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What i1s the eRA Commons

Applications eSubmission Errors/Warnings
Assurances — & .
[_;_;,l' Assembled Application Image

Certifications [

Profile Data —J e
- i Priority Score
Progress Reports - —

Review Assignment

4 - Summary Statement
Financial Reports

X Notice of Award
Invention Reports

S : » Post-Award Correspondence
Traming Appommtment Actions P

The eRA Commons is an electronic interface where
grant applications, grantee organizations, grantee

— and federal staff can access, share and transmit

administrative information related to their applications
and awards.
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eRA Commons Menu Format

4

% NATIONAL INSTITUTES OF HEALTH vﬁ
‘©F  eRA Commons Tl

COMMONS DEMONSTRATION SITE - COMMONS DEMY
Home Admin Institution Profile  Personal Profile Status eSHAP xTrain Links eRA Partners Help
Accounts

Delegate Pl Delegate PPF Edit Delegate Status Change Password Verify NIH Support Delegate xTrain Authority
Account Administration

The Commons is laid out in a menu fashion that
allows the user to drill down to two levels of sub-

T menus.
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Features on the eRA Commons Home
Page
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What 1s eSNAP?

eSNAP is the NIH electronic non-competing
award process.

eSNAP allows grantee institutions to submit
an electronic version of Type 5 (non
competing) progress reports via a web
Interface.

The University of Minnesota turned on this
option on March 25, 2008.
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What are the benefits of eSNAP?

Electronic submissions have a 6 week
deadline, providing an extra 2 weeks to
complete the progress report over the paper
counterparts.

Available 90 days before the due date it gives
more flexibility to the Pl and reduces
duplicate data entry.
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Can | use eSNAP?

Check your Notice of Grant Award (NOGA) or
speak to your Grant Administrator to see if
you can utilize the eSNAP process. Most NIH
type 5 proposals are eligible.

eSNAP usage is optional at the University of
Minnesota.
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How can | access eSNAP?

To access the system the user must first have
a NIH Commons account. To create this
account check the SPA webpage for the
University of Minnesota process at:
http://www.ospa.umn.edu/electronictools/nihe
raPls.html

eRA Commons website:
https://commons.era.nih.gov/commons/
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http://www.ospa.umn.edu/electronictools/niheraPIs.html
http://www.ospa.umn.edu/electronictools/niheraPIs.html

eSNAP Tip

Once you have a Commons account be sure to
update your Personal Profile information. If
you are set up as an Assistant in the eRA
Commons check the profile information for
the faculty you support to make sure it is
current.
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Did you know the Personal Profile
Il nf ormati on 1 S US

To verify information submitted in grant
applications

For aggregate reporting

During the application submission process

— and can cause errors or warnings if not

complete or incorrect?
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eSNAP roles

PD/Pl Program Director/Principal Investigator
can prepare the report or direct its
preparation.

Asst. Assistant can enter data for the eSNAP
(this Is permission is given on a grant by
grant basis) based on direction of the PD/PI.

A.O. Administrative Official who reviews the
grant application for accuracy.

S.0. Signing Official is SPA
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eSNAP Roles and Functions

Functions PI ASST | AO | SO

Initiate v v

Upload Science v v

Edit Business v v v

Validate eSNAP v v v

Route to other user v v

Recall v v v

View Routing History v v v’ v
—_— View eSNAP Report v v’ v v

Submit to Agency v v
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What i1s a PD/PI?

PD/PI is/are the individual(s) judged by the
applicant organization to have the appropriate
level of authority and responsibility to direct
the project or program supported by the
grant.

Also known as Program Director, Project
Director or Principal Investigator
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Pl delegation of authority function

Delegation can be made to any eRA
Commons user at the Pls institution with the
Assistant (ASST) role.

Provi des ac c é&ttss infoonatiorm e
Including the ability to check for application
errors/warnings and to view the assembled
application image

Does NOT provide access to application
summary statement or priority score.
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How Pls can delegate authority

The PD/PI goes drills The Admin tab provides
down from the Admin tab functionality to delegate
to Accounts to the and revoke authority to
delegate screen option perform functions to other

eRA Commons users.
Functions are role
dependent.

Rlecivomic Revvarch Admintsitratio "
( e R A Commons ))
Sponswred by Nattonal Institutes of Nealth Seaten 2 4.3 1

Home Admin Wstmnmon rofile  Porsonal Pratilo  States aSMNAP wTram Linkas  oFA Partnadrs  Halp

Delegete 1 Delegate PPE LA Dedegaie Stotus Change Password Verdy NH Support

Delegate Delegate
Delegate PPF Delegate xTrain
Pl Edit Status Authority
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What Is an Assistant?

In the NIH Commons the role is designed to
allow Pls to delegate certain responsibilities
for data entry of grant information and upkeep
of their personal profiles.
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https://commons.era.nih.gov/commons/

What is an Administrative Official?

In the NIH Commons, this role is an individual
who reviews the grant application for
accuracy before the signing official submits
the final application to the NIH.

Not authorized to transmit applications to the
NIH.
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https://commons.era.nih.gov/commons/

What Is a Signing Official?

A Signing Official (SO) has the authority to legally
bind the institution in grants administration matters.
The individual fulfilling this role may have any
number of titles in the grantee organization.

The SO can view all grants within the institution,
Including status and award information.

— An SO can create additional SO accounts as well
as accounts with any other role or combination of
roles.
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eRA Commons homepage:
where the eSNAP process begins

- Sponsored by Nartlfonal Fnstitures of Heailth

__ I  Links eRA Partners Help

What's SYSTEM STATUS: All systems are available.

- Electronic Research Administraltion VWelcome Guest
C ommons ) Institution: ot Afiliated
Authority:
Wersion 2.18.2.2

Suppu["}ﬂip: WWe encourage you to take advantage of our new web support at hitpe/fithelpdesk. nib. gow'eRAS When requesting support please supply
as much of the requested data as possible for faster service.

COMMONS

Electronic Submission Tip: Lear about the most frequent application errors at Avoiding Common Errors.

More Recent Features of Commons include: Ahout the ComMMmons

Commons Login F Scope and Purpose

* indicates required field. & **NEW=** xTrain has been released in pilot mode for all Federal Demonstration Partnership ¥ Erequently Asked Questions
Usernarme * {FDP) institutions. For more information please contact the eRA Helpdesk. ¥ Grantee Organization Redistration
& eSNAP - Allows an institution to review non-competing grant data and submit a progress report b 2RA Contacts
online. % Enter eRA MNIH Commons Demo
Passward ® < Reference Letters: To submit a reference letter when requested by an applicant, please follow this
link: Submit Reference Letter Linlés . o
- <4 Internet Assisted Review (IAR) - Allows reviewer to subrmit criigues and preliminary scares for B Commons Support Padge
applications they are reviewing. Allows Reviewers, SRAS, and GTAS to view all critiqgues in preparation  ® CSRISP
Forgot Passward? far a meeting. IAR creates a preliminary summary statement hody containing submitted critiques forthe ¥ eRAHome Padge
SRA or GTA ¥ Electronic Application Subimission
System MNotification

& Demo Facility - Demo Facility allows you to try most of the capabilities of the NIH eRA Commons ina B Grants.gow

E— sarmple environment. ¥ IEdison

¥ Loan Repayment Program
¥ Mational Institutes of Health
g Public Access Policy Page

Ywhen contacting the eRA Helpdesk make sure wou are using the correct contact information. Our preferred contact information is as follows: Web:
hitn:/fithelndesk nih sov/eRAS Phone: 301-402-7 469/866-504-9552 (Toll Freel 301-451-5539 (TTY Business hours M-F Yam-8om EST. This will helo us to heln vou better.
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To start the process, click on the

eSNAP link

gﬂé&% NATIONAL INSTITUTES OF HEALTH Institution: UNIVERSITY OF MINNESOTA
(=’

HFPﬁeg eRA Commons ”!"Eﬂ Authorite Pl Log-ou

Version 2.18.2.2
COMMONS DEMONSTRATI TE C ONS DEMONSTRATION SITE ~ COMMONS DEMONSTRATION SITE
__ I'TTR  Admin_Institution Profile Personal Profile us eSNAP xTlain Links eRA Partners Help
Commons 2.7.2.3 was released an Apr and is awailable. Features of this release includes many performance upgrades and suppons changes

L)
What's necessary for the May 2" rollout of Public Access Manuscript Submissions.  Additionally, 2.7.2 contains the features released lastweek, which include:

® Closeout Subrmissions of Final Invention Staterment and Final Progress Report through Status.
® Ahility to disperse Meeting Materials in Internet Assisted Review
COMMONS ® [isplay of Submission Erraors within CGAP and soon grants.gov submissions.

The MIH eRA Commons Dermo Facility contains all the features ofthe NIH eRA Commaons (exceptions are listed helow) hutin a sample data environment. Ta
usze the Demoa Facility, you need to Create a Dermo Account , which will create bath & Signing Official (S0) and Principal Investigator account for you ta use. In
addition to creating these Accounts, the process creates a sample institution and a number of sample applicationsigrants for you to use in learning all the
features of the NIH eRA Commons. Once you log in to your account, vou can try all the features ofthe NIH eRA Commons.

Frimary Features of Cammaons include: Ahout the Commons
System Notification « Status - Allowws Principal Investigators to review the current status of all their grant applications and ¥ Scope and Purpose

revienw detailed information associated with their grants. Institution Officials {.e., Signing Official (S0 ar b Frequently Asked Questions

Administrative Official (A40) associated with the institution) can see a summary view of grant ¥ Grantes Organization Redistration
S - . 0 I
applications, review the Motice of Grant Award, and access the Progress Report face page. b BRA Contacts

£ aSNAP - &llows an institution to review non-competing grant data and submit a progress report
online. g Enter eRA MIH Comimons
& X-Train - Mot currently available,

< Internet Assisted Review (AR} - Allows reviewer to submit critiques and preliminary scores for Links
o L h : s ; ) B Commons Support Page
applications they are reviewing. Allows Reviewers, SRAs, and GTAS to view all critiques in preparation ¥ GRISP

for a meeting. 1AR creates a preliminary surmmary staternent body containing submitted critiques for the
. P i i ¥ . . k eRA Home Page

SREAOr GTA
< Financial Status Reports {(FSR) - Allows electranic submission of financial infarmation assaciated ¥ Srants.qoy
with a grant. k IEdizon

& Administration - Provides the ability for an institution to create and rmanage User accounts ¥ Loan Repayment Program

associated with its institution. Additionally, it allows the institution’s Signing Offcial (S0) ta maintainthe  * Malonal Instituies orHeaith
institution information on file at the NIH. ke OER Home Pade
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Click on the desired hyperlink to the
award

m ion Profile Personal Profile  Status XTrain Links eRAPartners Help
Grant List

Pe

Select Grant Number link to manane the eSMAF:

Grant Applications 1 - 3 outof 8 recards — Prev 1 Mext

AR01CATOT0R0-02 spalding, frances Frograrm Project for Cancer Research Mot eSMAP Eligible
SROTHL107N81-02 spalding, frances Research on the Heart and Other Stuff Mat eSHAP Eligible

RO1GATOTOB0-03 spalding, frances Cancer Researchin Simple Mate Abstracting Programs 022502010 FOPI Work in Progress
SROTHL1OT081-03 spalding, frances Heart Research to Sample Morthem Area Pumpking 0212612010 Mot started
- spalding, frances New [mportant Cancer Research Mot eSMAR Eligible
TROTHL1O7081-01 spalding, frances Mew Interesting Research on the Heart Mot eSMAP Eligible
1RO1CAT0T083-01 spalding, frances New Medical Cancer Besearch of the Thyroid Mot eSMAP Eligible
ARO1AI107084-05 spalding, frances Allergy Research Mat eSHAP Eligible

Select Grant Number to access the eSNAP Menu
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Cl |

ck on the nln

the process

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

Grant List Manage eSNAP

eSNAP Menu @

MIH Manuscript Submission Systern Status: AVAILABLE

Application Information
Grant Number: SROTHL100455-03
Institution: UNMERSITY OF MINMESOTA
PD/PI Name: spalding, frances
Project Title: Heart Research to Sample Marthern Area Pumpkins
Due Date: 0&M2i2009
Current Reviewer:
Status: Mot started
Status of Completion:
Lpload Science Incomplete
Qrganization Infarmation Incomplete
FrojectPerformance Sites  Incomplete
Senionkey Personnel Incomplete
Research Subject Incomplete
SMAF Guestions Incomplete
Inclusion Enraliment Incomplete

I rdaed e | Driveaeae Blotion | Fical vimore | faneemibilibe 1

This will change the status of the award to Pl Work in Progress (WIP)

OVPR
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eSNAP action keys

Designate As Complete |

Save & Complete |

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

Save & Complete i Click this button to save info entered on the
screen into the database and to indicate the section is complete.

Designate as Complete i Click this button to indicate the
Information entered for this section is complete.

- Data can be entered into a section has been designed as

complete. The user will need to resave and designate as
complete to finish the process.

OVPR 24 of 53




The nNnStatus of Co
Includes sections of eSNAP

COMMONS DEMONSTRATION SITE = COMMONS DEMONSTRATION SITE  COMMONS DEMONSTRATION SITE
Home Admin Institution Profile Personal Profile Status esSHAP ®Train Links eRA Partners Help

Grant List Manage eSNAP Upload Science Edit Business
eSNAP Menu
MIH Manuscript Submission System Status: AVAILABLE
Application Information
Grant Humber: SRO1CA100454-03
Institution: LUMIWERSITY OF MINKMESOTA
PD/PI Hame: spalding, frances
Project Title: Cancer Research in Simple Mote Abhstracting Programes
Due Date: oafmz2rzo0g
Current Reviewer: spalding, frances
Status: FLOURI WYark in Prodress
o SIS Complete
Crganization Information Coamplete
FrojectiPerformance Sites Incomplete
Seniornkey Personnel Incomplete
E— Research Subject Complete
SMAP Cuestions Incomplete
Inclusion Enrollment Complete

view eSMAP Report | [ validate || wiew Routing History | [ Route
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Click the nUpl oad
the science section to proposal

COMMQ DETLH RGTION SITE  COMMONS DEMONSTRATION SITE COMMONS DEMONSTRATION SITE
Home Admin Institution Profile Peyfonal Profile Status ®*Train Links eRA Partners Help
Grant List Manage eSHNAP Upload Science Edil Business

eSNAP Menu

MIH Manuscript Submission System Status: AVAILABLE

Application Inform:

Grant Humber: SRO1CATO0454-03

Institution: LUMWERSITY OF MIMNKESOTA

PD/PI Hame: spalding, frances

Project Title: Cancer Research in Simple Mote Ahstracting Programes
Due Date: oafm2rzong

Current Reviewer: spalding, frances

Status: PLUPIWYark in Progress

Status of Completion:

Upload Science Complete
Organization Information Complete
FrojectiFerformance Sites  Incomplete
Seniorkey Personnel Incomplete
— Research Subject Complete
ShHAP Cuestions Incomplete
Inclusion Enrollment Complete

view eSMNAP Report | | wvalidate || view Routing History | | Route
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eSNAP Science screen includes:

Progress Report (this is a required item)

Bi osketches (add 1 f ne
upload section)

Research Accomplishments (optional)

Publication citations (if applicable for this
eSNAP)
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— Fles ——— [ileName ___Daio Created |5

Science section view and functionality
top portion of entry screen

Home  Adimin  nstitution Profile Personal Profile  Status eSNA *xTrain Links «RA Partners

Gramt List Manage eSNAP Upload Science Edit Business
Upload Science g .
Cile delated successully * indicates regquired Neld F}IOQIESS H ep':"t Flle
Maane: spalding, frances Grant Mumber:  SRO1CAT0045 \lﬁ H eq Ll"EH:I C Ill:k I |‘I‘|I:]":'|t
Grantee Institution: LUNWERSITY OF MINNESOTA

to upload the file
files ________________________JrileName _________[DateCreated [

Progress Report File:* MOT UPLOADED @
Research Accomplishiments Fila:

Use this section 1o provide summary bullets of NOT UPLOADED | Impon |
science highlights and other significant changes.

Other File: MOT UPLOADED

Upload File ¢ Use Browse

button to locate
file and Upload
File button to
UploadFile J| Cancel . include in

File Narme:

Progress Report File:™ Cathy, pdrf 092172008 COMPLETED

File section completed
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eSNAP Scienc®rogress Report Info

NIH fillable forms are accepted but Word or
PDF file attachments are recommended.

Progress Reports should not exceed two
nages (exclusive of biosketches or other
support information if added).

Files that are larger than 3MB are not
accepted by the system.

Headers and footers are not required on
documents that are uploaded.
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Science section view and functionality
the bottom portion of entry screen

User can add Publication
iInformation that does not

show in Publication list that

IS populated from the Publications
section of the Pls Personal Profile.

Will mark Upload Science
as Complete on the Manage
eSNAP page
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