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Accessing eRA Commons  

The registration process starts on the eRA Commons page: https://public.era.nih.gov/commonsplus. Click 
Register Organization.  

 
Figure 1. The eRA Commons Home Page. Applicants click Register Organization to begin the registration process.  

 Register Institution  

In Step 1: Registration Purpose, applicants will select the last option, “NIH Other Transaction Authority (OTA) 
Opportunities”, and click Next. NOTE: Selecting this option does not imply that the applicant is applying for an 
OTA. This option must be selected to continue registration without a registered SAM.gov Unique Entity Identifier 
(UEI).  

 
Figure 2. Step 1: Registration Purpose – NIH Other Transaction Authority (OTA) Opportunities.   

https://public.era.nih.gov/commonsplus
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In Step 2: Verify Identification, applicants select "I don’t have one" as the Select Which Identifier option. A 
yellow banner will appear as a warning that does not apply to individual applicants, as an active SAM.gov 
registration is NOT required for individual applicants. Check the box on the yellow banner and click Next.  

 
Figure 3. Step 2: Verify Identification and select the “I don’t have one” option.   

In Step 3: Institution Details, applicants fill in the required information. To support the verification process, it is 
recommended to use an educational institution email address (e.g., .edu). Click Next.  

NOTE: The name entered on this screen must match the Legal Name entered on the SF-424 or SF-424 R&R 
application forms. See the Application Submission Validations section below for more information.  

 
Figure 4. Step 3: Institution Details. Enter the required information.  
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In Step 4: Accounts, applicants fill in the required information. The gray box on the right of the screen provides 
information on username criteria. Enter “DOC Individual Applicant” in the Title field. This is a helpful indicator 
for the registration verification process.  

 
Figure 5. Step 4: Accounts. Enter the required information for the Signing Official. 
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In Step 5: Review & Submit, review the information entered for steps 1 through 4 and click Submit. Yellow 
banners will be displayed alerting the applicant of the following:  

• No Account Administrator details provided (can be ignored as this is an optional step)   
• The Signing Official must verify the email address within 8 days of the registration submission  

 
Figure 6. Step 5: Review & Submit the entered information.   

 
Figure 7. Continue reviewing the entered information and click Submit.  
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After clicking Submit, the registration process is finished, and a success message with information about what to 
expect next is displayed.  

 
Figure 8. Success! The registration request is submitted.   

Email Notifications  

eRA will send a series of emails regarding certification and account next steps. All emails are sent to the email 
address listed for the Signing Official.  

Email #1: An email is sent from era-notifiy with a link to verify the email address.  

 
Figure 9. An email is sent from era-notify to verify the email address on file for the Signing Official. 
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After clicking the link provided in the email, the screen will show a success message indicating the email address 
has been verified.   

 
Figure 10. The email address has been verified.  

Email #2: Within a few days, eRA-notify will send a second email confirming that the eRA Commons registration 
request has been approved. Click the link to confirm the registration.  

 
Figure 11. The eRA Commons registration request has been approved. Click the link to confirm the registration.  
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The eRA Commons registration is now confirmed.  

 
Figure 12. eRA Commons registration is confirmed.    

Email #3: An automatic email notification with the eRA Commons account details is sent.   

 
Figure 13. An automatic email notification with the eRA Commons account details is sent.    
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Email #4: An automatic email notification is sent with a temporary password and instructions for changing it.  

 
Figure 14. An automatic email notification is sent with a temporary password.  

Log in to eRA Commons with the temporary password and enter a new password. The blue box contains 
information about the password criteria.  

 
Figure 15. Change the temporary password to a new password.  
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After entering a new password, the screen will display a message that the password has been changed 
successfully. Click Continue.  

 
Figure 16. The password has been successfully changed. Click Continue.    

Check the box to acknowledge the Signing Official Responsibilities and click I Accept.  

 
Figure 17. Check the box to acknowledge the Signing Official Responsibilities and click I Accept.  

Congratulations! The registration and account verification processes are complete. The page will redirect to the 
Commons Home Page.  

NOTE: For individual applicants and grantees, a second user account must be created for the Principal 
Investigator (PI) role. This is required for the application. For information about creating new accounts in eRA, 
refer to the website provided in the Notice of Funding Opportunity (NOFO).  
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Application Submission Validations 

There are eRA system-enforced validations that check applications against system and agency-specific business 
rules at the time of application submission. These system checks are called validations. When an application fails 
to pass a validation, eRA systems generate errors and/or warnings. This feature is essential for propagating 
correct data throughout the eRA modules and supporting successful award processing.  
 
Two submission validations are specific to individual applicants:  
 
Application Form  Validation  Validation  
 For an individual submission, the 

Legal Name must match the 
Commons registered organization 
name of the PD/PI.  

For an individual submission, Type 
of Applicant must be P: Individual.  
 

SF-424  Section 8. Applicant Information, 
the Legal Name must match the 
name provided for the Commons 
registration. * 

Section 9. Type of Applicant: Enter 
P for Individual. 

SF-424 R&R Section 5. Applicant Information, 
the Legal Name must match the 
name provided for the Commons 
registration. * 

Section 7. Type of Applicant: Enter 
P for Individual.  

 
*The Legal Name on the application forms must match the name provided at the time of registration, specifically at Step 3: Institution 
Details. See this section above for more information.  
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Figure 18. Enter the Legal Name on the SF-424 application form. This name must match the name used for the eRA Commons 

registration. 

 
Figure 19. Select P: Individual for the Type of Applicant on the SF-424 application form. 
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Figure 20. Enter the Legal Name on the SF-424 R&R application form. This name must match the name used for the eRA Commons 

registration. Select P: Individual for the Type of Applicant.  
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