

 eRA Commons Email Samples for Trainees


The following sample email can be used to instruct trainees on specific steps for the variety of tasks they must complete in xTrain

(1) Initial Email for Creating Login ID in eRA Commons

Congratulations on your XXXX Training Grant award.  The first thing we will need to do is set you up with an account in the NIH grant administration system, called eRA Commons, unless you already have an account.  

If you do have an account in the eRA Commons, please tell me what your login ID is.

If you do not have an account already, let me know what you would like to use for a login ID, and I will create an account.  Your login ID must be at least six characters long.  Keep in mind that the login ID you choose will be the one you use for all future dealings with NIH throughout your career.

Thanks!


(2) Email Instructions for Completing Personal Profile in eRA Commons

I have created your account with user ID XXXXX, and you should get an email shortly with a temporary password to log in.  

The first thing to do is to fill in your personal profile, including all questions about citizenship.  I am attaching a checklist of profile items that need to be entered, as well as a general information handout on training grant appointments in eRA Commons.

Let me know when you have completed this part and I will create the form to appoint you.  Feel free to email if you have any questions.

Thanks,


(3) Email Instructions for Completing Appointment Form

I have created an appointment form for you in the eRA Commons, and just routed it to you.  To access the form:

· Go to http://commons.era.nih.gov
· Log in with your commons login and password
· Click on "xTrain" in the blue menu bar toward the top of the screen
· This should take you to a page called "My Appointments and Terminations"
· There will be a table with multiple columns of information about your appointment, and on the far right, there should be a link that says "process 2271"--that will take you to the correct form

To complete the form, please do the following:
· Check the top section to make sure your personal information is correct.  It should be since you just entered that information in your personal profile.
· Go to the "Field of Research Training" dropdown menu and select the field most appropriate to your research.  
· Click "Save"
· Click "Save and Route to PI"

Let me know if you have any questions.


(4) Email Instructions for Completing the Reappointment form

I have created a reappointment form for you for your XX year on the XXXX Training Grant (APPOINTMENT PERIOD).  The form needs your approval.  

To access it, please:
· Go to http://commons.era.nih.gov
· Log in with your commons login and password
· Click on "xTrain" in the blue menu bar toward the top of the screen
· This should take you to a page called "My Appointments and Terminations"
· There will be a table with multiple columns of information about your appointment, and on the far right, there should be a link that says "process 2271"--that will take you to the correct form

To complete the form, please do the following:
· Check the top section to make sure your personal information is still correct.   
· Click "Save"
· Click "Save and Route to PI"

Let me know if you have any questions.


(5) Email Instructions for Completing Termination Notice

In order to wrap up your appointment on the XXXX Training Grant, we need to submit your final report to NIH through xTrain.  I have just routed you the form we need to submit, which asks you for a short summary of your research while on the training grant, and any publications during this time.  

To access the form, please:
· Go to http://commons.era.nih.gov
· Log in with your commons login and password
· Click on "xTrain" in the blue menu bar toward the top of the screen
· This should take you to a page called "My Appointments and Terminations":
· There will be a table with multiple columns of information about your appointment, and on the far right, there should be a link that says "process Termination Notice"--that will take you to the correct form

To complete the form, please do the following:
· Check the top section to make sure your personal information is still correct.
· Provide a brief summary of your research while on the XXXX Training Grant, including any publications.  Note the limit of 2000 characters (not words).  If you upload a document larger than this, you may not be able to successfully route this termination notice to the PI.
· Fill in your mailing address (the department or lab address is fine)
· Click “Save”
· Click “Save and Route to PI”

Let me know if you have any questions.
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