
Account Management

For Applicants/Recipient



Training Objectives

• eRA Commons User Accounts/Roles
• Administrative Roles
• Scientific Roles

• How to Get an eRA Commons Account
• Logging In
• Navigating in eRA Commons
• Personal Profile (PPF)
• Demonstration on How to Complete the Personal Profile
• What’s Next?
• Where Can I Get Help?
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eRA Commons User Accounts/Roles

To have an eRA Commons account created, your organization must first be registered with 
eRA Commons.

If your organization is registered, there will be designated administrators at the 
organization that can assist  you with getting an eRA Commons account. 
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eRA Commons User Accounts/Roles

Each eRA user must have their own account. Accounts should not be shared by multiple 
individuals. The following eRA Commons roles will be used by DOC:

A complete description of all available eRA Commons roles, including roles not utilized by DOC, is located 
here: https://www.era.nih.gov/files/eRA_Commons_Roles.pdf. 
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Administrative Roles Scientific (Programmatic) Roles

Signing Official (SO) Project Director/Principal Investigator (PD/PI)

Administrative Official (AO)

Account Administrator (AA)

Financial Status Reporter (FSR)

Affiliated with a single organization Can be affiliated with multiple organizations

https://www.era.nih.gov/files/eRA_Commons_Roles.pdf


Administrative Roles

Role Description

Signing Official (SO)

Has authority to legally bind the institution in grants administration matters, register 
the organization in eRA Commons, create and manage additional accounts, view all 
grants within the organization, and submit various reports (excluding the Federal 
Financial Report {FFR}).

Administrative Official (AO)
Can create and manage additional accounts (excluding the SO), review all grant 
applications and various reports (excluding the Federal Financial Report {FFR}) within 
the organization for accuracy before the SO submits.

Account Administrator (AA) Can create and manage additional accounts (excluding the SO).

Financial Status Reporter (FSR) Can access the Federal Financial Report (FFR) module and submit financial reports.
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Scientific Roles

Role Description

Project Director/Principal 
Investigator (PD/PI)

Designated by the applicant organization to have the appropriate level of authority 
and responsibility to direct the project or program to be support by the award. The 
PD/PI has access to their own grants and various reports (excluding the Federal 
Financial Report {FFR}).
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How to Get an eRA Commons Accounts

Contact your Signing Official (SO), Administrative Official (AO), or Account Administrator 
(AA) to get your account created!

But first, do you have an existing account?
• If so, what is your username? 

To have a new account created, they will need the following information:
• First and last name

• Email address

• Desired username

• What role(s) do you need?
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About Your Username!
• It will be used to log into eRA Commons
• It is permanent and cannot be modified once your account is 

created
• It must be between 6-30 characters
• It cannot contain special characters other than the @sign, 

hyphen, period, and underscore
• It is not case sensitive but will always appear in uppercase letters 

through the eRA system



How to Get an eRA Commons Accounts

Once your account is created, you’ll receive two (2) emails:
• One email notification with your username

• Another email notification with your temporary password
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Logging In

eRA Commons users access the site from the eRA Commons homepage: 
https://public.era.nih.gov/commonsplus
Currently, there are three ways to log into eRA Commons:

• Login with Login.gov

• Login with eRA Credentials

• Login with Federated Account
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https://public.era.nih.gov/commonsplus


Logging In

Users will be prompted to change their password as soon as they log in. 
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Resetting Your Password

Users may need to reset their password in the 
following scenarios:

• Forgot password

• Did not log in and update their temporary password within 
48-hours

• Five failed attempts to log in within a 120-minute window
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Navigating in eRA Commons

Once logged in, users will reach the following page:
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Navigating in eRA Commons

The following modules are accessible to all eRA users, regardless of their role:
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Institution 
Profile (IPF)

Personal 
Profile (PPF)



Institution Profile (IPF)
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Personal Profile (PPF)
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Helpful Tip! Start with the Employment 
section. Then, complete the rest!



Personal Profile (PPF)

Demonstration
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What Happens Next?

Once all user accounts are established and Personal Profiles are complete, the next step is 
to complete and submit your application.

Reminder: Make sure to have a PD/PI account created. You’ll need to include their 
username on your application. 
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Where Can I Get Help?

If you are experiencing technical difficulties and need help, you have options!
•      eRA’s Online Help

• Call and speak to an eRA Service Desk staff member

• Submit a ticket via https://public.era.nih.gov/submithelp

Online Resources:
• Register | Accounts | eRA

• Two-Factor Authentication/Login.gov 

• Overview of Personal Profile

• eRA Commons Frequently Asked Questions
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https://public.era.nih.gov/submithelp
https://www.era.nih.gov/register-accounts
https://www.era.nih.gov/register-accounts/access-era-modules-via-login-gov.htm
https://www.era.nih.gov/help-tutorials/personal-profile/overview.htm
https://www.era.nih.gov/faqs.htm#XXIV
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