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Introduction

Overview

The Electronic Streamlined Non-Competing Award Process (eSNAP) is a
streamlined process for the submission of information necessary to receive a
non-competing award under the SNAP authorities. The eSNAP system allows
extramural grantee institutions to submit an electronic version of a PHS2590
Progress Report to the NIH via a web interface. At this time eSNAP is an NIH
only business process. Users are reminded to use this guide in conjunction with
the PH S2590 instructions when completing an eSNAP. See the PHS2590
instructions at http://grantsl.nih.gov/grants/funding/2590/2590.htm.

NOTE: Upon receiving an eSNAP from a Grantee Institution, the System sends
a notification to the primary IC, the PO assigned to the grant, and the GS
assigned to the grant.

eSNAP is accessed through the eRA Commons. eRA Commons is a web-based
system that allows extramural grantee organizations, grantees, and the public to
receive and transmit information electronically about the administration of
biomedical and behavioral research.

Before electronic submission of SNAP progress reports can occur, an
institutional official must self-register to enable eSNAP capability. Institutions
self-register using the Edit Institution Profile Screen (Figure 1.1).

Enable eSNAP

eSNAP includes business process changes available only to electronic SNAP
progress reports; therefore in enabling an institution to use eSNAP the
authorized official must view and agree to the eSNAP agreement (see Figure
1.2).
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Figure 1.1: Edit Institution Profile Screen (IPF2006).

Enabling eSNAP capability requires institutions to agree to the use of eSNAP
business processes (Figure 1.2).
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Please Confirm

We would like to welcome vour institution to e3ITAT in the eBE A Commons.

Included in the eSMAT system are certain business process changes of which wou
should be aware and agree to before submitting any progress reports through the
eSITAP system. All of the differences are designed to reduce the burden on the grantee
and make this process much easier, but some may necessitate a change in your own
business processes andfor systems. The changes were muttally recommended by the
eF 4 Commons Worling Group (CW ), representatives from the grantee community,
in collaboration with MTH staff:

After discussion with all the extrarmmural business areas at FIH, these business process
changes ultimately were approved by the Extramural Program Management Cotmmittee
of NTH. For now, these business process changes are being tested only through the E-
SIAT application. The submission of hard copy SIMAT progress reports remains as
documented in the PHI2590 mstructions.

Eelowr is a list of items describing the differences between the current paper system and
the new eSIMAP business processes. If vou have any questions regarding these
differences or of what iz expected of wou as a grantee, please contact the INTH Office of
Policy for Extramural Eesearch Adminstration at (3010 435-0942 or by email at
GrantsP olicy @od. nih. gow,

After rewiewang this information, checlang "I Agree” will indicate yvour mstitution's
conformance to these new business processes. Please note that only an mdiwmdual with
the Signing Cfficial rele can authorize the use of the eSMAT functionality for vour
institution. If wou feel that this is a decision that sheuld be made by an institutional official
with more responsibility, please have that person complete this process.

1. Progress reports submtted through eSIHAP will be due 45 days prior to the next
budget start date instead of 60 days.

2. The PI may submit histher progress report drectly to IIH if the institubion grants
them this autheority.

2 Bulleted science highlights or other significant changes may be uploaded separate
from the actual Progress BEeport Surmary.

4. Citations will be entered in the PT's personal profile for use on multiple
submissions. Ifthe publication iz available online, the PI may submit a link to the
article instead of sending a hard copy.

5. IRB and TACTIC assurance numbers have already been prowvided by your
metitution and will be mamtained in the Institutional profile section of the eB A
Commons. IEE and TACTIC approval dates will not be required as part of each
progress report submmission. Howewver, it remains your institutional resp ensibility to
ensure that these rewviews are conducted in accordance with all Federal
requirements. As part of IIH's oversight responsibility, once every quarter, a list
of grants submitted by your institution through E-SDATP that involwe human
subjects andfor vertebrate animals will be sent to wou wia email You will be
required to submit approwval dates for each of those grants. Az a condition of your
E-SMAP participation, you agree to conduct the appropnate timely reviews and
prowide this mformation in this retrospective review. Institutions that do not adhere
to these conditions risk losing the ability to participate in E-STNAP

6. The key personnel listed in the "Personnel Report" section of the progress report
will be stored on a year-to-year basis and only changes will need to be entered
into the system after the first year. As a reminder, only the key personnel are
supposed to be lsted here.

Please note that when selecting "I Agree”, all Sigring Officials at your mstitution will be
notified of this change by email

Figure 1.2: Enable eSNAP Agreement.
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Disabling eSNAP capability requires acceptance of terms shown in Figure 1.3
below.

Please Confirm

Tou are requesting to disable eSITATP for your institution. This will disallow all users at
your institution from using the Commeons eSINATD application for the Streamlined Mon-
competing Application Process (SIAT). Additionally, all Signing Officials (2O) at your
institution will be notified of thiz change by email

| Agree ] [ Cancel

Figure 1.3: Disable eSNAP Agreement.

Using the eSNAP Module

eSNAP capabilities include:
e  Electronic submission of SNAPs
e Grantee natification of Progress Report status via email

e Pl (Principal Investigator) delegation to allow updating of PPF
(personal profile) to an authorized user via the Commons system

o  Electronic routing of SNAPSs to authorizing officials for review and
approval

e Streamlining of BPR (Business Process Redesign) benefits

e Delegation of ‘release’ and ‘submit’ capabilities

e Identification of eSNAPs in IMPAC Il application screens/reports

¢ NIH notification of an eSNAP receipt via system generated email

e  eSNAP reporting available via IMPAC Il and eRA Commons Status

e Correspondence between grantee via email hypertext link, regarding
eSNAP submission

There are several available user roles associated with the eSNAP application.

User Roles These roles and their functions are detailed as follows:

e AA. The Account Administrator (AA) is designated by a Signing
Official to facilitate the administration of the eRA Commons accounts
for their institution. The AA can create accounts, delete accounts, and
modify accounts as necessary.

e Asst. The Assistant (ASST) is a basic eRA Commons user who can be
assigned as a Principal Investigator delegate for eSNAP/ X-Train.
Users with this role initially have no access other than updating their
own personal profile but can be delegated PI authority to selected
accounts in order to aid in administrative tasks. The ASST cannot route
the eSNAP.
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AO. The Administrative Official (AO) reviews grant applications
before the final application is submitted to the NIH by the SO. The AO
can edit business information, view the eSNAP report, and route the
report to the Pl or SO. Depending on the institution workflow process,
it is possible for the SO and AO to be the same person (in this case the
institution only needs a SO account). An AO also can create additional
AO and Pl accounts.

Extramural Administrator. An individual with a role of SO, AA,
and/or AO.

PI. The Principal Investigator (PI) is an individual designated by the
institution to direct the project or activity being supported by the grant.
The PI is responsible and accountable for the proper conduct of the
project or activity. The role of the Pl is to initiate the eSNAP Work-In-
Progress (WIP), edit business and scientific information, view the
eSNAP report, and to route the eSNAP to the AO (administrative
officer) or SO (signing official).

SO. The Signing Official (SO) for the institution is an official with
authority to perform legally binding grant administration actions. This
includes serving as an authority responsible for submission of grant
applications to the NIH. The individual fulfilling this role may have
any number of titles in the institution. The SO can create and modify
accounts, and is able to modify institution profile information.

Accessing the eSNAP Module

The eSNAP Module is accessible via the eRA Commons. To access the
Commons you must be a registered user. You must have a registered username
and password. Contact your Office of Sponsored Programs or Office of Clinical
Research representative for further registration information.

To login to eSNAP:

1. Open your web browser.

2. Inthe Address/Location field type:
https://commons.era.nih.gov/commons and press Enter.

The eRA Commons Login screen displays (Figure 1.4).
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Figure 1.4: eRA Commons Login Screen (COM001).
3. Inthe Username field, type your eRA Commons username.

4. Inthe Password field, type your eRA Commons password.

If you have forgotten your password, see Resetting Your Password on page 8.

NOTE: For security purposes, eRA Commons user passwords expire and must
be reset. If your password is soon to expire, a "password close to expiration™
message is generated when you log in. If you get this notification, you will be
directed to select a new password. When you change your password, you do not
need to notify anyone.

5. Click Login. The eRA Commons Home screen displays (Figure
1.5).

NOTE: You can only access eRA Commons for one session at a time. If you
attempt to log in to another session, using a second browser instance, the system
gives you the option of either terminating the first session or canceling the
request.
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Figure 1.5: Home Screen Showing eSNAP Navigation Tab (COMO0001).

6. Select the eSNAP access tab.
The Manage eSNAP screen displays (Figure 1.6).

NOTE: Users within institutions where eSNAP is disabled, receive the
following message when attempting to access eSNAP — “Your institution does
not have access to this application. Your Signing Official (SO) can enable
access to eSNAP in the Institution Profile.”
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Figure 1.6: Manage eSNAP Screen (ESP7002)
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When a Pl accesses the eSNAP system, the Manage eSNAP screen displays a
list of all assigned awards. The grants that are eligible for submission are
displayed as a hypertext link (Figure 1.7); non-NIH grants are not displayed.
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Figure 1.7: All grants that are eligible for submission are displayed as a
hypertext link on the Manage eSNAP Screen

R . v If you forget your password, the eRA Commons provides a capability for you to
esetting Your request that your password be reset. In this case, a new password is generated
Password and sent to you at the e-mail address contained in your user profile.

If you have forgotten your password:

1. Access the eRA Commons Login screen as described in Logging
into the eSNAP Module on page 5.
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Figure 1.8: eRA Commons Login Screen—Showing Forgot Password Link.
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2. Select the Forgot Password? hypertext link to access the Reset
Password screen. The Reset Password screen displays (Figure

1.9).

sor 0" |

Fanal Auddress

Ssomn || Cancel

Figure 1.9: Reset Password Screen (FRW0002)

In the User ID field, type your user name.
4. Inthe Email Address field, type your email address.

5. Click Submit. You are returned to the eRA Commons Login
screen and a confirmation message displays notifying you that
your password has been reset.

6. Check your email inbox to verify your new password.

eRA Commons offers you the option of changing your password. You must be
logged into the system in order to change your password.

To change your password:

1. Logonto eRA Commons as described in Logging into the eSNAP
Module on page 5.

2. Select the Admin access tab (Figure 1.10).
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Very Important! When trying to contact the eRA Helpdesk make sure you are using the corect contact have NIH

Helpdesk which does not support the #RA Commens. Gur centact information is as follows: Web: hitpllera.nih.gev Emll commans@ed.nih, m Fhone: 301-402-T453/856504-
9583 (Tell Fres) 3014515939 (TTY) Business hours MF TamBpm EST. This will help us to help you better, thanks,

Figure 1.10: Home Screen Showing Admin Navigation Link (COM0001).
The Administration screen displays, (Figure 1.11).

Kiectromic K. h Adminisiration WalCom plepoint_com
A Ingston LS. MATIONAL BSTITUTES OF MEALTH
A Commons ) Aty NCAR OFM OO PPR COBY | Laae
S

u alows " it 4 W mek privieges. 5 SIS Wl appropeiale priikeg:

Figure 1.11: Administration Screen (ADM1010).
3. Select the Accounts navigation link.
The Account Administration screen displays (Figure 1.12).
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Logging Out of
eSNAP

Introduction

Figure 1.12: Account Administration Screen Showing the Accounts
Navigation Link (ADM1005).

4. Select the Change Password navigation link (Figure 1.12).

The Change Password screen displays (Figure 1.13).

TITUTES OF HEALTH
E UFSPR CDEV  Logoul

Figure 1.13: Change Password Screen (ADM1013).
5. Type your current password in the Current Password field.
6. Type your new password in the New Password field.
7. Retype your new password in the Retype New Password field.
8

Click Submit to update your password information.

Logging out of the Commons system ends your current session.
To log out of eSNAP:

1. Select the Log-out hypertext link located at the top of each screen
(Figure 1.14).
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Introduction

Expired Session

=] OME o 0926-D001 FHE TS eoved thecugh DRGHIO0T

[salaect Geamt Numbar inkis manage 4 #SHAP

Grart Applications 1 - 10 out of 11 records  Prewd 3 Nest

5R01DC000000-00 JANE DOE Example Title Text 11/16/2007 Not started
5R01DC000000-00 JANE DOE Example Title Text 11/16/2007 Not started
5R01DC000000-00 JANE DOE Example Title Text 11/16/2007 Not started
5R01DCO00000-00 JANE DOE Example Title Text 11/16/2007 Not started
5R01DC000000-00 JANE DOE Example Title Text 11/16/2007 Not started
5R01DC000000-00 JANE DOE Example Title Text 11/16/2007 Not started
5R01DC000000-00 JANE DOE Example Title Text 11/16/2007 Not started
5R01DC000000-00 JANE DOE Example Title Text 11/16/2007 Not started

Figure 1.14: Manage eSNAP Screen Showing Log-out Link (ESP7002).

Your eSNAP session expires after 45 minutes of inactivity. Five minutes before
expiration, an expiration message is displayed. Click Keep Session to resume
your work or Abandon Session to force your account to log out.

2 https:/icommons. test.era. nih.gov/. .. |Z| |E|rz|

Four session will be timed out in 5 minutes. What would |
you like to do? |

# Ieep Jession - Contitiae editing wour page. Vou |
will be warned again if your session is in danger

« Abandon Session - Your session will expire
normally and you may loose any data you are
cutrently editing, ¥ou may fix your session later

by logging in again,

Keep Session ” Abandon Session

Figure 1.15: Session Expiration Message.

If your session expires while the eRA Commons is open, because you did not
respond to the expiration message within the allotted five minutes, you will
experience errors or lost functionality in the system (such as disappearing
buttons, Internal Server Error 500, pages displaying with no data, or prompts to
log in again). If any of these problems occur, close your Web browser window
and then reopen it to log in and start a new session.

September 14, 2007
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Introduction

eSNAP supports the Multiple Principal Investigator (MPI) model. MPI allows
multiple Pls to be associated with grants, contracts, and cooperative agreements.
The label MPI displays adjacent to grant numbers when that grant is associated
with multiple Pls (see Figure 1.16).

Multiple Principal
Investigator (MPI)

Elecironic Research Adminisiratio = VWO
= Insstubon MOUNT SINA SCHOOL OF MEDICINE OF NYL
((_ i Commons )) Ao
Mo Adermn_instiution Profibe Personal Prefile Status. Iteriet Avsisted Bedew Links oFA Patners.
Manage eSNAP ©
oMl Appeoval Humer. OND No. C926-0001#9e5 1590 Approved Brough ORI02007
[Eatect Grant Number bnk 1 manapt e sSNAR
Gaart Applicationn 1- 10 ol of 11 secoeds  Priv 1 hiid
ot Wusmiber P4 Hame Project Tie e Date Stmtus. |
5R01DC000000-00 JANE DOE Example Title Text 11/16/2007 Not started
5R01DC000000-00 JANE DOE Example Title Text 11/16/2007 Not started
5R01DC000000-00 JANE DOE Example Title Text 11/16/2007 Not started
5R01DC000000-00 JANE DOE Example Title Text 11/16/2007 Not started
5R01DC000000-00 (MP1)  JANE DOE Example Title Text 11/16/2007 Not started
5R01DCO! JANE DOE Example Title Text 11/16/2007 Not started
5RO -00 JANE DOE Example Title Text 11/16/2007 Not started
\/ D 00-00 JANE DOE Example Title Text 11/16/2007 Not started
A hitlist grant showing the -
MPI designation on the
Manage eSNAP screen.
La0 Digchims 5
(& #0200 Rockvile P @ an w'\l!t"\dw!:y?-'f,:r. 20T 11N et __..!' GRANTS GOV
= s, Nantand 20892 Serwen 12 DSPTO0Z FINE. APPLY. SUGGEER

Figure 1.16: Manage eSNAP Screen Showing an MPI Grant (ESP7002).

eSNAP screens displaying Pl names display the names of all Pls associated with
the grant in alphabetical order. The multiple PI policy requires one Pl to be
designated as the contact PI, which is designated in our system with the
“(Contact)” following their name (see Figure 1.17).

eSNAP Menu ¢

Gi ait Nuinbei :
TS TRUTon:

Multiple PI Names listed.

Pl Name:

Doe, John; Person, Robert (Contact); Robert, Bob; Doe, Jane

Projerinte

Due Date:
Cumrent Reviewer:
Status:

Tty

101 52004

T Ty

Revewer Work in Progress

Status of Completion:
Upload Sclence
C‘ruanlzaﬂnn Information

Dast =

Complete
Complete

ial

Figure 1.17: eSNAP Menu showing Pl Names and Contact Designation

(ESP7003).
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Personal Profile

Overview

Users must maintain their personal information that remains on file with NIH. In
order to do this, users must utilize the Personal Profile (PPF) section. This
section allows users to maintain personal information including: degrees,
publications, and contact information.

Cre&}ting a Personal NOTE: Users are only required to create a personal profile once. You are then
Profile able to maintain and make updates to your profile when necessary.

To create a personal profile:

1. Log on to the Commons as described in Accessing the eSNAP
Module on page 5.

ERFOINTE_COM
S NATIONAL INSTITUTES OF HEALTH
CAA OFM OFMCT UPSPR COBVY  Lagoud

SSMAP FSR_intermet Assisied Review Links oA Pariness_Help
Ih g} 1§ e gl gbles Frshurivt Of IS neledsi INChadint Many perOIM Snci Lraoks Snd Supports CRanpes recast-any for i May 2°¢ relleut of Publt Atcies
e ol st wabek, which inciude

COMMONS

Systorn Hotiication

17 bs glenty of time b clear therm vy
peur conperatien nd we kape in Jorey

Wary Impartant! When trying to contact the #RA Helpdesk make sure you are using the correct contact infarmation. Many users have srronsously been contacting the NIH
Hulpdesk which does not support the eRA Commens. Our contact information is as follows: Web: hirpallera.nih.gev Emall: commons@ead.nih.gov Phone: 301-402.7458/886 504
9552 (Toll Free) 3014515939 (TTY) Business hours M-F Tam-Spm EST. This will help us to help you better, thanks,

»
T 92007 HEL M Rights Resared
3 Gereen Fendersd: DEZ1/Z007 103553 EDT
Sorpan i COMIONT

= GRANTS.GOWV™

Figure 2.1: Home Screen Showing the Personal Profile Navigation Link
(COMO0001).

2. Select the Personal Profile access tab.

The Select Profile for Edit screen displays (Figure 2.2).
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Personal Profile

NOTE: If someone other than the PI will be adding the PI’s information, that
individual must have updating authority. For instruction on granting authority,
see the Delegating Authority section on page 16.

Elecitronic Research Admializiraiion
( eR A Commons )

Sromrored By Narfomal ferédivicr af Mealih
Heonie  Adini Instiinksn P ofila [T TN Siois «5BAR ieerner Assisiod Rrdew Linkes oA Parmcrs  Help
Select Profile for Edit ©

Salicl & Prefessonsl Profic (s Ed
Frodiles to EdiE

DOE, JOHN
DOE, JOHN

Figure 2.2 : Select Profile for Edit Screen

3. Select the PI name, for which you would like to create a profile,
from the Profile to Edit drop down list.

If you do not have updating authority, you will not have the option of choosing a
profile to edit. You will immediately access the Personal Page screen (Figure
2.3).

4. Click Select Profile. The Personal Page screen displays (Figure
2.3).

¢ Research Administration

( Commons )

Sponsored by Nationgl .l

Menu Bar —»9

Figure 2.3: Personal Page Screen (PPF6010)

5. You must complete each sub-menu item listed on the menu bar.
These items must be completed in order as they appear from left to
right.

e  Personal Information
e Race/Ethnicity

e Employments

e Reviewer Address

e Residential Address
e Degrees

e Publications

e Reference Letters

For further details pertaining to each of the sub-menu items, please refer to the
Commons User Guide located on the Commons Support Page at
http://era.nih.gov/commons/index.cfm.
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Delegating Authority

Overview

Certain functions and access capability within the eRA Commons eSNAP
module can be delegated or assigned, by a Commons user with the appropriate
authority, to another registered Commons user(s).

Specific eSNAP delegation types, described in the sections to follow, include:

Delegation Type Actor Recipient
Submit Authority Signing Official Pls
Principal Investigator Principal Investigator Pls or other registered
(PI) Access Authority Signing Official Commons users.
Personal Profile (PPF) Principal Investigator Pls or other registered
Edit Authority Account Administrator Commons users.
Administrative Officials
Signing Official

NOTE: Delegations are considered temporary and can be revoked at any time.

Submit Authority

The eSNAP Delegate Submit Authority function allows the Signing Official
(SO) of a grantee institution to assign eSNAP submission rights to Principal
Investigators (Pls). Delegating this authority subsequently enables the user to
submit eSNAP Progress Reports to the NIH.

The following business rules apply:
1. The individual being granted submit authority (via delegation)

must be a registered Commons user.

2. Only the SO or a user with delegated authority can submit eSNAP
Progress Reports to the NIH.

3. Only users in the SO role can grant submit authority (allowing Pls
or other Commons users to submit eSNAP Progress Reports).

4. Delegated SO authority is not sufficient to utilize the eSNAP
delegate submit authority function. Only users with the SO role
can delegate submit authority.

September 14, 2007 16 eSNAP Users’ Guide
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Delegating Authority

SO - Delegating Submit Authority

SOs delegate submit authority using the Delegate Submit Access screen.

SOs - To access the Delegate Submit Access screen and begin the process of
delegating eSNAP submit authority:

1. LogontoeRA Commons as described in Logging into the eSNAP
Module, on page 5.

2. From the Commons’ Home screen, select the Admin link, then the
Accounts link, and then the Delegate Submit sub-menu link
on the Account Administration screen (Figure 3.1).

Elecironic Research Adminisiration = Walcome
Institutiorn. UNWVERSITY OF MICHIGAN AT ANN A
( Commons ) il

Account Administration

[The Account Administ alion sub-meny allows users b perform accounts mainkenance acconding fo their privieges. Sub-menus ane visible 1o those users with appropriabe privileges.

Figure 3.1: Account Administration Screen Showing Delegate Submit Sub-
Menu Navigation Link (ADM1005).

NOTE: The Delegate Submit sub menu option is only visible to Commons users
assigned to the SO role

On the Delegate Submit Access screen, a list of Current Institution P1 Users
displays in the left scroll window. The right scroll window displays a list of
Current Submit Delegates (Figure 3.2).

Electronic Research Adminfstration = Welcome
((m C ommons ) Instiiution: UNWERSITY OF MICHIGA
Autnorite 50
hd v 4 erion 2034

You are delegaling eSNAP Submit Autharity

‘DDE, JOHN e DOE, JOHN

DOE, JANE

' DOE, JOHNNY
DOE, JANNEY
'DOE, BOB

‘DOE, BOBBY Cancal
'DOE, JOHN

DOE, JANE
DOE, JOHNNY

DOE, JOHNNY

Figure 3.2: Delegate Submit Access Screen (ESP7026).

NOTE: If a name does not appear in the list of Current Institution Pl Users, it is
likely that a Commons user account does not exist for that individual or that the
PI has not been affiliated with your institution. To have an account set up,
contact the appropriate SO or AA.
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Delegating Authority

3. From the Current Institution Pl Users list, select the name of the
individual having delegate submit authority assigned (Figure 3.3).

Hlecrronic Researchk Administrarion WolComs
insttution: UNMERSITY OF 0.
(ﬂm Commons ) Fraris
- Vamlon 2034

Ji-— Larant Submd Delegates
< : ' DOE, JOHN
C ey 3
| DOE. JANE
DOE, JOHNNY
<== Ravoke DOE, JANNE
DOE, JOHNNY

DOE, JOHNNY

Figure 3.3: Delegate Submit Access Screen (ESP7026).

, Assign ==
4. Click the button.

On the Delegate Submit Confirmation screen, review the
Certification and Acceptance statement at the bottom of the
screen. Click | Agree to certify that the implications of delegating
the authority to the individual selected are understood (Figure 3.4).

Elecironic Research Adminisirarion el
((m C ommons Institbon, UNIEREITY OF WICHIGAN AT ANN ARBOR

Aghoaty 50 Lina-ut|

Spomsorad by Natlonal Institutes of Health

Ploass confimn a you want 10 DELEGRATE e norson halaw

ONFEM DELEGATE

Dalagate Nams:

Tithe:
UINIY OF MICHIGAN SCH OF BUB HLTH
DEFT OF BIOETATIETICE

Billress: 1420 WAEHINGTON HEIGHTE

ANNARBOR NI 881092029

DELEGATION OF AUTHORITY FOR AFPLICANT ORGANIZATION CERTIFICATION AND ACCEFTANGE

By delagatng the suinority 1o submit eSHAP Progress Repants i the NIH, you agree i allow this indhidusl 1o answer the following statment for you: | cerify Inal the stalemans hetein are Fue, complets and sccurate to ihe
st of my bnowiedge, and acceptine obligation 1o comphy with Public Heaith Serices 18IS and conditions I3 Grant I8 swarded ¢ & result of this spplation. | am aware that any false, fcktious, or raudulend statements or
claims may subjest ma 1o ceimingl, chil, of Bdminis¥ative penalties.

~ N
[ | coel |

Figure 3.4: Delegate Submit Confirmation Screen (ESP7027).

The system redirects you to the Delegate Submit Access screen where a
notification — “Delegate Assigned Successfully” — displays in red (Figure 3.5).
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Delegating Authority

Eleciranic Research Adwministration Welcoma © 7
-] Institution: UNIVERSITY OF MICHGA
(ﬂm Commons ) iR
Wemsion 26,349

Sponsored by Warlonal fnstizwres of Health

Dalegale Aszigned Sutcessidly

frurrent bisition PiUsers | urrent Submit Delegates

-~ — [

BOE, JOHKNY (CFseign==> ) DOE, JANE

DOE, JANNEY DOE, JOHNNY

DOE, BOB [ == Revike DOE, JANNE

DOE, BOBBY - DOE, JOHNNY

DOE, JOHN i

DOE, JANE Cancal

DOE, JOHNNY
v

Figure 3.5: Delegate Submit Access Screen (ESP7026).

SO - Revoking Submit Authority

In addition to granting submit authority rights, SOs also have the ability to
revoke submit authority. Once submit authority is revoked, the user no longer
has the ability to submit eSNAP Progress Reports.

SOs - To revoke submit authority:
1. Access the Delegate Submit Access screen as described in
Delegating Submit Authority, page 17.

2. From the Current Submit Delegates list, select the name of the
individual having their delegated submit authority revoked (Figure
3.6).

Wik AdSTAIIFGTiEA Welizes N
ﬂm (. ommons ) e L

Wariaion Profls  Pwcconal Fiefile m“_lﬂm

l:lungm Euhrnl Mcns [

Vo W RO F EHAR 3 neT Ratei e

DOE, JANE L] T =TT
DOE, JOHNNY Cengp=r] PO
DOE, JANNEY DOE, JOHNNY
DOE, BOB s Pawrhs DOE, JANNE
DOE, BOBBY DOE, JOHNNY
DOE, JOHN (ool
DOE, JANE i
DOE, JOHNNY

w

Figure 3.6: Delegate Submit Access Screen (ESP7026).

3. Click the . == Fevoke |button.

4. Onthe Revoke Submit Delegate Confirmation screen, review the
information presented, and click Save (Figure 3.7).

- Researc h Administration Welcome
nettuion: UNVEREITY OF MICHIGAN AT A8 ARBOR
Athority S0 Log)

AHHARDOR M1 SD1092029

Figure 3.7: Revoke Submit Delegate Confirmation Screen (ESP7027).
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Delegating Authority

The system redirects you to the Delegate Submit Access screen, where a
notification - “Delegate Revoked Successfully”- displays in red (Figure 3.8).

DOE, JANE a Frrepy DOE, JOHN
DOE, JOHNNY DOE, JANE
DOE, JANNEY e DOE, JOHNNY

DOE, BOB
DOE, BOBBY
DOE, JOHN
DOE, JANE
DOE, JOHNNY

DOE, JANNE
DOE, JOHNNY

Figure 3.8: Delegate Submit Access Screen (ESP7026).

NOTE: The name of the delegate is transferred from the Current Submit
Delegates list back to the list of Current Institution Pl Users.

Pl - Delegate Pl Authority

The Delegate PI function enables a Principal Investigator to delegate Pl
Authority to another registered Commons user from their institution. Delegating
this authority allows the selected user to assist in the completion of the Pls
eSNAP application.

Pls - To delegate Pl Authority:
1. LogontoeRA Commons as described in Logging into the eSNAP

Module, on page 5.

2. From the Commons’ Home screen, select the Admin link, then the
Accounts link, and then the Delegate Pl sub-menu link on the
Account Administration screen (Figure 3.9).

3 Welcome
Institution: UNIVERS
) Authority: Pl
Version 29.3.4

Instittion Profile  Personal Profile  Status eSNAP Links eRA Partners Help

Delegate PI Delege*e PPF Edit Delegate Status Change Password Verify NIH Support
Account Adminigktration

Wetration sub-menu allows users lo perform accounts mainfenance according to their privileges. Sub-menus are visible 1o those users with appropriate privileges

Figure 3.9: Account Administration Screen Showing Delegate Pl Sub-Menu
Navigation Link (ADM1005).

On the Delegate PI Access screen, a list of Current Institution Users displays
in the left scroll window. The right scroll window displays a list of Current Pl
Delegates (Figure 3.10)

3. From the Current Institution Users list, select the name of the
individual having delegate PI authority assigned (Figure 3.10).
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Delegating Authority

Kiactranic Barearck Administrattion Rl
e tiniknn UNNVERSITY OF NICH!
(ﬂm Commons ) Kot
2 = wiginn 2034

Spearercd by Natlanal Insiiteier of Healik

Heawe  JEPTITOR  dostitimisn Py ol P cosul Fsfite Stalus sSMAP Links  eftd Parims

Dokgaie PRF Edl Delegaie Sisus  Change

Delegate Pl Access @

iCor renk sty ioe Usiers

Pz FlDalegales Found

DOE, BOB
DOE, BOBBY
DOE, JOHN
DOE, JANE
DOE, JOHNNY

Figure 3.10: Delegate Pl Access Screen (ESP7000)

4. Click the button.

On the Delegate Pl Confirmation screen, review the information
presented, and click Save (Figure 3.11).

Welcome

Electronic Research Administration B
Institution: UNIVERSITY
( eR A Commons ) e
Version 2.8.3.4

Sponsored by National Institutes af Health

Home Admin Institution Profile Personal Profile Status eSNAP Links eRA Partners Help
Accounts

Delegate P Delegate PPF Edit Delegate Status Change Password Verify NIH Support

Delegate Pl Confirmation @

Please confirm that you want 10 DELEGATE the persan below.

[CONFIRM DELEGATE
Delegate Name:
Title:
UNMERSITY OF MICHIGARN
3003 South State, Roorm 1040
Address:

ANMARBOR M 481091274 ‘

N4

Figure 3.11: Delegate P1 Confirmation Screen (ESP7001).

The system redirects you to the Delegate P1 Access screen, where a notification
- “Delegate Assigned Successfully”- displays in red (Figure 3.12).

= Elecironic Research Adminialration Wekome _
. y Insliution: UNRMERSTY OF W)
(( e R A Commons ) el
Epawsarcd by Naitamal Inziitwics of Mealth E Mo 30

Home Admin Institidion Profile  Personal Prefile Status «SHAP Links oA Pariner s p

Azcounts

Dclegate PPFEdE Delegaie Status  Change Password  Werify KIH Suppord

Delegate Pl Access @

Dolegate Assigned Sucees sk

Cuirseed Insilulion Users v Junent Pieiegstes |
| DOE, JOHN -~ = —

| DOE, JANE AS5igN ==¥ OE, JOI

| DOE, JOHNNY

| DOE, JANNEY =y |

| DOE, BOB

| DOE, BOBBY

| DOE, JANE

| DOE, JOHNNY

| ~

Figure 3.12: Delegate P1 Access Screen (ESP7000).

Pl - Revoking Pl Authority

Pls - To revoke Pl Authority:
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Delegating Authority

1. Access the Delegate Pl Access screen as described in Delegate Pl
Authority on page 20.

2. From the Current PI Delegation list, select the name of the
individual having their delegated PI authority revoked (Figure
3.13).

pmal Pariiimiee of Wealid

Eleadéonie Reijvarch ddminipivaiioe Takome ————. .
Commons ) R ST

et netdismtmes ] T ——
DOE, JOHN -
DOE, JANE e i w
DOE, JOHNNY

DOE, JANNEY
DOE, BOB
DOE, BOBBY
DOE, JOHN
DOE, JANE
DOE, JOHNNY

Figure 3.13: Delegate P1 Access Screen (ESP7000).

<== Rewvoke

3. Click the button.

4. On the Revoke PI Delegate Confirmation screen, review the
information presented, and click Save (Figure 3.14).

Welcome |

Electronic Research Administration ~
Institution: UNIVERSIT|
( eRA Commons )) A,
Wersion 2834

Sponsored by National Institutes of Health

Home Admin Institution Profile Personal Profile Status eSNAP Links eRA Partners Help
Accourts

Delegate Pl Delegate PPF Edit Delegate Status Change Password Verify NIH Support
Revoke Pl Delegate Confirmation &

Please confirm that you want to REVOKE the person helow.

[CONFIRM REVOKE
Delegate Name:
Title:

UNIVERSITY OF MICHIGAN
3003 South State, Roorn 1040

Address:
ANMARBOR MI 481081274 ‘
=]

\__/ |
N

Figure 3.14: Revoke PI Delegate Confirmation Screen (ESP7001).

The system redirects you to the Delegate Pl Access screen where a notification
- “Delegate Revoked Successfully”- displays in red (Figure 3.15).

Kldirronds Résvarak Adwlvlslfallos Welcerma © T
r l 3 ekt UNMIRE
( 1R A Commons ) i
Senssrealyeia iisazi TiEstEraeTey Tn s=idi I
e o Prafke P gomal Profile S1anm aS8AP Links oFA L

Doy abn Fosrvidsnd o ey

Frrem st

DOE, JOHN ~ HE P D aks Foung
DOE, JANE [[Assiga=ar |

DOE, JOHNNY

DOE, JANNEY

DOE, BOB

DOE, BOBBY

DOE, JOHN

DOE, JANE

DOE, JOHNNY

Figure 3.15: Delegate P1 Access Screen (ESP7000).
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Delegating Authority

NOTE: The name of the delegate has been transferred from the Current PI
Delegates list back to the list of Current Institution Users.

SO - Delegating Pl Authority
Signing Officials have the ability to delegate or assign Pl Authority on behalf of
an active Pl within their institution.
SOs — To delegate PI Authority on behalf of a PI:
1. LogontoeRA Commons as described in Logging into the eSNAP
Module, on page 5.

2. From the Commons’ Home screen, select the Admin link, then the
Accounts link, and then the Maintain Account sub-menu link
on the Account Administration screen (Figure 3.16).

Electronic Research Administration Welcome
Institution: UNIVER!
( eR A Commons ) AR
Spansare 4 by Narianal Institutes of Health PR
Home Admin Institution Profile  PersonalBrafile atus eSNAP Links eRA Partners Help

Accounts
Create Account Create Affili tion Maintain Account Deleg ate Submit Delegate PPF Edit Change Password

[The Account Administration sub-menu allows users to perform accounts maintenance according to their privileges. Sub-menus are visible to those users with appropriate privileges

Figure 3.16: Account Administration Screen showing Maintain Account Link
(ADM1005).

3. On the Account List screen, select “PI” as the Role, and then in
the remaining fields select and/or enter all available information
pertaining to the PI (Figure 3.17).

Electronic Research Administration = Welcome )
Commons oty B
Authority,. S0
Sponsored by Nattanal Institures of Health

Version 2834
Hoine Ad Institution Profile Peisonal Profile Status eSNAP Links eRA Partiers Help

eate Acco eate Maintain Account egate Sub eleg
Account List @

Role: Account Status: | pctive | v

ALL o | Hold down Chl key to
A4 do multiple selectorto Hame: Lazt Fiist
A deselect
ABE
< User ID:

Search Clear

Account Search Results

Mo accounts avallable,

Figure 3.17: Account List Screen (ADM1007).

4, Click the button.

The Account Search Results display at the bottom of the screen (Figure 3.18).
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Figure 3.18: Account List Screen (ADM1007).

5. Click the Delegate Pl link, located below the Action column
heading (Figure 3.19).

Accmul o Ol Miriads 1 - 100 51 reodads  Free 1 Rl A

L1 Ljuisl e

T A Trawadas 3 Ee 2]

Figure 3.19: Account List Screen (ADM1007) — Account Search Results.

The Delegate Pl Access screen displays, where a notification - “You are
delegating PI Access for (the Pl you selected)” — displays at the top of the screen
(Figure 3.20).

—
Kiecrranic Napcarch Admiwissrarias . WA B
Y Commons i T —
Ay B0
avars=etlhslitatlansilinsitinissla it sith I
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]

DOE, JOHN - s ra Py Dmegans Foaed
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DOE, JOHNNY

DOE, JANNEY Conel
DOE, BOB

DOE, BOBBY

DOE, JOHN

DOE, JANE

DOE, JOHNNY

Figure 3.20: Delegate P1 Access Screen (ESP7000).

On the Delegate PI Access screen, a list of Current Institution Users displays
in the left scroll window. The right scroll window displays a list of Current Pl
Delegates (Figure 3.20).

6. To delegate Pl authority, select the name of the individual having
delegate PI authority assigned from the Current Institution Users
list (Figure 3.21).

September 14, 2007
NIH eRA System

24 eSNAP Users’ Guide



Delegating Authority

Electronic Research Administration Wealcoms
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Figure 3.21: Delegate P1 Access Screen (ESP7000).

7. Click the button.

8. On the Delegate Pl Confirmation screen, review the information
presented, and click Save (Figure 3.22).

Electronic Research Administration 3 Welcome :
(( C ommons )) Institution: UNIVERS|
act Authority: 50
Sponsored by Narional Institutes of Health LR
i Institution Profile Personal Profile Status eSNAP Links eRA Partners Help
Accounts
Create Account Create Affiliation  FTTETFXSITE  Delegate Submit _Delegate PPF Edit _Change Password

Delegate Pl Confirmation @
Please confirm that you want to DELEGATE the person below.

[CONFIRM DELEGATE
Delegate Name:
Title:

3003 South State, Roorm 1040

ANMN ARBOR M| 481091274 ‘
]

Address:

Cancel

Figure 3.22: Delegate P1 Confirmation Screen (ESP7001).

The system redirects you to the Delegate P1 Access screen where a notification
- “Delegate Assigned Successfully”- displays in red (Figure 3.23).

dtharity, &0
Sponsared by Nallowal fmatitures of Health
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| DOE, JOHNNY

| DOE, BOB

| DOE, BOBBY
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| DOE, JANE
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Figure 3.23: Delegate PI Access Screen (ESP7000)
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SO - Revoking Pl Authority

SOs also have the ability to revoke Pl Authority assigned on behalf of another
PI.

SOs - To revoke Pl Authority:

1. Access the Delegate Pl Access screen as described in SO -
Delegating PI Authority, page 23.

2. From the Current PI Delegates list, select the name of the
individual having their delegated Pl Authority revoked (Figure

= Elecironic Research Adminisiration = Weltame T 7
Instituion: UNWVERSITY OF MICH
(( Commons ) s
nsared by Ni ! fmarirures of Health N

Institution Py

Cres
Delegate Pl Access @

wou ane delegating PLACcess far JWAYNEA

Drelagate Azzigned Successilly!

T
DO, ANE = (assign==> ] DOE. JANE >
DOE, JOHNNY
DOE, JANNEY cm= Fieuoke |
DOE, BOB
DOE, BOBBY
DOE, JOHN Cancal
DOE, JANE
DOE, JOHNNY

Figure 3.24: Delegate P1 Access Screen (ESP7000).

<== Revoke |

3. Click the button.

4. Onthe Revoke PI Delegate Confirmation screen, review the
information presented, and click Save (Figure 3.25).

Electronic Research Administration Welcome |
Institution: UNIVER
( eRA Commons ) iy 5
Sponsored by National Fnstitutes of Health EIE

Institution Profile  Personal Profile Status eSNAP Links eRA Partners Help
Accounts

Create Account Create Affiliation Maintain Account

Delegate Submit Delegate PPF Edit Change Password
Revoke Pl Delegate Confirmation @

Pleaze confirm that you want {0 REVOKE the person below.

[CONFIRM REVOKE
Delegate Name:
Title:

3003 South State, Roomn 1040

Address:
ANMARBOR MI 481091274

Figure 3.25: Revoke PI Delegate Confirmation Screen (ESP7001)

The system redirects you to the Delegate P1 Access screen, where a notification
— “Delegate Revoked Successfully” —displays in red (Figure 3.26).
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( eRA Commons )
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Current P Delegates

Mo Pi Delegates Found

Figure 3.26: Delegate P1 Access Screen (ESP7000).

NOTE: The name of the delegate has been transferred from
Delegates list back to the list of Current Institution Users.

the Current PI

Delegate Personal Profile (PPF)

Update Authority

The eRA Commons Personal Profile module contains identifying information

on an individual that remains on file with the NIH. As such,

it is important that

the records stored in the profile are updated (as needed) on a regular basis. To
help facilitate this, Principal Investigators (PI), Account Administrators (AA),
Administrative Officials (AO), and Signing Officials (SO) have the ability to
delegate PPF update authority, which allows personal information records to be
updated by a registered Commons user other than the user whose information is

contained in the profile.

NOTE: An incomplete personal profile can result in an error on the eSNAP
report. Also note that only the user whose information is contained in the profile

can delegate or revoke update authority for his/her account.

To delegate authority that allows another user to update you

r personal profile:

1.

Log on to eRA Commons as described in Logging into the
eSNAP Module, on page 5.

From the Commons’ Home screen, select the Admin link,
then the Accounts link, and then the Delegate PPF Edit
sub-menu link on the Account Administration screen (Figure
3.27).
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Authority. S0
Sponsared by Natfonal Institutes of Health ARy

Help

Electronic Research Administrarion Wielcome
Institution: UNIVERY
( eRA Commons )
ersion

Home UL Institution Profile Personal Profile Status eSNAP Links _eRABariy

Accounts
Create Account Create Affiliation Maintain Account Delegat: Submit Delegate PPF Edit Change Pa.;sword

Account Administration

hie Account Administration sub-menu allows users to perform accounts maintenance according to their privileges. Sub-menus are visible to those users with appropriate privileges

Figure 3.27: Account Administration Screen showing Delegate PPF Edit Link
(ADM1005).

On the Delegate PPF Edit Access screen, a list of Current Institution Users
displays in the left scroll window. The right scroll window displays a list of
Current PPF Edit Delegates (Figure 3.28).

Elecironic Research Adminisrratiaon Welcame
a Institution UNKVERSITY|
(( Commons ) Rslog
S

Sponsarsd by Narional Inriruses af Mealrh

Change Password

fou are dalegating FFF Edit Authority,

urrend PPF Edil Delegaies

- Ho #RF Edit Oelegates Found
- [Assign =» J
DOE, JOHNNY i .
DOE, JANNEY

| DOE, BOB Soncel
| DOE, BOBBY

DOE, JOHN

DOE, JANE

DOE, JOHNNY

Figure 3.28: Delegate PPF Edit Access Screen (ESP7029).

3. From the Current Institution Users list, select the name of

the individual having delegate PPF authority assigned (Figure
3.29).

Elccironic Reivarch Adminisiration Welcome '
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| DOE, BOB Sencs)
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DOE, JOHN
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DOE, JOHNNY

[_ Assign ==>

| -

Figure 3.29: Delegate PPF Edit Access Screen (ESP7029).

Assign ==>
s, Clickthe 2280 = | o

5. On the Delegate PPF Edit Confirmation screen, review the
information presented, and click Save (Figure 3.30).
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Elecironic Research Administration Welcome
Institution: UNI
( e R A Commons ) Auorty 50
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Please confirm that youswant to DELEGATE the person below,

[CONFIRM DELEGATE

Delagate Name:
Title:
UNK OF MICHIGAN,SCH OF PUB HLTH
DEPT OF BIOSTATISTICS
Address: 1420 WASHINGTON HEIGHTS
ANN ARBOR Ml 481092023 ‘
==y

Figure 3.30: Delegate PPF Edit Confirmation Screen (ESP7030).

The system redirects you to the Delegate PPF Edit Access screen, where a
notification — “Delegate Assigned Successfully” — displays in red (Figure 3.31).
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Figure 3.31: Delegate PPF Edit Access Screen (ESP7029).
6. Repeat steps 3 through 5 until the desired delegates are added.

Revoke PPF Update Authority

To Revoke PPF Authority:

1. Access the Delegate PPF Edit Access screen as described in
Delegate Personal Profile (PPF) Authority on page 27.

2. From the Current PPF Edit Delegates list, select the name of
the individual having their delegated PPF Edit Authority
revoked (Figure 3.32).
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Figure 3.32: Delegate PPF Edit Access Screen (ESP7029).

<== Rewvoke

3. Clickthe = button.

4. Onthe Revoke PPF Edit Delegate Confirmation screen,
review the information presented, and click Save (Figure
3.33).

Electronic Research Adminisiration = Wigltome
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Figure 3.33: Revoke PPF Edit Delegate Confirmation Screen (ESP7030).

The system redirects you to the Delegate PPF Edit Access screen, where a
notification — “Delegate Revoked Successfully” — displays in red (Figure 3.34).

Electronic Reicarch Administraliion 2 b\'lernme
Institulion: UNVERSS
(ﬂm Commons ) e

Sponsared by Narlowal Insedruses of Healtk
Home TR Instiution Profile Personal Profile Stapus eSHAP Links &RA
ounts
it Create Affilistion  Maintain Accound Delegate Submit Change Password

Dele e PPF Edit Access @

ession 20340
Help

o anity.

Delegats Reviked Sutiassmilly!

Current Insitution Users. T— [Current PPF Edit Delegates
A - Mo PRF Edit Delegatas Found
=
DOE, JOHNNY
DOE, JANNEY [Cancel |
DOE, BOB
DOE, BOBBY
DOE, JOHN
DOE, JANE
DOE, JOHNNY

Figure 3.34: Delegate PPF Edit Access Screen (ESP7029)
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Viewing the eSNAP
Grant List

R01DC000000-00 NE DOE
5SR01DC000000-00 JANE DOE
5R01DC000000-00 E DOE

JANE DOE

Overview

The Manage eSNAP screen is used to view a list of eSNAP reports that you are
able to access. The eSNAP reports listed on this page are available to you, and

you are able to perform various actions on these reports.

All awards accessible to a Pl are listed on the Manage eSNAP screen. The
awards that are eligible for submission are displayed as a hypertext link (Figure

4.1).
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Figure 4.1 : Manage eSNAP Screen (ESP7002).

Pls or users that are delegated PI updating authority use the Manage eSNAP
screen to view their eSNAP reports. By default, all applications are listed and
there is no search form available.

SOs and AOs use the Manage eSNAP page to search for grants from their
institution or grants that have been routed to them as reviewers.

To access the eSNAP grant list:
1. Log on to the eSNAP Module as described in Logging into

the eSNAP Module on page 5.

2. Select the eSNAP access tab. The Manage eSNAP screen
displays with the Grant List displayed.
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3. Select the hypertext link for the desired grant number to
access the eSNAP Menu screen (Figure 4.2).
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Figure 4.2 : eSNAP Menu Screen (ESP7003).

If you are an SO (Signing Official) or an AO (Administrative Officer), you have
the option of performing a search for specific grants.
To search for grants:

1. Access the Manage eSNAP screen, as described in this
section.

Enter the desired search information in the Search Form
block.
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Figure 4.3: All Signing Officials and Administrative Officers have the option of
searching for specific grants.
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eSNAP Menu Screen
Details

Application
Information
Block

Status of
Completion
Block

eSNAP Management

3. Click Search to perform the query. A list of matching
proposals with hyperlinked grant numbers displays. Proposals
displayed in bold text are overdue.

NOTE: The fields for the search information on this page (Grant Number, Pl
Last Name, Current Reviewer Last Name, and Status) are all optional. Use any
desired combination of the fields to perform the search for grants. If no
information is specified, all available grants will be listed when you click
Search.

4. Select the hypertext link for the desired grant number to
access the eSNAP Menu screen (ESP7003).

eSNAP Menu

The eSNAP Menu screen displays when a grant eligible for submission is
selected from the Grant List. This screen includes two blocks of information:
Application Information and Status Completion.

Administration Viatcame
Insttution: UNVERSITY OF CINCINKATI
mons ) suthorty 1 Pl Log-oul
£ of Heatth

Yarion 2524
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5 o
Srreen Id: ESPTO03

allly 9 2007 NIH. Al Rights Resemve 4
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Figure 4.4: eSNAP Menu Screen (ESP7003).

The application information section provides the user with details pertaining to
the selected grant.

The Status of Completion Block lists each section of the eSNAP and indicates
whether that section has been completed. Because the complete designation is
optional, sections that show as incomplete may in fact have been completed.
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Initiating an eSNAP
Report

The Initiate option is available for eSNAP reports with a status of Not Started.
Access is granted to Pls and PI delegates (Figure 4.5).

NOTE: An eSNAP can be initiated even if required information in the Personal
Profile and Institution Profile sections is missing. If any of this information is
incorrect or missing, you are prompted to correct/complete the information after
initiating the grant. Processing may continue on the eSNAP without making the
corrections. However, the eSNAP will not pass validation for submission to the
NIH until the errors are corrected.

To initiate an eSNAP Report:

1. Access the eSNAP Menu screen as described in Viewing the
eSNAP Grant List on page 31.

2. Click Initiate (Figure 4.5).
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mcamplets
ncamplete
mcamplets
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[ee—

4
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Figure 4.5: eSNAP Menu Screen (ESP7003).

The eSNAP Menu displays showing the status of the eSNAP as a Work In
Progress (WIP) (Figure 4.6).
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Figure 4.6: eSNAP Menu Screen (ESP7003).
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Overview

The Edit Business access tab is available for all grants that have the status of
Work In Progress (WIP). Access to business items is granted to all Pls or Pl
delegates when the PI is assigned as the current reviewer and to AOs and SOs
when they are assigned as the current reviewer.

NOTE: Pages can be saved in WIP state when required items are missing;
however, submission to NIH is rejected.

To access the Edit Business functionality:

1. Select the Edit Business access tab from the eSNAP Menu
screen.

NOTE: The Edit Business menu is only available to the contact PI for the grant.
Edit Business is not available to other Pls associated with the grant at this time.
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Figure 5.1: eSNAP Menu Screen (ESP7003).
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Edit Business Sub-Menu

The Edit Business access tab allows you to view and edit information
pertaining to an eSNAP on the Edit Business - Org. Info screen (Figure 5.2).
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Edit Business - Org. Info @

[" indicates required field

Title of Project Progress Report Period
Syndecan & CNS Melanocorin Signaling in Energy Balance Start:  04/01/2005 End:  03i31/2006
Principal Investigator Applicant Organization
PlName: STEPHEN C BENOIT Name: UNIMERSITY OF CINCINRMATI
Address: " I— Address: UNIMERSITY OF CIMCINNATI
Line 1 UNIVERSITY OF CINCINNATI 2624 CLIFTON AVE
Line 2 [DEPT OF PovCHIRTRY CINCINNATI, OH 45221-0127
Line 3 PO BOX 670559 CINCINNATI OH 45221
. UNITED STATES
Line 4 EIN:
CityState [cineinnaT [oHio =] Department: PSYCHIATRY
Major Subdivision: SCHOOL OF MEDICINE
Zip CodefCountry [4526705¢ [UNITED 8TATES =]
Phone: Fax
E-mail: eRATest@mail.nih.goy
Degrees: PHD
Calendar
Months Devotedto Project: * Academic
Summer
[Administrative Official Signing Official
[Address infermation for the AO or SO must be updated by the official whose name appears above the address.
Name: - Name: -
Address: Address:
Phone: Fax Phone: Fax:
E-mail: E-mail:

Designate As Complete |

Save & Completa

Figure 5.2: Edit Business — Org. Info Screen (ESP7008).

The information is divided into the following sections:
e Org Info (Organization Information)
e Performance Sites
e Key Personnel
e Research Subject
e  SNAP and Other Progress Report Questions & Checklist

e Inclusion Enrollment

Designate as The bottom of each eSNAP Edit Business section indicates whether the section

Complete has been designated as complete. If the section is marked as complete, the name
of the person who performed the action and the date the section was designated
as complete are indicated. If the section is not marked as complete, you can
mark the section as complete by clicking the Designate As Complete button
located at the bottom of the page (see NOTE below, also, see Designate As
Complete button on Figure 5.3).
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Save and Complete

Designate As Complete

Click this button to
indicate that the
information entered for

this section is complete.

Save & Complete

eSNAP Business

NOTE: Designating a section as complete does not save the record.

To store an eSNAP record and indicate that it is officially complete, click the
Save & Complete button at the bottom of the page. Once this button is clicked, a
message displays to indicate who performed the action and the date the section
was marked as saved and complete (see Save & Complete button on Figure 5.3).

T
Degrees: PHD

calendar [
Months Devoted to Project: * Acadernic
Surnmer l—

[Administrative Official
|Address information for the AO or SO must be updated by the official whose name appears above the address.
Name: - Name:

ress: Address:

Phone:
E-mail:

Phone: Fax
E-mail:

Save | Cancel

Designate As Complete |

Save & Complete

Click this button to
save information
entered on the screen
into the database and
to indicate that this
section is complete.

Org. Info

his section has not been designated as complete
Warning: Clicking on Designate as Complete does not save changes to the eSNAP
L

[Signing Official

Figure 5.3: Edit Business - Org. Info Screen (ESP7008).

NOTE: Whenever you edit business information in a previously completed

section, the status of the section reverts back to incomplete.

The Edit Business - Org. Info screen lists project and institution information
regarding the selected eSNAP. This screen requests the principal investigator’s
contact information, percent effort, and the name of your institutional
representative. (When multiple Pls are involved, the screen reflects the
“Contact” Pl only.) Some information may be automatically added by the
system. Verify that the pre-populated information is correct. If there are any

errors, correct the errors.

To access and complete the Edit Business - Org. Info screen:

1. Select the Edit Business access tab from the eSNAP Menu

screen.

The Edit Business - Org. Info screen displays (Figure 5.4).
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eSNAP Business

Blcome ~

Elecironic Research Adminisiralion o '
> Institution: UNIVERSITY OF CINCINNATI
(( eRA Commons )) Anory, 4R P Lo
WVemsion 2932

Sponsared by National Institutes of Health

Home Admin_Institution Profile Personal Profile Status

Grant List Manage eSNAP Upload Science Edit Business
Orginfo Performance Sites KeyPersonnel Research Subject SNAP and Other Progress Report Questions & Checklist Inclusion Enroliment

Edit Business - Org. Info @

[* indicates required field

[weorpropet ——————————orogress Reportienon

Syndecan & CNS delanocortin Signaling in Energy Balance Start:  04/01/2005 End:  03/31520086
Principal Investigator [Applicant Organization
P1Name: STEPHEN C BEMOIT Name: UNIERSITY OF CIMCINMATI
Address: " I— Address: UNIMERSITY OF CIMCINNATI
Line 1 UNIVERSITY OF CINCINNATI 2624 CLIFTON AVE
Line 2 [CEPT OF FaVCHIRTRY CINCINMATI, OH 45221-0127
Line 3 FO BOX 670558 CINCINNATI OH 45221
. UNITED STATES
Line 4 EIN:
CityiState [CmcimaT [oHIo | Department: PSYCHIATRY
Major Subdivision: SCHOOL OF MEDICINE
Tip Gode/Country [4526705¢ [UNTED 8TaTES =]
Phone: Fax i
E-mail: eRATesti@mail nih goy
Degrees: PHD
Calendar
Months Devoted to Project: * Acaderic
Summer
[Administrative Official Signing Official
IAddress information for the AO or SO must be updated by the official whose name appears above the address.
Name: = Name: il
Address: Address:
Phone: Fax Phone: Fax:
E-mail: E-mail:

Designate Az Complete |

Save & Completa

Figure 5.4: Edit Business - Org. Info Screen (ESP7008).

e The Title of the Project, Progress Report Period, Principal
Investigator, and Applicant Organization sections are pre-
populated with the information saved in the database.

NOTE: If the Department displayed on the screen is incorrect, check the
Progress Report submitted last year to verify that the same error appeared on the
Face Page. The information here should match the information you submitted
previously. You will not be able to correct this error through eSNAP. Contact
your grants management specialist to inform them of the error.

2. Enter the number of Months Devoted to Project:
e Calendar
e Academic
e Summer

See Figure 5.5
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Administrative
Official Block

Signing Official
Block

eSNAP Business

Enter the number of months devoted to the project. Three columns are provided
depending on the type of appointment being reflected, academic, calendar,
and/or summer months. Individuals may have consecutive appointments within
a calendar year, for example for an academic period and a summer period. In
this case, for each appointment, identify each separately using the corresponding
column. If effort does not change throughout the year, use only the calendar
months column. If effort varies between academic and summer months, leave
the calendar month column blank and use only the academic and summer month
columns. In cases where no contractual appointment exists with the applicant
organization and salary is requested, enter the number of months for that period.

3. Complete the Administrative Official block of the Edit
Business- Org. Info screen (Figure 5.5).

NOTE: The Administrative Official block information must be entered before
organization information can be saved.

e  Select the name of your institutional representative from
the Name drop down list. When the name is selected the
institutional representative’s contact information is
automatically completed.

Elecironic Research Adminisiralion Weltome
> & / Institution: UNIWVERSITY OF CINCINMATI
( R A Commons ) asiRARIE) Lot
Version 2832

Sponsored by Natltonal Institutes of Healih

Home Adiin_Instinion Profile _Personal Profile Status _ TTTTR  Internet Assisted Review Links eRA Partners Halp
Grant List Manage eSNAP Upload Science Edit Business

Org Info Performance Sites Key Personnel Research Subject SNAP and Other Progress Report Questions & Checklist Inclusion Enroliment

Edit Business - Org. Info @

" indicates required field

itle of Project Progress Report Period
Symdecan & CNS Melanocortin Signaling in Energy Balance Start:  04/0172005 Enck  03/31/2008
Principal Immestigator IApplicant Organization
PlHame: Hame: UNIVERSITY OF CINCINNATI
Address: l— Address: UNIVERSITY OF CINCINNATI
Line 1 UNIVERSITY OF CINCINMATI 2624 CLIFTON AVE
Line 2 [DEPT OF PovCHITRY CINCINNATI, OH 45221-0127
Line 3 PO BOX 670559 CINCINNATI OH 45221
UNITED STATES
Line 4 EM:
CityiSitate [emeimam  [oHio | Department: PSYCHIATRY
Major Subdiision: SCHOOL OF MEDICINE
Zip Code/Couniry 4526705 | UNITED STATES d
Phone: Fax
E-mail: eRATest@mail.nih.gov
Degrees: PHD
Calendar
Months Devoted to Project: * Academic
Summer

dministrative Official

Nome: I—;'

Address:
Phone: Fax
E-mail:
Designate As Complete |
Save & Complete

Figure 5.5: Edit Business - Org. Info Screen— Administrative Official Block
(ESP7008).

4. Complete the Signing Official block of the Edit Business -
Org. Info screen (Figure 5.5).
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NOTE: The Signing Official block information must be entered before
organization information can be saved.

e  Select the name of your institutional representative from
the Name drop down list. When the name is selected the
institutional representative’s contact information is
automatically completed.

5. Click Save to save information entered (Figure 5.6).

Tile of Project
Syndecan & CNS Melanocorin Signaling in Energy Balance Start:  04/01/2008 Enck 0313112008

Pl Name: Maine: UNIVERSITY OF CINCINMATI
Addr ess: Aduress: UNIVERSITY OF CINCINNATI
Line 1 UNIVERSITY OF CINCINNATI
ne 2624 CLIFTON AVE
une2 [DEPT OF PSvCHIATRY CINCINNATI, OH 45221-0127
Line 3 PO BOX 670558 CINCINNATI OH 45221
UNITED STATES
Line 4 EIN:
CitwState [emcinaTt [onio | Department: PSYCHIATRY
Major SCHOOL OF MEDICINE
Zip Code/Country [4526705¢ [UNITED STATES =]
Phone: I Fax
E-mail: IeFtATast@m ail.nih gov
Deqi ees: PHD
Calendar
Months Devoted 1o Project: © Academic
Sumrmer
administrative Official
IAddi ess infermation for the AC o1 SO must be updated by the official whose naine appears above the address.
HNane: - Maine: -
Address: Address:
Phone: Fax Phone: Fa:
E-mail: E-mail:

DeNjgp#te As Complete |

Save & Complete

This section has not been designated as complete
‘Waming: Clicking on Designate as Complete does not save changes fo the eSNAP

Figure 5.6: Edit Business - Org. Info Screen, Save Button (ESP7008).

6. Click Designate As Complete to indicate that you have added
all of the necessary details to this page (see page 36 for more
details regarding Designate As Complete functionality).
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Performance Sites

Completing Details for
Performance Site

eSNAP Business

Tile of Project
Syndecan & CNS Melanocorin Signaling in Energy Balance Start:  04/01/2008 Enck 0313112008

Pl Name: Narne: UNIVERSITY OF CINCINNATI
Address: Address: UNWERSITY OF CINCINNATI
Line 1 UNIVERSITY OF CINCINNATI
ne 2624 CLIFTON AVE
Line2 [DEPT OF PovCHIATRY CINCINNATI, OH 45221-0127
Line 3 PO BOX 670559 CINCINNATI OH 45221
UNITED STATES
Line 4 EIN:
CitwState [emcinaTt [onio | Department: PSYCHIATRY
Major SCHOOL OF MEDICINE
Zip Code/Country [4526705¢ [UNITED STATES =]
Phone: I Fax
E-mail: IeFtATast@m ail.nih gov
Deqi ees: PHD
Calendar
Months Devoted 1o Project: © Academic
Summer
[Add ess information for the AC o1 SO must be npdated by the official whese naine appears above the address.
Name: hd MNaine: hd
Address: Address:
Phone: Fax Phone; Fat;
E-mail: E-mait:

< Save & Complete >

This section has not been designated as complete
‘Waming: Clicking on Designate as Complete does not save changes fo the eSNAP

Figure 5.7: Edit Business - Org. Info Screen (ESP7008).

7. Click the Save & Complete button (Figure 5.7).

NOTE: Clicking the Designate As Complete button does not save your work
(see page 36 for more details regarding Designate As Complete functionality).

The Performance Sites access tab includes information detailing the address
or addresses of where the selected project’s research work is being conducted.
When several performance sites are associated with a project, you must list all
sites including VA facilities and foreign sites. A default performance site, based
on the institution profile address, is added when the eSNAP is initiated.

To complete the details included on the Performance Sites access tab:

1. Select the Edit Business (see Figure 5.1) access tab from
the eSNAP Menu screen. Select the Performance Sites
access tab (Figure 5.8).
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Adding a New
Performance Site

Editing an Existing
Performance Site

Deleting an Existing
Performance Site

Research Administration
Commons )

UNNERZITY OF CINCINNAT)
2624 CLIFTON AVE

CINCINNATL, OH 452210127
CINCINNATI OH 45221 UNITED STATES

UNNVERSITY OF CINCINNATI

7007 N Al Ry

© e Al Rights Reseres
Sorwen Fendered. 0607007 104333 EDT = GRANTS GOV
Sorean i ESPTONZ ’

Figure 5.8: Edit Business - Performance Site List (ESP7012).
2. Add new, Edit, or Delete the current performance address.
To add new performance sites:

1. Enter details of the new performance site into the
Performance Sites Form block (Figure 5.8).

2. Click Save & New. The performance site is added to the
selected grant (Figure 5.8).

NOTE: If the selected project is taking place at more than one location, add
additional performance sites.

3. Click Designate As Complete to indicate that you have
completed the information on this page.

To edit an existing performance site address:

1. Select the Edit hypertext link located next to the performance
site address you would like to edit (Figure 5.9).

The existing address displays in the Performance Sites Form
block.

2. Make the necessary modifications to the address in the
Performance Sites Form block (Figure 5.8).

3. Click Save & New. The new performance site address is
added to the selected grant.

4. Click Designate As Complete to indicate that you have
completed the information on this page.

To delete an existing performance site address:

1. Select the Delete hypertext link located next to the
performance site address you would like to delete (Figure 5.9).
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Links for
Editing and

eSNAP Business

UNMIRSITY OF CINCINNAT
LINWIRSITY OF SINCINNATI 224 :rl.-m:

Deleting
existing
Performance
Sites

Key Personnel

CINCINNATI OM 45221 UNITED STATES

Dasignos As Compiets

nated as complete

£ 4w changas 10 v #EHAP

This section has not been

Warming: Clicking on Dedignate s Comple

e et Tt Paery IEAra | faariauar | Arcetemat A

(A lstamtncmnes team g e e tars s e s N
LY 5000 Rockaia Pie f itz Scrwen Fisndered: 0BTZ007 104233 EDT = GRANTS.GOV=
= Bytnesda, Mantend 10887 Soreen k. ESPT0N ArFLY. BUCEEEE

Figure 5.9: Edit Business - Performance Site List (ESP7012).

The Delete Performance Site screen displays (Figure 5.10)

2. Click Delete at the bottom of the Delete Performance Site
screen (Figure 5.10).

The performance site is deleted from the selected grant’s record. You are
returned to the Edit Business - Performance Site List screen.

Eieciranic Naizarch Adminisrration ) Viek o

Insihon. UNNEREITY OF CINCINNATI
Commons maselin 1

btoriiot husistad Fedew Links oFi Psties_Hielp

[Pieaa confim Pual you woiskd 1 15 HE% Tie flowing prebiman:s sy

ke Harme UNNEREITY OF CINCINNATI
Addeass UNNERSITY OF CINCINNATI iy CRCIRAT
Aiddeass 2 2824 CLIFTON AVE State oH

Aebdeass 3 CINGINNATL, OH &5721-0127 rap—. e

Radoss & Country UNITED STATES

ﬂAML:I ]

4 © 2007 BIH. AN Fiighes Feserd
25 Screen Rendered 087007 104478 EDT = GRANTS GOV
Screen ia ESFT010 [ ———

Bomessa, Mardand 20492

Figure 5.10: Delete Performance Site Screen (ESP7010).

3. Click Designate As Complete to indicate that you have
completed the information on this page (Figure 5.8).

The Key Personnel access tab includes a listing of individuals who contribute
to the scientific development or execution of the project in a substantial,
measurable way, whether or not a salary has been requested.

Individuals designated as Other Significant Contributors, (e.g., those that may
contribute to the scientific development or execution of the project, but are not
committing any specified measurable effort to the project), should not be
included in this report unless their involvement has changed so that they now
meet the definition of key personnel.
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eSNAP Business

Key Personnel Details

Adding New Details for
Key Personnel

To add details to the Key Personnel access tab:

1. Select the Edit Business (see Figure 5.1) access tab from
the eSNAP Menu screen. Select the Key Personnel access
tab (Figure 5.11).

NOTE: The SSN input field on the Edit Business - Key Personnel List screen
only accepts the last four digits of an SSN.

NOTE: The Edit Business - Key Personnel List Screen—Personnel Block,
the column Months Devoted to Project replaces Annual % Effort (see
Months Devoted to Project on page 38).

e siri (e 15 41 sareATa dminizirasion e
Instiution: LINIVERSITY OF CINCINNATI
( Commons ) oty R Pl ol
- S 2 ik Vamian 203,

Edit Business

*iniie Required Fieid

First Name™ Ilidite Name Last Hame"

Date of Birth{mmddyyyy) Last 4 digns ot Sacial Secuny Nmber
K- K

Degree(s) Proinct Role” Martiis Devated 10 Project”

calensar Acadarnic Surnmer]

Diesignals A= Complete

This section has not been designated as complete
Waming: Clicking on Designate as Complete does nol save changes 1o the eGP~

[ Conlae! UsiHelp Desk | Briary Hotice | Di

g,v"”\ Peabonal Instuta: fih () " g Desarmantof Hesth @ 2007 NIH. Al Rights Reserve: 4. [
{91 a000 Rocwie Fie L niunn Series - Seroen Rendered G52712007 1350 03 £0T »= " GRranTs.Gov-
0 Betnesds, Maryland 20892 - Screen K ESPT007 FIND. APPLY, BUGGEED

Figure 5.11: Edit Business - Key Personnel List Screen (ESP7007).

2. Add new, Edit, or Delete the current key personnel listing.

NOTE: “(Contact)” displayed adjacent to a PI name in the Personnel block
Role(s) column designates that the Pl is the actual PI for the grant (see Multiple
Principal Investigator (MPI) on page 13).

To add new key personnel details:

1. Add the appropriate information to the Personnel Form block
(Figure 5.12).

2. Click Save & New. The information that you have added
displays in the Personnel block at the bottom of the screen
(Figure 5.12).

3. Click Designate As Complete to indicate that you have
completed the information on the Key Personnel screen.
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Editing Key Personnel
Details

eSNAP Business

NOTE: For the Months Devoted to Project field, when a value is entered for
either Academic and/or Summer months in combination with Calendar months,
or no value is entered for Calendar, Academic, or Summer months, the system
displays a warning message on the Edit Business- Key Personnel List screen.

To edit and existing key personnel listing:

1. Select the Edit hypertext link located next to the key
personnel listing that you would like to edit (Figure 5.12).

The key personnel listing information displays in the Personnel Form block of
the screen.

Due o B O e Ll 180 WL e Bia
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Figure 5.12: Select the Edit hypertext link to make modifications to the key
personnel listing.

2. Make the necessary changes to the information located in the
Personnel Form block.

3. Click Save & New. The information is updated for the
selected listing.

4. Click Designate As Complete to indicate that you have
completed the information on the Key Personnel screen.

NOTE: For the Months Devoted to Project field, when a value is entered for
either Academic and/or Summer months in combination with Calendar months,
or no value is entered for Calendar, Academic, or Summer months, the system
displays a warning message on the Edit Business- Key Personnel List screen.
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eSNAP Business

NOTE: Only Months Devoted to Project can be edited for Contact Pl and PI
key personnel data

. T I k I listing:
Deleting Key Personnel o delete a key personnel listing

Details 1. Select the Delete hypertext link located next to the key
personnel listing that you would like to delete (Figure 5.13).

NOTE: The Delete hypertext link only displays adjacent to Key Personnel
detail records that can be deleted. Key Personnel detail records with Pl or MPI
roles cannot be deleted.

Commons ) IR O CacseR
2 .

£ T e § e d B
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Ho-
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Figure 5.13: Select the Delete hypertext link to remove the key personnel listing
from the selected grant’s record.

The Delete Key Personnel screen displays (Figure 5.14).

2. Click Delete at the bottom of the Delete Key Personnel
screen (Figure 5.14).
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Figure 5.14: Click Delete to remove the key personnel listing from the grant’s

record.
You are returned to the Edit Business - Key Personnel List screen.

3. Click Designate As Complete to indicate that you have
completed the information on the Key Personnel screen.

The Research Subject screen includes information related to human subjects

Research Subject
and vertebrate animal research.

To add Research Subject details:

Select the Edit Business (see Figure 5.1) access tab from
the eSNAP Menu screen. Select the Research Subject

access tab (Figure 5.15).

1.

47 September 14, 2007
NIH eRA System

eSNAP Users’ Guide



eSNAP Business

Human Subject Section

WERDME -.o........
Intiufion. UNIVERBITY OF CINSINMAT
Authorily 18R P1 Log-ou

ant Lis
Oug Infa Pt el ‘Reseach Subject SNAJ and Ofher Progress Report Questions & Checklist Inclugion Enroliment
Edit Business - Research Sul} £

['indicates s Required Fisld

Hame: Grant Number:
Grantee mstitutlon: UMWVERSITY OF CINCINNAT!

[Human swifects _________________________________________________________________________________]

Dows the propesal ivehi lnenan subjects?

@ No O Yes

Has the involvement of human subjects chianged since the previous submission?™
Ify2s, e change MUt be 300ressed inthe Progress Repart
QO o G Yes

Is the research exempt? *

O ho G ves

Required f 83 aarch is axempl

Exeinption Number:

HIH.defmed Pliase 1 Chnical Trial ™

@no Oves

FUll R Review?

Cro Oves

Assurance No. FWAD00031 52

Hunan Subject Education:

Reguired only for new key personnel that are invohved in human subject research. Includa a descriplion of the education completed in the pratactian of human susjects.
NG, e IurmEn Subjects e s dotumen

S
Does the proposal imushs aninal sujects?*

Ot @ Yes
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Figure 5.15: Edit Business- Research Subject Screen (ESP7028).
2. Select the appropriate response to each of the listed questions.
e Does the proposal involve human subjects?

Select No if activities involving human subjects are not planned at any time
during the proposed budget period. The remaining questions in the Human
Subjects section are then not applicable. Select Yes if activities involving human
subjects, whether or not exempt from the Federal regulations for the protection
of human subjects, are planned at any time during the budget period, either at
your organization or at any other performance site or collaborating institution.
See Inclusion Enrollment on page 59 for details.

e Has the involvement of human subjects changed since the
previous submission?

If yes, the change must be addressed in the Progress Report.

Select Yes if the involvement has changed since your previous submission. You
must discuss these changes in your progress report (see Accessing the Upload
Science Screen on page 62 for more information about progress reports).

e Isthe research exempt?

Select Yes if the activities are designated to be exempt from the regulations and
insert the exemption number corresponding to the exemption category. Select
No if the planned activities involving human subjects are not exempt, and
complete the remaining sections. The Assurance number is listed if your
organization has an approved Human Subjects Assurance on file. Indicate if
there has been a full Institutional Review Board (IRB) review for the proposed
activities.
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eSNAP Business

e NIH-defined Phase 111 Clinical Trial

Select Yes or No to indicate whether the project is an NIH-Defined Phase I11
clinical trial.

e Full IRB Review?
Select Yes or No to indicate whether the project has received full IRB review.

e Human Subject Education:

Required only for new key personnel that are involved in human subject
research. Include a description of the education completed in the protection of
human subjects.

Note, if the human subjects research is exempt under exemption #4, then this
documentation is not required. (See Figure 5.15 for a view of the text box that
follows this question.)

o Does the proposal involve animal subjects?

Select Yes if activities involving vertebrate animals are planned at any time
during the budget period, either at the applicant organization or at any other site
or collaborating institution.

e Has the involvement of animal subjects changed since the
previous submission?

If there has been no change, select No. If vertebrate animals were not involved
in the last application but are now to be included, or if significant changes
regarding the use of animals are now proposed, select Yes and provide a
description in the progress report.
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Figure 5.16: Click Save & Complete to indicate that you have completed the
Edit Business - Research Subject Screen.

1. Click Save to save the details that you have added to the Edit
Business - Research Subject screen.

2. Click Designate As Complete to indicate that you have
completed the information on the Research Subject screen.
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The SNAP and Other Progress Report Questions & Checklist page

SNAP and Other (ESP7018) lists questions relating to the following categories:

Progress Report

Questions &
Checklist e Inventions and patents

o SNAP questions

e Program Income

e Facilities & Administration

NOTE: If there is a change in performance sites that will affect Facilities and
Administration costs, update the performance site information as described in
Performance Sites on page 41 .

To add details to the Edit Business - SNAP and Other Progress Report
Questions & Checklist screen:

1. Select the Edit Business access tab from the eSNAP Menu
screen. Select the SNAP and Other Progress Report
Questions & Checklist access tab (Figure 5.17).
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Figure 5.17: Edit Business - SNAP and Other Progress Report Questions &
Checklist (ESP7018).

2. Select the appropriate answer to each listed question. If you
select Yes as the answer, you must provide an explanation in
the text box below the question.

NOTE: The contents of each text box may not exceed 2000 characters.

e Has there been a change in the other support of key
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personnel since the last reporting period?

If yes, explain the change(s) and attach complete Other
Support Information:

(See Figure 5.17 for a view of the text box and files block that follow this
question.)

Specific information is to be provided only if active support has changed. If a
previously active grant has terminated and/or if a previously pending grant is
now active, submit complete Other Support information using the suggested
format and instructions found in the PHS 398 application (MS Word or PDF).
Annotate this information so it is clear what has changed from the previous
submission. Submission of other support information is not necessary if support
is pending or for changes in the level of effort for active support reported
previously. Other support information should be submitted only for the principal
investigator and for those individuals considered by the principal investigator to
be key to the project.

Do not routinely include Other Support information for “Other Significant
Contributors”, e.g., those that may contribute to the scientific development or
execution of the project, but are not committing any specified measurable effort
to the project. However, if the level of involvement for an individual listed in
this category has changed such that they are now considered “key personnel”,
this change should be indicated in this section and Other Support information
provided.

e  Will there be, in the next budget period, a significant
change in the level of effort for the PI or other personnel
designated on the Notice of Grant Award from what was
approved for this project?

If yes, please justify.
(See Figure 5.17 for a view of the text box that follows this question.)

A significant change in level of effort is defined in Federal regulations as a 25
percent reduction in time devoted to the project. For example, if a NGA-
specified person on the project is expected to reduce his/her effort from 4.8 CY
months to 3.6 CY months, which represents a 25 percent reduction in the level
of effort, an explanation must be provided.

e Isitanticipated that an estimated unobligated balance
(including prior year carryover) will be greater than 25%
of the current year's total budget?

If yes, please justify.
(See Figure 5.17 for a view of the text box that follows this question.)

Explain any estimated unobligated balance (including prior year carryover) that
is greater than 25 percent of the current year's total budget. Provide an
explanation of why there is a significant balance and how it will be spent if
carried forward into the next budget period.

Program or grants management staff may require additional information in order
to evaluate the project for continued funding. Failure to provide this information
will result in a delayed award.

If a project or grantee organization requires closer monitoring by NIH staff, the
project or organization may not use these simplified instructions.
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If you have any questions, contact the grants management specialist identified
on the current Notice of Award.

e Change in select agent research?
If yes, please explain in the Progress Report.

Select "No" if the activities planned for the coming year are not different from
the previous submission.

Select "Yes" if proposed research involving Select Agents is different from that
proposed in the previous submission. Include an explanation as part of the
progress report.

e Change in Multi Pl Leadership Plan?
If yes, please explain in the Progress Report.

This section is only applicable if Multiple Pls are part of the approved project.
Select "No” if there is no change in the leadership plan as originally proposed
and approved.

Select "Yes" if there has been any change in the governance and/or
organizational structure of the Multiple Pl Leadership Plan including
communication plans and procedures for resolving conflicts. Discuss any
changes to the administrative, technical, and scientific responsibilities for the Pls
in the progress report.

If this submission includes a change in the contact PD/PI, select “Yes” and
address this change and the impact, if any, the change has on the administrative,
technical, and scientific responsibilities for the PDs/PIs.

e Were any inventions conceived or first actually reduced to
practice during the course of work under this project?

If yes, has the invention been previously reported?
If Yes is selected, indicate if the invention has been previously reported.

e Is program income anticipated during the proposed period
for which support is requested?

If yes, save changes by clicking on the “Save” button and then
click here to enter / edit program income
information.

Indicate if program income is anticipated during the proposal period for which
support is requested. If you have made any changes to any information on the
page, click Save before editing the program income. See Program Income on
page 54 for more information about completing this section if program income
is anticipated.

Complete this section only if there is a change in Performance sites that will
affect F&A costs.

(See Figure 5.17 for a view of the text box for the Facilities & Administration
Section response.)

3. Click Save to save the details that you have added to the
screen.
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4. Click Designate As Complete to indicate that you have
completed the information on the SNAP Questions &
Comments screen.

You have the option of adding, editing, or deleting details related to the
Program Income anticipated amount of program income during the proposal period for which
support is requested.

1. Select the Edit Business access tab from the eSNAP Menu
screen. Select the SNAP and Other Progress Report
Questions & Checklist access tab (Figure 5.17).

NOTE: If you have made any changes to the SNAP and Other Progress
Report Questions & Checklist screen, please click Save to save any changes
you have made prior to editing the program income information to ensure that
the information entered is not lost.

This section has not been designated as complete
Warming Cacking on Designate as Compite does 7ot save Changes I he sSHAP

naned w
OBIWI00T 08 32 38 EOT L GRANTS GOV
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i

Figure 5.18: Edit Business - SNAP and Other Progress Report Questions &
Checklist Partial View (ESP7018).

2. Selectthe click here to enter / edit program income
information hypertext link (Figure 5.18). The Edit Business
- Program Income screen displays (Figure 5.19).
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Figure 5.19: Edit Business - Program Income Screen (ESP7016).
Field Description

Budget Period Start Start date for the Budget period where program
Date income is anticipated.

The date entered must be within the project
period dates.

Format: MM/DD/YYYY.
End date for the Budget period.

The date entered must be within the project
period dates.

Format: MM/DD/YYYY.

Anticipated Program Income amount.

Budget Period End Date

Anticipated Amount
Amount entered must be greater than zero.
Source of Income — Source of the Program Income.

The length of the value entered is limited to 50
characters.

NOTE: A value is required for all fields.

To add Program Information:

1. Enter the required fields (Figure 5.20 and field descriptions
above).
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Figure 5.20: Edit Business - Program Income Screen showing New Program
Income Information to be added. (ESP7016).

2. Click Save & New.
The new information is added to the Program Income block (Figure 5.21)

3. Select the SNAP and Other Progress Report
Questions & Checklist access tab to return to the SNAP
and Other Progress Report Questions & Checklist screen.
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Figure 5.21: Edit Business - Program Income Screen with New Program Income
Information added. (ESP7016).

. To edit Program Income information:
Edit Program Income g

Information 1. Access the Edit Business - Program Income screen as
described on page 54.
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Figure 5.22: Edit Business - Program Income Screen showing Edit Link
(ESP7016).

2. Select the Edit hypertext link for the Program Income block
item needing editing (Figure 5.22).
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Figure 5.23: Edit Business - Program Income Screen showing the Fields
available for Edit. (ESP7016).

3. Enter the desired field changes (see field descriptions on page
55).

4, Click Save & New.

The Edit Business - Program Income Screen redisplays with updated Program
Income information displayed for the edited Program Income block item.
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5. Select the SNAP and Other Progress Report
Questions & Checklist access tab to return to the SNAP
and Other Progress Report Questions & Checklist screen.

To delete Program Income information:
Delete Program Income

Information 1. Access the Edit Business - Program Income screen as
described on page 54.
(=S Commons ) T
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Figure 5.24: Edit Business - Program Income Screen (ESP7016).

2. Select the Delete hypertext link for the Program Income
block item to be deleted (Figure 5.24).

The Delete Program Income screen displays (Figure 5.25).

VielcomE

nsdtebion: UNIVEREITY OF CINCRNATI
Mtharity. A B

oADA008
Bkt Peaiod End Diates oAmAZ00T
Rumicipatedd Rt 0,000.00
Souceds) of icome: cod

k| Erivay bgtice | Digchaimer | Arcessibiny|

@umaansarn (o ommpe s, -
Figure 5.25: Delete Program Income Screen (ESP7014).
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3. Click Delete.

The program income details are removed from the grant’s record.

The eSNAP system allows you to enter cumulative enrollment of subjects’ to-
date and their distribution by sex/gender and ethnicity/race directly into the
system. Two different report forms of the Inclusion Enrollment report are
available, and the eSNAP system uses your information to determine which
report is viewed.

NOTE: If activities involving human subjects were performed at any time
during the preceding budget period, the population data must be reported in the
Inclusion Enrollment section. This applies whether or not the activities are
exempt from the Federal regulations for the protection of human subjects and
whether or not the activities were performed at either the applicant organization
or at any other performance site or collaborating institution.

NOTE: You have the option of using the 5/01 or 4/98 format of the Inclusion
Enrollment report for awards made as a result of New and Competing
Applications received before January 10, 2002. If you choose to use the 5/01
format, you must continue to use that format for the remaining years of the
project.

5/01 Inclusion Enrollment Report

The 5/01 version presumes that data on sex/gender and ethnicity/race were
collected from study subjects using the 1997 OMB standards. These standards
require at a minimum that data collection involve two separate questions (one on
ethnicity and one on race) and that the question on race must provide the option
of selecting more than one race. Use the 5/01 format of the Inclusion Enrollment
report for awards made as a result of New and Competing applications
submitted after January 10, 2002.

This report is divided into two parts
e PartA

In the first section of Part A you are required to enter the total number of
female, male, and unknown (subjects whose gender is unknown or not
reported) subjects for each of the indicated ethnic categories. In the second
section of Part A you are required to enter the total number of female, male,
and unknown (subjects whose gender is unknown or not reported) subjects
for each of the indicated racial categories. As you enter the information, the
display-only Total fields are automatically updated with the entered
information.

NOTE: The total number of all subjects entered in the racial categories must
equal the total number of all subjects entered for the ethnic categories. For
example, if you have enrollment data for 100 subjects, describe all 100 in terms
of ethnicity and all 100 in terms of race.
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e PartB

In Part B you are required to enter the total number of female, male, and
unknown (subjects whose gender is unknown or not reported) Hispanic or
Latino subjects.

NOTE: The total number of subjects reported in Part B must be equal to or less
than the totals reported in Part A.

This total usually reflects a subset of the information reported in Part A. For
example, you have enrollment data for 100 subjects and 50 of these subjects
reported Hispanic/Latino ethnicity. Part B is used to report the racial information
for these 50 Hispanic/Latino subjects.

4/98 Inclusion Enrollment Report

In this report you are required to enter the total number of female, male, and
unknown (subjects whose gender is unknown) subjects for each of the indicated
ethnic categories. As you enter the information, the display-only Total fields are
automatically updated with the entered information.

The 4/98 version presumes that data on sex/gender and ethnicity/race were
collected from study subjects using the 1977 OMB standards. These standards
require at a minimum that data collection involve one question on ethnicity and
race.

To complete the Inclusion Enrollment Report:

1. Select the Edit Business access tab from the eSNAP Menu
screen. Select the Inclusion Enrollment access tab.

This section has not bee
ching on Dws Comed

nated as complete
Waming MERgNa 35 Comg 9 CPANGAS 10 14 #5HAF

Figure 5.26: Edit Business- Inclusion Enrollment Screen (ESP7032)

2. Select the appropriate hypertext link to complete the 4/98 or
5/01 format of the Inclusion Enroliment Report.
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Figure 5.27: 5/01Inclusion Enrollment Report Table (ESP7036)

3. Complete the details of the 4/98 Inclusion Enroliment
Report Table or 5/01 Inclusion Enrollment Report Table.

4, Click Save at the bottom of the screen.

Click Designate As Complete at the bottom of the Edit
Business - Inclusion Enrollment screen.

NOTE: The 5/01 Inclusion Enrollment Report Table is shown in Figure 5.27.
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Overview

Science items (Progress Reports and research accomplishments) can be
uploaded for eSNAP reports with a status of Work in Progress (WIP). Access to
science items is granted to Pls or Pl delegates when the Pl is the current
reviewer.

The Progress Report should be a brief presentation of the accomplishments on
the research project during the reporting period. The report addresses the
specific aims of the project, detail the studies directed toward these aims and
their results, emphasize the significance of the findings, summarize plans to
address the aims during the next year of support, and describe the resources
generated by the project that are available to be shared with other investigators.
See http://grants.nih.gov/grants/funding/2590/2590.htm for more
detailed information. Do not use any PHS2590 fillable form pages for any file
uploads. Text inserted into the fillable form pages is not saved once the eSNAP
Progress Report is submitted to NIH.

Accessing the Upload Science
Screen

The Upload Science screen allows you to upload the following:
e  Progress Report
e support information
o bio sketches for key personnel
e research accomplishments

e publication citations

NOTE: SOs and AOs can upload/remove Research Accomplishments and Other
eSNAP files.

To access the Upload Science screen:

1. Access the eSNAP Menu screen to select the desired grant as
described in Viewing the eSNAP Grant List on page 31.
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Figure 6.1: eSNAP Menu Screen (ESP7003).

2. Select the Upload Science access tab to view the Upload
Science screen (Figure 6.2).

NOTE: The Upload Science menu is only available to the contact PI for the
grant. Upload Science is not available to other Pls associated with the grant.
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Figure 6.2: Upload Science Screen (ESP7022)
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Upload Science
Screen Details

Information
Block

Files Block

Publication
Information
Block

Publications
Block

Attaching Files

The Upload Science screen consists of three blocks of information: Information
block, Files block, Publication Information, and Publications block.

The Information block lists the name of the PI, the grantee institution, and the
grant number.

The Files block indicates whether Progress Report, Research Accomplishments,
or Other files have been attached to the eSNAP. This section lists the name of
the local file, date that the file was created (uploaded in eSNAP) and the
document status (files uploaded in Microsoft Word format are given a temporary
status of Pending until the conversion to Adobe Acrobat PDF format is complete
and the status is changed to Completed). A link is provided to import a new or
edited file.

The Publication Information block exists to allow you to add publications to the
grant’s record.

The Publications section indicates whether any PI publications have been
associated with the eSNAP. Associated publications are listed with the NLM
accession number (if applicable) and the citation text. Publications that have not
yet been added to the PI’s personal profile may be added and included with the
eSNAP from this section.

You are only able to attach one file as your Progress Report file. If you have
completed biosketches and other support information as a part of your Progress
Report, you should merge these documents into one file. To merge the
documents into one file copy the biosketch and other support information and
paste that information at the beginning of your Progress Report. Save it as one
file and upload it as one file.

File formats that can be uploaded are Microsoft Word documents with the (.doc)
file extension, ASCII text files with the (.txt) file extension, or Adobe Portable
Document Format (PDF) files with the (.pdf) file extension. Uploaded files are
stored in the system in the PDF format. If your file doe not include one of these
extensions, the system will not recognize the file.

NOTE: Microsoft Word and text files are converted to PDF when uploaded.

The Progress Report should not exceed two pages. This is exclusive of any bio-
sketches or other support information. In addition to file format limitations,
uploaded files are restricted by size. The file must be 3 megabytes (3MB), 3
million bytes, or less. Files larger than 3MB are not accepted by the system.

To easily find the size of a Microsoft Word, text, or PDF file on a personal
computer:

1. Locate the file to be uploaded on your computer.
2. Click on the file with the right mouse button.
A pop-up menu window displays with options.

3. Highlight and click the Properties option (Figure 6.3).
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Figure 6.3: Click Properties.

eSNAP Science

The Properties window displays with the file’s size attribute (Figure 6.4).
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myProgressReport. doc Properties

General ESecurit_l,l Cuztom || Summary

In this example, the file
size is .99 MB or almost
1 megabyte.

Since the file size
meets the 3MB or less
restriction and is in .doc
format, the file can be
uploaded.

Type of filer  Mizrozaoft \Word Docurment

Opens with: Microsoft ward Change. .

C:hDocuments and Settingsh,

Size 0.93 MB [1.044 4380 bytesz)

Size on dizk: 0,993 MBE (1,044,430 bytes)

Created: Today, June 19, 2007, 9.16:16 AM
Modified: Friday, June 01, 2007, 2:42:27 P
Aooezzed: Today, June 13, 2007, 10:50: 23 Ak

attibutes: [ Read-only ] Hidden

2k, ] [ Cancel

Figure 6.4: File Properties Window Displaying File Size.

To attach Progress Reports, Research Accomplishments, and other files using

Uploading an the Upload Science screen:
Attachment

1. Access the Upload Science screen, as described in Accessing
the Upload Science Screen on page 62. Locate the Files block

(Figure 6.5).
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Type the path and file
name into the File
Name input field or
click Browse to locate
the file.

eSNAP Science

WEamE

Instiution: VIRGINIA COMMONWEALTH UNIVERSITY
(( Commons ) Rty Fan 36 c0E/ Lol
e Warsion 2034

[" ingicates required field

Nammo: Grant Mmber:
Gaantos Insififion: VIRGING GOMMOMMEALTH UNNERSITY

Propress Report File:* Cantinuing Reiew Sty e doe 02005 COMPLETED

Research Accomplishients File:

Usa s seciion 10 grovide summary ballats of HOT UPLOADED

sciance highlights and other sipnificant changes.

Other Fie: ROT UPLOADED

S——"

14 Manuscrint Subiission Systen Status: FAAILASLE

Publications
ssociate i e Cllatien —

ssociata wilhtis oSHAP S9N tation Taxt

7l 1718077 Groper, K L. & Kistaller, L. (2006), Tha 8t ofa pia0n Smioking ban o S1m0RI1G behavior and wilhirawal Symploms, Adictie Beniaviors, 30, 589-564
 seve )
This section was completed by on 07/06/2005

| Conlast Usiieln Desl| Pracy Mok | Disclaimer | Agceasioiit| »

) o nsivles itesth 0, D 22007 N -

{5} 5000 Rakle Pike @ S Hurnan Senices  Sereen Rendesed: D8/2372007 01:16:08 £07 = GRanTs.GOV-

e Bt a, Mandand 20837 = Streen I ESPT022 e e

Figure 6.5: Upload Science Screen (ESP7024).

2. Click Import next to the desired file (Progress Report,
research accomplishment, or other) (Figure 6.5 above).

NOTE: Research Accomplishments are key items that you want to bring to the
attention of your grants management specialist or program officer.

The Upload File Screen displays (Figure 6.6).

weomE

Insiutien VROPAA COMMOMWILALTH UNMIRSTY
Bthocty PSR S0 CORV e

—

| ackact st #»
) M € 2007 HES A Rights Reserved -
VEDY q000 Rockeie P % Sereen Rendered. 0107007 0921 07 £OT = GRANTS GOV
=" Bethesda, Mantand S92 icrean 10, E5PT D ARSLY. BUCCEES

Figure 6.6: Upload File Screen (ESP7024)
3. Select the file you would like to upload.
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Removing an Attached
File

There are two different methods that you can use to choose a
file to upload:

I.  Type the complete path to the location of the file and the
name of the file you would like to upload; for example:
c:\myFolder\myProgressReport.doc.

— Or —

Il. Click Browse to locate the file you would like to upload.

4. Click Upload File to attach the file to the eSNAP. A message
displays at the top of the screen to verify that the file has been
uploaded successfully (Figure 6.7).

Weltome,
Insliufion IRGINIA COMMONWEALTH UNIVERSITY
Aulhorty. FSR 50 CDEV Lo oul

te " indticah seavired e

Grant Nusnbor:
Grantee nstitution: VIRGINIA COMMONIEALTH UNIVERSITY

Progress Report Fle:" Confinuing Riaview Shudyir3.dac 071062005 COMPLETED
Resealch Accomplishinerns File:
1254 his section ta gromide sumimary bullsls of HOTUPLOADED
sciance higniants ana amer signifc antenangas.
Other File: anoenaiFile do 071212007 FENDING Fi=mave
NIF Manuseript Submission System Stas: AVAILAGLE
Publications
e 2 o
Pl 15718077 Cropsay, KL, & Kristeller, L L {2005). The effects of a prison smpking ban on smoking ashavior and witncrawal spmptams, Addictive Benaviors, 30, 569-594-
EQ
_—Designa‘eAs Comglete
This section has not been designated as complete
VHaming; GlEng on DeSIGNate &5 ComMplele 0023 Nt S3E ChaNGEs 1 M SNAP
[ Cantact Usihisip Diesk | Privay Nalice | Disciaimer | Actessibilly ’
A lsionalsliugs st U Capariment o Hoall @007 M. Rights e, [
4& 6000 Rockile Fike @ A Human Ssnaces  Sereen Rendered 0702007 062016 EDT = GRANTS.GOV-
e pethesda, Marytand 20992 - Sersen @ ESPT0I2 FIND. APPLY, SUCCEEES

Figure 6.7: Upload Science Screen (ESP7024).

The file is given a temporary status of Pending until the upload is complete and
the status is changed to Complete.

To remove an attached file using the Upload Science screen:

1. Access the Upload Science screen, as described in Accessing

the Upload Science Screen on page 62. Locate the Files block
(Figure 6.8).
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Weltome,
Ingtiufion VIRGINIG COMMONWEALTH UHIVERSITY
Aulhodty. FSR S0 CDEV Lowoul

File uploades i * indicales required fiehd
Warme: Grant Moot
Grantes Institution: WIRGINA S OMMONWEALTH UNIKERBITY
fes___________ Jiewame _____________ JateCreated _______F ]
Progress Report File:" Confinuing Rview Studfir3 dac 0H106r2005 COMPLETED : "
Research Accomplishinernts File:
s s seciion o revide summary bullets of HOT UPLOACED
cience highights and ather sigaifcant changes.
Other File: anutherfile dog 0Frzz007 PENDING [impdgt | [ Remove
s
114 Manuserip Bubmission System Status: AVALAELE
Publiations
e 252 Tramotonne
7l 15718077 Cropsey, KL, & Kristeller, L (2008). The effects of a prison on smoking wehanior symators. 30, 565-594.
ED

Desigaate s Complete

This section has not been designated as complete
Viaming: Clicking on Designate as Complete does not save changes 1o Me eENAP

[ Cantact Usislp sk | Privacy Malics | Disslaime | Accessibilly | N

{‘ blafional inslitules of e (NE) 3 Denarmonl ofHealh - © 2007 MIH. Al Rights Resarver =
9000 Rackville Pike # and Human Sareces  Sorsen Rendsred: 077022007 08:32:16 EOT B GRANTS.GOVS
Bethesia, Warsiand 20092 Screen |6 EEPT022 FIND. ARBLY. SUCCREDS

Figure 6.8: Upload Science Screen (ESP7024).

2. Click the Remove button next to the file to be unattached
(Figure 6.8 above).

The Upload File screen displays showing the name of file to be removed and
Delete File and Cancel options (Figure 6.9).

3. Click Delete File (Figure 6.9).

Eisiironts Reivarih Adminiitralion oM
m 1 b RO COMMOMATALTH UNMDRSTY
Juthodty FSR S0 CODV Log-ced
ed by Nailenal lusiltutes of Health e

e Mawee;. vttt B Sac
~ N

»
3007 HH AR Rights Fesered -

L hite Sareen Fansered: 07A0HT00T 06-216.05 EDT W GRANTS.GOVS

=+ Bumesea, Nartang 10892 Soreen o EEFT031 rimn. areLy. suscEEs

Figure 6.9: Upload File Screen (ESP7031)

The Upload Science Screen displays. The Status column of the selected file is
changed to Not Uploaded (Figure 6.10).
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ronic Research Adminisiraiion Weltome
Institution:VIRGINIA COMMONWEALTH UNIVERSITY
Commons ) ulhoity FSR S0 COBV oo
esn 2034

ed by National Insticures af Healeh

PSR Links _sith Partners Help
e3s_PDPI Assurance Reporl

Upload Science @

File deleted successully * indicates required ek
aine: a0t Number:
Grartee mstiution: WIRGINIA COMMONWEALTH UNIWERSITY
e Jewame ______J0ato Croated T
Pragress Report File:* Cortinuing Revew SBT3 00t 70EZ005 GOMPLETED

Research Ascomplishiments File:
Uiz this section 1o provide sumimary buliats of Import

science NigNIgNts 3n0 DM SIGAINCIAT Ehanges,

other file: NOT UPLOADED
S

1M Wanuscrint Submizsion Srstem Status: SVAILEBLE
Puliications

nation
\ssociata with this eSNAP ¢ 0* m

Pl 15718077 Cropsey, KL, & kdisteller, J L (2005)

ing behanior and Addictive Behaviors, 30, 589564

Ciesignals &3 Complste

This section has not been designated as complete
Waming, Ciicking on Designale a3 Camplete does nal save changs o the eSHAP

| Contast Usiricly Dzck| Epraps ates | Diselamer | Axcessibilty) )
f’ Mational Institutzs of Heaith (4iH) g Deparimeant of Heallh @ 2007 NIH. Al Rights Reserved. [
5 5000 Rokle Pike 4{: i Human Bsrces  Bereen Rendered’ 07/0212007 19:28:51 E0T L= GRANTS.GOV®
= Betasda, Maryland 20897 - Bereen M. ESPT022 FING. AFFLY. BUCCEED,

Figure 6.10: Upload Science Screen (ESP7024).

4. Click Designate As Complete once you have added all of the
necessary information to the Upload Science screen.

NOTE: For more information about the Designate As Complete button
functionality, see page 36.

. Peer-reviewed publications directly relevant to the proposed project, with a
ASSO.CIat.Ing bibliography-type reference to the publication and the National Library of
Publications Medicine (NLM) accession number can be associated with the eSNAP report.

This information is listed in the Publications section of the Upload Science
screen and is based on the publication information provided in the Personal
Profile section of the eRA Commons. Publications that do not appear on the list
have not been added to the Personal Profile.

To associate publications that do not appear in the Publications list:

1. Access the Upload Science screen, as described in Accessing
the Upload Sciences Screen on page 62. Locate the
Publication Information block (Figure 6.11).
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Information
entered in the
Publication
Information
Block is added
to the
Publications
Block—List of
Publications

eSNAP Science

CRation
Ewaxy Citation 1) Cltation 1em
" &;W.R[.'MDJ.MII.I.&WM,LA (under rindsion). The Chron: Survey.
eanth
R Daerees, M., Toobert, D), Angell, KL, & Olaigow, RE (pubmied) Testing for A 1

sttt biaath [t abizn Rusparch
‘Toobert [, Birycker LA, Glasgow RE, Bamera Jr M, Angel K, Efoct
PUBMED 15823788 4 sy e heart @easo 1005 Apr, Ane Beav Med; 29, 2; 123-37; 1 1 HLDBZ156-01

Designame As Complen

This section has not been designated as complete
Waming: Citiing on Designate as Complets 3008 Not Save (hanges 10 e e5MAF

| Gatkact Upenio Degk | Frivacy ko | Diclarser | AR SSioNS |

»
{28 listonstinstbaes ot ern i [ © 2007 NE4. Al Rights Resaned -
LY G000 Rocwae P # an 45 Girean Fendked TOS007 122712 EOT = GRANTS.GOV®
= Bathesda, Mariang 2332 Gorean id: E5PT0} rine. aneuy. BuSEEED:

Figure 6.11: Upload Science Screen (ESP7024).
2. Type the NLM Accession Number in the Citation ID field.

3. Type the complete publication reference in the Citation Text
field.

For example: Radiologic Assessment of Early Rheumatoid Arthritis”, Journal of
Rheumatology, pp 100-103, June 2002, T. Conturo.

4. Click Save & New to add the publication to your Personal
Profile and to the listing of Publications associated with the
selected grant record (Figure 6.12).

- Efccironic Research Administration Weloome
_ Institulion: OREGON RESEARCH INSTITUTE
sulhorty, FER 50 Lol
By N

Varion 210.1.1

Gran
Upload Science &
| indicales required fisld

Home: Grant Number:
Grartee mstinmion: OREGON RESEARCH NSTITUTE

s Jewme  fowecemes  fmm |
Pragress Report File:” NOT UPLOADED
Research Rccomplishinents File:

Use this section fo pravida summary bllets of NOT UPLOADED
£clence NghiIGIEs and Cihar Sgncant changes

Other File: ROT UPLOADED

Citation 10: I —

Citation Text:"

[MIH Manusceipt Suamissian System Status: AVAILABLE
Pubiications

!udﬂzwlﬂllmszsnlpc‘(“h" [Citatien ID Citation Text
Sowrce |

- Glazaow, RLE, Toohsrl, 0.1, Barrers, M., & Sirycker, L& (under tavision). The Cheanic llng s Resaurces Suvey, Cross-validation and ssnsilivitrto irenvantian. Health Education
FResaarch

Bl Barrera, M., Tooter, D), Angel, KL, & Glasgow, F.E. {submitied). Testng for spevificdr of iInfevention effects: e 2
GAENES. HEAIM ECUCANON REsEarh

PUSMED 15323795 TOOBER DM, Eiryeker Lk, Glasgow RE, Barrera.Jr M, Angell I, Effects of the medierranean ifestyle program on multple risk e
al risk for heart disease | 2005 Apr; An Behay Méd, 29; 7, 176-37, 1 ROT HLO2156-01

Designate As Complste

This section has not been designated as complete

wiaming: Clisking on Designate as Gomplets does not save chanses o he eSNAF

1 2antact Usfiieio Diesle| Privaey Neties | Disclaimar | Asses it | »
0, tatong nsttes orveam iy pa 92007 NI, A1l Fights Resenven -
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Figure 6.12: Upload Science Screen (ESP7024).
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Use the Associate with
this eSNAP column to
select Publications for
association with the
grant.

To associate a publication that appears in the Publications list:

1. Access the Upload Science screen, as described in Accessing
the Upload Science Screen on page 62. Locate the
Publications block.

2. Select the check box next to the publication(s) that you would
like to associate with the selected record (Figure 6.13).

- Efccironic Research Administration Weloome
-3 > / Institution: JREGON RESEARCH INETITUTE
( eRA Commons ) e SonERF e —

ed by Natlons. ¢ Tastttutes o S Health

Varion 210.1.1

Grant cShj
Upload Science &
| indicales required fisld

Hame: Gran Humber;
Grarmae stitnion: QREGUN RESEARTH INSTITUTE

s ____________Jewame ______________Datecrewea _____ o [ _______________________]
Pragress Report File:” NOT UPLOADED

Research Rccomplishinents File:

Use this seclion io provids summary bullets of MOT UPLOADED

Sclenc NIghIGhts 3nd cihar Signicent changes.

Other File: HOT UPLOADED

PUBBCAtion INformation

Citation ID: I —

Citation Text:"

JMIH Manuscript SubmissiorfSystem Status: AVAILABLE

—

ource

Glazaow, RLE, Toohsrl, 0.1, Barrers, M., & Sirycker, L& (under tavision). The Cheanic llng s Resaurces Suvey, Cross-validation and ssnsilivitrto irenvantian. Health Education
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o Barrera, M., Tooter, D), Angel, KL, & Glasgow, F.E. {submitied). Testng for spevificdr of iInfevention effects: e 2
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Taobert 0, Biryeker LA, Glasgow RE, Barera Ji ik, Angell K, Effects of lhe mediterranean estyle program on muliple risk e o

"UEMED 1SBEITAR gy o for hwart disase, 2005 Aar, Ann Behay M, 29, 2, 178-37, 1 RO1 HLDG2156-01
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Figure 6.13: Upload Science Screen (ESP7024).
3. Click Save to update the science information.

4. Click Designate As Complete to indicate completion of the
Upload Science screen.

NOTE: For more information about the Designate As Complete button
functionality, see page 36.
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Overview

The eSNAP report must follow specific procedures prior to submission. When
the institution's Signing Official (SO) or a Pl that has been delegated SO
submitting authority is the current reviewer, the validated eSNAP can be
submitted to the NIH.

After an eSNAP Report has been initiated, Pls, Pl delegates, and others working

Viewing an eSNAP on the selected grant have the option of viewing that report. All SOs and AOs
Report can view the eSNAP report at any time. The eSNAP Report displays in Adobe
Acrobat PDF format.

NOTE: The eSNAP report in PDF format has a blank submission date, and
shows a status of Draft until the eSNAP has been submitted.

To view the eSNAP Report:

1. Access the eSNAP Menu page as described in Viewing the
eSNAP Grant List on page 31.

Vizicame
Instiution; UNIVERSITY OF CINGINMATI
R Doy

UNIVERSITY OF CINCINNATI

Syndecan & CNS Melanocortin Signaling in Energy Balance
02162006

Frincipal Investigator iork In Prograss

']
©2007 NIH. Al Rights Reserved. -
Stresn Rensered DE1IG2007 095349 EOT = GRANTS.GOV™
crvan Id: ESPRONZ no. ArrLv. BUCCEES.

Figure 7.1: eSNAP Menu Screen (ESP7003).
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2. Click View eSNAP Report.
A File Download window displays (Figure 7.2).

File Download

]

Do you want to open or save this file?

IE{- Mame: ESMAPEIZE422.pdf
fﬁ Type: Adobe Acrobat Document

From: commons.test,era.nib.ooy

Open ] [ Save ] [ Cancel

harm your computer. 1f you do nat trust the zource, do nat open or

@ YWhile filez from the Intemet can be useful, zome fles can potentially
zave this file, What's the righ?

Figure 7.2: File Download Window.

3. Click Open to view the report, or Save to download the
report, or Cancel to close the File Download window.

The eSNAP Report displays in Adobe Acrobat PDF format when Open is
selected (Figure 7.3).
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Routing an eSNAP
Report

eSNAP Report Details

ESNAP Report DRAFT
Form Approved Through 09/03/2007 OMB No. 0925-001
Grant Number Total Project Period
From: 09202002 To: D8i31,2007
EIN: Review Group: Requested Budget Period:
NIDA-K From: 02f01/2005 Te: 08/31/2006
Title of Project: Due Date: 07672005

Submitted Date:

Smoking Research With Incarcerated Females

Principal Investigator- Applicant Organization:

Department:

Major Subdivision:
Phone Number:

Fax Number:

Email Address: eRATest@mail ningov

Administrative Official. Signing Official.

Phone Number: Phone Numbar:

Fax Number: Fax Numbaer:

Email Address: eRATest@mail nih.gov Email Address: eRATest@mail nih.gov

Human Subjects: O No & Yes Vertebrate Animals: & No O Yes
Research Exempt: & wNo O Yes Inventions and Patents: & No L] Yes
Exemption No: FWA Number: o Previously Reported

Full IRB: d No & Yes [ Not Previously Reported

Phase Il Clinical Trial: o No = Yes

Program Income: & Ne O Yes

Budget Period Anticipated Amount Source
F&A Changes:

Performance Sites:

PH$2590(Rev. 04/06) Page 1

Figure 7.3: eSNAP Report Page 1; Adobe Acrobat PDF format.

NOTE: eSNAP reports, for grants having multiple Pls associated with the grant,
display all associated Pls. The grant’s actual Pl is designated with (Contact)
adjacent to the Pl name. (Not shown in Figure 7.3)

The eSNAP system allows you to route the eSNAP report to the next reviewer
or to the previous reviewer for further review or corrections.

To route an eSNAP report:

1. Access the eSNAP Menu screen for the desired grant from the
Manage eSNAP access tab, as described in eSNAP Menu
Screen Details on page 33.
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Elccironic Rescarch Admintstration ielcoma
institution: UNVERSITY OF GINCINRAT!
Autonty. R Pl Log-oul

Vewon 2934
isted Review Links oA Dartners _Halp

eSNAP Menu @

JIH Manuserigl Suamission System Stalus AVAILABLE

wstitution: UNIVERSITY OF CINCIRNATI

Pl Name:

Project Tile: Syndecan & CNS Malanocortin Signaling in Energr Balance
Due Dite: 02162008

Curremt Reviower

Status: Frincipal nvestigator Warkin Frogress
Status of Cormpletion:

Upload Grience Incompleto

Organizalion Information Incomplete

Parfornance Sikes Incomplete:

Ky Parsonngl Incomplete

Research Subject Incompleto

SHAP Guastions Incomploto

Inelusion Enrollment Incomplete

[ e et mepor ] ((atte ) [ Viewromn{isbor

| Contact UsHelo Dask | Brivacy Motice | Disclaimer | Atcassibilic |
A, NlOnSLISHLES ol H2an UL~ Oipat
@58 a000 Rocils Fike { <f_ 30 Hurn
e Batnasda, Mardand 20852

']

Healm 2007 Wi A8 RIghis Reserved -
i Serices  Soreen Rendered: DRZE/007 0553148 EDT b=

GRANTS.GOV™
Soreen id: ESPTON3

Figure 7.4: eSNAP Menu Screen (ESP7003).
2. Click Route.

The Route to Next Reviewer screen displays (Figure 7.5).

Welcome.

il GOMMONWEALT!
bty FSR 80 CDEV Logou

—
[c) ]
—

»

| Contait Usibels
fl Mt pLorHealh @ F0T MIH & Rights Resgred. .
Y 5000 oo . and Humar Gerices  Screan Rendared: OT/I&E007 07 54:30 EDT = cRaNTS.GOV™
sthesds, Warnviand 2 orean Id: 1]
== Belhgsd 20892 Serean d: ESPT0Y

Figure 7.5: Route to Next Reviewer Screen (ESP7021).

3. From the Next Reviewer drop down list, select the reviewer’s
name to receive the routed eSNAP, (Figure 7.5).

4. Add the necessary comments to the Comments text box.
Click Submit.

The Program Director/ Principal Investigator (PD/PI) assurance agreement

displays (Figure 7.6 also, See the PD/P1 Assurance Agreement text on page
77).
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PD/PI Assurance
Agreement Text

eSNAP Report Details

)

74731 EDT = GRANTS.GOV™

Figure 7.6: Program Director/ Principal Investigator (PD/PI) Assurance
Agreement.

For PD/Pls without submit eSNAP authority, the following assurance
agreement text displays:

“| certify the statements herein are true, complete and accurate to the best of my
knowledge. | am aware that any false, fictitious, or fraudulent statements or
claims may subject me to criminal, civil, or administrative penalties. As PD/PI, |
agree to accept responsibility for the scientific conduct of the project and to
provide the required progress reports if a grant is awarded as a result of this
submission.”

For PD/PIs with submit eSNAP authority, the following assurance agreement
text displays:

“| certify the statements herein are true, complete and accurate to the best of my
knowledge. | am aware that any false, fictitious, or fraudulent statements or
claims may subject me to criminal, civil, or administrative penalties. As PD/PI, |
agree to accept responsibility for the scientific conduct of the project and to
provide the required progress reports if a grant is awarded as a result of this
submission.

In addition, | have been delegated the authority to submit this progress report on
behalf of the institution. Therefore, the institution accepts the obligation to
comply with the PHS terms and conditions if a grant is awarded as a result of
this submission.”

6. Click I Agree to accept the responsibilities identified in the
message, to route the eSNAP, and to return to the eSNAP
Menu screen. A confirmation displays notifying you that the
eSNAP has been successfully routed (Figure 7.7).

NOTE: The current assigned reviewer can submit any or all eSSNAP documents
not submitted.
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Viewing Routing
History
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Figure 7.7: eSNAP Menu Screen (ESP7003).

The eSNAP system also allows you to view a routing history table that lists all
individuals who have reviewed the selected eSNAP, whether the reviewer has
routed the grant, and on what dates the notification was sent to the reviewer, and
the reviewer's decision was made. This option is available to Pls, Pl Delegates,
and current reviewers. Additionally, SOs and AOs can view the routing history
at any time.

To view an eSNAP Report’s routing history:

1. Access the eSNAP Menu screen for the desired grant. See
eSNAP Menu Screen Details on page 33 for further

information.
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Figure 7.8: eSNAP Menu Screen (ESP7003).
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eSNAP Report Details

2. Click View Routing History.
The View Routing History screen displays (Figure 7.9).

Instuion UNIVERSITY OF GINGINNAT)
Aumorty. AR PI Lagout

History List

RevewerMame ______________________ Deciskn_________________MotfcatenSent _________________ DeclskmRendeed ___________________|
BEN_TEP TR0 07 1 2431 3 EDT

)
allty #2007 NIH. A1l Rights Resarved .
T3 075150 EDT = GRANTS.GOV™

crean
Borean d: EZPTO20

Figure 7.9: View Routing History Screen (ESP7020).

3. View the grant’s routing history. Click Back to return to the
eSNAP Menu screen.

The eSNAP application offers you the option of recalling an eSNAP that you
have routed to another reviewer. When you recall an eSNAP you can then set
yourself as the current reviewer. Signing Officials can recall an eSNAP at any
time, even if they are not the last reviewer. Principal Investigators can recall an
eSNAP whenever it has a status of Reviewer Work in Progress (even if they are
not the last reviewer to route the eSNAP). This is useful in situations where an
eSNAP has been misrouted either to the wrong person or to someone who is
unavailable.

To recall an eSNAP report:

1. Access the eSNAP Menu screen for the desired grant that has
been routed to another reviewer. See eSNAP Menu Screen
Details on page 33 for further information.
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Aumorty. AR PI
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Figure 7.10: eSNAP Menu Screen (ESP7003).
2. Click Recall.

The eSNAP Menu page displays a confirmation that the eSNAP has been
successfully recalled. The former reviewer receives an email notification letting
them know that you have recalled the eSNAP.
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Figure 7.11: eSNAP Menu Screen (ESP7003).

lidati Validate the eSNAP to check all the required data fields in the Work in Progress
Validating an eSNAP (WIP). The system displays error messages for each field with incorrect or
Report missing data.

September 14, 2007 80 eSNAP Users’ Guide
NIH eRA System



eSNAP Report Details

NOTE: Validation can only occur once all sections of the eSNAP have been

designated as complete. An eSNAP can be validated at any time once its status
is WIP and it can be validated multiple times.

To validate an eSNAP report:

1. Access the eSNAP Menu screen for the desired grant. See
eSNAP Menu Screen Details on page 33 for further
information.
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Figure 7.12: eSNAP Menu Screen (ESP7003).
2. Click Validate.

A list of known errors displays if any errors exist within the selected eSNAP
(see error message example display on Figure 7.13).
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Submitting an eSNAP

Report
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Figure 7.13: eSNAP Menu Screen (ESP7003).

When the institution's Signing Official (SO) or a PI that has been delegated SO
submitting authority (see SO - Delegating Submit Authority on page 17 for

details) is the current reviewer, the validated eSNAP can be submitted to the
NIH.

NOTE: An eSNAP must be validated prior to submission. Validation can only
occur once all sections of the eSNAP have been designated as complete (see
Validating an eSNAP Report on page 80).

NOTE: SOs must validate three new assurances/certifications before submitting
an eSNAP 1— PI Assurance; 2 — Prohibited Research; 3 — Select Agent
Research (see Figure 7.14).

— Also —

See Edit IPF Assurances and Certifications in the eRA Commons User Guide
at the eRA Commons Support Page,
http://era.nih.gov/icommons/index.cfm, for details on validating
assurances and certifications.
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Figure 7.14: IPF Assurances and Certification Screen (IPF2005).

NOTE: The following list describes Assurances and Certification name
changes:

Prior Name New Name

Conflict of Interest Financial Conflict of Interest
Human Subjects Human Subjects Research
Institutional Debarment Assurance Institutional Debarment and

Suspension Assurance

Recombinant DNA Recombinant DNA, Including Human
Gene Transfer Research

Research With Human Embryonic Research Using Human Embryonic
Stem Cells Stem Cells

Transplantation of Human Fetal Research on Transplantation of
Tissue Human Fetal Tissue

To submit an eSNAP report:

1. Access the eSNAP Menu screen for the desired grant. See
eSNAP Menu Screen Details on page 33 for further
information.
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Figure 7.15: All sections must be Designated as Complete and the eSNAP must
be validated prior to submission.

2. Click Submit.

The system verifies that the eSNAP contains all the required data in the proper
format.

3. Anemail notification indicating that there is missing/invalid
data or that the eSNAP has been accepted for submission is
automatically sent by the system. If the SO submits the
eSNAP, notification is sent to the Pl and the AQ listed on the
Org. Info page. If the Pl submits the eSNAP, notification is
sent to the SO and the AO listed on the Org. Info page. Once
accepted, the status of the submitted eSNAP is set to
Submitted.

Assigned NIH staff personnel are also notified when the report
is submitted.
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SO - Viewing the
PD/PI Assurance
Report

The responsibility to secure and retain a written assurance (including date) of all
PD/PIs prior to submitting an eSNAP Progress Report to the NIH now rests with
the grantee institution. They further agree to make the signature available to the
NIH upon request. Since the eSNAP feature already accommaodated the PD/PI
“sign-off”, it has been determined that this can be the official system of record
for this particular assurance. A report has been created to allow grantee officials
to retrieve this information upon request.

SO - PD/PI Assurance Report

To view the PD/PI Assurance Report:

1. Login to Commons and access the eSNAP module as
described in Accessing the eSNAP Module on page 5.

2. Onthe Manage eSNAP screen (Figure 8.1) click the PD/PI
Assurance Report access tab.

Inshitulion: OREGON RESEARGH INSTITUTE
Authority. FSR 50 Logout

‘U haue BaEn delegated authodty TOrm other PIis). To see G2lepators PI1istof grams select PIom the drop-down 15t below Bien click B0
~| [Ge

SElEnt B3Nt HUMDE MK 10 T3NE08 1N SSHAR:

Grant Applications.

T T ST S

»

ortiealt @ F007 MIH A Rights Resored -
iges Boresn Rendered OTAAE00T 13 45,35 ELT = GRANTS.GOV™
Serean d: ESPTO0Z FIND. ARPLY. BUGGEED

Figure 8.1: Manage eSNAP Screen (ESP7002).
The PD/PI Assurance Report screen displays (Figure 8.2).
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Figure 8.2: PD/PI Assurance Report Screen (ESP7039).
3. Enter the search criteria (Figure 8.2):
PD/PI Name, last and first (optional).
Date Range, from and to.
4. Click Search.

PD/PI Assurance search results display for database records matching the search
criteria (Figure 8.3).
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Figure 8.3: PD/PI Assurance Report Screen (ESP7039).
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NCAA — Viewing the
PD/PIl Assurance
Report

PD/PI Assurance Report

NOTE: Search results are limited to 100 records per page. For search results
greater than 100, the system provides record navigation capability.

NOTE: For SOs, only the SOs default institution affiliated records are included
in search results.

NCAA — PD/PI Assurance Report NIH
Only

NCAA users are internal NIH users—staff members within eRA who perform
account activation for requested Commons accounts. This particular report is
available to only NIH staff holding this special role and is not applicable to
grantees.

To view the PD/PI Assurance Report:

1. Loginto Commons and access the eSNAP module as
described in Accessing the eSNAP Module on page 5.

2. Onthe NCAA ESNAP Reports screen (Figure 8.4) click the
PD/PI Assurance Report access tab.

Tetirente Ei2eares AdmInIStReties — .
/ Commons )) IUTES o W

5 af Maaieh

Status TIPS interit Assivtod Ao Links_ofth Partmors biolp

) R i Fport St D
NCAA ESNAF REPORTS

o5 10 run Pl ASSUIIncR 3nd Submi Debgate Rvport

Figure 8.4: NCAA ESNAP Reports Screen (ESP7041).
The PD/PI Assurance Report screen displays (Figure 8.5).
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Figure 8.5: PD/PI Assurance Report Screen (ESP7039).
3. Enter the search criteria (Figure 8.5):
IPF code.
PD/P1 Name, last and first (optional).
Date Range, from and to.
4. Click Search.

PD/PI Assurance search results display for database records matching the search
criteria (Figure 8.3).
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Figure 8.6: PD/PI Assurance Report Screen (ESP7039).

NOTE: Search results are limited to 100 records per page. For search results
greater than 100, the system provides record navigation capability.
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PD/PI Assurance Report

NOTE: For NCAA users, only records affiliated with the institution identified
by the IPF code search parameter are included in search results.

PD/PIl Assurance Report Fields

Column
Grant #

PD/PI Name
User ID
I Agree Date

Action

Description

Combination of Characters and Numbers that identify a
grant.

Principal Investigator name.
Principal Investigator user id.

The date that the PI electronically agreed to the terms
required for performing the action shown in the adjacent
Action column.

The action performed by the PI that prompted assurance
agreement.
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