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___________________________________________________________________________________________________________

Rena Vinyard

Director, Sponsored Projects


Date:   May 24, 2015
From: (Your Name and email)

To:  HSC Sponsored Projects / PreAward Office; please email to HSC-PreAward@salud.unm.edu 

Subject:  Request for NIH Commons Account Set Up
The following personnel are UNM Health Science Center (UNMHSC) employees or students and require NIH Commons Accounts established under the UNMHSC.   I have also indicated the role(s) needed.  Thank you.
	Legal Name         (First, MI, Last)
	UNMHSC Email Address
	Role(s) Needed       *see below list

	
	
	

	
	
	

	
	
	

	
	
	


· PI: Program Director/Principal Investigator (also called PD/PI), who directs a research project or program supported by the NIH.

· ASST: An assistant who may be delegated to perform tasks on behalf of the PD/PI.

· Graduate Student: Role assigned to an individual who is a graduate student and is participating in an NIH-funded project for at least one person month. 
· POSTDOC: Role exists in Commons for those at an institution serving in a postdoctoral role. This could be someone who is being mentored and not yet in a permanent position.

· Project Personnel: Role assigned to an individual performing other project roles on a project. 
· Scientist:  Scientific personnel role assigned to an individual who is not a PD/PI
· SPONSOR:  Supervises the research training experience of individual fellows supported by fellowship awards in the xTrain module. 

· TRAINEE:  Manages the electronic appointments of their own awarded training grants.

· Undergraduate: Role assigned to an individual who is in an undergraduate program and is participating in an NIH-funded project for at least one person month.

Once the user account is established in NIH Commons, the individual will be sent an acknowledgment e-mail from the NIH Commons.  This e-mail will contain their login and a temp password.   They may then login to 

https://commons.era.nih.gov/  where NIH will prompt them to set up a permanent password and complete their demographic / educational information.   

NOTES:  If a PI, who is new to UNMHSC, has an NIH Commons account with a prior Institution, the PreAward Office, will only  “AFFILIATE” that PI with UNMHSC.  New Commons Accounts are not to be created.  This way a PI will have access to all their NIH Awards throughout their careers.  Once affiliated with UNMHSC, they will be able to toggle between prior institutions and UNMHSC.  In this case the new PI must be careful to update their employment information, address, email and phone number, showing UNMHSC as the new PRIMARY INSTITUTION, so that NIH is not transmitting to an old email that no longer exists.
Personnel who are affiliated with UNM’s Main Campus must seek registration from Main Campus PreAward.  Main Campus’ NIH Information / DUNS / Address / Info -  is different than HSC.  Main Campus NIH requests should be sent to osp@unm.edu 
[image: image1.png]The University of New Mexico Health Sciences Center • MSC 09 5220 • 1 University of New Mexico • Albuquerque, NM 87131-0001

1650 University Blvd, NE, Suite 2200 • Phone 505.272.6264 •  HSC-PreAward@salud.unm.edu

