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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.

Commons . [ ez ot
- . © Commens Help/Service Desk
Login with Login.gov @ RA C
L]
O LOoGIN.GOV e O O n S %, 856-504-9552 %, 201-402-7469
Track your n; manage and report
Login with eRA Credentials @ on your federalty funded award © Hours  Monday-Friday, 7am-8pm EST

Username:

Enter Username

Password:
forer e & et

- Reminder: Federal financial assistance award recipients are a crucial part of safeguarding i 3 secure cyber Check out this Grants.zov bloz post to learn more.
(For Bxternal Users Only) Announcement: Effective Monday June 3rd, 2024, the Commons Quick Queries page has been retired. We encourage you to take full advantage of other eRA tools in Commons Status and Research Performance Progress Report {RPPR) to access Award
Forgot Passward/Unlock Account? related information. In addition, we encourage you to use RePORTER to obtain desired information on Organizations and a variety of other grant relatad topics. For questions, please contact the 2RA Service Desk

Login with Federated Account @

lote: Improved Visual Appearance for Commons: We are excited to announce that we have completed the enhanced visual appearance for Commons. The required technology update enhanced the security and stability of Commons. For additional details and images, please

to search for organization.. visit: eRA Common: Improved Visual Anpearance

u i i « Accounts: Users with multiple 8RA Commons accounts should hold off en moving to two-factor authentication unil 2024. eRA will then have a solution for users to consolidate their multiple accounts into a single eRA account that.

contains all their organization afiliations and roles. More importantly, once users complete the consolidation process, they will be able to associate their Login. gov or InCommon Federated account with one eRA BCCOUN to support all their authentication needs. (Se eRA

Commons roles).

Login with PIV/CAC

=] ) lote: eRA posts alendar on the eRA Website. Updates and additional details about planned maintenance are documented in this calendar as they become available.
Login using Smart Card
o

H Register Organization & How to Create an Account
Your organization must complete multiple registrations, including eRa Commons, in order to submit a grant Once your organization is registered, your signing official creates accounts for others in the Account Management
application. See Regjster; Register in eRA Commons, System. For help, see Create an Account,
[ Submit a Reference Letter @ LikeThis
To provide 2 reference letter for a fellowship or career development applicant, see Submit a Reference Letter: LikeThis is a thesaurus-based search tool that allows you to find similar funded projects and publications.

Reference Letters. No need to log in

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).

G commons 4 MDhmeeen

Commons Home > Register Institution

Register Institution @

@ Completing this process will register your institution in eRA Commons and establish up to two user accounts for your institution. Selected staff at your institution can then create additional accounts appropriate to the needs
of your institution. See Prepare to Apply and Register at grants.nih.gov [/f; How to Register in eRA Commons [/

Step 1: Registration Purpose

Step 1 Purpose Step 2 Verify Identification Step 3 Institution Details Step 4 Accounts Step 5 Review & Submit

A Only Signing Officials can register their institutions with NIH

* Required Field
My organization wishes to apply for...(Check all that apply) *
NIH Grants/Contracts

Non-NIH Grants/Contracts

NIH Other Transaction Authority (OTA) Opportunities

Figure 2. Step 1: Registration Purpose — NIH Other Transaction Authority (OTA) Opportunities.
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In Step 2: Verify Identification, applicants select "l 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.

Gn commons £ [ wormmees

Commons Home = Register Institution
Register Institution @
@ Completing this process will register your institution in eRA Commans and establish up ta two user @ccounts for your institutien. Selected staff at your institution can then create additional accounts appropriate to the needs of your institution, See Prepare to Apply and Register at grants.nih.gov [%; How to

Register in eRA Commons

Step 2: Verify Identification

Step 1 Purpose Step 2 Verify Identification Step 3 Institution Details Step 4 Accounts Step 5 Review & Submit

@ To be eligible to submit for NIH or non-NIH grants/contracts and to expedite approval of your registration, you will need a valid institution identifier. Register for an institution identifier at

Sam.gov or go back and Change Registration Purpose.

*+Required Field
Select Which Identifiers

Unique Entity Identifier

D' don't have one

8 | understand eRA does not award applications from without current, active SAM registrations, and my institution registration approval may be delayed
for NIH

/ The Signing Official (SO) can update a valid identifier in their eRA Commons Institutional Profile (IPF) at any time after registration has been approved. Legal

,

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.

Sl it bes of Haslh

et

Register Institution @
@ Complating this prooess will register your institution in 84 Comenons and establish up to wo user aocounts for your institution. Selected staff at your

sk of o =it e Prepare to Apply snd Regizter at grantanih.gov : How to Regizter in eA Commom
Recommended to use

Step 3: Institution Details .
your .edu email

address

Institution Nams - 0 Clossaut Email « O h—.-—

Enter your name here
Institution Address (Line 1) - Institution Address (Line 2] Institution Address (Line 3) Institution Address (Line 4)
Institwthon City - Inustitution State . Institution Zip Code Intitution Country -

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.

Register Institution @
B Complieting i groces sl rngister your institution in il Costincna and setablich sp to fwo aair goraonts for pout EnStution. Selected stalf of pour nsStuticn can then conste additionsl accourts apgropeists to the needi of yoor stitution

granteaihge ; Him b Regeter in afA Commens

Step 4: Accounts
g 1 Parposs Step) 2 Vertty Memtfication Shep 3 Sngtinstion Desall m Step 5 Revirer & Sl

_ It is required to use "DOC
UG Same Iarioe — Individual Applicant" for the Title
| field

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:

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

Register Institution @
@ Completing this process will fegites your institution in eRA Commons and estabish up 0 twe sy Bocounts for your inatitiution, Selected staff a8 your nstitution can then creste sdditionsl scccunts spgropriste to the needs of your Imtbution

Soe Prepare to Apply and Register 81 grasts.nih.gov - How 19 Begister in ¢8A Commans

Step 5: Review & Submit

Step 1 Purpose Step 2 Verdy Idera fostes Step 1 insutgmon Details Siep 4 Accounts Step § Review & Submdt

Registration Purpose

My erganization wishes 10 apply for...

Aher Transaction Authorsy (OTA] Opportundics

Institution identifier

DUNS Number Unique Entity Identifier (UET)

Institution Details

Institution Name NOA Emmadl
Inatitution Addoess Cloveaut Bmail
Account(s)

Principal Signing Official

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

Account(s)

Principal Signing Official

Email Username
Name Prefix Title

First Mame Middle Name
Last Name Phone

Account Adminstrator

A No Account Administrator details provided.

AThe Signing Official must verify the email address provided within 8 days of this submizgion in onder for amy wsers 1o login to efA Commons. Faalure to vernfy the email within the B day timealing will

= l

result nan automatic rcjr\:lir;n of youar r<\|_'|i$lr.11i:\-n application

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.

Success! Registration request was submitted to the Agency for review:
Janet Thomas with th Signing Official

! MEXT STEPS
A emall hias bien S0t 10 a for werification, Follov the instrstions i the emall 10 l‘h|l§' this small address betoe he Agendy can move fonwand with accepting your reglitiaton. You have § diys fom this date 10
respond or the regisiration ks rejected and you will have to register again

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.

Email confirmation for. Inbox x 2 B

era-notify@mail.nih.gov & B «
Your registration request has been received. The next step is for the NIH to verify this email address, which we have recorded for the Signing Official of your
institution. Please click on the email link below to confirm this information.

https #/public era nih gov/icommonsplus/public/registrationfverifyEmail era?encryptedParam= (vZ2JATMsDgAAAYTPDE2uABRBRVMvQ0.JDL1
BLQIMAUGFKZ GluZwCAABAAE JTOAXZBdeQAbGw 1PUIAAAAQREIbHIntckANfonBe9G1-AAUs-R-TaShF0DBB IS TWZ. VT Q8

If you are unable to click on the above email link or have other concerns or questions, contact the NIH eRA Service Desk using the contact information listed
below.

Thank you for registering your institution with the NIH eRA Commons.

For any further questions about this email, call the eRA Service Desk at 1-866-504-9552 or refer to htips:\fera nih govineed-help for additional methods of
contact. Please access Commons at hitp://public era nih govicommons/,
For more information please visit hitp-/fera nih. gov/

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.

(s commons £ (D e cemsenct s

Email Verification @

wSuccess! Your email address has been verified

| NEXT STEP Once reviewed by the agency, another email will be sent to
provided in the email to complete the registration process.

Human Senices

@ Help 0 Privacy Motice [ MIH - Office of Extramural Research
% Contact Us & Accessibility =% MIH - Mational Institutes of Health
& Disclaimer 4 US, Department of Health and

stating the status of your application. Further instruction will be

HHS Vulnerability Disclosure

Screen Rendered: 0:4,/11,/2024
05:31:45 PM EDT | RGO003@6242

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.

Your institution registration has been approved for eRA Commons

Y era-notify@mail.nih.gov

Congratulations! The following eRA Commons registration request has been approved:

Organization Mame:
Requested date: April 11, 2024
Organization Address:

Please Click on the link below to confirm your registration.

Inbax x

b ¢

hitps Hpublic era nih, gov/commonsplus/publiciregistration'confirmlpfView era ?encryptedParam=(v2 AT MsDoAAAY T o KUABRBRVMy Q0D 1
BLOTMAUGFEZ GlufwCAABAAEHL 20cG2tyH-POD2PEWVERAAAAADOKBBY 7B\ x-Ay GSSdWWVhz AAUSo-v 1 izRum 1y SHs DoyimVKCF aE

contact. Please access Commons at http.fpublic era nih. gov/commons!.
For more information please visit hitp:era nih gow

Once you have confimed your registration, another email with the Signing Official's account information will then be sent to jstconsultinginc@gmail com

For any further questions about this email, call the eRA Service Desk at 1-866-504-9552 or refer to http/igrants nih. gov/support for additional methods of

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

Last revision: March 31, 2025

Page 8 of 14




(erA eRA Commons Registration Instructions for DOC Individual Applicants www.era.nih.gov

The eRA Commons registration is now confirmed.

(IR . Ye——

=

Registration Confirmed Thank you for confirming your registration in the eRA Commons.

! NEXT 5TEP

You will soon receive another email at \ with the Signing Officials account information. Please follow the instructions provided in that email, to

lzgin to your new eRA Commons account and complete the registration process.

eRA - End-to-End Grants Management Solutions Resources

wd Funding

alth

th and Human Sennces

Figure 12. eRA Commons registration is confirmed.

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

eRA Commons Notification of Authentication Credentials and New eRA Account D nbox x
commons@od.nih.gov

*** This is an automated notification - Please do not reply to this message. "™

An eRA account has been created for you on
Your account details are:

+ Account holder: .

« Usemame:

= Organization:

» System(s): Commons

Roles Granted:

Role Organization

S0

Shortly, you will be receiving another email containing your password. To access the system use the usermame and password provided in these emails.

If you have guestions, please contact the eRA Service Desk at hitps-//era nih govineed-help or visit hitps:ilera nih gov/ for additional information

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.

Commons: Notification of Password for New Account I x & @

commons@od.nih.gov r B +w

"= This is an automated notificabion - Please do nat reply o this message. =™

The password associated with your recently created acoount is

The above password is temporary and will expire in 48 hours. You will ba required fo change your password the first fime you successully log into the system. On the Change
Password page, ener the temporary password in the Current Password field. Please read the instructions on the Change Password page carefully before selecting a new password.
If the temporary password expires, you will be taken o the Reset Password page where you can request another lemporary password

To access the eftA Commons, please visit hiips Vpublc era nh govicommonsplus!, The usemame is provided in the email notying you of your new acoount

If you have guestions, piease contact the eRA Senvice Desk at hitps-era nin gowneed-help or visit hitps-Vera nih. gov for additional information

ra W R
[ & Reply | (~ Forward | [ (&
AN A NS

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.

Change Password

Your password is temporary. You must change the password now in order to log into the system. X

O INFORMATION x

* The password length must be between 15-64 characters
* Cannot re-use previous 10 generations of passwords
» Allows user selection of long passwords and passphrases, including spaces and all printable characters

Current Password: =

Mew Passwaord: «

Confirm New Password: «

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.

Hatignal I'H.ﬂ.rl:- '!I Hoalth
L o Faatas

Account Management Maodule

Change Password

& SUCCESS!
Your password has been changed successfully,

Application Links:

+ Cammons: hitps/publiceranibgovw/commonspius!
« Facte: hitpspublic.eranihgovfactsdsd

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

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

Thank you, your acknowledgment was recorded successfully.

You will now be directed to Commons Home in 13 seconds.

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

SF-424

SF-424 R&R

Validation

For an individual submission, the
Legal Name must match the
Commons registered organization
name of the PD/PI.

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

Section 5. Applicant Information,
the Legal Name must match the
name provided for the Commons
registration. *

Validation

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

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

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.

Last revision: March 31, 2025
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Application for Federal Assistance SF-424

* 1. Type of Submission: * 2 Type of Application:  * If Revision, select appropriate letters):
iy Preapplication 3 Mew | |
3 Application (3 Continuation * Oeher (Specify)

i Changed/Carrected Application 3 Revision [ |

*3. Date Received: 4_Applicant kentifier:

N |

3a. Federal Entity ldentifier: Sb. Federal Award ldentifier:

State Use Only:

&. Date Received by State: |:| 7. State Application Ientifier: |

5 APPLICANT INFORAMATION:

* 3. Legal Mame:

¥ b. Employer/ Taxpayer Identification Mumber (EIN/TIN): * . UEI:

I Il |

d. Address:

¥ Strestl:

Strest2:

|

|

* City: [
County,/Parish: | |

I

I

I

I

¥ Gtate:

Provimnce:

* Country:

*Zip [ Postal Code:

Figure 18. Enter the Legal Name on the SF-424 application form. This name must match the name used for the eRA Commons
registration.

Application for Federal Assistance SF-424

=0, Type of Applcant 1: Select Applicant Type:

[F: Individual |
-Type of Applicant 2: Select Applicant ?y]:le:

Type of Applicant 3: Select Applicant Type:

* Other (specify):
I |
Figure 19. Select P: Individual for the Type of Applicant on the SF-424 application form.
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APPLICATION FOR FEDERAL ASSISTAMCE
SF 424 (R&R)

1. TYFPE OF SUEBMISSION* 4.a. Federal ldentifier

3. DATE RECEIVED BY STATE State Application ldentifier

() Pre-application @ Application () Changed/Corrected b. Agency Routing Number
Apphication

2. DATE SUBMITTED | Application ldentifier c. Previous Grants.gov Tracking Mumber

5. APFLICANT INFORMATION UEI*:
Legal Mame®:
Drepartment:
Division:
Streeti™
Street2:
City™:
County:
State":

Province:
Country™: 3
ZIP ! Postal Code™:

Person to be contacted on matters involving this application
Prefi: First Mame": Middle Mame: Last Mame": Surffix:
Position/Title:

Streeti™

Street2:

City™:

County:

State":

Province:

Country™:

ZIP | Postal Code™:

Phone Mumber": Fax Mumber: Email:
6 EMPLOYER IDENTIEICATION NUMBER. (EIN ar (TIN*

7. TYFE OF APPLICANT* P: Individual

"Ciher (Speciyl.

Small Business Organization Type 2 Women Owned (2 Socially and Econcmically Disadvantaged

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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