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1. Go to the eRA Commons homepage.

2. Click the Register Grantee Organization hyperlink.

3. Click the Register Now button.

Complete the Registration Form 
 

1. On the Register Institution page, click the checkbox to the left of “My organization wishes 
to apply for Non-NIH Grants/Contracts” to indicate the type of funding opportunity.

2. Enter your DUNS number and click the Verify DUNS button.
Once you verify your DUNS number, you will be able to enter other information for your 
institution. 

3. Enter information for the Signing Official (SO).
This is the first SO account for your organization; however, the SO can create “secondary” 
SO accounts, if necessary. 
Entering information for an Accounts Administrator is optional.  If you created an 
Accounts Administrator, they would not be able to complete the remainder of the registration 
process, but would be able to create accounts after your organization is fully registered. 

Reference Sheet 
How to Register an Organization in eRA Commons 

All organizations responding to SAMHSA Funding Opportunity Announcements (FOAs) for the 
first time must register with NIH’s eRA Commons.  The SAMHSA Business Official (BO)/ 
Authorized Organization Representative (AOR) in section 21 of the SF-424 will be the individual 
with legal signing authority who must register their organization in eRA Commons.  One eRA 
account with the Signing Official (SO) role is automatically created for the BO/AOR during 
registration. The SO will receive a username to access their access their electronic submission, receive 
notifications on application status, and have access to retrieve grant information.  The SO must 
regularly check their email (including spam folder) during the registration process and take 
action if necessary. 
Organizations submitting an application to SAMHSA for the first time must also register their 
Authorized Organizational Representative (AOR) in Grants.gov.  If applying through eRA 
Application Submission System and Interface for Submission Tracking (ASSIST), the AOR’s 
credentials must be entered. 
Please see the following step-by-step instructions with screenshots from eRA Commons on the 
registration process.  To view screenshots, click the 

 
         icon. 

 

Start the eRA Commons Registration 

https://public.era.nih.gov/assist/public/login.era?TYPE=33554433&REALMOID=06-58b5535a-f2c3-40ec-b9ff-a06a3ed4ee18&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-938PYmoLVb4VrDeXo04LZUDVDvc%2b3899ByInEAjuSUvWNIGfB2zRpWiCivYGCogG&TARGET=-SM-HTTPS%3a%2f%2fpublic%2eera%2enih%2egov%2fassist
https://public.era.nih.gov/assist/public/login.era?TYPE=33554433&REALMOID=06-58b5535a-f2c3-40ec-b9ff-a06a3ed4ee18&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-938PYmoLVb4VrDeXo04LZUDVDvc%2b3899ByInEAjuSUvWNIGfB2zRpWiCivYGCogG&TARGET=-SM-HTTPS%3a%2f%2fpublic%2eera%2enih%2egov%2fassist
https://public.era.nih.gov/commons
https://public.era.nih.gov/commons
https://www.grants.gov/web/grants/register.html
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4. Click the Save button.  An email confirming receipt of the registration request will be
generated and sent to the SO’s email address.

Confirmations 
 

1. Click the hyperlink in the confirmation email to verify the SO’s email address before the link
expires in 48 hours.

Clicking the confirmation hyperlink will take you to eRA Commons with a notice that your 
email address has been verified and your registration request is pending review. 
If your registration request is not approved, you will receive an email stating that SAMHSA 
was unable to approve your registration request and the reason will be included.  If your 
registration request is not approved, your SO must restart the process and correct any errors. 

2. If your registration request is approved, you will receive an email stating that SAMHSA has
approved your registration request.
Click the hyperlink in the approval email to confirm your registration.

3. Clicking the hyperlink will take you to the eRA Commons Institutional Profile (IPF)
Assignment View.
Review and click the Yes or No button to confirm whether the registration information is
correct.
When your registration is approved, the following email notifications will be generated and
sent to the SO’s email address.
i. A “Notification of Authentication Credentials and New eRA Account” containing the

username and other new account information; and
ii. A “Notification of Password for New Account” containing a temporary password.
If you do not log in within 48 hours, the temporary password will expire and you will have to 
contact the eRA Service Desk to have it reset. 

Login to the eRA Commons and Change Password 

1. Go to the eRA Commons homepage.
2. Enter your Username and temporary Password.
3. Click the Login button.
4. Enter your new Username and Password when prompted at the Change Password

screen.
5. Click the Submit button.

https://public.era.nih.gov/chl/public/login.jsp?TYPE=33554433&REALMOID=06-647dc277-d87d-4066-a383-f9f3bf86a305&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-938PYmoLVb4VrDeXo04LZUDVDvc%2b3899ByInEAjuSUvWNIGfB2zRpWiCivYGCogG&TARGET=-SM-HTTPS%3a%2f%2fpublic%2eera%2enih%2egov%2fcommonshelp
https://public.era.nih.gov/commons
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Access Commons and Complete Registration 

1. On the Change Password confirmation page, click the eRA Commons Application Link to 
review and accept registration.

2. Click the Accept button.
Clicking Accept is equivalent to electronically signing your registration application.  Accepting 
acknowledges responsibility for maintaining the security and confidentiality of your 
organization’s information through the administration of all eRA Commons accounts 
established for your organization.  This will register your organization in eRA Commons and 
allow you to create accounts for the organization staff, including other SOs. 
You MUST create or link an eRA Commons account (PI role in eRA) for your Project Director or 
PD (SAMHSA’s PD in section 8 of the SF-424) in order to apply for FOAs. 



Registering an Organization in 
eRA Commons

1



eRA Commons Registration Process Overview

 The SAMHSA Business Official (BO) / Authorized Organization Representative (AOR) in section 21 of the SF-424 will be 
the individual with legal signing authority who must register their organization in eRA Commons.

 One eRA account with the Signing Official (SO) role is automatically created for the BO/AOR during registration.
 The SO will receive a username to access their electronic submission, receive notifications on application status, and have 

access to retrieve grant information.
 SO MUST regularly check their email (including spam folder) during the registration process and take action if necessary.
 Organizations submitting an application to SAMHSA for the first time must register their AOR in Grants.gov as they will be 

required to enter their Grants.gov AOR credentials in eRA Application Submission System and Interface for Submission 
Tracking (ASSIST), in order to complete the submission process.
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SO completes 
Registration Form.

*SO will receive email
confirming the 

registration. SO must 
click on the confirmation 
link in the email within 

48 hours.

If disapproved, SO will be 
required to restart the 

process. Be sure to 
correct the issues noted 
in the disapproval email.

Once confirmed, SO is 
sent 2 emails.  One will 

have their account 
information and the other 
their temporary password 
which expires in 48 hours.

SO logs into eRA 
Commons with account 

information and 
temporary password and 
must change temporary 

password.

SO reviews and 
“Accepts” the 
registration. 

SAMHSA verifies the 
registration request and 
sends an email indicating 

either approved or 
disapproved.

If approved, SO must 
click on the confirmation 
link in the email within 
48 hours to confirm the 

information.

https://www.grants.gov/web/grants/register.html
https://public.era.nih.gov/assist/public/login.era?TYPE=33554433&REALMOID=06-58b5535a-f2c3-40ec-b9ff-a06a3ed4ee18&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-938PYmoLVb4VrDeXo04LZUDVDvc%2b3899ByInEAjuSUvWNIGfB2zRpWiCivYGCogG&TARGET=-SM-HTTPS://public.era.nih.gov/assist
https://public.era.nih.gov/commons


Accessing the eRA Registration Form
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2) Click the
Register Grantee 
Organization link.

Back to 
Ref. Sheet

1) Go to the eRA Commons homepage.

https://public.era.nih.gov/commons


Accessing the eRA Registration Form
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3) Click the Register
Now button.

Back to 
Ref. Sheet



eRA Registration Form part 1 of 2
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1) Click the My organization
wishes to apply for Non-

NIH Grants/Contracts
checkbox.

2) Enter your
DUNS Number 

and click the Verify 
DUNS button.

Once you verify your 
DUNS number, you will 
be able to enter other 
information for your 
institution.

Back to 
Ref. Sheet



eRA Registration Form part 2 of 2
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3) Enter information for the 
Signing Official

4) Click the Save button.  An email 
confirming receipt of the registration 
request will be generated and sent to 

the SO’s email address.

Entering information for an 
Accounts Administrator
is optional.

Back to 
Ref. Sheet



eRA Registration Confirmation Email
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1) Click the hyperlink 
to verify the SO’s email 
address before the link 

expires in 48 hours.

Back to 
Ref. Sheet



Sample Email Verification Message
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Clicking the confirmation hyperlink will take you to eRA Commons with a notice that 
your email address has been verified and your registration request is pending review.

Back to 
Ref. Sheet



Sample Email of Disapproved Registration
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If your registration request is not approved, you will receive an email stating that 
SAMHSA was unable to approve your registration request, and the reason will be 
included.  If your registration is not approved, your SO must restart the process, and 
correct any errors.

Back to 
Ref. Sheet



Sample Email of Approved Registration
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2) Click the hyperlink 
to confirm registration.

Back to 
Ref. Sheet



Confirm Registration Information
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3) Review and click the Yes or 
No button to confirm whether 
the registration information is 

correct.

Back to 
Ref. Sheet



User Account Information Emails (1 of 2)
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When your registration is approved, the following email notifications 
will be generated and sent to the SO’s email address. 

The first is a “Notification of Authentication Credentials and New 
eRA Account” with username and other new account information. Back to 

Ref. Sheet



User Account Information Emails (2 of 2)

13

The second is a “Notification of Password for New Account” with 
temporary password.

If you do not log in within 48 hours, the temporary password will expire 
and you will have to contact the eRA Service Desk to have it reset. Back to 

Ref. Sheet

https://public.era.nih.gov/chl/public/login.jsp?TYPE=33554433&REALMOID=06-647dc277-d87d-4066-a383-f9f3bf86a305&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-938PYmoLVb4VrDeXo04LZUDVDvc%2b3899ByInEAjuSUvWNIGfB2zRpWiCivYGCogG&TARGET=-SM-HTTPS://public.era.nih.gov/commonshelp


Log In With Temporary Password
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2) Enter your 
Username and 

temporary 
Password.

3) Click the 
Login button.

1) Go to the eRA Commons homepage.

Back to 
Ref. Sheet

https://public.era.nih.gov/commons


Change Your Password
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4) Enter your 
new Username
and Password.

5) Click the 
Submit button. Back to 

Ref. Sheet



Access Commons
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1) Click on the 
Application Link to 
review and complete 

your registration.

Back to 
Ref. Sheet



Complete Registration
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2) Click the 
accept button.

Clicking Accept is equivalent to electronically signing your 
registration application.  Accepting acknowledges 
responsibility for maintaining the security and confidentiality 
of your organization’s information through the administration 
of all eRA Commons accounts established for your 
organization.

Back to 
Ref. Sheet



Next Steps

After “Accepting,” the organization registration process with 
eRA Commons is complete.

You may now create accounts for the organization staff, 
including other SOs.

You MUST create or link an eRA Commons account (PI role in 
eRA) for your Project Director or PD (SAMHSA’s PD in section 8 
of the SF-424) in order to apply to FOAs.
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Back to 
Ref. Sheet
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