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What will be covered?

ÇWhat is the eRA Commons?

ÇInfo and tips on eSNAP

ÇeSNAP Science section overview

ÇeSNAP Business section overview

ÇHow to submit to SPA

ÇConclusion

ÇResources
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What is the eRA Commons

Â 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

Â The Commons is laid out in a menu fashion that 

allows the user to drill down to two levels of sub-

menus.
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Features on the eRA Commons Home 
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What is eSNAP?

ÇeSNAP is the NIH electronic non-competing 

award process.  

ÇeSNAP allows grantee institutions to submit 

an electronic version of Type 5 (non 

competing) progress reports via a web 

interface.

ÇThe University of Minnesota turned on this 

option on March 25, 2008.
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What are the benefits of eSNAP?

ÇElectronic submissions have a 6 week 

deadline, providing an extra 2 weeks to 

complete the progress report over the paper 

counterparts. 

ÇAvailable 90 days before the due date it gives 

more flexibility to the PI and reduces 

duplicate data entry.
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Can I use eSNAP?

ÇCheck 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.

ÇeSNAP usage is optional at the University of 

Minnesota.
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How can I access eSNAP?

ÇTo 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

raPIs.html

ÇeRA Commons website: 

https://commons.era.nih.gov/commons/

http://www.ospa.umn.edu/electronictools/niheraPIs.html
http://www.ospa.umn.edu/electronictools/niheraPIs.html
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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 

information is used foré

ÇTo verify information submitted in grant 

applications

ÇFor aggregate reporting

ÇDuring the application submission process 

and can cause errors or warnings if not 

complete or incorrect?
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eSNAP roles

PD/PI 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.O. Signing Official is SPA
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eSNAP Roles and Functions
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What is a PD/PI?

ÇPD/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. 

ÇAlso known as Program Director, Project 

Director or Principal Investigator
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PI delegation of authority function

ÇDelegation can be made to any eRA 

Commons user at the PIs institution with the 

Assistant (ASST) role.

ÇProvides access to the PIôs Status information 

including the ability to check for application 

errors/warnings and to view the assembled 

application image

ÇDoes NOT provide access to application 

summary statement or priority score.
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How PIs can delegate authority

Â The PD/PI goes drills 

down from the Admin tab 

to Accounts to the 

delegate screen option

Â The Admin tab provides 

functionality to delegate 

and revoke authority to 

perform functions to other 

eRA Commons users.  

Functions are role 

dependent.
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What is an Assistant?

In the NIH Commons the role is designed to 

allow PIs to delegate certain responsibilities 

for data entry of grant information and upkeep 

of their personal profiles. 

https://commons.era.nih.gov/commons/
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What is an Administrative Official?

ÇIn 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. 

ÇNot authorized to transmit applications to the 

NIH. 

https://commons.era.nih.gov/commons/
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What is a Signing Official?

ÇA 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. 

ÇThe SO can view all grants within the institution, 
including status and award information. 

ÇAn 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
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To start the process, click on the 

eSNAP link 
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Click on the desired hyperlink to the 

award

Select Grant Number to access the eSNAP Menu
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Click on the ñInitiateò button to start 

the process

This will change the status of the award to PI Work in Progress (WIP)
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eSNAP action keys

ÇSave & Complete ïClick this button to save info entered on the 

screen into the database and to indicate the section is complete.

ÇDesignate as Complete ïClick this button to indicate the 

information entered for this section is complete.

ÇData 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.
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The ñStatus of Completionò heading 

includes sections of  eSNAP 
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Click the ñUpload Science link to add 

the science section to proposal
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eSNAP Science screen includes:

ÇProgress Report (this is a required item)

ÇBiosketches (add if needed to the ñOther Fileò 

upload section)

ÇResearch Accomplishments (optional)

ÇPublication citations (if applicable for this 

eSNAP)
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Science section view and functionality, 

top portion of entry screen
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eSNAP Science-Progress Report Info

ÇNIH fillable forms are accepted but Word or 

PDF file attachments are recommended.

ÇProgress Reports should not exceed two 

pages (exclusive of biosketches or other 

support information if added).

ÇFiles that are larger than 3MB are not 

accepted by the system.

ÇHeaders 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 

information that does not 

show in Publication list that 

is populated from the Publications 

section of the PIs Personal Profile.

Will mark Upload Science 

as Complete on the Manage 

eSNAP page


