
Electronic Proposal 
Submission Systems: 

NIH ASSIST 



Objectives 

• Understand what you can do in ASSIST 

• Create a new proposal that you can edit 

• Preview and validate prior to submission 



What is ASSIST? 

• Application Submission System & Interface for Submission 
Tracking 

• An online system to prepare applications to NIH and other 
PHS agencies 

• Forms in ASSIST are the exact same forms that one would 
find in a grants.gov package 



Benefits of  ASSIST 

• Saves time filling in forms - ability to populate data from an 
eRA Commons user name 

• No more tracking/saving versions of  a grant package 

• Allows multiple users to work on an application at the same 
time 



Benefits of  ASSIST 

• Easy navigation to the different forms within the application 
(less scrolling up and down) 

• Preview an application in the final format that is generated in 
the Commons 

• Validate an application for warnings/errors in the Commons 
prior to submission 



Getting Started with ASSIST 

• ASSIST requires an eRA Commons user ID and password 

• Anyone serving as a PI must have a Commons user name 

• Anyone who needs to access the application must have a 
Commons user name 

• Accounts are created by your Sponsored Programs pre-
award coordinator 



Getting Started with ASSIST 

• Decide who will be responsible for initial data entry in 
ASSIST and gather eRA Commons IDs so access can be 
provided to everyone who needs it.  

• Find a Funding Opportunity Announcement (FOA) though 
NIH website or grants.gov. 



Getting Started with ASSIST 

• Create from the FOA 

 

 

 
 

Parent R01 

• Create from ASSIST 

https://grants.nih.gov/grants/guide/pa-files/PA-16-160.html
https://grants.nih.gov/grants/guide/pa-files/PA-16-160.html


Logging into ASSIST 

• eRA Commons & ASSIST: 

https://era.nih.gov 

https://era.nih.gov/


Logging into ASSIST 

• Enter your Commons ID 
and password and hit Login 



Initiating  & Finding Applications 

• Once you have logged in, 
you can initiate a new 
application or search for an 
existing one 



Finding an Existing Application 

• You can search for 
applications using a number 
of  criteria 

• The results will only include 
those proposals to which 
you have been granted 
access 



Initiating a New Application 

• Application project title 
must be completed upon 
initiating an application 

• Use “TBD” if  unknown in 
order to continue, but 
remember to go back and 
fill in the actual title later 



Initiating a New Application 

• Select “Pre-fill Application 
from Username” and then 
enter the Commons user 
name for the PI to pre-
populate some sections of  
the application 



• All forms are the same 
as grants.gov package 

• Each form is shown as 
tab at the top for easy 
navigation 

• Selecting “Edit” on a 
form opens the fields 
for editing and prevents 
other from editing it 
simultaneously 



Save and Keep Lock   
Saves the form and keeps it 
locked so others cannot edit 
 
Save and Release Lock  
Saves the form and allows 
others to edit 
 
Cancel and Release   
Does not save changes and 
allows others to edit 



Pre-Populating Senior/Key Person Profiles 

• Enter the person’s 
Commons user ID into the 
Credential field and click the 
populate button 

• The person’s information 
will auto-fill into the form 



Optional Forms 



Allowing Access to the Application 

• Automatic Edit access is given to: 

• All SOs and AOs at the applicant organization (i.e. 
Sponsored Programs) 

• The PIs designated on the application 

• The user that initiated the application 

• Access can be given or revoked to additional users 









Previewing the Application Forms 

On the 
application 

summary 
page, you 

can preview 
the entire 

application 

On a form 
page, you 

can preview 
the current 

form 



Select "Generate Preview," 
then "Refresh Status," 
then "View" to see the 
entire application 

To navigate back to the 
application, select 

"Return to Application" 
in the Actions panel 



Validating the Application 

• Provides a list of  errors and/or warnings for the application 



Submitting the Application 

• Sponsored Programs must submit the application in ASSIST 

• Two step process: 
• Change the application status to “Ready for Submission” 

• Submit the application 

• This generates several emails to OSP and the PI 



Tracking Application and Viewing the 
Assembled Application Image 

• Use the View Submission Status Details link to track 
application status 











• When the application successfully processed to eRA Commons, 
the Agency Tracking # will be hyperlinked to the eRA Commons 
detailed status screen 

 

 

 

 

• Carefully check assembled application image and associated 
documents 



Copying an Application 

 





Email Notifications from ASSIST 

• Notification emails are automatically generated and cannot be 
restricted. Notices are received when: 

• Someone is given access to a proposal 

• Someone is designated as PD/PI for the application 

• Someone changes the status of  the application 

• OSP submits the application 



Thank You! 

Andrea Balkus | abalkus2@unl.edu | 402-472-4322 

 

OSP Staff  Directory (look up your OSP contacts): 
http://research.unl.edu/sponsoredprograms/staff-
directory/ 

mailto:abalkus2@unl.edu
http://research.unl.edu/sponsoredprograms/staff-directory/
http://research.unl.edu/sponsoredprograms/staff-directory/
http://research.unl.edu/sponsoredprograms/staff-directory/
http://research.unl.edu/sponsoredprograms/staff-directory/
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