 

 
Figure 7:  Create New Account Screen. 
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Once a new user account has been created within Commons, and/or a search has been performed, 
a user with Create Account privileges can view, edit, delete or delegate PI authority to the new 
user. This can be done by selecting a link in the Action column of the search result list.  

 
Figure 8:  Account List Screen Showing Action Links. 
 

Note that the user’s name is pre-populated at the top of the screen. All existing profile 
information will be pre-populated in respective fields and is asked to be verified or modified.  

 
Figure 9:  Edit Account Screen. 
 

Afterwards, the Action flow follows existing functionality.  
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Enhancement to Search & Search Results Screen 
After a Signing Official (SO) navigates to the Accounts > Manage Accounts tab, the system 
will display the new search screen. The Account List (search) screen has been enhanced to 
include an Institution Search option. This option has a default setting for searching within your 
own institution. If the SO wants to perform a search outside his or her Institution, they must 
provide at least two letters of a person’s last name or provide a known user ID. 

After the search is executed, the system will display the search results screen. The following 
figure shows the results of an internal institutional Business Official (BO) search. 

 
Figure 10:  Account List Search Results Screen. 
 

New Trainee Role & Process 
Prior to the April 2009 release, Trainee account creation and management could only be 
performed from the xTrain module. Now, an SO or other Commons user with Administrative 
roles can use the Commons Create Account screen to create or manage a Trainee account from 
the Management Account tab using a similar process as in the xTrain module. 
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Figure 11:  Account List Screen - Create New Account. 
 

The Trainee role will be visible in the Create a New Account screen in the dropdown box. The 
new Trainee account setup process will be similar to setting up the PI processing. It will include 
entering basic (required) account information and sending email to the Trainee with requests to 
verify prior NIH support. 

 
Figure 12:  Create New Account Screen. 
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Peer Review Re-engineering 

New Scale and New Threshold for Priority Score 
Under the old system functionality within Commons, if the Integrated Review Group (IRG) 
percentile scoring number was below 30 or the priority score was between 100 and 300 (Scale 
100 - 500) and the percentile was null, the Just-in-Time (JIT) link was displayed in the Status 
search hit list screen for those applications that are being scored this way for 2009 or earlier, or 
for non-NIH applications.  

If a Signing Official (SO) selects to submit a JIT, the JIT link will show up in the Status Details 
page at the upper right corner of the screen. 

For the trigger to display the Commons JIT link in the Status Search screen, the Priority Score 
trigger was adjusted to 60 when the scale is '10 - 90'  

The "Priority Score" label on the Status Information screen was also changed to "Impact/Priority 
Score". Please note the following figure. 

 
Figure 13:  Status Information Screen Showing Impact/Priority Score Field. 

Career Tracking 

Add Post-Doc role 
For purposes of career tracking, the new role of POSTDOC was added to the Role list within 
Commons. This Post-Doc role can be assigned to a person that is associated the Institutional 
grant. This role will have no rights to view or change anything in Commons. The Post-Doc role 
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will be used for tracking purposes only. This role will be assigned through the regular Create 
New Account creation process and can be combined with all other roles.  

• This role will behave the same as the ASST role. 

• The Post-Doc role will see the Early Stage Investigator (ESI) eligibility section on the 
Profile > Degree/Residency screen.  

 
Figure 14:  Account List Screen Showing Post-Doc Role. 
 

Null New Investigator Value on all 10/2009 Applications except R01 
and DP2 
Because the new Early Stage Investigator (ESI) functionality automatically calculates the New 
Investigator Value on an R01 or DP2 application, the self-reported New Investigator check box 
will no longer be considered during review, and will not have any relevance for applications 
other than R01 and DP2. 

To eliminate self-reported data on the applications submitted for the 10/2009 Council Round 
before the above-referenced enhancement was implemented, a script will run daily within NIH 
that voids the New Investigator Code column value on all 10/2009 applications except R01 and 
DP2.  
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Fixes 

Financial Conflict of Interest (FCOI) Fixes 
A note was added to let the user know that an Attachment is optional after the initial save. This 
note can be content managed. The incorrect note read as follows: 

This section is optional and will be available for PDF document upload after the initial save. 
Attachments are optional. 

This message was corrected so that the actual page display now reads: This section will be 
available for PDF document upload after the initial save. Attachments are optional. 

Figure 15:  Optional Attachments Message, Save Screen. 
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Accounts Administrator (AA) Unable to See Trainee Role 
When logged into the Manage Accounts tab, the Accounts Administrator (AA) can not select or 
search for the Trainee role because the Trainee search criteria were not in the Role dropdown 
box. 

Now, the Trainee role appears in the Search Criteria dropdown box for the Accounts 
Administrator (AA) login authority. 

 
Figure 16:  Account List – Trainee Roll Screen. 
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