
Starting an Application 
in NIH Assist



Assist is NIH’s online system for the preparation, submission and tracking of grant applications 
through grants.gov to NIH.

This guide provides a walkthrough on how to create an application in NIH Assist. 

Be aware that you will need a NIH eRA Commons User ID to access NIH Assist. Please make sure 
that your eRA Commons profile is up to date and that Pace University is listed as your “primary 
institution”. 

If you do not have an account, please contact the Office of Research so that we can invite you to 
create an account.

To begin the application process you will need the NIH Funding Opportunity Announcement (FOA) 
Number.  To find a NIH funding opportunity you can search grants.gov or grants.nih.gov.

Overview

https://www.grants.gov/web/grants/search-grants.html
https://grants.nih.gov/funding/searchguide/index.html


Step 1:
Point your browser to the NIH Assist webpage https://public.era.nih.gov/assist/. Enter your eRA
Commons Username and Password and click the Login button.

Initiating a NIH Assist Application

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


Step 2:
Enter the Funding Opportunity Announcement (FOA) Number into the Initiate Application section and 
Click Go.
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Step 3:
Enter your proposal title and name. Optionally, you can also have the application pre-fill your 
information using the Pre-fill Application from Username button. Once you provide the title and 
name click the Initiate Application button.
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Step 4:
The following screen will appear showing your application summary. Your application has been 
created and you can now begin editing and uploading supporting documents. To edit the various 
forms click on the corresponding tabs.
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Tabs



Step 5:
To edit the form click on the Edit button located on the form. This will make the fields editable text 
boxes.
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Step 6:
Once you are done making changes on a form, scroll to the bottom of the page and click on the Save 
and Release Lock button. Releasing the lock allows your collaborators to edit the form in the future.
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Step 7:
After clicking the Save and Release Lock button you will be presented with a message notifying you 
of any missing required information. You can click on Continue to save changes as they are, or click 
Return to correct errors to make further changes on the form. The fields with errors will be 
highlighted.
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Highlighted error field requiring input.



Step 1:
Point your browser to the NIH Assist webpage https://public.era.nih.gov/assist/. Enter your eRA
Commons Username and Password and click the Login button.

Returning to an Application in Progress

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


Step 2:
Click on the Search Applications button.
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Step 3:
Select Work In Progress under Submission Status and click Search
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Step 4:
Find the application you wish to work on from the list that appears and click Select under action. After 
clicking select you will be brought to the summary page of your application.
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The application Actions menu located on the left side of the application page provides several 
important features. This section will elaborate on the more commonly used features.

Application Actions



Manage Access
The manage access feature allows you to add collaborators to your proposal so that they can work on 
the application as well. To add a user click on the Add User button. Provide the users eRA Commons 
username and Submit. Choose their edit privileges and click Save. 
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Add Additional Forms
This feature allows you to add the appropriate budget form required for the application and any other 
additional forms that may be required based on FOA instructions. When you click on the option it will 
open a message like the one below. Select the appropriate form from the drop down box and click 
Submit. The form will then be added to the application.

To determine which budget form to use visit NIH’s Develop your Budget webpage. Generally, you 
must use the PHS Modular Budget Form if you are submitting a research grant application from a 
domestic organization and you are applying for $250,000 or less per budget period in direct costs. You 
must use the R&R Budget Form if you are applying for more than $250,000 per budget period in direct 
costs. However, there are exceptions and other distinctions. Refer to your FOA and to the following 
instructions for guidance on which Budget Form to use.

Application Actions

https://grants.nih.gov/grants/how-to-apply-application-guide/format-and-write/develop-your-budget.htm


Preview Application
This option allows you to preview the whole application at any stage and to download or print a copy.
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Validate Application
This option checks and alerts you to any errors and warnings on the application. An application must 
be error free to allow submission.

Application Actions



Application Status History
This option shows the status of the proposal at various times. The screen will show the status from the 
application initiation status all the way up to the submission status.
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Update Submission Status
This feature allows for the application to be changed from Work in Progress to Ready for 
Submission, allowing the AOR at the Office of Research to submit. If any errors exist, the system will 
not allow the status to change.

Application Actions



When you have completed the application and no errors exist, please send the Office of Research an 
email stating that you have reviewed the application in NIH Assist. The application conforms to the 
FOA & NIH guidelines and you give the Office of Research permission to submit. 

Submitting the Application



NIH Preparing Your Application Using Assist:
https://grants.nih.gov/grants/how-to-apply-application-guide/prepare-to-apply-and-
register/submission-options/assist.htm

NIH Develop Your Budget:
https://grants.nih.gov/grants/how-to-apply-application-guide/format-and-write/develop-your-
budget.htm

Biosketch Format Pages, Instructions and Samples:
https://grants.nih.gov/grants/forms/biosketch.htm

NIH Find Funding:
https://grants.nih.gov/funding/searchguide/index.html

NIH How to Apply – Application Guide
https://grants.nih.gov/grants/how-to-apply-application-guide.html

Pace University Institutional Information:
https://www.pace.edu/office-of-research/institutional-information

NIH Resources

https://grants.nih.gov/grants/how-to-apply-application-guide/prepare-to-apply-and-register/submission-options/assist.htm
https://grants.nih.gov/grants/how-to-apply-application-guide/format-and-write/develop-your-budget.htm
https://grants.nih.gov/grants/forms/biosketch.htm
https://grants.nih.gov/funding/searchguide/index.html
https://grants.nih.gov/grants/how-to-apply-application-guide.html
https://www.pace.edu/office-of-research/institutional-information
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