
Account Management
(Administrative Staff)

June 23, 2026



Training Agenda
• Recap on Previous Lesson(s)
• Administrator Responsibilities
• Institution Profile (IPF)
• Account Management Module (AMM)
• Demonstration – Creating/Managing Accounts in AMM
• Account Notifications
• Key Takeaways
• Upcoming Trainings
• Training Resources



Recap on Registration
Once the applicant organization has successfully registered with eRA Commons, the 
following are established in eRA Commons:

Signing Official 
(SO)

Account 
Administrator (AA)

Institution Profile 
(IPF)



SO & AA Responsibilities
The Signing Official (SO) is responsible for:
• Completing the Institution Profile
• Creating new accounts (including additional Signing Official accounts)
• Making modifications to existing accounts

The Account Administrator (AA) is responsible for assisting the SO with:
• Creating new accounts
• Making modifications to existing accounts

Note: The AA cannot create or modify an SO account



Institution Profile (IPF) (cont.)
To access the Institution Profile, click on the Apps menu and select Institution Profile.



Institution Profile (IPF) (cont.)



Institution Profile (IPF) (cont.)



Institution Profile (IPF) (cont.)



Institution Profile (IPF) (cont.)



Institution Profile (IPF) (cont.)



Institution Profile (IPF) (cont.)



Institution Profile (IPF) (cont.)



Account Management Module (AMM)
The Account Management Module (AMM) provides users with the SO, AO, and AA roles 
ability to create new accounts within the organization and search existing accounts to make 
modifications such as:
• User’s name
• User’s email address
• User’s role and/or affiliations (add or remove)

Accounts cannot be deleted; however, roles and affiliations may be removed.



Account Management Module (AMM) (cont.)



Account Management Module (AMM)



Account Management Module (AMM) (cont.)



Account Management Module (AMM) (cont.)



Account Management Module (AMM) (cont.)

%Sha%, Linda

Presenter Notes
Presentation Notes
Users must conduct a search before being able to create a new account.
The ‘%’ symbol can be used as a wildcard when searching.



Account Management Module (AMM) (cont.)



Account Management Module (AMM) (cont.)

Presenter Notes
Presentation Notes
The Create New Account button appears after completing a search.



Creating/Managing Accounts in AMM

- Live Demonstration -

eRA Supported Web Browsers: Google Chrome, Microsoft Edge, Mozilla Firefox, Safari (for Apple users)



Account Notifications
All actions taken within the Account Management Module will generate an automated 
email notification to the account holder.



Key Takeaways
• Complete your Personal Profile (PPF)

• Signing Officials’ PPF must be complete for your contact information to be listed in the Institution 
Profile (IPF)

• Review your Institution Profile (IPF) for accuracy
• Most information will be pulled from the information provided during registration
• Ensure your organization’s profile information is up to date

• Search for accounts prior to creating a new one
• AMM requires you to conduct a search to avoid creating duplicate accounts
• Click on the individual’s name from the Search Results for more information; make sure you are using 

the correct profile
• After data migration (starting 10/30), a profile should exist for PD/PIs with active awards

• Make sure to create the PD/PI account using the existing profile for award information to map



Upcoming Trainings

 

Training Topics Training Webinar Date

Introduction to eRA & Account Management June 16, 2026 – 2PM ET

Registration & Account Management (for Admins) June 23, 2026 – 2PM ET

Application Submission & Tracking June 30, 2026 – 2PM ET

Internet Assisted Review (for Reviewers) September 10, 2026 – 2PM ET

Post-Award (Part 1) September 15, 2026 – 2PM ET

Post-Award (Part 2) & Grant Closeout September 22, 2026 – 2PM ET

Attendees must register for each training session. 



Training Resources
General eRA Resources:

• Online Help

• User Guides

NIST eRA Site

• Accessible to the public, targeted to applicants and recipients
• Sent communication to recipients

• eRA/NIST Training Schedule (w/ Registration Links)
• eRA/NIST Training Materials

• Business Process Guides & Information Sheets
• Webinar Recordings
• Q&A Reports (Q&A captured during webinar training sessions)
• Presentation Slides

• Additional resources and help contacts

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nist.gov%2Foaam%2Ffinancial-assistance-agreements-management-office%2Fera-implementation&data=05%7C02%7Clinda.kwon%40nih.gov%7Ccd8178e69f2e46465b6008deaba1a0f2%7C14b77578977342d58507251ca2dc2b06%7C0%7C0%7C639136908042002288%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=5SUVUf7HtBKHxs4WHMvPsAgOR4WolU3n%2FEjnl1WD1bc%3D&reserved=0
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