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1 Introduction

1.1 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 module allows extramural grantee institutions to submit an electronic
version of a SNAP PHS 2590 Progress Report, also known as a Type 5 (non-competing)
progress report, to the NIH grants management officers. Users are reminded to use this guide in
conjunction with the PHS 2590 instructions when completing an eSNAP. See the PHS 2590
instructions at http://grantsl.nih.gov/grants/funding/2590/2590.htm.

NOTE: Beginning with SNAP progress reports due on/after August 1, 2010, the National
Institutes of Health (NIH) will require the use of the eRA Commons eSNAP module for the
submission of all SNAP progress reports.

1.1.1 SNAP Provisions
The SNAP provisions include the following:
1 SNAP Progress reports are due 45 days prior to the next budget start date.

2 The Institutional Review Board (IRB) and the Institutional Animal Care & Use Committee
(IACUC) approval dates will not be required as part of each progress report submission.
However, it remains an institutional responsibility to ensure that these reviews are conducted
in accordance with all Federal requirements. The Federal-wide (human subjects) and Animal
Welfare Assurance numbers will continue to be maintained in the Institutional Profile section
of the eRA Commons. Approval dates must be submitted to the NIH upon request.

3 The grantee may delegate authority to the PD/PI to submit the progress report directly to
NIH. This is an optional delegation authority available in the eRA Commons eSNAP
module. (For more information, see section 2.2 Submit Authority)

1.2 Using the eSNAP Module

The eSNAP module is accessed through the eRA Commons. eRA Commons is a web-based
system that allows grantees, grantor agencies and Federal staff at NIH to access and share
administrative information relating to research grants. To access eSNAP via Commons, the
grantee institution must be registered in Commons. At this time, within the Institutional Profile,
eRA has automatically enabled all institutions, which makes the eSNAP module available to all
grantees. Do not check the Disable button. In a future eRA release, this feature will disappear.

NOTE: It is critically important the users review the PHS 2590 Non-Competing Continuation
Progress Report instructions (http://grants.nih.gov/grants/funding/2590/2590.htm) in conjunction
with this eSNAP User Guide.
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NOTE: At thistime, eSNAP is an NIH-only business process.

1.2.1 Features
e eSNAP is the electronic submission of a SNAP progress report

e Electronic routing of eSNAP information to authorizing officials at the applicant
institution is possible for review and approval prior to submission to the agency

e The module offers the ability to save and route eSNAP in a Work In Progress (WIP)
status

e eSNAP includes special business processes:

o Eliminates annual reporting of IRB and IACUC approval dates. The data must be
maintained by the institution and made available to NIH upon request.

0 A Signing Official (SO), also called an Authorized Organization Representative
(AOR) can delegate the authority to submit an eSNAP to the Project
Director/Principal Investigator (PD/PI) to submit his/her own progress report.
When a PD/PI has been delegated this authority and submits an eSNAP to the
grantor agency, an e-mail notification is sent to the SO. A PD/PI cannot re-
delegate the authority to submit an eSNAP to any other user.

e For easy updates, eSNAP retains All Personnel Report data from the previous
submission.

e Citations included in an eSNAP are linked to the PD/PI’s Publication information stored
in their Personal Profile. The Publication citations are retrieved by eRA Commons from
the PD/PI’s MyBibliography (MyBib) data (see NOT-OD-10-103) and from the NIH
Manuscript Submission system (NIHMS).

e After the eSNAP data is submitted, a PDF is generated and stored in the electronic grant
folder. The PDF is used by NIH staff to conduct programmatic and administrative
reviews.

e The eSNAP captures and retains the PD/PI signature approval, which can be used to
satisfy the Institutional PD/PI Assurance requirement.

Introduction 2 May 3, 2012


http://grants.nih.gov/grants/guide/notice-files/NOT-OD-10-103.html

eRA eSNAP User Guide

1.2.2 User Roles

There are several user roles associated with the eSNAP module. These roles and their functions
are detailed as follows:

AA: The Account Administrator (AA) is designated by a SO to facilitate the
administration of the eRA Commons accounts for the institution. As necessary, the AA
can create accounts, delete accounts, and modify accounts.

ASST: The Assistant (ASST) is an eRA Commons user who can be assigned as a PD/PI
delegate to selected accounts in order to aid in administrative tasks. The ASST cannot
route or submit the eSNAP.

NOTE: If the ASST is delegated authority by one or more PD/PIs, the user can select the
PD/PI of choice using the provided drop-down list.

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 PD/PI or SO. Depending on the
institution workflow process, the SO and AO may be the same person (in this case the
institution only needs an SO account). Also, an AO can create additional AO and PD/PI
accounts.

PD/PI: The Program Director/Principal Investigator (PD/PI) is an individual designated
by the institution to direct the project or activity being supported by the grant. The PD/PI
is responsible and accountable for the proper conduct of the project or activity. The
PD/PI initiates the eSNAP, edits business and scientific information, views the eSNAP
report, and routes the eSNAP to the AO or SO for submission to NIH. If the PD/PI has
been delegated authority by the SO to submit the eSNAP then the PD/PI may submit the
eSNAP directly to NIH.

SO: The Signing Official (SO) for the institution is an official with authority to perform
legally binding grant administration actions such as submitting the eSNAP. This includes
serving as an authority responsible for the 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.
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2 Delegating Authority

2.1 Overview

Certain functions and access capability within the eRA Commons eSNAP module can be
delegated or assigned by an eRA Commons user with the appropriate authority, to another
registered eRA Commons user(s). SOs and PD/PIs may delegate the authority to enter and
process grant information, update Personal Profile information (in the case of PD/Pls), and
ensure that NIH has associated (linked) the correct NIH support to a PD/PI.

For more information on Delegating Authority, refer to the section titled Delegations in the
Commons user guide located at http://era.nih.gov/commons/user _guide.cfm.
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3 eSNAP Management

3.1 Overview

Managing the eSNAP process involves accessing the eSNAP module, finding and selecting the
eSNAP report to be completed, and using the functions of routing and recalling the eSNAP
report.

3.2 Accessing eSNAP Module

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

Although the eRA Commons login and eSNAP access is the same for all eSNAP user roles, the
following information is specific to the PD/PI role. To login to eSNAP:

1. Open your web browser, preferably Internet Explorer.

2. Inthe URL address field type: https://commons.era.nih.gov/commons and press Enter.
The eRA Commons Home screen displays.

3. Select the eSNAP tab.

Welcome Joes
Institution: OER University
Authority: Pl

c Research Administration

Electronic .
(@=E¥ Commons ))

Sponsore d by Narional Tnstitures aof Health
_ M  Admin_Institution Profile Personal Profile Status eSNAP xTrain Links eRA Partners Help

Log-out

Figure 1: eRA Commons Home Screen — eSNAP Tab

3.3 Selecting eSNAP Reports

When a PD/P1 accesses the eSSNAP module, the Manage eSNAP screen displays a list of all
assigned awards. The grants that are eligible for eSNAP submission are displayed as a hypertext
link; non-NIH grants are not displayed.
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Elecrronic Rescarch Adminilsiration E Webtome Joeh
> A Irestiubon: OER Usrnsrmiy
- - r
(( Commons ) i P

Spontored by Noitfomal fmiriferes of Nealik - [rreeees T 1.1

Home fdmén  instittion Profie Personad Profilie Status Interned Asstsied Roview  xTrain Links efth Partnors

Manage eSNAP ©

OMEB Approval Humber OMB No. 0123000051234 Appioved Thiough 12002010

Seleql Grant Number nk fo manage e eS3LAF

Gront Applcations 11 - 30 ouf of 34 records’  Proy 12 34 Hag

{Status
SR01CADDDODD-00 Do, Jans Examplie Tile Tixt Mot eSMAP Eligibla
SR0ACADDDOBD-00 Do, Jane Examplo Tile Taxd Mot eSMP Eligible
SRONCADONRDOO-00 Jane Example Title Text 12165009 Do,
DES e OVERDUE POPIWork n Prograss| s
Example T Texl DSHARIT0._ Motstaded ]
Sl i LB Mol 63HAP Elgible
Expimgie TR Thst Mot eHAP Effaible

Figure 2: Manage eSNAP Screen — Eligible Grants

All awards accessible to the user are listed on the Manage eSNAP screen. The awards that must
be submitted via eSNAP are displayed as a hypertext link. After an eSNAP is completed and
validated, the institution's SO (or a PD/PI who has submit eSNAP authority) can submit the

validated eSNAP to NIH.

The PD/PI or a user that has delegated PD/PI authority, can use the Manage eSNAP screen to
view their associated eSNAP reports. The Manage eSNAP screen lists a PD/PI’s Type 5 (non-
competing) grants. The PD/PI or delegate selects an eligible eSNAP report in order to perform

various actions.

If the user has a role of SO or AO, the system also displays an eSNAP selection screen with the
following search criteria fields: Grant Number, Pl Last Name, Current Reviewer, Last
Name, and eSNAP Status. The SO and AO use these search criteria fields to search for grants
from their institution and/or grants that have been routed to them as reviewers.

Electronic Research Administration Welcome  JoeS
Institution:"OER University
>
( eRA Commons ) Aatorty. 50 Lot
Spansare d by National Imstituies of Health \Version 2.28.01

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

Grant List PDIPI Assurance Report

Manage eSNAP @

IOMB Appraval Number: OMB No. 0925-0001/PHS2550 Appraved through 11/30/2010

Type  Adivity ICCode  Serisl Number  Support Year  Suffix Code
Grant Number: l‘_ l_ I_ l—
PDIPI Last Hame:
Current Reviewer Last Name:

Status: All

ISelect Grant Number link to manage the eSNAP.

Grant Applications
- Current
‘Grant Number PD/PI Name Project Title Due Date Status "
Reviewe
-_—

Figure 3: Manage eSNAP Screen From SO and AO Account
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NOTE: The fields for the search information on this screen (Grant Number, PD/PI 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 are listed.

Typically, eSNAPs are due on the 16" day of a given month. 1f your eSNAP report is not
submitted by the 16™ day of the month that it is due, the word Overdue will be displayed in the
Due Date field.

Electronic Research Administration - Welcome JoeS
(( C ommons ) Institution: OER University
- Authority:  1AR Pl Log-out
Version 2.26.01

Sponsored by Narlonal Ifnstiturtes of Health
Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review xTrain Links eRA Pariners Help

Grant List

Manage eSNAP

OMB Approval Number: OMB Mo. 0123-0001/PHS1234 Approved through 12/30/2010
Select Grant Number link to manage the eSNAP:

Grant Applications 11- 20 out of 34 records  Prev 12 3 4 Mext

Reviewe

SR.01CADD00DO-00 Doe, Jane Example Title Text Mot eSMAP Eligible

SR.01CADDOODO-00 Doe, Jane Example Title Text Mot eSMAP Eligible
(5R01CAD00000-00 | DOE, Jane Example Title Text T T 5)::;

SR01CAO00000-00 Doe, Jane Example Title Text 05/16/2010 Mot started

AR01CAD0DDDO-00 Doe, Jane Example Title Text Not eSNAP Eligible

AR01CA000000-00 Dioe, Jane Example Title Text Mot eSNAP Eliaible

Figure 4: Manage eSNAP Screen - Overdue

Select the desired Grant Number hyperlink on the Manage eSNAP screen to access the eSNAP
Menu screen and manage a specific eSNAP.

Etectronic Research Administration Welcome JoeS
(( C ommons ) Institution: OER University
S Authority:  1AR Pl Log-out
Varsion 2.26.01

Sponsored by Narlonal Ifnstiturtes of Health
Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review xTrain Links eRA Pariners Help

Grant List

Manage eSNAP

OMB Approval Number: OMB Mo. 0123-0001/PHS1234 Approved through 12/30/2010
Select Grant Mumber link to manage the eSNAP:

Grant Applications 11 - 20 out of 34 records  Prev12 3 4 Next

oo e e
Reviewe:

SR.01CADD00DO-00 Doe, Jane Example Title Text Mot eSMAP Eligible
SR.01CADDOODO-00 Doe, Jane Example Title Text Mot eSMAP Eligible
R D
I 5R01CAD00000-00 | DOE, Jane Example Title Text gﬁ;g’gﬁgg PDIPI Work in Progress J::é
SR.01CAO00000-00 Doe, Jane Example Title Text 05/16/2010 Mot started
SR.O01CADDDD00-00 Doe, Jane Example Title Text Not eSNAP Eligible
5RO1CADODO00-00  Doe, Jane Example Title Text Not eSNAP Eligible

Figure 5: Manage eSNAP Screen with Grant Number Hyperlinks
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The eSNAP Menu screen displays the application information and a list of eSNAP functions that
can be performed. They are as follows:

o View eSNAP Report
o Validate eSNAP

e View Routing History
e Route eSNAP

Electronic Research Administralion = Welcome JoeS
Institution: OER University
(@EE¥N Commons ) Ko e 7
Version 2.26.01

Sponsored by National Institutes of Health

Log-out

Home Admin Institution Profile Personal Profile Status Internet Assisted Review xTrain Links eRA Partners Help
Grant List Manage e SNAP Upload Science Edit Business

eSNAP Menu

MIH Manuscript Submission System Status: AVAILABLE

[Application Information

Grant Number: 5RO1CADOOOOO-00
Institution: OER University

PDIPI Name: Somebody, Joe
Project Title: Example Title Text
Due Date: 12M16/2009

Current Reviewer: Somebody, Joe
Status: FDIFI Work in Progress
Upload Science Incomplete

Organization Information Complete
ProjectPerformance Sites  Incomplete

All Personnel Incomplete
Research Subject Incomplete
SMNAP Questions Complete
Inclusion Enraliment Incomplete
Iﬁ View eSNAP Report | [ Validate | [ View Routing History | [ Route | ]

Figure 6: eSNAP Menu Screen

The eSNAP Menu screen also lists the individual components of the Upload Science and Edit
Business sections of the eSNAP, followed by the word Complete if the component has been
designated Complete, or Incomplete, if the section has not been designated as complete.

3.4 Route eSNAP

Routing allows the current eSNAP reviewer to send the eSNAP report to another Commons user
for further review, correction, or submittal to NIH. An eSNAP reviewer can be a PD/PI, SO, or
AO. The following steps represent the process associated with routing an eSNAP.

1. The current eSNAP reviewer selects the Route button on the Manage eSNAP screen.
2. The user is presented with a list of valid reviewers.

3. The current eSNAP reviewer is shown a list of validation errors, if any, associated with
the eSNAP.

NOTE: At this point, the current eSNAP reviewer has the option to cancel routing the eSNAP.
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4. The current eSNAP reviewer may enter additional comments, and route the eSNAP to the
next reviewer.

5. The system sends a notification to the next eSNAP reviewer informing them of the need
to review the eSNAP, including any comments entered by the previous reviewer.

6. If neither reviewer is the PD/PI, a copy (cc) of the notification is sent to the PD/PI.

7. Information such as date, time, routing comment, and the current and next reviewer
names are saved in the Routing history of the eSNAP report.

8. The system sets the eSNAP status to PD/PI Work in Progress, if the current eSNAP
reviewer is the PD/PI or to Reviewer Work In Progress if the current eSNAP reviewer is
not a PD/PI.

3.4.1 Certification Statement

If the current reviewer is a PD/PI, when routing the eSNAP to another reviewer, the system
displays a certification statement to the PD/PI with an option to agree with the statement or
cancel the routing process.

If the system determines that there are no valid next-in-line reviewers, the system tells the
current eSNAP reviewer that there are no valid next reviewers in the system, and suggests that
they contact their grantee institution Account Administrator.

If the PI does not agree to the certification statement, the system does not route the eSNAP to the
next selected reviewer, and the eSNAP remains in a status of PD/PI Work In Progress. The
PD/PI acknowledges that the eSNAP is not being routed and the system returns the user to the
Manage eSNAP screen.

If the PD/PI agrees to the certification statement, the system changes the status of the eSNAP
and routes it to the next reviewer. Please note the following certification statement.

CERTIFICATION STATEMENT FRESENTED TO PI

FRIMCIPAL INVESTIGATORFROGRAM DIRECTOR ASSURAMCE: | cedify that the statements
herein are true, complete and accurate to the hest of my knowledae. | am aware that any false,
fictitious, or fraudulent staterments or claims may subject me to critninal, civil, or administrative
penalties. | agree to accept responsibility for the scientific conduct of the project and to provide
the required progress reports if & grant is awarded as a result of this application.

I AGREE CANCEL

Figure 7: Certification Statement Presented to PD/PI

Similarly, the SO also must agree to a certification statement when routing or submitting the
eSNAP.
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CERTIFICATION STATEMENT

APPLICANT ORGANIZATION CERTIFICATION AMD ACCEPTANCE: | certify that the
staternents herein are true, complete and accurate to the best of my knowledge, and
accept the obligation to comply with Public Health Services terms and conditions if &
grant is awarded as a result of this application. | am aware that any false, fictitious, or
fraudulent staternents or claims may subject me to criminal, civil, or administrative
penalties.

I AGREE CANCEL

Figure 8: Certification Statement

3.4.2 Canceling a Submission

If the SO selects Cancel, the system returns the user to the Manage eSNAP screen. When the
Cancel button is selected, the following message displays:

This eSNAP will not be submitted to the National Institutes of Health without agreement to the
ORGANIZATION CERTIFICATION AND ACCEPTANCE statement.

3.5 Recall eSNAP

An eSNAP that has been routed to another reviewer can be recalled to the immediate reviewer
that routed the SNAP. When the eSNAP is recalled the immediate review that recalled the
eSNAP is set as the current reviewer. PD/PIs can recall an eSNAP at any time, even if they are
not the last reviewer. SOs can recall an eSNAP whenever Reviewer Work In Progress is the
status of 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.

2. Click Recall.

The eSNAP Menu screen displays a confirmation that the eSNAP has been successfully recalled.
The former reviewer receives an email notification indicating that the eSNAP was recalled.
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3.6

Receive eSNAP

The following steps represent the process when an institution submits an eSNAP and it is
successfully received by the Agency:

1.

N o g bk~ wDd

The PD/PI and SO verify that the eSNAP report contains all required data.
The system validates the eSNAP data.

The grantee institution submits the eSNAP to NIH.

The system receives the eSNAP.

The system makes the eSNAP submission final within one hour’s time.
The system notes the receipt date and time for the eSNAP.

The system sends a notification to the primary NIH Institute/Center, the NIH PO assigned
to the grant, and the NIH GMS assigned to the grant: eSNAP Received at NIH.

NOTE: Once an eSNAP has been successfully received at NIH the grantee cannot recall the file
through eRA Commons. For questions concerning this matter please contact the eRA Help Desk.
The eRA Help Desk can be reached by phone at 301-402-7469 (toll free 866-504-9552) or at
301-451-5939 for TTY, or by e-mail at commons@od.nih.gov. Business hours are M-F 7:00
a.m. —8:00 p.m. EST.
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4 Upload Science

4.1 Overview

The Upload Science tab is used to upload information associated with the Progress Report. In

addition, it also displays PD/PI publication information from various sources. To access the
Upload Science screen:

1. Open the eSNAP Menu screen for the desired grant (see Querying eSNAP Reports at
https://commons.era.nih.gov/commons-help/406.htm for details).

2. Select the Upload Science tab to open the Upload Science screen.

Electronic Research Adminisiration Welcome JpesS =
Institution: UNIVERSITY OF NORTH CAROLINA CHAPEL HILL
( el{ﬁx Commons ))
Wersi 2.27.01

Authority: SO Log-out
aaaaaa 4 by National Tnstitutes of Health

Home Admin m:mnnoa Profile Personal Profile Status eSNAP xTrain Links eRA Partners Help
Grant List Manage e SNAP Upload Science Edit Business PDI/PI Assurance Report

Upload Science @
jotes & Tips.

By July 2010 users will not have the ability to add citations in Commaons via this screen. Beginning in October 2010, users will no longer be able to see citations that have not yet been moved to the MyNCBI
system.

Mew publications should be added using the MyNCBI system. Please copy the PD/Pl-entered publications from this page to the NCBI publications system

indicates required field

Hame: DESHMUKH, MOH Grant Number: SR0O1NS000000-01A1

Grantee Institution: UNIVEREITY OF NORTH CAROLINA CHAPEL HILL

Progress Report File:™ TEMP DELIVERABLE pdf 07202010 COMPLETED Import Remaove
Research Accomplishments File:

Use this section to provide summary bullets of NOT UPLOADED Import

science highlights and other significant changes

Other File:

NOT UPLOADED Import
NOT UPLOADED Import

Cover Letter:

MIH Manuscript Submission Systemn Status: AVAILABLE
Publications

Associate with this eSNAP % Citation Source § Citation ID Citation Text

Figure 9: Upload Science Screen — Upper Screen Half

4.2 Importing Files

The steps to import a file and attach it to the eSNAP are as follows:

1. Click the Import button next to the file type being attached. The Upload File screen
appears.

2. Click the Browse button on the Upload File screen.
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Authority:  |AR PI
ponsare 4 by Natlonal Institutes of Health

Electronic Research Administration Welcome Joe§
Institution: OER University
(( eRA Commons )
S Vession 2.26.01

Home Admin Institution Profile Personal Profile Status eSNAP
Grant List Manage e SNAP Upload Science Edit Business

an
xTrain Links eRA Partners Help

Upload File &

Select File

File Name: ( Browse.. |)

Upload File

Figure 10: Upload File Screen

3. Select the desired file to attach. The path of the desired file will populate the file name

field on the Upload File screen
4. Click the Upload File button on the Upload File screen.
5. A File uploaded successfully message will appear.

ponsare d by Narfonmal Institutes of Health
Home Admin Institution Profile Personal Profile Status @SNAP
Grant List Manage eSNAP Upload Science Edit Business

Upload Science @

Authority.  IARPI

Electronic Research Administration = Welcome  jpeg
Institution: OER Uni i
( eRA Commons ) ey
S. Varsion 2.27.01

xTrain _Links eRA Partners Help
PDIPI Assurance Report

jotes & Tips

By July 2010 users will not have the ability to add citations in Commons via this screen. Beginning in October 2010, users will no longer be able to see citations that have not yet been moved to the MyNCEI
system.
New publications should be added using the MyNCBI system. Please copy the PD/Pl-entered publications from this page to the NCBI publications system.

ile uploaded successully. * thdicates required field

ame: DESHMUKH, MOH Grant Number: 5R01NS042000-00
Grantee Institution: QER University

Date Created
Progress Report File:* TEMP DELIVERABLE pdf 07202010

COMPLETED Import | Remove
Research Accomplishments File:

Use this section to provide summary bullets of NOT UPLOADED Import
science highlights and other significant changes

Other File:

NOT UPLOADED Import
Registration Information Form.pdf 071302010 COMPLETED Import Remove

Cover Letter:

Figure 11: Upload Science Screen with File Uploaded Successfully Message

4.3 Upload Files Section

Access to the Upload Science screen is granted to PD/PIs or Pl delegates when the PI is the
current reviewer. Documents are then uploaded, attached to the eSNAP, and viewable within the
eSNAP Report. The Upload Files section of the Upload Science screen allows you to upload the

following files:
e Progress Report File
e Research Accomplishments File
e Other File

e Cover Letter
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The Upload Files section indicates whether specific files have been attached to the eSNAP. This
section lists the name of the local file, date the file was created (uploaded in eSNAP), and the
document status.

Date Created
Progress Report File:* TEMP DELIVERABLE pdf 01/14/2010 COMPLETED

Research Accomplishments File:
Use this section to provide summary bullets of
science highlights and other significant changes.

Other File:

NOT UPLOADED

NOT UPLOADED
COMPLETED Import || Remove

0000-COVER LETTER
Cover Letter: ATTACHMENT pdf 01/14/2010

Figure 12: Upload Science Status Actions

NOTE: All files should be uploaded in Adobe PDF format. Attempting to upload a non-PDF
file will generate an error which reads, Invalid File Extension:doc (1D:20227).

s—
Home _Admin_nstilution Profile Personal Profile Status TR intemet Assisied Review xTrain_Links _eRA Pariners

Upload File @

Error Message
19 Invalid File Extension: doc (10 20227;

File Hame: Browse.. |

| UptoadFile Jf cance |

Figure 13: Upload File Error Message

4.3.1 Progress Report File

The Progress Report should be a brief presentation of the accomplishments on the research
project during the reporting period, in language understandable to a biomedical scientist who
may not be a specialist in the project’s research field. Refer to the PHS 2590 instructions, section
2.2.6 Progress Report Summary (http://grants.nih.gov/grants/funding/2590/2590.htm) for
specific instructions on the content of the progress report file.

NOTE: Do not use any PHS 2590 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 and will
appear blank when viewing the eSNAP Report.

4.3.2 Research Accomplishments File
You may ignore this upload unless specifically directed by the Program Officer to provide it.
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4.3.3 Other File

This is the appropriate place to upload additional information that may be necessary, e.g.,
bibliographical sketch for new senior/key personnel.

NOTE: All file uploads must be 6 megabytes (6MB) or less. Files larger than 6MB are not
accepted by the system.

4.3.4 Cover Letter

A Cover Letter is not required but may be provided if necessary. When a Cover Letter file is
uploaded, it appears at the beginning of the eSNAP report image. The eSNAP face page then
follows.

Bottom of uploaded Cover Letter file- e SNAP Report starting next page

ESNAP Report DRAFT

OME No. 0925-0001

Grant Number Total Project Period
From: To:
EIN: Review Group: Requested Budget Period:
From: To:
Title of Project: Due Date:
Submitted Date:
Program Director/Principal Investigator: Applicant Organization:

Figure 14: eSNAP Cover Letter Upload File with eSNAP Report Starting Next Page

4.4 Publications

The Publications section is used in the eSNAP to select and report publications resulting directly
from the selected grant that have not been previously reported. PD/PIs enter citations into
Commons using the bibliography management tool “My Bibliography” (MyBib) that is available
in “My NCBI”, a system developed by the National Center for Biotechnology Information
(NCBI), National Library of Medicine, for using NCBI search tools and data. For My NCBI
account management and access to MyBib, see (http://www.ncbhi.nlm.nih.gov/sites/myncbi).
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4.4.1 eRA Commons Integration with MyBibliography

The eRACommons is now integrated with My NCBI and My Bibliography. For PD/PIs who
have linked their eRA Commons account to a new or existing My NCBI account, a list of
citations saved in MyBib will populate the PD/PIs List of Publications screen on the
Publications tab in the Person Profile sub-menu tab and the eSNAP Upload Science screens
The Citation Source and the Citation ID will also be displayed. For publications that fall under
the Public Access Policy, MyBib will provide the Citation Source and Citation 1D for
publications submitted to PubMed Central (PMC) or the NIH Manuscript Submission system
(NIHMS).

NOTE: For additional information on compliance with the Public Access Policy see NIH Guide
Notice NOT-OD-08-119 and NOT-OD-09-136.

The List of Publications screen displays all PD/PI1 citations entered into MyBib and is accessed
by the following steps:

1. Loginto eRA Commons at https://commons.era.nih.gov/commons/

2. Click the Personal Profile tab and then the Publications sub-menu tab to view the List
of Publications screen.

—
Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review xTrain Links eRA Partners Help
Personal Information Race/Ethnicity Employments Reviewer Specific Residential Address Degrees/Residency Publications Reference Letters Trainee-Specific

List of Publications &

otes & Tips:

* Al of your peer-reviewed journal papers that are accepted for publication as of 04/07/08, and supported by NIH awards active in FY2008 and beyond must include gvidence of compliance with the NIH Public Access
Policy.
Use the NIH Manuscript Submission (NIHWS) System to upload manuscripts or associate papers with your award. You will be automatically logged into the NIHMS with your NIH eRA Commons user D, and your

manuscripts will appear below.

If an NIHMSID is listed as invalid, more than three months have passed since the paper was published. The manuscript and its associated award will not be in compliance with the NIH Public Access Policy until
the submission is complete, and a PMCID is available.

By July 2010 users will not have the ability to add citations in Commons via this screen. Beginning in October 2010, users will no longer be able to see citations that have not yet been moved 1o the

MyNCBI system.

Publications 1- 10 out of 54 records  Prev 1234 56 Next

Valid a | Citation A | .. . o Grant-Paper Association

Yes NIHMS 223518  Setting up a selective barrier at the apical junction complex.,Current opinion in cell biology, NIHMS ID: 223518 OR;” LR Pmpusad%";—cr‘m

Elucidation of human choline kinase crystal structures in complex with the products ADP or phasphocholine Journal of molecular biology, RO01DK061397- Reject
PubMed Central 1835479 NIHMS ID: 13868. 04 Proposed Confirm
. . . A . q . R01 DK061397- Reject
PUBMED 2661428 Domain swapping within PDZ2 is responsible for dimerization of ZO proteins_ The Journal of biological chemistry, NIHMS ID: 80170. 05 Proposed Confirm
PubMed Central 2714886 Claudin-2-dependent changes in noncharged solute flux are mediated by the extracellular domains and require attachment to the PDZ- R01DK045134- py Reject
—— scaffold.Annals of the New York Academy of Sciences. NIHMS ID: 121984. 15A1 Confirmed
My NCBI 137576 “Van ltallie, CM and JM Anderson. 2004 The Molecular Physiology of Tight Junction Pores. Physiology 19:331-338. %ﬂe
Ben-Yosef T, et al. 2003. Claudin 14 knockout mice, a model for autosomal recessive deafness DFNB29, are deaf due to cochlear hair cell Edit
PR EEE degeneration. Hum Mol Genet. 15;12(16):2049-61. Delete
PD/P| Entered 15196556 Anderson .!M, CM Van Itallie and AS Fanning. 2004. Setting up a selective barrier at the apical junction complex. Current Opinion in Cell Edit
Biology 16:1-6. Delete
Van Itallie CM, Colegio OR. Anderson JM. The cytoplasmic tails of claudins can influence tight junction barrier properties through effects on Edit
PD/PI Entered 15366421 ot oin stability. J Membr Biol. 2004 May 1;199(1):29-38. Delete
PD/PI Entered 15546850 Van ltallie, CM and JM Anderson. 2004. The Molecular Physiology of Tight Junction Pores. Physiclogy 19:331-338. %:Lte
PD/P| Entered 16081103 Yuanhe L, Fanning. A.S., Anderson, JM and A. Lavie. 2005. Structure of the Conserved C-terminal domain of occludin: Identification of the Edit
Z0-1 binding surface. Journal of Molecular Biology. 352(1):151-64. Delete

Figure 15: List of Publications Screen

3. The List of Publications screen displays all of the citations that reside in MyBib.
4. The Citation Source column displays the citation’s original source.
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—
Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review xTrain Links eRA Partners Help

Personal Information Race/Ethnicity Employments Reviewer Specific Residential Address Degrees/Residency Publications Reference Letters Trainee-Specific

List of Publications &

otes & Tips:

* Al of your peer-reviewed journal papers that are accepted for publication as of 04/07/08, and supported by NIH awards active in FY2008 and beyond must include gvidence of compliance with the NIH Public Access
Policy.
Use the NIH Manuscript Submission (NIHWS) System to upload manuscripts or associate papers with your award. You will be automatically logged into the NIHMS with your NIH eRA Commons user D, and your

manuscripts will appear below.

If an NIHMSID is listed as invalid, more than three months have passed since the paper was published. The manuscript and its associated award will not be in compliance with the NIH Public Access Policy until
the submission is complete, and a PMCID is available.

By July 2010 users will not have the ability to add citations in Commons via this screen. Beginning in October 2010, users will no longer be able fo see citations that have nof yet been moved fo the

MyNCBI system.

Publications 1- 10 out of 54 records ~ Prev 1234 5 6 Next

Valid 4 | Citation Gram Pap rAsoclallon

Yes NIHMS Setting up a selective barrier at the apical junction complex..Current opinion in cell biology, NIHMS ID: 223518. ??1 TR Proposed%‘r%m
Elucidation of human choline kinase crystal structures in complex with the products ADP or phosphocholine Journal of molecular biology, R01 DK061397- Reject
PubMed Central f1885479 NIHMS ID: 13868. 04 Proposed Confirm
. R01 DK061397- Reject
PUBMED 661428 Domain swapping within PDZ2 is responsible for dimerization of ZO proteins., The Journal of biological chemistry, MIHMS 1D: 80170. 05 Proposed Confrm
PubMed Central 714886 Claudin-2-dependent changes in noncharged solute flux are mediated by the extracellular domains and require attachment to the PDZ- R01 DK0D45134- p1 Reject
F——— scaffold. Annals of the New York Academy of Sciences. NIHMS ID: 121984. 16A1 Confirmed
My NCBI 137576 “Van ltallie, CM and JM Anderson. 2004. The Molecular Physiology of Tight Junction Pores. Physiology 19:331-338. %ate
Ben-Yosef T, et al. 2003. Claudin 14 knockout mice, a model for autosomal recessive deafness DFNB29, are deaf due to cochlear hair cell Edit
plie Erems | (ZEE degeneration. Hum Mol Genet. 15;12(16):2049-61. Delete
PD/PI Entered 5196556 Apderson .!M, CM Van Itallie and AS Fanning. 2004. Setting up a selective barrier at the apical junction complex. Current Opinion in Cell Edit
Biology 16:1-6. Delete
Van ltallie CM. Colegio OR. Anderson JM. The cytoplasmic tails of claudins can influence tight junction barrier properties through effects on Edit
PD/PI Entered  F15366421 o\ tcin stability. J Membr Biol. 2004 May 1;199(1):29-38. Delste
PD/P| Entered 5546850  Van ltallie, CM and JM Anderson. 2004. The Molecular Physiology of Tight Junction Pores. Physiology 19:331-338. %:Lm
SD/PI Entered 5081103 Yuanhe L, Fanning. A.S., Anderson. JM and A. Lavie. 2005. Structure of the Conserved C-terminal domain of occludin: Identification of the Edit
Z0-1 binding surface. Journal of Molecular Biology. 352(1)-151-64. Delete

Figure 16: Publications Section with List of Possible Citation Sources

5. The Citation ID column displays the citation’s PubMed Central Reference Number
(PMCID) or NIH Manuscript Submission System Reference Number (NIHMSID), if
available. If neither one of these reference numbers are available, the column displays the
citations’ PubMed Reference Number (PMID). Click the Citation ID link to view the
citation at its source. You will be automatically be logged into the correct source with
your eRA Commons ID.

NOTE: For a manuscript submitted through the NIH Manuscript Submission System (NIHMS)
to be deposited in PubMed Central PMC), eRA Commons also reports whether the NIHMSID is
valid (Yes) or invalid (No) and out of compliance with the NIH Public Access Policy. This
column is available in the Personal Profile Publication screen (Figures 29, 30) and the eSNAP
Upload Science screen (Figure 31). This flag also prints in the Publications section of the eSNAP
Report.

NOTE: As of October 22, 2010 eRA Commons will no longer display citations on the List of
Publications screen that a PD/PI has manually entered into eRA Commons.
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The following table shows the list of possible Status Values and their associated Action Values
for Grant-Paper Associations entered in MyBib. If a Grant-Paper Association does not exist at

the time of selection into eSNAP, a new Association is created.

Possible Status Values

Possible Action Values

Details

Proposed

Reject | Confirm

The PI can either Reject or
Confirm the proposed Grant-
Paper Association.

Pl Confirmed

Reject

The PI can Reject the
Confirmed Grant-Paper
Association.

Rejected

Confirm

The PI can Confirm the
Rejected Grant-Paper
Associations.

Official

N/A

eSNAP was submitted to the
Agency.

Added to eSNAP

N/A

The Grant-Paper Association
was confirmed by the P,
added to eSNAP

Table 1: Association Status Values

NOTE: There will not be any Grants-Paper Association Status information for PD/PI Entered

Citations.

4.4.2 Select and Report Publications for an eSNAP

From the lower half of the Upload Science screen, you can select or un-select any listed
publication in order to associate/unassociated a publication from the selected eSNAP by using

the relevant check ([+]) box.
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Grant List Manage eSNAP Upload Science Edit Business
Upload Science @

otes & Tips:
« By July 2010 users will not have the ability to add citations in Commons via this screen. Beginning in Qctober 2010, users will no longer be able to see citations that have not yet been

moved to the MyNCBI system.
« New publications should be added using the MyNCBI system  Please copy the PD/PI-entered publications from this page to the NCBI publications system.

" indicates required field

Name: ANDERSOM, J Grant Number: 5R01DK061300-07

Grantee Institution: UNIVERSITY OF NORTH CAROLINA CHAPEL HILL

DateCreated ] Staws | ]
Progress Report File:* TEMP DELIVERABLE. pdf 07/21/2010 COMPLETED

Research Accomplishments File:

Use this section to provide summary bullets of NOT UPLOADED

science highlights and other significant changes.

Other File: NOT UPLOADED

Cover Letter: NOT UPLOADED

NIH Manuscript Submission System Status: AVAILABLE
Publications

Valid 4 | Associate with A CllalanA
NIHMSID Y thls &SNAP EEm Y Citation Text

Yes NIHMS 223518 Setting up a selective barrier at the apical junction complex_ Current opinion in cell biology, NMIHMS ID: 223518,
PubMed Elucidation of human choline kinase crystal structures in complex with the products ADP or phosphochaline Jounal of molecular biology, NIHMS
I} c 1885479 N
entral ID- 13866
= PUBMED 2661428 Domain swapping within PDZ2 is responsible for dimerization of ZO proteins_,The Joumnal of biolagical chemistry, NIHMS ID: 90170.
& PubMed 2714886 Claudin-2-dependent changes in noncharged solute flux are mediated by the extracellular domains and require attachment to the PDZ-
Central scaffold, Annals of the New York Academy of Sciences, NIHMS 1D: 121984,

Figure 17: Upload Science Screen with Publications Information

For a manuscript submitted through the NIH Manuscript Submission System to be deposited in
PubMed Central, eRA Commons also reports whether the NIHMSID is valid (Yes) or invalid
(No) and out of compliance with the NIH Public Access Policy. This column is available in the
Personal Profile Publication screen and the eSNAP Upload Science screen. This flag also prints
in the Publications section of the eSNAP Report.

NOTE: If the selected Grant has multi-Pls, the system displays the option to View All Pls
Citations.

When the all the appropriate fields of the Upload Science screen are completed, including all
required fields, save the information. The screen is designated as completed by selecting Save &
Complete and the system indicates the name of the user and date the screen was designated
complete.
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Notes & Tips:

« By July 2010 users will not have the ability to add citations in Commons via this screen. Beginning in October 2010, users will no longer be able to see citations that have not yet been moved to the MyNCEI system.
s New publications should be added using the MyNCEIl system. Please copy the PD/Pl-entered publications from this page fo the NCBI publications system.

[ indicates required field

Name:

Plaisant, Catherine; Shneiderman, Ben A (Contact)

Grant Number: SRC1CA147489-02
UMIVERSITY OF MARYLAND COLLEGE PK CAMPUS

Grantee Institution:

Date Created I
Progress Report File:*

NOT UPLOADED
Research Accomplishments File:
Use this section to provide summary bullets of NOT UPLOADED
science highlights and other significant changes.
Other File: NOT UPLOADED

Cover Letter: NOT UPLOADED

NIH Manuscript Submission System Status: AVAILABLE
Publications

Valid A Associate with A | Citation a | Citation
NIHMSID ¥ this e SNAP ¥ | Source V. 1D
sl PUBMED 19834171 Wang TD, Plaisant C, Shneiderman B, Spring N, Roseman D, Marchand G, Mukherjee V, Smith M. Temporal summaries: supporting temporal categorical searching.

aggregation and comparison. IEEE Trans Vis Comput Graph. 2009 Mov-Dec; 15 (6) :1049-56. PubMed PMID:19834171.
B PubMed

2655947 Plaisant C, Lam 8, Shneiderman B, Smith MS, Roseman D, Marchand G, Gillam M, Feied C. Handler J, Rappaport H. Searching electronic health records for temporal
Central == pattems in patient histories: a case study with microsoft amalga. AMIA Annu Symp Proc. 2008 Nov 6; PubMad PMID: 189991

Save l Eackl View all PD/Ps Citations

ation Text

ubMed Central PMCID: PMC2655947.

Designate As Complete
Save & Complete

This section has not been designated as complete
Warmning: Clicking on Designate as Complete does not save changes to the eSNAP

Figure 18: Completed Upload Science Screen—Ready for Save & Complete
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5 Edit Business

5.1 Overview

The Edit Business tab is available for all eSNAPs that are in PD/PI (or Reviewer) Work In
Progress status. Access to business items is granted to all PD/Pls or PD/PI delegates when the

PD/PI is assigned as the current reviewer and to SOs and AOs when they are assigned as the
current reviewer.

NOTE: Screens can be saved when required items are missing; however, submission to NIH is
rejected unless all required items are completed and all eSNAP validation errors are cleared.

To view or edit business information:

1. Loginto eRA Commons and click the eSNAP tab

2. From the Manage eSNAP screen, select the desired grant application Grant Number.

Electironic Rescarch Adminlstration Wieltomi Joes
(( 3 Y. C D m m D n S )) Institutica OER Unhersky
A - Authority 18R Pl
Spomgored By Natliowmal Imafidwies of Nealih E aen S 5801
Hommse  fdmin  nstituton Profile  Parsonal Profie  Status Inbermel Assisted Review xTrain Links eRA Partners

Manage eSNAP @

(OME Approval Mumber, OIS Mo, 0123-0001PHS12534 Approwed thrawgh 12502010

Salact Grant Mumber Bk to manage the aSNAP

Grant Applications 11 - 20 cut of X3 records  Prev 12 74 Ned

I Grant Mumbsr POPI Hame Project Title met- Status :m

SR CADN0000-00 | Somebody, Joe R Lifie Cyche of Human Papillomasnises Hod e SMAP Eligeble
MO0 Somebo]
SRO1CADINNI-ID Somebody, Joe Life Cycle of Human Papillomanineses glt's‘ﬁDLIE PO Work in Progress
- 1262009
SR CADDDD0D-00 Somebody, Jos R Resquiation of Human Papillomavirnes Gene Expression OVERDLE POVPI Work in Progress. Somebod|

Figure 19: Manage eSNAP Screen

By selecting the desired Grant Number, the user gains access to the eSNAP Menu screen.
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Elecironic Kesearch Admimisiraiion = 'n'-?ll.'?neﬁ.l:&a
;p Institubion DER Unkersky
(( eRA Commons ) PP i
Spenpored By Naviomal Fegrirures of Nealik e TT]
k3 [Pl '. racnal Profile  Stalis eSHAP Inbarmied Adsiited Review xTrain Links  «RA Pannérs
ESH&P Menu i
MIH Manusonpt Submission Spstem Status: AVARLABLE
Geant Humbser: S5RO1CAO0O00C-00
Insitution: OER University
PO Name: Somebody, Jane
Project Title: Regulalion of Human Papillomadnis Gene Expression
Due Date: 12MEZ009
Current Reviewer: Somebody, Jane
Slanus: POF| Work in Frogress
$tatus of Completion:
Upload Soence Incomplele

Qrganizaticn Information Complate
ProjectPeformance Sites  Incomplele

AN Pgrsonng Incomiplade
Razganch Subjed Incomiplede
SHAF Questions Complabe
Inclasicn Enrolimant Incomiplede
[ vhewesnaP Report | [ Validste | [ viewRoutingHistory | [ Rowse |

Figure 20: eSNAP Menu Screen

3. Select the Edit Business tab to view or edit the business information.

Electronic Research Administration Welcome JOES ) .
(( Commons ) e SR Unversty

Authority.  1AR P Logeai
Sponsored by Nartfenal Imgtifuies of Wealik Vi 23501

Hiome  Admin mm mm SLa! ESHII.'P' Inbermel Assisted Review xTrain Links eRA Panmens
1 e (B Busing
eENAP Menu ©
HEH Manusoipt Submission System Siatus: AVAILABLE

Figure 21: eSNAP Menu Screen — Edit Business

From the eSNAP Edit Business tab, users can access the following screens.
e Org Information

o0 This section contains items such as Project title, Progress Report period, Contact
Pl name/contact information and other official’s information (SOs and AQOSs).

e Project/Performance Sites

0 The Project/Performance Site List screen indicates where the research work is
conducted. If there is more than one performance site, list all of the sites,
including VA facilities and foreign sites. A default performance site, based on the
institution profile address, is added when the eSNAP is initiated. A primary site
must be selected and a DUNS number provided for that site.
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e All Personnel

0 Onthe All Personnel screen, the PD/PIs names are pre-populated. List all other
personnel (salary and unsalaried) at the applicant organization or elsewhere, who
participate in the project during the current budget period for at least one person
month or more, regardless of the source of compensation. This section is
analogous to the All Personnel Report in the PHS 2590. If this is the second or
later eSSNAP, the information provided from the previous year will display and
may be edited.

e Research Subject

o Information about the involvement of human subjects, human subject education
requirement for new senior/key personnel involved in human subject research,
and the use of live vertebrate animals.

e SNAP and Other Progress Report Questions & Checklist

0 The SNAP Questions & Checklist screen lists questions relating to the following
categories:

1. Changes in other support and level of effort for Senior/key personnel
Unobligated balances

Change in select agent research

Change in multi PD/PI leadership plan

Change in human embryonic stem cells used

Inventions and patents

N o gk~ w N

Program income
8. Facilities and administrative costs
e Inclusion Enrollment

o Cumulative enrollment of subjects’ to-date and their distribution by sex/gender
and ethnicity/race can be entered directly into eSNAP.

Welcome JoeS

Electronic Research Administration 3
Institution; OER University
( Commons ) e
Versicn 2.28.01

Sponsored by Natlonal ITnstitures of Health

Home Admin Institution Profile Personal Profile Status {CRILUR™) Internet Assisted Review xTrain Links eRA Partners Help
Grant List Manage eSNAP Upload Science Edit Business

Org Info ProjectiPerformance Sites All Personnel Research Subject SNAP and Other Progress Report Questions & Checklist Inclusion Enrollment

Figure 22: Edit Business Tab Options
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From the Edit Business, Org Info tab, users can view or edit the organization information.

Electronic Research Administration 3 Welcome JoeS
> Institution: OER University
( eRA Commons ) Insttuton: 0671 Logout
Versicn 2.28.01

Sponsored by Natlonal Tnstitures af Health

Home Admin Institution Profile Personal Profile Status eSHNAP Internet Assisted Review xTrain Links eRA Partners Help
Grant List Manage eSNAP Upload Science Edit Business

Org Info  Project/Performance Sites All Personnel Research Subject SNAP and Other Progress Report Questions & Checklist Inclusion Enrollment

Edit Business - Org. Info

Title of Project Progress Report Period
Regulation of Human Papillomavirus Gene Expression Start:  04/01/2009 End: 01/31/2010
Program Director/Principal Investigator [Applicant Organization
PDVPI Name: Somebody, J Hame: Ezarple text
: ) : Ezample text
Address: Line 1 |Example text | Address: P
Line 2 |Example text |
Line 3 |Example text |
Line 4 |Example text | EIN:
City/State [chicage | [ILLnois ~| Department:
) Major Subdivision: Ezample text
Zip Code/Country 60611 |[UNITED STATES v |
Phone: R T —
E-mail: |eFv\Stage@maiI.nih.g0v |
Degrees: FHD, M3, BS
 |Admiistrative Official
ihddress information for the AO or 50 must be updated by the official whose name appears above the address.
Name: |DOE, BOB v Name: |DOE, JoHN v
Address: Example text Address: Example text
Phone: Fax Phone: Fax:
E-mail: eRAStage@mail.nih.gov E-mail: eRAStage@mail.nih.gov
|

Figure 23: Edit Business - Org Info Screen

4. Edit and/or update the business information and click Save.

A Successfully Updated message appears at the top of the next screen along with Designate as
Complete and Save & Complete buttons at the bottom of the screen.

e Designate as Complete - The bottom of each eSNAP Edit Business section indicates
whether the section 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. Clicking Designate as Complete does not save the changes.

e Save & Complete - 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.
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Welcome Joe3

Electronic Research Administiration -
Institution: OER University
( Commons ) ettton O€RL
Version 2.26.01

Sponsored by Narlonal Tnstitures of Health

Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review xTrain Links eRA Partners Help
Grant List Manage eSNAP Upload Science Edit Business
Org Info Project/Performance Sites All Personnel Research Subject SNAP and Other Progress Report Questions & Checklist Inclusion Enrollment

usiness - Org. Info

Edit B
Figure 24: Edit Business — Update Successful Message

' [ Designate As Complete ] I

([ Save & Complete ] ]

This section has not been designated as complete

Warning: Clicking on Designate as Complete does not save changes to the eSNAP

Figure 25: Edit Business — Designate and Save & Complete

NOTE: Warnings and notices at the bottom of the screen should be read carefully.

5.1.1 Project/Performance Sites Tab
Click the Project/Performance Sites tab to open the Performance Site List screen.
1. Toadd a performance site:

a. Enter the information in the Performance Sites Form section, noting the
following.

e All fields, except for address lines 2—4, are required

e The Name field indicates the name of the institution used as the performance
site

b. Click Save to add the information to the Performance Sites list.
2. To edit a performance site:

a. Click the Edit hyperlink in the Action column for the desired Performance Site
row. The Performance Sites form is populated with the information for the
selected performance site.

b. Edit the fields as required, and click Save & New to update the information.
3. Todelete a performance site:

a. Click the Delete hyperlink in the Action column for the desired performance site.
The Delete Performance Site screen opens with the selected information listed.

b. Click Delete to confirm the deletion and return to the Performance Site List
screen with the updated information.
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Electronlec Research Administration Welcome JoeS
Institution: OER University
)
(( eRA Commons ) Insttuton: %R Losou
Versicn 2.26.01

Sponsored by National Institutes of Health

Home Admin Institufion Profile Personal Profile Status eSHAP Internet Assisted Reviews x=Train Links eR& Partners Help
Grant List Manage eSNAP Upload Science Edit Business

Org Info All Personnel  Research Subject  SNAP and Other Progress Report Questions & Checklist Inclusion Enroliment

Edit Business - Project/Performance Site List ©

*indicates raquired field
ProjectPerformance Sites Form
Name * DUNS or DUNS + 4% Country™
Primary ProjectiPerformance Site [
_ | [UNTEDSTATES v el
Address line 1 Addrass line 2 Address line 3 Address line 4
CT'l'f State™ Zip Code™ Congressional Districts ™
_V
Province
County

Effective August 2008, Address line 3 and 4 above will no longer be displayed on the eSNAP report and Grant Progress report, Please ensure all relevant data is contained
within Address lines 1 and 2

ProjectPerformance Sites

DURS _ [Congressional Districts pddress ________________________Jaction |

) ) ) OER University
OER University (Primary} 123 Any Street Edit | Dalate
Anywhere, MD 12345
) ) OER University
OER University 123 Any Street Edit] Delate

Anywhere, MD 12345

| Designate As Complete |

Figure 26: Edit Business - Project/Performance Site List Screen

NOTE: For internal tracking purposes you may click Designate as Complete when done.

( [ Designate As Complete ] ]

This section has not been designated as complete

Warning: Clicking on Designate as Complete does not save changes to the eSMAP

Figure 27: Designate as Complete Information

5.1.2 Editing All Personnel Tab

The All Personnel List screen pre-populates with the name of the PD/PIs. You must enter all
other personnel (salary and unsalaried) at the applicant organization or elsewhere, who
participate in the project during the current budget period for at least one person month or more,
regardless of the source of compensation. If this is the second or greater eSSNAP the information
provided for the previous year displays and may be edited. This section is analogous to the All
Personnel Report in the PHS 2590; for additional information see the FAQs at:
http://grants.nih.gov/grants/funding/all_personnel report_fag.htm) For the Edit Business — All
Personnel screen, the following information should be evaluated.
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e Listall personnel (salaried and unsalaried) who participate in the project for at least one-
person-month or longer, for the current budget period at the applicant organization or
elsewhere. The eRA Commons ID is required for all PD/Pls and all individuals with a
postdoctoral role.

e All users with a postdoctoral-like role should select Postdoctoral Scholar, Fellow, or
Other Postdoctoral Position from the drop-down list of project roles.

NOTE: A Commons User ID is required for all individuals with a postdoctoral role who
participate in a project for at least one person month or more. The postdoctoral individual should
have a Commons account with a user role of at least POSTDOC. Failure to have the POSTDOC
role on the postdoctoral individual’s Commons account will result in an error when trying to add
personnel.

e If you know an individual's eRA Commons User ID, use the Pre-populate from Profile
feature.

To work with the Edit Business — All Personnel screen, proceed with the following:

1. Open the eSNAP Menu screen for the desired grant. For details, see Querying eSNAP
Reports.

2. Select Edit Business/All Personnel to open the All Personnel List screen.

Electroniec Research Adminisiration
(G=E¥N Commons )
. Weision 2.25.01

Sponsored by Narional Insritutes of Health
Home #Admin_Institution Profile Personal Profile Status {0  Internet Assisted Review xTrain Links eRA Partners Help
Grant List Manage eSNAP Upload Science Edit Business
Org Info  Project/Performance Sites All Person Research Subject SHAP and Other Progress Report Questions & Checklist  Inclusion Enrollment

Edit Business - All Personnel List @

Figure 28: Edit Business — All Personnel List Screen

To add personnel:
1. Enter the information in the Personnel Form section, noting the following:

a. The format for the Date of Birth (DoB) field is MM/YY (for example, 01/65) and
is not required.

b. The format for the SSN (Social Security number) field is the last 4 digits of the
SSN only and is not required.

c. The Project Role field is used to indicate the role that the person had on the
project. (for example, Co-Investigator, Research Assistant, Technician)

d. Months Devoted to Project is a required field, and must be entered for either
calendar year, academic and/or summer months. Enter the annualized effort if it
changes throughout the year.
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The following Roles are available from the Project Role drop-down box. You may select only
one role per person. If the one of the roles below does not adequately describe the individual’s
role on the project, select Other and enter a description (limited to 60 characters).

Fleasze Select a Bole

Co-lnvestigator

Faculty Collaborator

otaff scientist (Doctaral lewvel)

Fostdoctoral Scholar, Fellow, or Other Postdoctoral Position
Graduate Research Assistant

Undergraduate Research Assistant

Research Assistant/Coordinator

Technician

Congultant

Cther

Fleaze Select a Role w

Figure 29: Project Role Drop-Down

The following options are available from the Supplement Support drop-down box. If personnel
are supported by a Re-entry or Diversity Supplement, or by an American Recovery and
Reinvestment Act (ARRA) General or Summer Experience Supplement, select the appropriate
option.

Flease Zelact Supplement Suppaort b

Flease Select Supplement Suppon

suppored by Diversity Supplement

suppored by Reentry Supplement

Suppored by ARBA General Supplement

suppored by ARBA Summer Experience Supplement

Figure 30: Supplement Support drop-down box
2. Click Save & New to add the information to the Personnel list.

FIndicates a Required Field

Corrnons Uzer [D

| | I Pre-populate from Profile ]

First Hame™ Middle Mame Last Name™ Last 4 digits of Social Security Nurnber  DoB [MMAY]

| | [ | oo [ ] C 1
Diegres(s) Project Rale™ Supplemert Support (jf applicable 2 Months Dewvoted to Project™
[ |[Please Select a Rale v| [Please Select Supplement Support “  Calendar | | scademic | | summer | |

Other (Project Role))|

Figure 31: Edit Business Personnel Form
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Parsonnel

Mame Degree(=] Supplement Support =

Doe, Jane PHD,M$,BS PO 120 Edit

Doae, John Other (Specify} Collabaratar Edit | Delete
Dog, Bob POGPI Edit | Delete
+ Doe, Dean Pl 00 Edit | Dialete

Figure 32: All Personnel — Edit and Delete Options

To edit personnel:

1. Click the Edit hyperlink in the Action column for the desired person. The Personnel
Form is populated with the information for the selected person.

2. Edit the fields as required, and click Save & New to update the information.

NOTE: A Pre-populate from Profile button is available on the Edit Business — All Personnel
screen.

To delete personnel:

1. Click the Delete hyperlink in the Action column for the desired person. The Delete
Personnel screen opens with the selected information listed.

2. Click Delete to finalize the deletion and return to the All Personnel List screen with the
updated information.

Electronic

Research Administration - Welcome Joes
- - y C ommons Insﬁtut_iU_HZOER University
- AW 8 Authorit: |AR P Log-out
Sponsared by Nartlonal Fnstitutes of Healih - Versian 2.2501

liternet Assisted Review: xTrain Links eRA Partners Help

Grant List hana
Org Info  Projec

Flease confimm that you would like fo delete the following Personnel;

First MName Jane Middle Mame
Last Name Somebody Degrees
Role Other (Spacify)-Collaborator
SSN Calendar Effort
Academic Effort Summer Effort
.
Delete [ Cancel
[ Delete |

Figure 33: Delete Personnel Screen

NOTE: You may not delete the PD/PI or Contact PD/PI from the All Personnel list.
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You must click Designate as Complete when done.

( [ Designate As Complete ] ]

This section has not been designated as complete

Warning: Clicking on Designate as Complete does not save changes to the esSmAP

Figure 34: Designate as Complete Information

5.1.3 Research Subject Tab

The Research Subject tab includes information related to human subjects and vertebrate animal
research.

You can use the following human subject exemption numbers in addition to the six standard
exemption codes described at http://www.hhs.gov/ohrp/humansubjects/quidance/45cfr46.htm:

e E7: Human subjects involved - Multiple exemptions designated

e E8: Human subjects involved - HS regulations waived designated

Documentation is still required in exemption status except if the human subjects research is
exempt under exemption E4, where documentation is not required under that exemption.

After providing all the required information, along with any additional supporting information,
click Save.

NOTE: If activities involving clinical research were performed during the budget period prior to
the eSNAP, the population enrollment data must be submitted as detailed in the Inclusion
Enrollment section below. This applies even if the activities are exempt from the Federal
regulations for the Protection of Human Subjects or are planned at the applicant organization or
at any other performance site or collaborating institution. See Instructions for Progress Reports
Involving Clinical Research at https://commons.era.nih.gov/commons-help/432.htm for details
about submitting population enroliment data.

5.1.4 SNAP and Other Progress Report Questions Checklist

The SNAP and Other Questions & Checklist screen is where you enter changes in key project
categories:

e Changes in other support and level of effort for Senior/key personnel
e Unobligated balances

e Change in select agent research

e Change in multi PD/PI leadership plan

e Change in human embryonic stem cells used
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e Inventions and patents
e Program income

e Facilities and administrative costs

NOTE: If there is a change in performance sites that will affect Facilities and Administrative
costs, update the performance site information at https://commons.era.nih.gov/commons-

help/419.htm
1. Open the eSNAP Menu screen for the desired grant.

2. Select the Edit Business tab.

3. Click the SNAP Questions & Checklist sub-menu tab to open the SNAP and Other
Progress Questions & Checklist screen.

The following questions are included on the screen:

a. Has there been a change in the other support of Senior/Key Personnel since the last
reporting period?

b. Will there be, in the next budget period a significant change in the level of effort for the
PD/PI or other Senior/Key Personnel designated on the Notice of Award from what was
approved for this project?

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

Change in Select Agent Research?
Change in Multi PD/PI Leadership Plan?
Change in human embryonic stem cell (hESC) line(s) used?

@ —~ o o

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

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

i. Change in the Performance sites that will affect F&A costs, if applicable.
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Electronic Research Administration - Welcome JoeS
( C ommons )) Institution: OER University
- Authority: AR PI Log-out
Versicn 2.28.01

Sponsored by Natlonal Tnstitutes of Health

Home Admin Institution Profile Personal Profile Status Internet Assisted Review xTrain Links eRA Partners Help

Grant List Manage eSNAP Upload Science Edit Business
Org Info Project/Performance Sites All Personnel Research Subject SNAP and Other Progress Report Questions & Checklist Inclusion Enrollment

Edit Business - SNAP and Other Progress Report Questions & Checklist

*indicates a Required Field
Name: Exampla taxt Grant Number: SRO1CADOD00-00
Grantee Institution: Exampla taxt

Has there been a change in the other support of Senior/Key Personnel since the last reporting period? *
@ Mo O Yes

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

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 (hitp:/arants.nih.goviarantsfundina/phs398/phs398 html).
Annotate this information so itis clear what has changed from the previous submission. Submission of other support
information is not necessary if supportis pending or for changes in the level of effort for active support reported

Figure 35: SNAP and Other Progress Questions & Checklist Screen

NOTE: For internal tracking purposes you may Designate as Complete when done.

( [ Designate As Complete ] ]

This section has not been designated as complete

Warning: Clicking on Designate as Complete does not save changes to the eSMAP

Figure 36: Designate as Complete Information

5.1.5 Inclusion Enrollment

You can enter cumulative enroliment of human subjects-to-date and their distribution by
sex/gender and ethnicity/race directly into eSNAP.

NOTE: If activities involving clinical research 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.

1. Open the eSNAP Menu screen for the desired grant (see querying eSNAP Reports at
https://commons.era.nih.gov/commons-help/406.htm for details).

2. Select Edit Business tab.
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3. Click the Inclusion Enrollment sub-menu tab to review your inclusion enrollment
obligations. Hyperlinks are provided to the required reports.

4. Click the hyperlink to open the Inclusion Enrollment Report Table screen.
Complete the required information and click Submit to update your information.

For additional Inclusion Enrollment information, access the Help button (9) on the Edit
Business — Inclusion Enrollment screen, or at https://commons.era.nih.gov/commons-
help/432.htm.

Electronic Research Administration - Welcome JoeS
Institution: OER University
( Commons )
Version 2.28.01

Authority:  1AR Pl Log-out

Sponsored by National Tnstitures of Health
Home Admin Institution Profile Personal Profile Status
Grant List Manage eSNAP Upload Science Edit Business

Org Info Project/Performance Sites All Personnel Research Subject SNAP and Other Progress Report Questions & Checklist Inclusion Enrollment
Edit Business - Inclusion Enrolliment

Internet Assisted Review xTrain Links eRA Partners Help

Ifthis study meets the definition of clinical research you will be required to report the annual cumulative enrollment of subjects and their distribution by sex/gender and ethnicity/race.

To determine if you are required to provide this information, please review the box below. Full instructions about this requirement can be found in PHS 2590 at
(http:ifgrants1.nih.gov/arantsfundina/2590/2580.htrm)

If you have questions about these requirements or about completing the Inclusion Enrollment report, please contact your Program Official BLAIR, Donald G at
eRATest@mail.nin.gov

Inclusion Enrollment Report

This eSNAP does not have any Inclusion Enrollment Reports. If you have any questions, please contact your Program Official at NIH.

[ Designate As Complete ]

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

Figure 37: Edit Business — Inclusion Enrollment Screen

NOTE: For internal tracking purposes you may click Designate as Complete when done.

( [ Designate As Complete ] ]

This section has not been designated as complete

Warning: Clicking on Designate as Complete does not save changes to the eSMAP

Figure 38: Designate as Complete Information

5.2 Edit eSNAP

This edit eSNAP function allows the current eSNAP reviewer to edit the Science or Business

items of an eSNAP grant. Initially, the current eSNAP Reviewer must be someone with a role of
Pl, AO, or PI Delegate.
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5.2.1 Save and Complete

If the user chooses to designate an edited eSNAP as Save and Complete, the user designates the
edited screen as Complete. The system will then verify that the data provided is valid and saves
the data. The system then determines that all required data items are present and valid and marks
the screen as Complete.

5.2.2 Pending Enrollment

If the user chooses to update a protocol whose enrollment status is pending, the system will
determine that the enrollment status code for the protocol is pending, for which there are no
current enroliment totals.

The system will inform the user that since there are not currently any enrollment records for the
protocol the user must complete the Inclusion Enrollment Form.

5.2.3 No Protocol Changes

If the user declares that there are no changes to the protocol totals, the user saves the data
without modifying any of the protocol totals. The system then displays a warning dialog box
with the question Are you confirming that there have been no changes to the enroliment totals
for this protocol? At this point the user has a choice of responding either Yes or No. If the user
chooses the Yes option, the system saves the data.

NOTE: If the system determines that the eSNAP does not meet all of the data constraints, the
system will inform the user that the data does not meet all data constraints; notes the specific
data problems encountered, and asks the user to update the incomplete data.

5.2.4 Canceling eSNAP

If the user chooses to cancel the Edit eSNAP process without saving any of the data changes, the
system informs the user that changes to the data are lost. The system requires the user to continue
with or cancel the exit process.
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6 eSNAP Report Details

6.1 Overview

The eSNAP report must follow specific procedures prior to submission. When the institution's
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 on the selected
grant have the option of viewing that report. All SOs and AOs can view the eSNAP report at any
time. The eSNAP Report displays in Adobe Acrobat PDF format.

6.2 Viewing an eSNAP Report

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

To view the eSNAP Report:

1. Access the eSNAP Menu screen as described in the Accessing the eSNAP Module
section.

2. Click View eSNAP Report button.

ﬁ View eSNAP Report H[ Validate || View Routing Histery | [ Route |

Figure 39: View eSNAP Report Button

If the system determines that a final PDF file for the eSNAP does not exist, the system generates
a temporary PDF for the eSNAP grant. The system displays the temporary PDF. This PDF is not
saved in the system.

3. A File Download window displays.
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File Download

Do you want to open or save this file?

IE;- Mame: ESMAPE9zZE422,pdf
ﬁ Type: Adobe Acrabat Document

From: commons.test.era,nibh.goy

Open ] [ Save ] [ Cancel

wehhile files from the Intermet can be uzeful, zome filez can potentially
harm pour computer. IF you do not trust the source, do not open or
gave thig file. What's the righ?

Figure 40: File Download Window

4. 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

6.3 View Routing History
The following steps represent the process associated with viewing the routing history of an
eSNAP.

1. The PI, AO, or SO instructs the system that they want view the routing history for the
selected eSNAP by selecting “View Routing History” button on the eSNAP Menu screen.

2. The system displays the following data about each reviewer:

e Reviewer Name

e Reviewer’s decision (Approve or Reject)

e Date and time notification sent to reviewer

e Date and time the reviewer approved or rejected

6.4 Validating an eSNAP Report

To check for errors or missing data in required data fields, you must validate a report that is in a
WIP status. The system displays error messages for each field with incorrect or missing data.

NOTE: Validation can be done by selecting the “Validate” button. An eSNAP can be validated
at any time once its status is WIP, and it can be validated multiple times.
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To validate an eSNAP report:
1. Access the eSNAP Menu screen for the desired grant.

Welcome JoeS

Electronic Research Administration 3
Institution: CER University
( Commons ) oy s
Version 2.26.01

Sponsored by National fnstitures of Health

Log-out

Home Admin Institution Profile Personal Profile Status Internet Assisted Review xTrain Links eRA Pariners Help

Grant List Manage e SNAP Upload Science Edit Business

eSNAP Menu

MIH Manuscript Submission System Status: AVAILABLE

[Application Information

Grant Number: 5RO1CADD0000-00
Institution: CER University
PD/PI Name: Somebody, Joe
Project Title: Example Title Text
Due Date: 121612009
Current Reviewer: Anybody, Jane
Status: FDIFI Work in Progress
Upload Science Incomplete

Organization Information Complete
FrojectPerformance Sites  Incomplete

All Personnel Incomplete
Research Subject Incomplete
SMNAP Questions Complete
Inclusion Enroliment Incomplete
Iﬁ View eSNAP Report | [ validate | [ View Routing History | [ Route | ]

Figure 41: eSNAP Menu Screen
2. Click Validate.

If any known errors exist within the selected eSNAP the system displays a list of the errors.

6.5 Submitting an eSNAP

The Submit eSNAP process allows the SO (or Pl with eSNAP Submit Authority) to submit the
eSNAP to NIH. The submitter must be the current eSNAP reviewer.

NOTE: eSNAP Submit Authority and SO roles are equivalent for this process.

This process applies only if the current eSNAP reviewer selects an eSNAP that has not
previously been submitted to NIH, and the reviewer has eSNAP submit authority. The following
steps represent the process associated with submitting an eSNAP.

1. The system will validate that the required eSNAP data has been entered and is valid.

2. The system will validate that the Assurances and Certifications have been entered for the
Grantee Institution.

3. The system will validate that all Population Tracking Protocols associated with the
eSNAP have been updated.

4. The system will inform the SO (or Pl with eSNAP Submit Authority) that their approval
will submit the eSNAP to NIH and asks them to confirm that this is what they wish to do.
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5. At this point, the SO (or PI with eSNAP Submit Authority) must tell the system to submit
the eSNAP to NIH.

6. The system displays the Certification Statement with options to select I Agree or Cancel
the submission.

7. Ifthe SO (or Pl with eSNAP Submit Authority) selects “I Agree” the eSNAP will be
submitted to NIH.

8. The system will set the eSNAP submission to the current date and time and sets the
eSNAP status to Submitted.

9. The system will then send the eSNAP to NIH.

NOTE: Upon receiving an eSNAP from a grantee institution, the system sends a notification to
the primary IC, the Program Official (PO) assigned to the grant, and the Grants Management
Specialist (GMS) assigned to the grant. The eSNAP will be collected by NIH via the Receive
eSNAP process.

10. The system records the day, the date, the time (EST), and the reviewer name.

11. The system will send a notification to the AO and SO of the organization (or only the SO
if the SO is listed as both the AO and SO), and to the PI, that the eSNAP has been
submitted to NIH including the date and time of submission.

12. The application’s organization Business Official (BO) contact name, phone number, e-

mail, fax, and address in IMPACII is updated with the corresponding information defined
in the eSNAP.

6.6 Institution Profile

6.6.1 Assurances and Certifications
The following Assurances and Certifications are in the Institutional Profile (IPF):

e Graduate Student Training for Doctoral Degrees D43, TU2, T15, T32, T37, T90,
U2R, U90, and U54/TL1 only

e Smoke-Free Workplace

NOTE: This Certification will not be mandatory for eSNAPs.
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7 PD/PI Assurance Report

7.1 Overview

The grantee institution is responsible for securing and retaining a written assurance (including
date) of all PD/PIs prior to submitting an application (including noncompeting application such
as the SNAP) to the NIH. The institution further agrees to make the signature available to the
NIH upon request. Since the eSNAP accommodates the PD/PI signature by using the password
protected PD/PI’s eRA Commons account, it may be used as the official system of record for this
particular assurance. A report is available to allow grantee officials to retrieve this information
upon request.

7.2 SO—Viewing the PD/PI Assurance Report

A PD/PI Assurance Report is available to the SO and can be processed from the PD/PI
Assurance Report tab at the top of the eSNAP Menu screen.

To view the PD/PI Assurance Report:

1. Loginto eRA Commons and access the eSNAP module as described in the Accessing the
eSNAP Module section.

2. Onthe Manage eSNAP screen, click the PD/PI Assurance Report access tab.

Electromic Research Adminisiration welcome Joe5

= /£ Insttution: i i
(@mESSE Commons ) &= ..
. warign 2 3501

Kponsore d by Natiomal fastitufes of Health

Home  Admin Inslitulion Profike  Personal Profile  Siaies LTl xTrain Links eRA Pariners

Manage eSNAF

QLB Approval Humber OMB Ne. 0123-0001PHS1Z34 Appioved through 123072010

Typd  Adewly  ICCoce  Beisl Mumber  Buppon Yew  Bulfi Code
Grant Rumber:
PO Last Name:
Current Reviewer Last Hamae:

Stabus: a0 w

Sieléct Grant Numbir Bnk 10 manags the ¢ SHAP

Grant Applications
Grand Numdser PINM Hame Progect Tige Duset Dt Stafus

Current
R

Figure 42: PD/PI Assurance Report Screen

The PD/PI Assurance Report screen displays.
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Jj-m-uurrl‘ By Warlomal Fasriiuies of Nealth
| Hoene  Adenin Insiflutien Pyofile  Porsonsl Profile Staius

G st PP s s arie Feport

PDIFI Assurance Report @

.Ff.rrhrnlnl; Reidareh Adminlitrarion wislcome  JoeS
(( e R . Commons ) nuason OER University
Wigkias 3 25 01

xTradn Links ofA Paninss

Laa Fimt

POV Hoamee

1o 03042000 |ERumwooreeen

Epwoonro

e Range From 02042010

POVPI AsSur ance Search Resulls
loome——— Powme o Jhweedwe i

MO etord eallable

Figure 43: PD/PI Assurance Report Search Screen

3. Enter the search criteria:

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.

Elecironic Reasarch Admianistrafion Welcome JOBS
OER Uni i
(( Commons ) et i I

Hama Adnin_lnsttion Protie_Porsona Profie Stais (G xiram Links eRA Partners

Buvooryn 1o 00252010 | Baucorym

POP Assurance Soarch Results 1 - £ oul of £records  Priev 1 et &)
forams " eommame e liAgeesste it |
RO1CADOOOCO-00 Somebody, 1 R JeeS 420007 12214 ROUTE
B01CAD00000-00 Somebody, J B Joes AE2007 16117 ROUTE

Figure 44: PD/PI Assurance Report Results Screen

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.
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8 Getting Help

The eRA Commons Helpdesk is available to assist you Monday — Friday from 7 AM - 8 PM,
United States Eastern time. The helpdesk also responds to requests from institutions to register
with eRA Commons. Several steps must be completed to respond to such a request, including
account creation for the SO, AA, and AO for that institution. Often times, helpdesk staff
establishes the PI accounts as well.

The account creation process is sometimes quite involved, since an NIH profile must be assigned
or created at the time of account creation. Due to occasional ambiguity in the NIH database,
sometimes a fair amount of time is needed to select the appropriate profile for the new eRA
Commons user account.

8.1 Online Help

When a problem occurs, help is available using the eRA Commons online documentation
(http://era.nih.gov/commons/commons_support.cfm), visiting the eRA homepage
(http://era.nih.gov), or visiting the eRA Help Desk self-help page (http://era.nih.gov/help). For
additional eRA Help Desk support, the self-help page allows the submission of an online ticket.
The eRA Help Desk can also be reached by phone at 301-402-7469 (toll free 866-504-9552) or
at 301-451-5939 for TTY, or by e-mail at commons@od.nih.gov. Business hours are M-F 7:00
a.m. —8:00 p.m. EST.

e Clicking the Help icon provides context sensitive help based on the current screen
e Selecting the main menu Help hyperlink accesses the Online Help Table of Contents
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Appendix A: General eRA Commons Information

A.1 Password Information

A.1.1 Resetting Your Password

Users who have forgotten their password have the option of requesting to reset their password.

Submitting this request generates a new but temporary password, which is sent to the e-mail
address contained in your user profile.

To reset your password:

1. Select the Forgot Password or Locked Account? hyperlink on the eRA Commons
homepage.

NOTE: You do not need to be logged into eRA Commons to reset your password.

Electronic Research Administration 3 Welcome Guest
Institution: Mot Affiliated
( Commons ))

Authority:
Sponsored by Narional Institures of Health )
Version 2.26.01
T Links eRAPartners Help
What's
COMMONS

SYSTEM STATUS:

* All systems are currently up.
+ Forissues accessing the Intermet Assisted Review (IAR) module, refer to instructions: |AR Access |ssue for Reviewers. SROs Resolved For Mow
Tips:

« Support: Take advantage of our web support at http://ithelpdesk.nih.gov/eRA/. VWhen requesting support. please supply as much of the requested
data as possible for faster service.

« Electronic Submission: Learn about the most frequent application errors at Avoiding Common Errors.

More Recent Fe of C

About the Commons

Commons Login B Scope and Purpose

* indicates required field

4 ==NEW™* xTrain is now available to all institutions registered with the eRA Commons. Find

Username * further information at the eRA xTrain page. ' ntacts
4 eSNAP - Allows an institution to review non-competing grant data and submit a progress repart ¥ Enter eRANH Commons Dema
* online
Password 4 Reference Letters: To submit a reference letier when requested by an applicant, please follow  |inks
this link: Submit Reference Letter ¥ Co
m [m < Internet Assisted Review {IAR) - Allows reviewer to submit critiques and preliminary scores for g R

applications they are reviewing. Allows Reviewers, SRAs, and GTAs to view all critiques in ¥ eRAHome Page
preparation for a meeting. |1AR creates a preliminary summary statement body containing ¥ Electronic Application Submission
submitted critiques for the SRA or GTA ¥ Grants.qov

<4 Demo Facility - Demo Facility allows you to try most of the capabilities of the MNIH eRA ¥ iEdison

Commaons in a sample environment.

(Foruol Password/nlock Account? ]

System Notification

Figure 45: eRA Commons Homepage with Forget Password Reset Link

2. Enter your User ID and E-mail Address in the required fields of the Reset Password
screen.
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Welcome Guest

Electronic Research Administration 3
Institution: Not Affiliated
( Commons ) s

Sponsored by Narlonal Fnstiturtes of Health
TIITN Links eRAPartners Help
Reset Password

Version 2.28.01

*indicates required field.

UseriD® (I
Email Address™
d Submit | Cancel

Figure 46: Reset Password Screen

3. Click Submit. The system will return to the eRA Commons homepage. A new,
temporary password is generated and sent to the e-mail address contained within your

user profile.

NOTE: All passwords are validated against the Password Policy requirements.
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A.1.2 Changing Your Password

eRA Commons offers you the option to change your password from within eRA Commons. To
change your password:

1. Loginto eRA Commons.

2. Select the Admin tab

3. Select the Accounts tab.

4. Select the Change Password tab.

Users may also access the eRA Change Password module directly from the following URL.:
http://apps.era.nih.gov/eraservices/ and eRA Change Password screen.

S
%Sé'% e

nuinut €RA Change Password

New password must meet the following stendards:

# Alledsleighl (8) nun-bldnk characlers in lenglh

= Must contain a mizture of lefters, numbers and special characters: |#5 % *- _=+==
+ Firstand last characters cannot be numbers

+ Cannot contain uzername

« Cannotbe reusedwithin one (1) year

Your password will be changed immediately in eRA producticn (IMPP) applications. For IRDB applications - such as QVR - password changes will take effect within one hour.

For additional guidance, please review the eRA Password Policy.

* indicates required field

Change Password Form

* Uszrname:
*

Old Password:
* o

New Password:

* Retype New Password:

Figure 47: eRA Change Password Screen

A.1.3 Logging Out of eSNAP

Upon completion of any work, edits, updates, submissions or administrative changes, it is best to
logoff/sign-out from the eRA Commons system before closing the browser. The Log-out link is
located in the upper right corner of the eRA Commons screen.

Electronic Research Administration 3 Welcome Joes
@RV Commons
( ) Authority: S0 (Log-oul
Sponsored by Narlonal Institures of Health Version 2.28.01

Home Admin Institution Profile Personal Profile Status eSNAP xTrain Links eRA Pariners Help

Figure 48: eRA Commons Log-out Screen
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A.1.4 Expired Session

If you are going to be away from your computer for an extended period, log out of the system.
Work sessions expire after 45 minutes of inactivity. Approximately five minutes before
expiration a notification message will be displayed.

/3 https://commons.test.era.ni =] 3]

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

s Keep Session - Continue editing your
page. Tou will be warned again if your
session 15 in danger

¢ Abandon Session - Your session will
expite normally and you may loose any
data you are currently editing. Tou may fiz
your session later by logging in again.

Keep Session | Abandon Session |

Figure 49: Session Expiration Notification

1. Click Keep Session to resume your session and continue working.
2. Alternatively, click Abandon Session to log out.

NOTE: When you are unable to respond to the session expiration notification your session
will expire while the eRA Commons is still open. When the system logs you out you may
experience errors, lose functionality, or lose some of your data.

In the event any of the above problems occur:
1. Close your Web browser icon (e.g., Internet Explorer).

2. Open a new browser window and begin a new session.

A.1.5 Multiple Principal Investigator (MPI)

eSNAP supports the Multiple Program Director/Principal Investigator (MPI) model. MP1 allows
multiple PD/PIs to be associated with grants, contracts, and cooperative agreements. The label
MPI displays adjacent to grant numbers when that grant is associated with multiple PD/PIs.

NOTE: eSNAP reports, for grants having multiple Pls associated with the grant, display all
associated Pls. The PI designated as Contact PI is identified adjacent to the Pl name.
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Grant Number

5R0O1CA000000-00
5RO1CANOOOO0-00
5RO1CAD00000-00
5RO1CAQOO0O0-00

SR21A1000000-00 (WP} I

SRO1CAQQ00Q0-00
SRO1CAQ000000-00
5R01CAMAO0O0-00
5RO1CAQ000000-00

Grant Applications 1- 10 out of 10 records

PD/PI Name

Coe, Jane
Dioe, Jane
Doe, Jane
Doe, Jane

DOE, Jane

Doe, Jane

Doe, Jane
Cioe, Jane

Doe, Jane

Prey 1 Mext

Example Title Text
Examnple Title Text
Example Title Text
Example Title Text

Example Title Text

Example Title Text
Example Title Text
Example Title Text
Example Title Text

Mot eSNAP Eligible
Mot eSNAP Eligible
Mot eSNAP Eligible
Mot eSNAP Eligible

04/16:2009 _ Doe,
OVERDUE PD/PI'Work in Progress Jane

Mot eSHAP Eligible

Mot eSNAP Eligible

Figure 50: Manage eSNAP Screen with MPI Grant

eSNAP screens displaying PD/P1 names display the names of all PD/PIs associated with the
grant in alphabetical order. The multiple PD/PI policy requires one PD/PI to be designated as the
contact PD/PI, which is designated in our system with the “(Contact)” following their name.
Only the contact PD/PI or their delegate is able to initiate the eSNAP.

Grant Number:
Institution:

PD/PI Name:
Project Title:

Due Date:

Current Reviewer:
Status:

eSNAP Menu

IH Manuscript Submission System Status: AVAILABLE

Application Information

SRZ1AI000000-00

OER University ¥
{ DOE, JANE (Contact); Anybady, Joe )|
Example Title Text
0arB/2009
DOE, JANE

FLURIWWark in Progress

pload Science

All Persannel
Research Subject
SMAP Questions

Status of Completion:

Organization Information
ProjectiPerfarmance Sites

Inclusion Enrallment

Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete
Incomplete

View BSMAP Report | validate | view Routing History | Route |

Figure 51: eSNAP Menu Showing Pl Names and Contact Designation
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A.2 Personal Profile

A.2.1 Overview

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

NOTE: Users are only required to create a personal profile once. You are then able to maintain
and make updates to your profile when necessary.

A.2.2 Managing a Personal Profile

To create a personal profile:
1. Loginto eRA Commons as described in the Accessing the eSNAP Module section.
2. Select the Personal Profile tab, then Personal Information tab.

Electronic Research Administration = Welcome Joes
(=¥ Commons )
Authority. S0 Log-out
Version 2.26.01

Sponsored by National Tnstitures of Health

Home Admin Institution Profile Personal Profile Status eSNAP xTrain Links eRA Partners Help
Personal Information Race/Ethnicity Employments Reviewer Address Residential Address Degrees/Residency Publications Trainee-Specific

Figure 52: Personal Profile Screen

A minimal amount of information has been obtained from the original user account creation. To
update the information, complete the on-screen items noting that all fields followed by an
asterisk (*) are required.

NOTE: Make sure the eRA Email address is current and accurate as that is the email used in a
variety of circumstances, including when resetting the eRA Commons password.

3. Click Submit to save all changes.

Appendix A 44 May 3, 2012



eRA eSNAP User Guide

Electronic Research Administration Welcome JoeS
- 1= A C Institution: OER University
@ WL ommons Authority: SO Log-out
Version 2.26.01

Status eSNAP xTrain Links eRA Pariners Help

Reviewer Address Residential Address Degrees/Residency Publications Trainee-Specific

Personal Information @

Notes & Tips:

« No other users within your institution can view your Personal Profile information unless you delegate that authority to them.

o Providing Social Security Number (SSN) information helps agency staff uniquely identify and manage your system records

e Personal information (e.g., gender, date of birth, disability) is used for aggregate statistical reporting only. This data is a vital tool in identifying and addressing any
program inequities.

¢ Providing a middle name is especially important for individuals with common names.

I' indicates required field

Identifying Information
Name Prefix: \ First Name:” |Joe l

Middle Name: [ \ Last Rame™ [Anybody |

| SSN: |:
Enter last 4 digits or full SSN l
08/26/1948 | Do Not Wish to
Gender:™ MALE 1 DOB (MM/DDAYYY)"

Name Suffix:

Provide? []
Citizenship: [us. Citizen or Non-citizen National v| Citizenship Country:
Required for participants in research training, For non-US citizens and | UNITED STATES v
fellowship, or career development programs permanent residents
eRA Email:* ‘ askera@mail nih.gov \

Do you have a disability?
Oves ONo @ Donotwish to provide

|if yes, which if the following categories describe your disability(ies)?
Hearing Visual Mobility/Orthopedic Impairment Other

w Reset |f Cancel

Figure 53: Personal Information Screen

Once personal information is updated, a confirmation message will display.

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

e Personal information

e Race/ethnicity

e Employments

e Reviewer Address (the reviewer address is used only when the user is a reviewer)
e Residential Address

e Degrees/Residency

e Publications
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