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Request NIH Other Support 
This procedure is will send a notice to the PI and RA requesting NIH Other Support. 

 
 

A. Select Proposal 1. Locate Proposal in eSRA List 

B. Review Information 1. Review the Proposal Information 

C. Request NIH Other Support 1. Send Request for Information to Division 

2. Request is Recorded in the proposal History Log 

3. Wait for Division Response 

D. Submit OS to NIH 1. Receive OS document from the History Log 

2. Upload the documents to eRA Commons 

 

IMPORTANT INFORMATION  
To capture the JIT information about a proposal in eSRA, it is important to make the requests within eSRA so the division can 
appropriately upload the information into eSRA.   

 

 

 

 

 

 

 

 

 

 

 

This procedure contains the specific steps in the review and submission process.   

The sequence is important. 

The front page can be used for reference.  The follow pages include step-by-step instructions with screen-shot visuals. 
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A. Select Proposal  
 

1. Locate proposal in eSRA list.  The most likely location is in your home page, listed 
under the “Submitted” tab. 

 

1a. Click on link to select proposal 

 

 

 

 

 

 

 

 

 
 
 

B. Review Information 
 

1. Review the Proposal Information 

 

1a. Primary Sponsor’s name is correct.     

  

 For NIH and NASA applications (and perhaps some others) information about 
specific Institutes or Centers is available after the submission. 

  

1b. Confirm the Sponsor’s Application Number has been entered. 
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C. Request NIH Other Support 
 

1. Send request for information to the Division 

 
 

1a. Click ”Request NIH Other Support” on the Activity Menu. 

  

1b. (Optional) Enter comments that will be recorded in the proposal and 
included in the email notification to the Proposal Team (PI and RA). 

  

1c. (Optional) Attach documents. 

  

1d. Click “OK.” 

  

  

 This request can be repeated. 

  

  
  

 1b 
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2. Request is recorded in the proposal history log 
 

 
 

3. Wait for Division Response 

 

3a. Proposal Team (PI and RA) will received email notification of the request. 

  

3b. PT submits OS in eSRA using the Activity “Submit OS as Requested” 

  

3c. Submission of OS is recorded in the proposal history log. 

 

 
 

D. Submit Other Support to NIH 
 

1. Retrieve OS document from the History Log 

 

1a. Click on the OS attachment.  This will open the file using the application it was 
saved in (generally Word or Adobe). 

  

1b. Review the document. 

  

1c. Save document on OSPIP share network drive . 

 
2. Upload the document (saved on the OSPIP shared network drive) to eRA 

Commons. 
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