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Purpose	
		
These procedures provide guidance to employees, contractors, and grantees on obtaining access to CareerTrac Trainee Tracking System.


Background	
	
Careertrac is a trainee tracking system that was developed to help track long term trainee outcomes.  The system captures a broad range of long-term outcomes by allowing data entry of a wide variety of accomplishments such as employment, funding, publications and patents.  CareerTrac also captures narrative stories of how training grants assist trainees in their career trajectory.


Policy	

All Principal Investigators and their administrative staff requesting access to CareerTrac must be associated with a training grant within the system.

All other NIH staff and contractors requesting access to the system must demonstrate a legitimate reason (e.g. analysis) for requesting access.

Bi-annually, the CareerTrac administrators will do an audit of all tenant accounts that have not been active in 6 months; making sure account access is still required.     		  

		
Procedures 

Anyone wanting access to CareerTrac needs to submit a request through the appropriate channel outlined below:

PI: All PIs with grants in CareerTrac will have accounts created by the tenant administrator when grants are added to the system.

If a PI changes during the course of the grant; the new PI may request access to the system, by sending an email to the Careertrac@niehs.nih.gov.  Before the account is created; the administrator must confirm the change of PI within IMPAC II.  

PIA:   PIA access can be requested one of the following ways:

· The “Need a CareerTrac Login” link on the main CareerTrac page

· Email to the CareerTrac Administrator; the email should either come from the PI directly, or have the PI cc’d on the request.  The email should have the following information included:
· PIA name and email address
· PI name
· Grant Number

Note: A list of the tenant administrators can be found at in the “Help” tab on the main CareerTrac Login screen.  

NIH Training Grant Program Administrators: Program Administrators should contact the tenant administrator for access to the system.

Other NIH staff:  NIH staff requesting access for evaluation purposes must complete the CareerTrac Access Request Form and send it to the CareerTrac Administrator at Careertrac@niehs.nih.gov.  

Contractors:  Contractors requesting access to CareerTrac must complete the CareerTrac Access Request Form and send it to the CareerTrac Administrator at Careertrac@niehs.nih.gov.  

Once the request is submitted; the appropriate tenant administrator will review the request and obtain additional information/approvals as needed.  The tenant administrator will then create an account using the “Creating User Accounts” SOP.  
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