
eRA Commons Registration

For Applicants/Recipients



Training Objectives

• Registration Requirements
• Who Can Register?
• How Long Does It Take?
• Demonstration on How to Register
• What Happens Next?
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Registration Requirements

In order to submit a DOC application via Grants.gov, applicants must be registered with the 
following:
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Have you previously applied for an NIH 
grant or any other federal grant that 

currently uses eRA? 
If so, you’re covered! No need to 

register again!



Who Can Register?

The organization must be registered by someone with signature authority to legally bind 
the organization in grants administration matters; this individual is referred to as a Signing 
Official (SO). Only authorized organization officials are qualified to be a Signing Official (SO) 
for their organization.
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CEO President Director Chancellor Provost



How Long Does It Take?

Registering with eRA Commons can take up to four weeks to process. It is encouraged that 
applicants register with eRA Commons as soon as possible to avoid any delays.

Registration is a one-time process, during which the Signing Official (SO) will have the 
option to create an Account Administrator (AA) account. Once registered, these two 
authorized individuals can create new user accounts for personnel within their 
organization, including additional Signing Official (SO) accounts. 
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How to Register

Demonstration

Accounts Submission & Tracking Review & Scoring Award Post Award Grant CloseoutRegistrationIntroduction



What Happens Next?

Once the Signing Official (SO) submits the registration request, they will receive several 
emails.

SO Verification Email
The SO needs to click the link provided within the email 

to verify their email address within 8 days.

Rejection Email
Information regarding why the registration was 

rejected will be provided.

The SO will need to return to the Commons Homepage 
and submit a new registration request.

Approval Email
The SO needs to click on the link provided within the 

email to confirm the registration.

Email with User Credentials
The SO and AA will receive 2 emails each (one including 

their username and the other with a temporary 
password).
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What Happens Next?

The Signing Official (SO) should log into eRA 
Commons using their username and temporary 
password. They will be prompted to update their 
password. The temporary password is valid for 48-
hours. 

To request for a new temporary password, click on 
the ‘Forgot Password/Unlock Account?’ link.

Accounts Submission & Tracking Review & Scoring Award Post Award Grant CloseoutRegistrationIntroduction



What Happens Next?

After updating the password, the Signing Official (SO) will reach a screen where they need 
to review and accept the “Acknowledgement of Signing Official Responsibilities”. 

Once this final step has been completed, the Signing Official (SO) will be able to log into 
eRA Commons and access various modules.
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