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Introduction

eSNAP, the electronic Streamlined Non-competing Award Process, is a component of the NIH eRA Commons.
eSNAP allows extramural grantee institutions to submit an electronic version of aType 5 (non-competitive)
progress report to the grants management community via a web interface.

eSNAP is accessed through the NIH eRA Commons, a web-based system that allows NIH extramural grantee
organizations, grantees, and the public to receive and transmit information electronically about the administration of
biomedical and behavioral research. To be able to use the NIH eRA Commons you must be registered as a user.
Contact your Office of Sponsored Programs or Office of Clinical Research representative for information about

registering.
Logging In to eSNAP

Logging In

1. Launch your Web browser.

2. Enter thefollowingin your browser’s Address/Location field:
https://commons.era.nih.gov/commons/ and press .
The NIH eRA Commons Home page opens.

/3 Commons - Microsoft Internet Explorer == |5|‘

J File Edit View Favorites Tools Help |

JAddress I@ https:{fcommaons. era.nib,gov/commaons, 'l
g““ NATIONAL INSTITUTES OF HEALTH o o amiated I
& ¢ )
%@M eRA Commons MTTTER Authorty
TN  Links Help
Cummuns Lugm

Username *

e

Password *

Login I Reset |

oot Passwar

Wh MIH Commans Version 2 is now availahle and registration is open to all MNIH
at's grantee organizations.

ion Registration and account infarmation for most active organizations who had
COMMONS heen registered in the previous version of MIH Commans, has been

Ahout the Commons mlgrated o the newversmn These |nst|tut|0ns are asked to walidate thew

Figure 1 NIH eRA Commons Home Page Before Logging In

3. Inthe Usernamefield, type your username and press to move to the Password field.

4. Type your password and prees or click Login.
5. If thisisthefirst time you are logging in, the Change Password page (FRW0015) opens:

Introduction Page 4
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Welcome Guest
Institution: Mot Affiliated

g% NATIONAL INSTITUTES OF HEALTH
@&L‘ .
Q\HE Authority:

eRA Commons f
TN  Administration Institution Profile Personal Profile Status eSNAP X-Train Links Help
Change Password

Your password has expired, you must change your passwoard now in order to log into the system.

* indicates required field

Old Password: I
New Password:

Retype New Password:

Submit

[ Contact Us | Privacy Notice | Disclaimer | Accessibility ]

Matianal Institutes of Health (NIH) #7, Department of Health @ 2003 NIH. All Rights Resenced.
@ 29000 Rodwille Pike _/g and Human Services  Screen Rendered: 05/06/2003 12:02:09 EDT

g™ Betheszda, Maryland 20392 Screen |d: FRWOOIS

Figure 2 Change Password Page (FRWO015)

a. Enter your old password, and then enter and retype a new password.
b. Click Submit to update the new password information.

The system returns you to the Home page with your login information displayed in the upper right corner of the

page. A logout link is located directly beneath your login information.

J File Edit ‘iew Faworites Tools Help /

Zz

Welcome mmecune
Institution: J. DAYID GLADSTONE

2% NATIONAL INSTITUTES OF HEALTH

4
=¥  eRA Commons T NSTITUTES
: d Autharity. Pl Log-out
IR  Administration Institution Profile Personal Profile Status eSNAP X-TrheLinks Help

System Notification

About the Commons
¥ Scope and Purpose
B Frequently Asked Guestions
B Grantee Organization Redistration

/3 Commons - Microsoft Internet Explorer _&]x]

¥ ERA Contacts

Figure3 Login Information and Logout Link

6. Select the eSNAP tab to open the eSNAP Application page (ESP7025). See Querying eSNAP Reportson

page 12 for more information.

Logging Out

Logging out of the NIH eRA Commons ends your current session. The top of each page contains a Logout hyperlink

(see Figure 3 on page 5).

Username and Password Information

Y ou need a persona user account to log in to the NIH eRA Commons. This requires a unique username (from 6 to

20 characters) and a password (minimum length of 6 characters). The username and password can be any

combination of |etters and numbers.

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

Logging In to eSNAP
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Note: The password is case-sensitive.

1. Accessthe NIH eRA Commons Home page as described in Logging In.
2. Click the Forgot Password? hyperlink to open the Reset Password page (FRW0002).

3 Reset Password - Microsoft Internet Explorer == |5|‘
J File Edit ‘“iew Faworites Tools Help |
JAddresS I@ https: jfcommons.era.nib. govicommonsresetPassword. jsp 'l
el Guest —
NATIONAL INSTITUTES OF HEALTH elcome Guest 2]
fray T Institution: Not Affliated
o eRA Commons ST Authoriy

cl"HE
TN Links Help
Reset Password @

*indicates required field.

user ID* I
Email Address™ I
Cance

Figure4 Reset Password Page (FRW0O02)

3. IntheUser ID field, type your user name and press to move to the Email Addressfield.

4. Typeyour email address and press or click Submit. The system returns you to the Home page and
displays a confirmation message indicating that your password has been reset.

Changing Your Password

Note: The password is case-sensitive.

1. Select Administration | Accounts | Change Passwor d to access the Change Password page (ADM1013).

/% Change Password - Microsoft Internet Explorer : : -9 =l

J File Edit View Favorites Tools  Help ﬁ

NATIONAL INSTITUTES OF HEALTH 4 g Velcome mmecune B
@ T Institution:J. DAVID GLADSTONE
St eRA Commons ~HHI INSTITUTES
— Authoritye Pl Log-out

Home Administration Institution Profile  Personal Profile Status eSNAP X-Train Links Help
Accounts

Delegate Pl Delegate PPF Edit Change Password

Change Password @

This will change your password
™ indicates required field

Change Password Form

Old Password: * ||
Mew Password: * I
Retype New Password: * I

Figure5 Change Password Page (ADM1013)

2. Enter your current password in the Old Password field.

3. Enter anew password (at least 6 characters) in the New Password field. This new password must be different
than your current password.

4. Retype the new password in the Retype New Password field.

5. Click Submit to update the information.

Logging In to eSNAP Page 6
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Special Notes Regarding the Web Browser

The NIH eRA Commons is available to any user with aweb browser (Internet Explorer 5.01 or greater or Netscape
4.7 or greater) and Internet access. Other Web browsers are also supported, but some functionality may be lost.

Y ou must enable Cookies and JavaScript on your browser and use the navigation buttons and hyperlinks provided
on the system pages instead of the browser buttons to move through the pages. Additionally, make sure that the
browser is not set for automatic password completion. For instructions on making these changes, check your
browser’s Help text.

Session Expiration

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

'3 http://deneb.cit.nih.go - | Ellil

Tour session will be timed out i 5 minutes. What
would vou like to do?

o Eeep Session - Continue editing your
page. Tou wil be warned again if your
session s i danger

o Abandon Session - Your session will
expire normally and you may loose any
data wou are currently editing. Y ou may fix
vour session later by logging in again.

Keep Session | Abandon Session |

Figure 6 Session Expiration Warning

If you know you won't need to use the system for an extended period of time, you should use the Logout hyperlink
located at the top of every pageto log out (see Figure 3 on page 5). If your session expires while the NIH eRA
Commonsis till open (if you don't respond to the expiration message within the allotted five minutes), you will
experience errors or lost functionality in the system (such as disappearing buttons, Internal Server Error 500, pages
displaying with no data, or promptsto log in again). If any of these problems occur, close your web browser window
and then reopen it to log in and start anew session.

Concurrent Log Ins

Y ou may belogged in to the NIH eRA Commons for only one session at atime. If you attempt to log in to another
session (using a second browser instance), the system gives you the option of either terminating the first session or
canceling the request.

Password Expiration Notification

For security purposes, NIH eRA Commons user passwords expire and must be reset. If your password is about to
expire, a"password close to expiration”" message is generated when you log in.

When your password expires, you are directed to select a new password. When you change your password, you do
not need to notify anyone.

Printing Pages
All web pagesin the NIH eRA Commons can be printed using your browser's standard print feature in order to
provide a hard copy report of what you see on the screen.

Logging In to eSNAP Page 7
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Available User Roles

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

AA. The Account Administrator (AA) is designated by an SO to facilitate the administration of the NIH eRA
Commons accounts for their institution. The AA can create accounts, del ete accounts, and modify accounts as
necessary.

AO. The Administrative Official (AO) reviews grant applications before the final application is submitted to the
NIH by the SO. Depending on the institution workflow process, it is possible for the SO and AO to be the same
person (in this case the institution only needs a SO account). An AO also can create additional AO and Pl accounts.

Extramural Administrator. Thisrefersto an individual with arole of SO, AA, and/or AO.

PI. The Principal Investigator (Pl) is an individua designated by the institution to direct the project or activity being
supported by the grant. The PI is responsible and accountable for the proper conduct of the project or activity. The
role of the Pl within the NIH eRA Commons isto complete the electronic grant process.

Asst. The Assistant (ASST) isabasic NIH eRA Commons user who can be assigned as a Pl delegate for eSNAP/ X-
Train. Userswith this roleinitially have no access other than updating their own personal profile but can be
delegated PI authority to selected accountsin order to aid in administrative tasks.

Delegating/Revoking Submit Authority to a PI

The Signing Official (SO) of the grantee institution may delegate or remove submit authority to/from the Principal
Investigator (PI). Pls who receive submit authority from the SO can then submit those eSNAP grants for which they
arethe Pl to the NIH.

The Pl whose submit authority is removed can no longer submit any eSNAP grantsto the NIH.
SOs may select multiple Pls from the hit list to either delegate or remove submit authority.

Note: In order to delegate or remove submit authority, you must have the role of an SO. Delegated Signing Official
authority is not sufficient.

Available User Roles Page 8
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Delegating Submit Authority

1. Select Administration | Accounts | Delegate Submit to open the Delegate Submit Access page (ESP7026).

g"“é“’% NATIONAL INSTITUTES OF HEALTH
UNNMERSITY

o eRA Commons LT _
Autharity: Pl S0 Log-out

Home Administration Institution Profile  Personal Profile Status eSHAP X-Train Links Help
Accounts
Create Account Create Affi E in Account Delegate Pl Delegate Submit

Delegate Submit Access @

You are delegating eSNAP Submit Autharity

_ Welcome conturo
Institution: WASHINGTON

Delegate PPF Edit Change Password

Confirmation Cancelled.

(Current Insitution Pl Users (Current Submit Delegates
BARDGETT. MARK Assian ==> Mo Submit Delegates Found
CARSON, BEMJAMIN 4”5'9” =

Cancel |

HOWARD, MATTHEW
SOTO. TRACY
TABER, LARRY

[Contact Us | Privacy Motice | Disclaimer | Accessibility ]

Mational Institutes of Health (MIH) #7"y, Departtment of Health @ 2003 NIH. All Rights Resensed.
@ 9000 Rodoille Pike . 4 and Human Services  Screen Rendered: 05/19/2003 11:02:43 EDT
ey

oyt Bethesda, Manidand 20892 Secreen |d: ESPTOZE

Figure7 Delegate Submit Access Page (ESP7026)

2. Fromthelist of Current Institution Pl Users, select the desired PI. Multiple Pls can be selected by pressing the
Ctrl key and clicking on all the desired names.

3. Click Assign. The Delegate Pl Confirmation page opens (ESP7027).

Del egating/Revoking Submit Authority to a Pl Page 9
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Welcame debpesso
3"‘-'% NATIONAL INSTITUTES OF HEALTH b, Institution: WASHINGTON
Y, eRA Commons CHITTRE UNIVERSITY

Gepeps® . sutharity: 50 Log-out

Administration Institution Profile  Personal Profile Status eSNAP X-Train Links Help

Accounts
Create Account Create Affiliati ail DI E RSNl  Delegate PPF Edit  Change Password  Verify NIH Support

Delegate Submit Conflrmatlon 2]
Flease canfirm that you want to DELEGATE the person helow,

CONFIRM DELEGATE

Delegate Hame:  Panitz, Debra

Title: ASSOCIATE PROFESSOR
WASHINGTON UNIVERSITY
DEPT OF RADIOLOGY

Address: 510 5 KINGSHIGHWAY

Bethesda MD 20851

DELEGATION OF AUTHORITY FOR APPLICANT ORGANIZATION CERTIFICATION AND ACCEPTANCE:

By delegating the authority to submit eSMAP Progress Reports to the MIH, vou agree to allow this individual to answer the fallowing
staterment for you: | cedify that the statements herein are true, complete and accurate to the best of my knowledge, and accept the
ohligation to comply with Public Health Services terms and conditions if a grant is awarded as a result of this application. | am aware that
any false, fictitious, or fraudulent statements or claims may subject me to criminal, civil, or administrative penalties.

[Contact Us | Privacy Motice | Disclaimer | Accessibility ]

g’“mb% Mational Institutes of Health #7y, Department of @ 20032 HIH. All Rights Reserved. ’

@ (MIHY '_ {@' Health Sereen Rendered: 020402003 12:28:47 ._:‘_'

Fuzd® Q000 Rodwille Pike “ and Human Serices  EDT — GRANTS.GOV™
Betheszda, Maryland 20292 Secreen |d: ESPFOZT FIND. APPLY. BUCCEED.

Figure8 Delegate Submit Confirmation Page (ESP7027)

4. Click Save to confirm the delegation. A confirmation message is displayed and the selected names are listed in
the Current Submit Delegates column. A confirmation email is sent to the selected delegate/'s.

Revoking Submit Authority

1. Seect Administration | Accounts | Delegate Submit to open the Delegate Submit Access page (ESP7026).
See Figure 7 on page 9.

2. Fromthelist of Current Submit Delegates select the desired PI. Multiple Pls can be selected by pressing the Ctrl
key and clicking on all the desired names.

3. Click Revoke. The Revoke Submit Delegate Confirmation page opens (ESP7027).

Del egating/Revoking Submit Authority to a Pl Page 10
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Welcome debpesso

L
ﬁﬂ‘% NATIONAL INSTITUTES OF HEALTH Institution: WASHINGTON

‘©? eRA Commons U

UNIVERSITY
Authority. 50 Log-out
Home Administration Institution Profile  Personal Profile Status eSNAP X-Train Links Help
Accounts

Create Account Create Affiliation Maintain Account Delegate Pl Delegate Submit Delegate PPF Edit  Change Password

Revoke Submit Delegate Confirmation

Flease canfirm that you want to REVOKE the person helow.

| v

CONFIRM REVYOKE

Delegate Name: Panitz, Debra
Title: ASSOCIATE PROFESSOR

WASHINGTON UNIVERSITY
DEPT OF RADIOLOGY
Address: 510 5 KINGSHIGHWAY

Bethesda MD 20851

Save | Cancel

[Contact Us | Privacy Motice | Disclaimer | Accessibility |

y Matienal Institutes of Health (NIH) "4, Department of Health @ 2003 NIH. All Rights Reserved.
@ 9000 Rodwille Pike {@. and Human Senices Screen Rendered: 05/M9/2003 11:07:25 EDT

Byt Bethezda, Maryland 20892 Secreen |d: ESPT0ZT

Figure9 Revoke Submit Delegate Confirmation Page (ESP7027)

=l

4. Click Saveto confirmthe removal. A confirmation message is displayed and the selected names are removed

from the list of Current Submit Delegates. A confirmation email is sent to the selected delegatel/s.

Delegating/Revoking Pl Updating Authority

A Principal Investigator (Pl), Account Administrator (AA), Administrative Official (AO), or Signing Official (SO)
may delegate or remove Pl updating authority to/from other registered NIH eRA Commons users. Users who receive

updating authority can then edit any of the Pl's eSNAP reports.

Note: In order to delegate or remove Pl updating authority, you must have therole of aPl, AA, AO, or SO.

Delegated PI update authority is not sufficient.

Pls—Delegating Pl Updating Authority

1. Seect Administration | Accounts | Delegate Pl to open the Delegate Pl Access page (ESP7000).

2. Fromthelist of Current Institution Users, select the desired user. Multiple users can be selected by pressing the

Ctrl key and clicking on all the desired names.
3. Click Assign. The Delegate Pl Confirmation page opens (ESP7001).

4,

Click Save to confirm the delegation. A confirmation message is displayed and the selected names are listed in
the Current Pl Delegates column. A confirmation email is sent to the selected delegate/s.

SOs, AOs, & AAs—Delegating Pl Updating Authority

Note: Thefieldsfor the query information on this page are optional. Use any desired combination of the fieldsto
perform the query for the Pl you are selecting.

1. Select Administration | Accounts | Maintain Account to open the Account List page (ADM 1007).

2. Enter the query information to find the desired Pl and click Sear ch to perform the query.

3. From the Account Search Results list, click the Delegate Pl hyperlink for the selected Pl. The Delegate PI
Access page (ESP7000) opens.

4. Fromthelist of Current Institution Users, select the desired user. Multiple users can be selected by holding

down the Ctrl key and clicking all the desired names.

Delegating/Revoking Pl Updating Authority

Page 11
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5. Click Assign. The Delegate Pl Confirmation page opens (ESP7001).

6. Click Saveto confirm the delegation. A confirmation message is displayed and the selected names are listed in
the Current Pl Delegates column. A confirmation email is sent to the selected delegate/s.

Revoking Pl Updating Authority
1. Select Administration | Accounts | Delegate Pl to open the Delegate Pl Access page (ESP7000).

2. Fromthelist of Current Pl Delegates, select the desired delegate. M ultiple delegates can be selected by pressing
the Ctrl key and clicking al the desired names.

3. Click Revoke. The Revoke Pl Delegate Confirmation page opens (ESP7001).

4. Click Saveto confirm the removal. A confirmation message is displayed and the selected names are removed
from the list of Current Pl Delegates. A confirmation email is sent to the selected delegate/s.

Querying eSNAP Reports

Introduction

The Manage eSNAP page is used to view the eSNAP reports to which you have access and lets you select an
eSNAP report in order to perform various actions upon it.

Viewing the List of eSNAP Reports

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

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

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

Querying eSNAP Reports Page 12
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Welcame debpesso

Institution: WASHINGTON
UNIVERSITY

Authority,. 50 Log-out

gv-‘-bﬁ% NATIONAL INSTITUTES OF HEALTH
©: eRA Commons
HEI

Home Administration Institution Profile Personal Profile Status eSNAP ¥-Train Links Help
Grant List

Manage eSNAP @

Tupe Auctivity IC Code Serial Humber Supportvear  Suffix Code
Grant Number: l— I I J I I I
-

Pl Last Name: I
Current Reviewer Last Name: I

Status: | j

Select Grant Mumber link to manage the eSMAP:

Grant Applications 1 - 2 out of 2 recards  Prev 1 Mext

BvIewWer

SRO1TCADT1160-03 Debra Panitz Medical Cancer Research 081452004 Mot started
|5RD1 HLO11161-03  Debra Panitz Medical Research on the Heart 081452004 Mot started

[ Contact Us | Privacy Notice | Disclaimer | Accessibility ]
Mational Institutes of Health 7y, Department of @ 20032 MIH. All Rights Reserved. )
@ [MIH) . 4 Health Screen Rendered: 0804/2003 12:38:17 - o -
Fued® Q000 Rodwille Pike “o¥ . and Human Semices  EDT e GRANTS.GOV
Bethesda, Maryland 20802 Screen |d: ESP7002 FIND. APPLY. SUCCEED.™

Figure10 Manage eSNAP Page (ESP7002) with Search Form

1. Select the eSNAP tab to open the Manage eSNAP page (ESP7002). All your available grant applications are
listed by default. Proposals listed in bold text are overdue.

2. If youareand SO or AO and want to perform the optional search for grants:
a. Enter the desired search information.

b. Click Search to enter the query.
A list of matching proposals with hyperlinked grant numbers is displayed. Proposals listed in bold text are
overdue.

3. Select the hyperlink for the desired grant number to open the eSNAP Menu page (ESP7003).

Querying eSNAP Reports Page 13
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Using the eSNAP Menu

After selecting a grant to view (see Querying eSNAP Reports on page 12 for details), the eSNAP Menu page
(ESP7003) opens.

Welcome pibelle
Institution: GRAMNITE
UNIVERSITY

g""% NATIONAL INSTITUTES OF HEALTH
&0 eRA Commons T

e w—— Autharity: Pl Log-out
Wersion 2.2.3
Home Administration Institution Profile Personal Profile Status eSNAP ¥-Train Links Help

Grant List Manage eSHAP Upload Science Edit Business

eSNAP Menu

Grant Number: SROTHLO11201-03

Institution: GRAMNITE UNMIVERSITY

Pl Name: Debra Belle

Project Title: Medical Research on the Heart

Due Date: 08552004

Current Reviewer: CONTURD, THOMAS

Status: Frincipal Investigatar Woark in Progress

Status of Completion:

Unpload Science Complete
Organization Infarmation Complete
Ferfarmance Sites Complete
Key Persannel Complete
Research Subject Complete
SMNAP Questions Complete
Inclusian Enrollment Incomplete
view eSNAP Repart validate | ViewRouting History | Route | Submit |

[Contact Us | Privacy Motice | Disclaimer | Accessibility ]

g"'w‘b% Mational Institutes of Health 77y, Department of @ 2003 NIH. All Rights Reserved. ,

@ (MIH) . _/ Health Screen Rendered: 07/11/2003 12:50:16 ‘_:"

Fued® 0000 Rodwille Pike ‘ {E and Human Semices  EDT = GRANTS.GOWV*
Betheszda, Maryland 20892 Screen |d: ESPFO02 FIND. APPLY. SUCCEED!.

Figure1ll eSNAP Menu Page (ESP7003)

In addition to the application information, the Status of Completion section lists each section of the eSNAP and
shows whether a user has designated a section as complete. Because the complete designation is optional, sections
that show as incomplete may in fact have been completed.

Table 1 liststhe information displayed for the selected grant.
Tablel Application Information on Manage eSNAP Page

Field Name Description

Grant Number The grant number (format: 9 R0O0 AA123456-99. See Understanding Grant Numbers on
page 16 for more information about the grant number format).

Ingtitution The preferred name of the ingtitution.

Pl Name The full name of the principal investigator involved for this grant.

Project Title Thetitle of the grant.

Due Date The electronic due date (15 days past the grant due date).

Current Reviewer The name of the current reviewer of the eSNAP report.

Status The current state of the eSNAP report. Possible values are: Not Started, Pl Work in

Progress, Reviewer Work in Progress, Submitted, and Final.

Using the eSNAP Menu Page 14
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eSNAP Action Rules

Based on your role and the eSNAP status, the available actions to perform on the eSNAP report may change. The
following table lists these actions (available either as buttons at the bottom of the page or as tabs at the top of the

page).
Action Description
Initiate This action begins the eSNAP process. Available for grants with a status of Not

Started. Accessis granted to Plsand Pl delegates. See Initiating an eSNAP
Report on page 16 for details.

View eSNAP Report This action opensthe eSNAP report in PDF format. Available for grants with a
status of Work in Progress (WIP), Submitted, or Final. Accessis granted to PIs,
Pl delegates, and reviewers. See Viewing eSNAP Reports on page 16 for details.

Upload Science Thistab opens the Upload Science page so that you can upload progress reports
and research accomplishmentsfiles. Y ou can also enter new publications or
select existing publications to include with the eSNAP. Available for grants
with a status of Work in Progress (WIP). Accessis granted only to Pls or P
delegates and only when the PI is the current reviewer. See Uploading eSNAP
Science Items on page 17 for details.

Edit Business Thistab opens the Edit Business section of eSNAP. Available for grants with a
status of Work in Progress (WIP). Accessis granted to Pisor Pl delegates when
the Pl isthe current reviewer, AOs when the AO is the current reviewer, and
SOs when the SO is the current reviewer. See Editing eSNAP Business Items on
page 20 for details.

Validate This option checks the required data fields in the Work in Progress (WIP) and
displays an error message for each field with incorrect or missing data.

Available for grants with a status of WIP. Accessis granted to any user with
access to the grant. See Validating eSNAP on page 37 for details.

Route This option routes the eSNAP to the next reviewer or to the previous reviewer
for further review or corrections. Available for grants with a status of Work in
Progress (WIP). Accessis granted to the current reviewer. Note that a Pl
delegate cannot route the eSNAP to the next reviewer. See Routing eSNAP
Reports on page 36 for details.

View Routing History This option opens a page that displays arouting history table. Available for
grants with a status of Work in Progress (WIP), Submitted, or Final. Accessis
granted to PIs, Pl delegates, and reviewers. See Viewing Routing History on
page 35 for details.

Recall Thisoption lets you recall eSNAP reports that have been forwarded to another
reviewer and reset yourself asthe current reviewer. Available for grants with a
status of Work in Progress (WIP). Accessis granted to the last reviewer (who
can recall the eSNAP from the current reviewer) and the PI (who can recall the
eSNAP at any time after it has been routed). See Recalling eSNAP Reports on
page 36 for details.

Submit This option submits the eSNAP to the NIH. Available for grants with a status of
Work in Progress (WIP). Accessis granted to the SO when the SO is the current
reviewer and to the Pl when the Pl has been delegated submit authority. See
Submitting the eSNAP on page 37 for details.
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Understanding Grant Numbers

A grant number provides unique identification for the grant. Figure 12 shows an example of a complete NIH grant
number (5 RO1 HL123451-01A2).

Type Puoctivity IC Code Serial Humber Support vear  Suffix Code
|5 |Ro1 [HL  J123451 01 A2

Figure12 Example of an NIH Grant Number

The grant number is composed of the following parts:

*  Type Code—The Type code indicates whether the application is new, arenewal, a noncompeting
applications, or other type.

» Activity Code—The Activity code liststhe type of grant that has been applied for.

» Ingtitute Code (Administrating Organization)—The Ingtitute code (also known asthe I C or I nstitute/Center
code) is atwo-letter code for the name of the NIH Ingtitute or Center.

*  Serial Number—The serial number isa unique five or six digit number that identifies the specific
application and is assigned by the NIH Center for Scientific Review (CSR).

»  Support Year—The Support Year indicates the current year of support (for example, O1 isanew grant).

»  Suffix Code—The Suffix Code (optional) isa code used for supplements, amendments, or fellowship
institutional allowances.

For information about specific codes and their meaning, see the Adobe PDF report located at
http://grants.nih.gov/grants/funding/ac.pdf.

Initiating an eSNAP Report

The Initiate option is available for eSNAP reports with a status of Not Started. Accessis granted to Plsand Pl
delegates.

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

1. Open the eSNAP Menu page for the desired grant (see Querying eSNAP Reports on page 12 for details).
2. Click Initiate to changethe status of the eSNAP to Principa Investigator Work in Progress (WIP).

Viewing eSNAP Reports

Once an eSNAP has been started, areport in Adobe Acrobat PDF can be viewed by Pls, Pl delegates, and reviewers
who are working on the grant. SOs and AOs can view the eSNAP at any time.

Note: Until the eSNAP is submitted, the PDF report show a status of Draft and has a blank submission date.

1. Open the eSNAP Menu page for the desired grant (see Querying eSNAP on page 12 for details).

2. Click View eSNAP Report to open a File Download window. Save the report to disk or open thefile from its
current location.

Initiating an eSNAP Report Page 16



eSNAP User Guide Version 2.2.3.0

Uploading eSNAP Science Items

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

Progress Report files are a brief presentation of the accomplishments on the research project during the reporting
period. They address the specific aims of the project, detail the studies directed toward these aims and their results,
emphasize the significance of the findings, summarize plans to address the aims during the next year of support, and
describe the resources generated by the project that are available to be shared with other investigators. See
http://grants.nih.gov/grants/funding/2590/2590.htm for more detailed information.

Research Accomplishmentsfiles are used to provide summarized current information of science highlights and other
significant changes. Future versions of the NIH eRA Commons will include an ability for interim submissions of
this information to the Program staff at the NIH, independent of the annual progress report.

The Upload Science page displays three areas of information:
» Thetop section lists the name of the PI, the grantee ingtitution, and the grant number.

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

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

Note: If activitiesinvolving human subjects were performed during the budget period prior to this eSNAP, the
population enroliment data must be submitted. 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 are planned at either the applicant
organization or at any other performance site or collaborating institution. See Submitting Inclusion Enrollment
Reportsfor Clinical Research on page 31 for details about submitting population enrollment data.

1. Open the eSNAP Menu page for the desired grant (see Querying eSNAP Reports on page 12 for details).
2. Select the Upload Science tab to open the Upload Science page (ESP7022).

Uploading eSNAP Science Items Page 17
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Welcome debpespi
Institution: WASHINGTON
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gs'-‘m“% NATIONAL INSTITUTES OF HEALTH
X eRA Commons
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Home Administration Institution Profile Personal Profile Status eSNAP ¥-Train Links Help
Grant List Manage eSHAP Upload Science Edit Business

Upload Science @

™ indicates required field

Name: Debra Panitz Grant Number:  SROTHLO11161-03
Grantee Institution:  WASHINGTON UNIVERSITY

[fless —— JrleName  Joatecreatedfstaws [ ]
Progress Report File:* neswS QL bt 06/26/2003  COMPLETED  Import | Rermowve |

Research Accomplishments File:

Use this section to provide summary bullets of newSaL bt 062652003 COMPLETED  Import | Remowve |

science highlights and ather significant changes.

I Publication Information I
NLM Accession Number: |

Citation Text:

Publications

issociate with this eSHAP itation Information

- 1234560000 WilzonA.G., Fuller, R.T. and Barisy, 5.5. {1999 Monastral bipolar Syndram:implications far

Cral Administration

This section was completed by Debra Panitz on 08/04/2003

[ Contact Us | Frivacy Motice | Disclaimer | Accessibility |
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Figure13  Upload Science Page (ESP7022)

Attaching Files

Files can be uploaded as Microsoft Word (*.doc), text (*.txt), or Adobe Portable Document Format (*.pdf) and are
always stored in the system in PDF.

1. From the Upload Science page, click Import next to the desired file (progress report or research
accomplishments) to open the Upload File page (ESP7024).
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Figure14 Upload File Page (ESP7024)

2. Typethefile name or click Browse to locate the file to be uploaded.

3. Click Upload Fileto attach the file to the eSNAP. Thefile is given atemporary status of Pending until the
upload is complete and the status is changed to Compl eted.

Associating Publications

Peer-reviewed publications directly relevant to the proposed project, with a bibliography-type reference to the
publication and the National Library of Medicine (NLM) accession number can be associated with the eSNAP
report. Thisinformation islisted in the Publications section of the Upload Science page and is based on the
publication information provided in the Personal Profile section of the NIH eRA Commons. Publications that do not
appear on the list have not been added to the Personal Profile.

To associate publications that appear in the Publications list:

» From the Upload Science page, select the check box next to the desired publication(s) and click Save to update
the science information. The update is confirmed and you are returned to the eSNAP Menu page.

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

1. Enter the NLM Accession Number (if applicable).

2. Enter the complete reference to the publication (for example, "Radiologic Assessment of Early Rheumatoid
Arthritis,” Journal of Rheumatology, pp 100-103, June 2002, T. Conturo).

3. Click Save & New to add the publication to your Personal Profile and as a checked item in the Publications list.

4. Click Save to update the science information. The update is confirmed and you are returned to the eSNAP
Menu page.
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Editing eSNAP Business Items

Businessitems can be edited for eSNAP reports with a status of Work in Progress (WIP). Access to business items
is granted to Pls or Pl delegates when the PI is the current reviewer, and to AOs and SOs when they are the current
reviewers.

The Edit Business tab lets you view and edit various information about the eSNAP. The information is divided into
the following sections: Org. Info (Organization Information), Performance Sites, Key Personnel, Research Subject,
SNAP Questions and Checklist, and Inclusion Enrollment.

Note:

The bottom of each section indicates if the section has been completed. If the section is marked as complete, the
name of the person who designated the section as complete and the date the section was designated as complete are
indicated. If the section is not marked as completed, you can mark the section as complete by clicking the Designate
as Complete button located at the bottom of the page.

Whenever you edit business information in apreviously completed section, the status of the section reverts back to
incomplete.

Viewing Organization Information
The Org. Info page (ESP7008) lists project and institution information regarding the selected eSNAP.
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Edit Business - Org. Info ©

™ indicates required field

itle of Project

Progress Report Period

Medical Research on the Heart Start: 0773152002 End:  07/31/2003
Principal Investigator Applicant Organization
PlName: Debra Fanitz Narme: WASHINGTON UNIVERSITY
Address: Address: WASHINGTOMN UNMIVERSITY
Line 1 [ASHINGTON UNIVERSITY LINDELL AND SKINKER BLYD
Line 2 |DEPT OF RADIOLOGY SAINT LOLIS, MO 53130
Line 3 |510 5 KINGSHIGHWAY ST.LOUIS MO 63130
) UNITED STATES
Line 4 | EIN:

City/State |sTLOUIS |missoURI x| Department: RADIOLOGY
5] Major Subdivision: SCHOOL OF MEDICINE

Zip CodefCountry [63110 | UNITED STATES

Phone: |301-555-1212 Fax |301-555-1212

E-mail: |dbe|le@nca.g0v
Annual % Effort:™ ISD I Degrees: MD, MD, BA, PHD
ndministrathie Official Signing Official |

ddress information for the AOQ or SO must be updated by the official whose name appears above the address.

Name:  [PANITZ DEBRA 7| Name:  [RASHEED, G =l

Address: 6701 Rockledge Drive Address: WASHINGTON UNIWERSITY
LIMDELL AND SKINKER BLYD
SAINT LOLIS, MO 53130

Bethesda MD 20840 ST. LOUIS MO 63130
UNITED STATES UMNITED STATES
Phone: 301-555-1212 Fax 301-555-1213 Phone: 3148895100 Fax:
E-mail: debra.paniz@nac.com E-mail: gerald.rasheed@noc.com

| Sawve | Cancel |

This section was completed by Debra Panitz on 08/04/2003
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Figurel5 Org. Info Page (ESP7008)

1. Open the eSNAP Menu page for the desired grant (see Querying eSNAP Reports on page 12 for details).
2. Select the Edit Businesstab to open the Org. Info page.

3. View the grant information and optionally edit Pl information including Annual Percent Effort and the names of
the Signing Official and/or the Administrative Official.

4. Click Save to update the information.

Editing Annual Percent Effort

Enter the annualized effort if your percent effort changes throughout the year.

Note: Annual % Effort isarequired field and must be a value from 1 to 100 (whole numbers only).

1. Openthe Org. Info page for the desired grant (see Viewing Organization Information for details).
2. InthePrincipal Investigator section, edit the amount listed in the Annual % Effort field.
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3. Click Save to update the information.

Editing the SO and AO Associated with the eSNAP

The drop down list for the SO contains all SOs at the grantee institution that are registered with the NIH eRA
Commons. The drop down list for the AO contains all AOs and SOs at the grantee institution that are registered with
the NIH eRA Commons.

Note: Updates to the address information can only be made at the Personal Profile level by the official whose name
is listed above the address

1. Openthe Org. Info page for the desired grant (see Viewing Organization Information for details).

2. Inthe Administrative Official section, select the desired name from the drop down list. The name and contact
information of the selected official is updated on the page.

3. Repest if needed for the Signing Official.

4. If your SO isalso acting as your AO, select the SO name from the drop down list in the Signing Official area.
The information for the selected SO automatically populates the AO information with the same name. If
necessary, you can then change the AO information.

5. Click Save to update the information.

Editing Performance Site Information

The Performance Site List Page (ESP7012) indicates where the research work is conducted. If there is more than one
performance site, list al the sites, including VA facilities and foreign sites. A default performance site, based on the
institution profile address, is added when the eSNAP isinitiated.
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Performance Sites Form

MName

Address line 1 Address line 2 Address line 3 Address line 4

City State Zip Code Country

| | =l | [UNITED STATES =]

Performance Sites

WASHINGTON UNIVERSITY
LINDELL AMD SKINKER BLYD ;
WASHINGTON LINIMERSITY 2 SAINT LOUIS, MO 63130 Edit | Delete

ST.LOUIS MO 63130 UNITED STATES

This section was completed by THOMAS CONTURO on 06/26/2003
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Figure16 Performancesite List Page (ESP7012)

1. Open the eSNAP Menu page for the desired grant (see Querying eSNAP Reports on page 12 for details).
2. Select Edit Business | Performance Sites to open the Performance Site List page.
3. Toadd aperformancesite:
a.  Enter theinformation in the Performance Sites Form section, noting the following:
« All fields, except for address lines 2—4, are required.
¢ The Namefield indicates the name of the institution used as the performance site.

b. Click Saveto add the information to the Performance Sites list.
4. To edit aperformance site:

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

b. Edit thefieldsasrequired, and click Save & New to update the information.
5. Todelete aperformance site:

a. Click the Delete hyperlink in the Action column for the desired performance site. The Delete Performance
Site page (ESP7010) opens with the selected information listed.

b. Click Deleteto confirm the deletion and return to the Performance Sites page with updated information.
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Editing Key Personnel

The Key Personnel List page lists the individuals who contribute in a substantive way to the scientific development
or execution of the project, whether or not a salary is requested.

Note: The Pl islisted in the Personnel list by default and cannot be edited. This section is analogous to the Personnel
Report in the 2590.

Welcame debpespi

NATIONAL INSTITUTES OF HEALTH : e
gﬁéﬁ% 10 Institution: WASHINGTON
eRA Commons SR UNNERSITY
HE| e Authority. Pl SO Log-out
Wersion 2.2.3

Home Administration Institution Profile  Personal Profile Status eSHNAP X-Train Links Help
Grant List Manage eSNAP Upload Science Edit Business

Org Info  Performance Sites Key Personnel Research Subject SHAP Questions & Checklist Inclusion Enrollment
Edit Business - Key Personnel List @

*ndicates a Required Field

Personnel Form

First Name™ Middle Name Last Name™

Date of Birth(mmidd/yyy) SSN(9 digits)

Degree(s) Project Role™ Annual % of Effort™
I I IU Enter the annualized effort if your effort changes
throughout the vear

Personnel
Name  Pewee(s) ___ Roleis) __|Annual%of Effortidction |
Debra Panitz FHD Pl 30
Sam Meral FHD AR 23 Edit| Delete
Wind, Meal PHD AD 1 Edit| Delete
rasheed, gerald FHD S0 10 Edit| Delete

This section was completed by Debra Panitz on 08/04/2003
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Figure17 Key Personnd List Page (ESP7007)

1. Openthe eSNAP Menu page for the desired grant (see Querying eSNAP Reports on page 12 for details).
2. Select Edit Business | K ey Personne to open the Key Personnel List page (ESP7007).
3. Toadd key personnel:
a. Enter the information in the Personnel Form section, noting the following:
e Theformat for the Date of Birth fieldisMM/DD/YYYY (for example, 05/22/1963).

e Theformat for the SSN (Social Security number) field isthe 9 digits of the SSN, without dashes (for
example, 123456789).

e TheProject Rolefield is used to list the roles that this person has on the project (for example,
Investigator, Research Assistant, Animal Caretaker).

e Annua % of Effort isarequired field and must be a value from 1 to 100 (whole numbers only). Enter
the annualized effort if it changes throughout the year.
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b. Click Save & New to add the information to the Personnel list.
4. To edit key personnel:

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

b. Edit thefieldsasrequired, and click Save & New to update the information.
5. Todelete key personnel:

a. Click the Delete hyperlink in the Action column for the desired person. The Delete Key Personnel page
(ESP7005) opens with the selected information listed.

b. Click Delete to finalize the deletion and return to the Key Personnel List page with updated information.

Editing Research Subject Information
The Research Subject Page (ESP7028) lists questions relating to human and animal subject research.
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Findicates a Required Field

Narne: Debra Panitz Grant Number:  SROTHLO11161-03
Grantee Institution:  WASHINGTOMN UNIVERSITY

[Fumansupects —————————————————————————————————————— |

Does the proposal involve human suhjects?*
& Mo O ves

Has the involvement of human subjects changed since the previous submission?*
Ifyes, the change must be addressed inthe Progress Report.

& Mo O ves

Is the research exempt? *

& Mo O es

Required if research is exempt
Exemption Humber: -
NIH-defined Phase lll Clinical Trial *
& Mo O ves
Full IRB Review?

& Mo O ves
Assurance Mo

Human Subject Education:

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

Mote, ifthe human subjects research is exempt under exemption #4, then this documentation is not required.

| Animal Subjects |
Does the proposal involve animal suhjects?*
& Mo O ves

Has the imvolvement of animal subjects changed since the previous submission?*
& Mo O ves
Animal Assurance Mo.:

Sawve | Cancel

This section was completed by Debra Panitz on 08/04/2003
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Figure18 Research Subject Page (ESP7028)

1. Open the eSNAP Menu page for the desired grant (see Querying eSNAP Reports on page 12 for details).

2. Select Edit Business | Resear ch Subject to open the Research Subject page.
The following questions are included on the page:

» Doesthe proposal involve human subjects? Select No if activities involving human subjects are not
planned at any time during the proposed budget period. The remaining questions in the Human Subjects
section are then not applicable. Select Yesif activities involving human subjects, whether or not exempt
from the Federal regulations for the protection of human subjects, are planned at any time during the
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budget period, either at your organization or a any other performance site or collaborating institution. See
Submitting Inclusion Enrollment Reports for Clinical Research on page 31 for details.

e Hastheinvolvement of human subjects changed since the previous submission? Select Yesif the
involvement has changed since your previous submission. Y ou must discuss these changesin your progress
report (see Uploading eSNAP Science Items on page 17 for more information about progress reports).

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

* Human Subject Education Enter the human subject education information if there are new key personnel
that are involved in human subject research. Include abrief description of the education completed in the
protection of human subjects. Note: If the human subjects research is exempt under exemption #4 this
documentation is not required.

» Doesthe proposal involve animal subjects? Select No if activitiesinvolving animal subjects are not
planned at any time during the proposed budget period. Select Yesif activities involving animal subjects
are planned at any time during the budget period, either a your organization or at any other performance
site or collaborating institution.

» Hastheinvolvement of animal subjects changed since the previous submission? If the involvement
has changed since your previous submission, you must discuss these changes in your progress report (see
Uploading eSNAP Science Items on page 17 for more information about progress reports). The Assurance
number is listed if your organization has an approved Animal Subjects Assurance on file.

Editing SNAP Questions & Checklist

The SNAP Questions & Checklist Page (ESP7018) lists questions relating to the following categories:
»  Key personnel and budget
* Inventions and patents
e Program income

* Facilities and administration

Note: If there is achange in performance sites that will affect Facilities and Administration costs, update the
performance site information as described in Editing Performance Ste | nfor mation on page 22.
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Findicates a Required Field

Name: Debra Panit Grant Number:  5R0THLO11161-03
Grantee Institution:  WASHINGTOMN UNNERSITY

S

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

© Mo 7 Yes
Ifyes, please justify

A
H

Will there be, in the next budget period, a significant change in the level of effort for key personnel from what was approved for this
project?*

Mo © es

Ifyes, please justify

A
=

Is it anticipated that an estimated unobligated balance (including prior year carryover) will be greater than 25% of the current year's
total Budget?*

Mo © es
Ifyes, please justify.

I Inventions and Patents
Were any inventions conceived or first actually reduced to practice during the course of work under this pruject?*

Mo © es
Ifyes, has the invention been previously reported?

Mo © es
[
Is program income anticipated during the proposed period for which support is requested?*

Mo © es
Ifyes, save changes by clicking on the "Save" hutton helow and then click here to enter / edit program income infarmation.

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

This section was completed by Debra Panitz on 08/04/2003

[ Contact Us | Frivacy Motice | Disclaimer | Accessibility |
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Figure19  SNAP Questions and Checklist Page (ESP7018)
1. Open the eSNAP Menu page for the desired grant (see Querying eSNAP Reports on page 12 for details).
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2. Select Edit Business | SNAP Questions & Checklist to open the SNAP Questions & Checklist page.
The following questions are included on the page:

e Hastherebeen achangein the other support of key personnel sincethelast reporting period? Provide
specific information only if active support has changed. Report the change in support if apreviously active
grant hasterminated or if a previously pending grant is now active. Submission of other support
information is not necessary if support is pending or if changesin the level of effort for active support have
been reported previously. Other support information should be submitted only for the Pl and for individuals
that the PI considers key to the project.

*  Will therebe, in the next budget period, a significant changein thelevel of effort for key per sonnel
from what was approved for this project? A significant changein level of effort is defined in Federal
regulations as a 25 percent reduction in time devoted to the project. For example, if a key person on the
project is expected to reduce hisher effort from 40 percent to 30 percent, which represents a 25 percent
reduction in the level of effort, the detailed budget page and the budget justification page are to be
submitted in the noncompeting continuation. This requirement applies regardless of whether or not the key
person is compensated from the grant.

» Isit anticipated that an estimated unobligated balance (including prior year carryover) will be
greater than 25% of the current year'stotal budget? Explain any estimated unobligated balance
(including prior year carryover) that is greater than 25 percent of the current year's total budget or more
than $250,000. Provide an explanation of why there is a significant balance and how it will be spent if
carried forward into the next budget period.

*  Wereany inventions conceived or first actually reduced to practice during the cour se of work under
thisproject? If Yesisselected, indicate if the invention has been previously reported.

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

» Facilitiesand Administration Complete this section if thereis a change in performance sites that will
affect facilities and administration costs. The information entered in thisareais limited to 2000 characters.

Editing Program Income

Y ou can add, edit, and delete the anticipated amount of program income during the proposal period for which
support is requested.
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Welcome debpespi
Institution: WASHINGTON
UMMERSITY
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Wersion 2.2.3
Home Administration Institution Profile  Personal Profile Status eSHNAP X-Train Links Help
Grant List Manage eSNAP Upload Science Edit Business

0Org Info  Performance Sites Key Personnel Research Subject SHAP Questions & Checklist Inclusion Enroliment
Edit Business - Program Income @

* Indicates a Required Field

Program Income Form

Budget Period Start Date * Budget Period End Date™ Anticipated Amount * Source of Income *

[ooa |

Program Income

Budget Period Anticipated Amount Source(s) of Income m
01/01/2001 - 03/01/2001 §7,000.00 MIH Edit | Delete
01/01/2001 - 03/01/2001 $22,000.00 CHal 2 Edit | Delete
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Figure20  Program Income Page (ESP7016)

1. Open the eSNAP Menu page for the desired grant (see Querying eSNAP Reports on page 12 for details).
Select Edit Business | SNAP Questions & Checklist to open the SNAP Questions & Checklist page.
If you have made any changes to any information on the page, click Save before editing the program income.
In the Program Income section, click the hyperlink to open the Program Income page (ESP7016).
To add program income;
a Complete the Program Income form, noting the following:

e Allfieldsin theform are required.

gk~ wn

e Thestart and end dates describe the program income period. The dates entered must be within the
project period dates and are in the format of MM/DD/YYYY.

e Theanticipated amount must be greater than zero.
e Theinformation entered in the Source(s) of Income field is limited to 50 characters.

b. Click Save & New to add the information to the Program Income list.
6. Toedit program income:

a. Click the Edit hyperlink in the Action column for the desired income row. The Program Income formis
populated with the selected information.

b. Edit thefieldsasrequired, and click Save & New to update the information.
7. Todelete program income:

a. Click the Delete hyperlink in the Action column for the desired income row. The Delete Program Income
page (ESP7014) opens and is populated with the selected information.

b. Click Delete to finalize the deletion and return to the Program Income page with updated information.
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Submitting Inclusion Enrollment Reports for Clinical
Research

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

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

The 5/01 version presumesthat data on sex/gender and ethnicity/race were collected from study subjects using the
1997 OMB standards. These standards require at a minimum that data collection involve two separate questions (one
on ethnicity and one on race) and that the question on race must provide the option of selecting more than onerace.

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

Please review the instructions in PHS 2590 if you have further questions about inclusion enrollment.

1. Open the eSNAP Menu page for the desired grant (see Querying eSNAP Reports on page 12 for details).

2. Select Edit Business | Inclusion Enrollment to review your inclusion enrollment obligations. Hyperlinks are
provided to the required reports.

3. Click the hyperlink to open the Inclusion Enrollment Report Table page (ESP7003).
4. Complete the required information and click Submit to update your information.

Table 2 describesthe fields that are available for you to view or edit in both the 4/98 and 5/01 versions of the
inclusion table.

Table2 Inclusion Enrollment Report Table Fields

Field Name Description
NIH Study Title The NIH protocol title. Thisfield is display-only.

NIH Protocol Number The NIH protocol number. Thisfield is display-only.

Ingtitution Study Title The study title used by the grantee ingtitution. Thisfield can be edited, with a maximum
of 100 characters.

Ingtitution Study The study number used by the grantee institution. This field can be edited, with a
Number maximum of 30 characters.

Foreign/Domestic A line of text indicating whether the enrolled subjects are foreign or domestic. Thisfield
Enrollment is display-only.

Total Enrollment The total number of subjectsin the protocol (the sum of males, females, and unknown

for each of the ethnic categories). Thisfield is display-only and changes whenever any
of theracia/ethnic fields on the form are updated.

Enrollment Comment Enter any comments and issues to the NIH about enrollment for this study. Issues may
include, but are not limited to:

e Explaining why thereis either no enrollment or limited progress in enrollment.

e Explaining any problems encountered when subjects are asked to provide
information on sex/gender or race/ethnicity.

«  Describing sub-populations that have implications for the research questions
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Field Name Description
you are studying.

e Describing if the study is closed for further enrollment.

Also for NIH-defined Phase 111 studies, use the Enrollment Comment to indicate if data
analysis has begun and, if so, if progress has been made in conducting analyses for
sex/gender and racial/ethnic differences.

Thisfield can be edited, with a maximum of 2000 characters.

Completing the 4/98 Version of the Inclusion Enrollment
Report

In this report you are required to enter the total number of female, male, and unknown (subjects whose gender is
unknown) subjects for each of the indicated ethnic categories. As you enter the information, the display-only Total
fields are automatically updated with the entered information. See Figure 21 for details.
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4/98 Inclusion Enrollment Report Table

g»% NATIONAL INSTITUTES OF HEALTH
=%
Gyt

Inclusion Enrollment

Principal Investigator / Program Director Name: DANIEL D KALDEROM
Optional Institution Information

GrantNumber:  SROTHLO11201-03
NIH Study Title:  Medical Research on the Heart Study Title: |

Protocol I
NIH Protocol Mumber:

Humber:
Total Enroliment:

This study does not invalve enrollment frarm fareign populatian. 123

Comment for NIH 9

e
w
Enroliment Table

Ethnic American Indian or)  Asian or Pacific Black, not of Hizpanic Withite, not of Cther ar Total
Category Alaskan Mative |slander Hizpanic Qrigin Hizpanic Qrigin Lnktiam
Females [ ol | 10 [ 20 || 4 | g0 | 0 84
Males [ o | 0 [ 0| 10 | ol | 0 20
Unknown | ol | 3 | 10| B | 0| | 0 19
Total 10 13 30 20 50 0 123
Sawe | Reasat | Cancel |
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Bethesda, Maryland 20892

Figure21  4/98 Inclusion Enrollment Report Table (ESP7034)

Completing the 5/01 Version of the Inclusion Enrollment
Report

Thisreport contains two parts.

Part A

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

Note: The total number of all subjects entered in the racial categories must equal the total number of all subjects
entered for the ethnic categories. For example, if you have enrollment data for 100 subjects, describe all 100 in

terms of ethnicity and all 100 in terms of race.

Submitting Inclusion Enrollment Reports for Clinical Research
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Part B

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

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

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

Submitting Inclusion Enrollment Reports for Clinical Research Page 34



eSNAP User Guide Version 2.2.3.0

YWelcome pacarney
Institution: DARTMOLUITH
COLLEGE
WersionAuthority. Pl Log-out

g"“ NATIONAL INSTITUTES OF HEALTH

eRA Commons

stration Institution Profile Personal Profile Status eSHNAP ¥-Train Links Help
Grant List Manage eSHAP Upload Science Edit Business
0Org Info  Performance Sites  Key Personnel Research Subject SHAP Questions & Checklist Inclusion Enrolliment

5/01 Inclusion Enrollment Report Table

Principal Investigator ! Program Director Name: PATRICIA A CARMEY

Grant Number: SROTHLO11201-03 Optional Institution Information
NIH Study Title: Medical Research on the Heart Study Title: I
MIH Protocol Number: T93-0133 BG03-0139
Protocal Number:l
This study does notinvalve enrallment from foreign population. Total Enroliment: 24

Comment for NIH &

| g

Sex/Gender

(ST G Females Males N';:";{;‘:;; Total
Hispanic or Latino ? o 12 1] 12
Mot Hispanic or Lating | 0 12 0 12
Unknown findividuals not reporting ethnicity) | LI o 0 0
Ethnic Category: Total of All Subjects* . l]. 24. l]. 24| —

Racial Categories
American Indian or Alaska Mative | a | a | a 0
Asian | LI o 0 0
Mative Hawwaiian or Other Pacific [slander | 1] | 1] | 1] 1} MUST
Black or African Ametrican | [i | [i | [i 0 MATCH
White | o 0 0 0
Mare than one race | 0 12 0 12
Unknown or not reported | 1] | 12 | 1] 12

Racial Categaories: Total of All Subjects™

. . Unknown or
Racial Categories Females Males Not Reported Total

American Indian or Alaska MNative 1]

Asian

Mative Haweaiian or Other Pacific |slander

Black or Aftican Ametican

iiihite

Mare than ane race

tal of o o o o] o

Unknown or not reported

a o| o o o] =of o =
a o| o o o o =

Racial Categories: Total of All Subjects™ 12

Savel Resetl Cancel |

[Contact Us | Privacy Motice | Disclaimer | Accessibility |

Mo National Institutes of Health #77%, Depatment of 2003 NIH. All Rights Reserved. )
@ [MIHY '_ -ﬁ/@ Health Screen Rendered: O7/31/2003 11:21:20 - Lot .
Fue™ 9000 Rodille Pike " and Human Serices  EDT GRANTS.GOV

Bethesda, Maniland 20892 Screen |d: FIND. APPLY. SBUCCEED.

Submitting Inclusion Enrollment Reports for Clinical Research Page 35



eSNAP User Guide

Version 2.2.3.0

Viewing Routing History

View arouting history table that lists who has reviewed the selected eSNAP, whether the reviewer has routed the
grant, and on what dates the notification was sent to the reviewer and the reviewer's decision was made. This option
isavailableto PIs, Pl Delegates, current reviewers. Additionally, SOs and AOs can view the routing history at any

time.

1. Open the eSNAP Menu page for the desired grant (see Querying eSNAP Reports on page 12 for details).

2. Click View Routing History to open the View Routing History page (ESP7020).
3. View therouting information and click Back to return to the eSNAP Menu page.

Routing eSNAP Reports

Route the eSNAP to the next reviewer or to the previous reviewer for further review or corrections.

g@‘“'% NATIONAL INSTITUTES OF HEALTH ¥ }':::;Sg’;i_\f\f:;”;fNGTON
7 '
G eRA Commons .,»H-‘_Hﬁ UNIVERSTY

"7 Authority, P1 SO

Home Administration Institution Profile Personal Profile Status eSNAP ¥-Train Links Help

Grant List Manage eSHAP Upload Science Edit Business

Route to Next Reviewer

Log-out

Mame: THOMAS E CONTURO Grant Number: 5R01MWS038044-058
Grantee Institution:  WASHINGTON UNIVERSITY
Next Reviewer: [D'AMICO, AL [S0] d|
Comments:
=

[Contact Us | Privacy Motice | Disclaimer | Accessibility ]

, Mational Institutes of Health (MIH) ", Depattment of Health @ 2003 NIH. All Rights Reserved.
@ 9000 Rodoille Pike i _\/@ and Human Services  Screen Rendered: 05/27/2003 02:00:55 ECT
T Bethesda, Maryland 20892 Sereen |d: ESF70Z1

Figure22 Routeto Next Reviewer Page (ESP7021)

1. Open the eSNAP Menu page for the desired grant (see Querying eSNAP Reports on page 12 for details).

Click Route to open the Route to Next Reviewer page (ESP7021).

Enter comments to provide information to the next reviewer.

a kM wDn

From the Next Reviewer list, select the person to whom the eSNAP is to be routed.

Click Submit to route the eSNAP and return to the eSNAP Menu page with a confirmation that the eSNAP has

been successfully routed. The selected reviewer receives an email notification that includes the comments you

entered.

Recalling eSNAP Reports

You can recall an eSNAP that you have forwarded to another reviewer and reset yourself as the current reviewer.
Signing Officials can recall an eSNAP at any time, even if they are not the last reviewer. Principal Investigators can
recall an eSNAP whenever it has a status of Reviewer Work in Progress (even if they are not the last reviewer to

Viewing Routing History
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route the eSNAP). Thisisuseful in situations where an eSNAP has been misrouted either to the wrong person or to
someone who is unavailable.

1. Open the eSNAP Menu page for the desired grant (see Querying eSNAP Reports on page 12 for details).

2. Click Recall . The eSNAP Menu page displays a confirmation that the eSNAP has been successfully recalled.
The former reviewer receives an email notification letting them know that you've recalled the eSNAP.

Validating eSNAP Reports

Validate the eSNAP to check al the required datafieldsin the work in progress (WIP). The system displays error
messages for each field with incorrect or missing data.

Note: An eSNAP can be validated at any time once its status is WIP and it can be validated multiple times.

1. Open the eSNAP Menu page for the desired grant (see Querying eSNAP Reports on page 12 for details).
2. Click Validate. A list of errorsisreturned if any errors are found in the eSNAP.
3. If desired, the page can be printed. See Printing Pages on page 7 for details.

Submitting the eSNAP

When theinstitution's Signing Official (SO) or aPl that has been delegated SO submitting authority (see
Del egating/Revoking Submit Authority to a Pl on page 8 for details) is the current reviewer, the validated eSNAP
can be submitted to the NIH.

1. Open the eSNAP Menu page for the desired grant (see Querying eSNAP Reports on page 12 for details).

2. Click Submit . The system verifiesthat the eSNAP contains al the required datain the correct format.

3. The system sends an email notification indicating either that there is missing/invalid data or that the eSNAP has
been accepted for submission. If the SO submits the eSNAP, notification is sent to the Pl and the AO listed on
the Org. Info page. If the Pl submits the eSNAP, notification is sent to the SO and the AO listed on the Org.
Info page. Once accepted, the status of the submitted eSNAP is set to “ Submitted.”
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