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This instructional booklet is separated into 8 parts.

Part 1:  Introduction (Pages 4 - 5)

Part 2: Logging In and Passwords – Here you will learn how to get access to the Commons site, the 
basic format of your user name, how to log in, and how to change your password. (Pages 6-9)

Part 3: Personal Profile – If this is your first time logging in, you will have to complete your personal 
profile.  In the future, you can skip Part 2.  You will only have to access “Personal Profile” in the 
future to update any changes. (Pages 10-19)

Part 4: eSNAP – This is where your non-competing grant application begins.  In the future you can 
bypass “Personal Profile and go directly to Part 3: “eSNAP” to complete your non-competing 
grant application . (Pages 20-41)

Part 5: Delegating authority – If an administrative assistant will be completing the personal profile for 
the PI or completing the electronic progress report for the PI, here you will learn how to delegate 
authority to your administrative assistant so that he/she has access to your grants on-line.  You can 
skip Part 4 if you will be completing your own personal profile and progress report. (Pages 42-45)

Part 6: Status – Here you can check on the status of new and continuing applications submitted to NIH.  
Depending on your level of authority, you can view Notice of Awards, grant applications, and 
summary statements  (Pages 46-53)

Part 7: Upcoming changes and updates – Periodically NIH makes changes and updates the eRA 
Commons web page.  Look here to find out what changes are coming. (Pages 54-57)

Part 8: Frequently Asked Questions (Pages 58-62)

--Index (Page 63) 3



Open NIH eRA Commons web site at: 
https://commons.era.nih.gov/commons/

eRA Commons is available to any user with a Web browser (Internet Explorer 4.0 or greater or Netscape 3.0 or greater) 
and Internet access. Other Web browsers are also supported, but some functionality may be lost. In all cases, Cookies and 
JavaScript must be enabled by the browser. (NOTE: The eRA Commons does seem to function best with Internet 
Explorer.)

To get a user name and password, please contact your Institutional Representative.  Your Institutional Representative will
submit a request to get you access.  You will receive your username and password via email within 72 hours.

Things to note:
1) The electronic submission for non-competing grant applications only applies to those grants that are subject to SNAP 

(Streamline Non-competing Award Process).  If you are not sure whether your grant is subject to SNAP, check your notice 
of award or contact your Institutional Representative.

2) One misconception is that you can download the NIH PHS 2590 form pages, complete the entire packet, and upload the 
entire packet through eSNAP.  That is not how the eSNAP system works.

3) In eSNAP, some of the form pages (such as the face page, supplemental questions, publications page, checklist page, and 
personnel report)  have been replaced with various screens.  Each screen has fillable text fields that you must manually 
completed.  The items that will be uploaded are biosketches for any new key personnel, other support (if necessary), and 
the text of the progress report.  You are allowed to upload one document in word or pdf.  Therefore, if you have more than 
one of these items, you will have to merge the documents together to upload them as one file.

4) NIH has added a new section “Research Accomplishments File.”  At this time, this is not a required field.  However, if you 
have key accomplishments/major discoveries or interesting news that you would like to share with your grants 
management specialist or program official, this is the place to do it.  Create a word document with the information and 
upload the file.  Examples include announcements of patents or inventions;  TV appearance where your project was 
discussed; an initiative that resulted from your research project, etc.

Part 1:   Introduction
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The NIH eRA Commons on line system is organized into sections. Depending upon the privileges/roles granted to you, you may 
view and access the following sections:

Administration. The Account Administration section lets institution officials maintain user accounts associated with the 
institution. 

Institution Profile. The Institution Profile (IPF) section lets institution officials maintain the institution information on file 
at the NIH, including the organizational hierarchy. 

Personal Profile. The Personal Profile (PPF) section lets users maintain their personal information on file at the NIH 
(including information such as degrees, publications, and contact information). 

Status. This section lets Principal Investigators (PIs) review the current status of all their grant applications and review 
detailed information associated with the grant. Signing Officials (SOs) or Administrative Officials (AOs) associated with 
the institution are able to see a summary view of grant applications, review Notices of Grant Award, and access 
Progress Report face pages.  Administrative Assistants who are given access to the PI’s personal profile or eSNAP 
application cannot access the STATUS function.

eSNAP. The electronic Streamline Non-competing Award Process (eSNAP) section lets extramural grantee institutions 
submit electronic versions of Type 5 (non-competitive) progress reports to the grants management community. 

IAR. The Internet Assisted Review (IAR) section lets reviewers submit critiques of grant applications and view each 
other's reviews before the actual meeting. Scientific Review Administrators (SRAs) and Grants Technical Assistants 
(GTAs) are able to view all critiques and generate preliminary score reports and pre-summary statement bodies. 

FSR. The Financial Status Report (FSR) is a statement of expenditures sent to the sponsor of a grant or contract. This 
section lets Grant and Contract Accounting (GCA) prepare and submit an FSR on behalf of the Principal Investigator 
(PI). 

X-Train. The electronic Trainee Activities System (X-Train) section lets Program Directors (PDs) and trainees from 
institutions with National Research Service Award training grants to create and update trainee appointments and 
transmit confidential personal data electronically to the NIH.

Links. This section provides links to websites that provide information related to the NIH eRA Commons and related 
applications. 

Help. This section provides online Help for all aspects of using the NIH eRA Commons. 
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Part 2:  Logging In and Passwords

To get a user name and password, please contact your institutional representative.  Your institutional 
representative will need your full name, date of birth, social security number, email address, 
and grant number. Your institutional representative will request a user name and password for you.  
You will receive your username and password via email within 24 hours.

Begin by accessing the NIH eRA Commons web site at https://commons.era.nih.gov/commons/
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To log in, enter your Username and Password, then click the “Login” button. 

At Stanford we have used a standard format for the username.
The format for the Username is  last name.first name

The Username is not case sensitive. The password is case sensitive.

If you forget your password, click on the “Forgot Password?” link to get a new password.  You will be prompted for 
your username and your email address.  You will receive your new password via email within the hour. 7



If this is your first time logging in, you will be 
asked to change your password. 

Please note that passwords are valid for 180 
days. As your password approaches its 
expiration date, you will receive a “password 
close to expiration” message when you log in, 
and you will be directed to select a new 
password.

Password restrictions:
-Password length must be between 8 - 20 
characters.

-Password must contain a mixture of alpha, 
numeric and special characters.

-The first and last characters must not be 
numeric.

-The password cannot contain the user’s login 
name.

-Passwords cannot be reused for a period of 
one year.

Your login account will be locked  after 5 
consecutive unsuccessful login attempts.  
Contact your institutional representative to 
unlock your account for access.

Once you log in, your name, institution, and 
authority will appear in the upper right hand 
corner of the screen.
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If you want to change your password, 
click on “Administration.”

You will notice that a darker blue bar 
appears directly below the light blue 
bar.   Click on the sub-menu item 
“Accounts.”

A third menu bar (a black bar) appears 
directly below the dark blue bar.  Next 
click on the sub-menu item “Change 
Password.”

9

Summary: To change password go to
Administration/Accounts/Change Password

Enter your old password. Select a new 
password between 8-20 characters in 
length, then click “Submit.”

Remember passwords are only valid for 
180 days.  When the time comes, you will 
be asked to change your password again.

See page 8 for password restrictions.

This completes Part 2.



Part 3:  Personal Profile

Your menu items are located on the light blue 
bar running across the screen .

The menu items you will be most interested in are: 

Personal Profile. The Personal Profile (PPF) section lets users maintain their personal information 
on file at the NIH (including information such as degrees, publications, and contact information). 

Status. This section lets Principal Investigators (PIs) review the current status of all their grant 
applications and review detailed information associated with the grant. Signing Officials (SOs) or 
Administrative Officials (AOs) associated with the institution are able to see a summary view of grant 
applications, review Notices of Awards, and access  progress report face pages.  In addition to the 
above, the PI can also see summary statements.

eSNAP. The electronic Streamline Non-competing Award Process (eSNAP) section lets extramural 
grantee institutions submit electronic versions of Type 5 (non-competitive) progress reports to the 
grants management community. 
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The title of the menu item you select will appear in the upper part of the screen.

In addition, a darker blue bar appears immediately below the light blue bar.  The dark blue bar displays your sub-menu 
items: Personal Information, Race/Ethnicity, Employment, Reviewer Address, Residential Address, Degrees, 
Publications.

11

If this is your first time logging in, begin by 
selecting Personal Profile from the menu items.

Note: If someone other than the PI will be inputting the PI’s information, this is the point in which to 
assign that individual with access to the PIs personal profile. To do this, refer to instructions in  
Part 5: Delegating Update Authority (pg 42).



Begin from left to right with the sub-menu items.  Go through each sub-menu item, beginning with “Personal Information” and 
complete each screen.  

Personal Information:
Complete each field.  
When done, scroll to the 
bottom of the page and 
click “Submit.”

You will receive a 
message at the top of 
the page letting you 
know whether the 
information has been 
updated, or whether 
there are errors.

Note: if you do not click 
the  “Submit” button, the 
information will not be 
saved.  You can always 
go back and change the 
information after you’ve 
saved it.

NOTE:
Do not enter any 
dashes for the SS#.

Throughout this web 
based application, 
when entering dates, 
use the following 
format:  mm/dd/yyyy.

If you click the box 
marked “Withheld” it 
will blank out your 
DOB so that it is not 
displayed.

Reminder:

Red * asterisks  = 
required field.
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To move onto the next screen, 
select the next menu item:
Race/Ethnicity

Answer the question(s), then click 
submit.
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To move onto the next screen, select the 
next menu item: Employment

Click on the “Edit” link to view the information 
on the employment screen. 

Employment: Since NIH is using some data 
contained in their database, some fields may 
already be pre-populated.  Correct the 
information as needed and completed the 
other fields.

When finished, scroll to the bottom of the 
page and click the  “Submit” button.

Note: If the email address entered on this 
screen is different from the eRA email 
address entered on the “Personal 
Information” screen (2 screens ago), an 
additional screen will pop up asking you to 
verify your email address.
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If the PI has been identified as an NIH reviewer, 
the PI should complete the Reviewer Address 
screen by entering his work address.  Complete 
the required fields and click the “Submit” button to 
save the information entered.  You will get a 
message at the top of the screen letting you know 
whether the information was updated. 

If the PI is not an NIH reviewer, skip this page, 
leave this page blank and proceed to the next 
menu item.

Note: Completing this page will not add you to 
the list of Reviewers. You must contact NIH to 
become a reviewer.

To move onto the next screen click on the 
next menu item: Reviewer Address.

To add additional positions, click on the “Add 
New Employment” button.
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To move onto the next screen click on Residential Address.

Residential Address:    
Complete this screen if you are a postdoctoral 
fellow and have an NIH fellowship.  If you leave 
the University, NIH will be able to contact you 
based on the information you enter on this 
screen.

A PI should complete this screen if he is an NIH 
reviewer.  NIH sends the 1099 forms to the 
address entered on this screen.  

If you are not a postdoc nor an NIH reviewer, skip 
this screen, leave it blank, and move on to the 
next menu item.

To proceed to the next screen click on Degrees.

Degrees:                                                        
Click on the “Edit” link to see the information on 
this screen.
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Some of the fields may already be pre-populated.  
Correct the information if necessary.  Answer all 
required fields, and click the submit button.

You will receive a message at the top of the page 
letting you know whether the information was 
updated. 

Click the “Add New Degree” button to add 
additional degrees earned.

If additional degrees appear that are not yours, you 
can delete them by clicking the “Delete” link at the 
far right.
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To proceed to the next screen select the next menu item: 
Publications.  

Adding publication information here will also pre-populate 
the publication component of eSNAP.  

To begin entering Publications click the “Add New 
Publication” button.

Currently, only one publication may be entered at a time.  
This can be done by cutting and pasting or by directly 
typing information into the text field box entitled “Citation 
Text.” 

If the NLM (National Library of Medicine) Accession 
Number is known, it can also be added at this time, but it 
is not required.  In future releases of the Commons, this 
link will be used to draw up the publication.

Click the “Submit” button after entering each individual 
citation. 
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If you made errors in your citation, click the “Edit” box at 
the far right to correct those errors.

When you have completed and saved your entries, click 
the Close button.

NOTE:  It is currently possible to update this screen 
through eSNAP, as well.

You have now completed all of the sub-
menu items associated with Personal 
Profile.  In the future please access these 
menu items only to update any changes.

You may now proceed to eSNAP.
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Part 4:  eSNAP
Submitting an application through eSNAP

This is where your electronic noncompeting grant application begins.  Begin by selecting “eSNAP” from the menu items.
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When clicking on the eSNAP menu item, PIs will 
automatically see all their awards.  Those eligible for 
eSNAP submission will be highlighted in blue as a 
hyperlink.

Click on the desired grant number to begin work on the 
eSNAP application.

You will automatically be taken to the “Manage 
eSNAP” submenu item. 

To begin, click on the “Initiate” button.

Note: If someone other than the PI will be 
working on the eSNAP application, this is 
the point in which to assign that individual 
access to this application.  To do this, refer 
to instructions in Part 5: Delegating 
Update Authority (pg 42).
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Upon clicking “Initiate,” a dark blue bar appears with 
4 sub-menu items:

Grant List
Manage eSNAP
Upload Science
Edit Business

You will also see 4 buttons:

View eSNAP Report
Validate
View Routing History
Route

You will see a list of screens with a status indicator 
of “Complete” or “Incomplete.”  As you complete 
each screen, it will update the status on this page.

Begin by selecting Edit Business
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Upon selecting “Edit Business” a black bar will 
appear with the following sub-menu items:

Org Info
Performance Sites
Key Personnel
Research Subject
SNAP Questions & Checklist
Inclusion Enrollment

Begin from left to right with the sub-menu items, 
beginning with “Org Info” and complete each 
screen.  

Org Info: This screen will ask for the principal 
investigator’s contact information, percent effort and 
the name of your institutional representative. Some 
information may be pre-populated. Verify that the 
information on this screen is correct.  If there are 
errors, correct the errors. 

When entering your percent effort you must enter a 
whole number.  Decimals and fractions are not 
recognized by this system.

From the pull down arrow, select your institutional 
representative.  Upon doing this, their contact 
information will automatically populate.

Click the “Save” button to save your information. 
Click  the “Designate as Complete” to tell the system 
you have fully completed this page.  Please note 
that clicking the “Designate as complete” button 
does not save your work.  This is why you must 
click the “save”  button first. 
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If you click the  “Designate as 
Complete” button and later you need 
to make changes, go ahead and 
make your changed.  Click the “Save” 
button to save your changes.  The 
system will recognize that you made 
changes and will change the status of 
the page as incomplete.  Click the 
“Designate as Complete” button 
again to tell the system you have 
completed this page.

FYI: If the Department displayed on 
this screen is incorrect, check the 
progress report submitted last year to 
see if the same error appeared on the 
Face Page.  (Most likely, this 
information was taken from what you 
previously submitted.)  You will not 
be able to correct this error through 
eSNAP.  Contact your grants 
management specialist to inform 
them of the error.
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Enter the correct information in the designated fields and click
the “Save& New” button.  

If your project is taking place at more than one location, (for 
example if your project involves a subcontract and part of the 
work is taking place at another university) add additional 
performance sites.  

Once you have fully completed this page and saved your 
changes, click the “Designate as Complete” button.  This will let 
the system know you have completed this page.

An address appears on this screen.  You can edit that 
address, or you can enter a new address and delete 
the incorrect address that appears. 

Click the “Edit” or “Delete” link on the far right, 
depending on what you want to do,  to correct the 
information.

To proceed to the next screen, click on the next menu 
item:  Performance Sites.

Performance Sites:  This screen displays the 
address(es) of where this project is being 
conducted.
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To proceed to the next screen, click on the next 
menu item: Key Personnel.

Complete the top half of the page and click the 
“Save & New” button to add additional key 
personnel. 

To delete or edit the information you have 
entered, click on the edit/delete link to the far 
right.

Remember to click the “Save & New” button 
after your entries.  This will save and update the 
information you have entered.  When you have 
completed this page, click the “Designate as 
Complete” button to tell the system you have 
completed this page.
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To proceed to the next screen, click on the 
next menu item: Research Subjects.

Research Subjects:
This screen asks about human subjects and 
animal subjects.

Reminder:  Red * asterisks = required field.

NOTE: If your project does not involve 
human subjects, answer  ‘NO’ to the human 
subjects questions even if they don’t apply. If 
you attempt to leave the questions blank 
because they do not apply, you will get an 
error message asking you to answer the 
questions.  The questions have a red 
asterisks which means that you have to 
provide an answer.  Unfortunately “N/A” is not 
an option.  “NO” is the next best choice.  

Click the “Save” button to save your 
information.  Click the “Designate as 
Complete” button to tell the system you have 
completed this page.

If you later make changes, click the save 
button to save those changes, next, click the 
“Designate As Complete” button again to tell 
the system you have completed this page.
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Certification of Human Subjects Training/  
Human Subject Education
If your project does involve human subjects, 
select from the following paragraphs and 
enter the one that applies into the text box:

“The following new key personnel (list their 
names here) have each completed Stanford 
University’s training course entitled “Use of 
Human Subjects in Research.” In addition, 
Stanford University requires that all 
individuals who work with human subjects 
must complete this training before Stanford 
will approve their protocol or release funding.  
The course was based on materials provided 
by NIH. The course includes a Course 
Introduction and modules on Stanford’s 
Multiple Project Assurance, Roles and 
Responsibilities, Case Study, and an optional 
module on History.”

“Although new key personnel have been 
added to this project, they have no 
involvement with human subjects.  Therefore, 
they are not required to take the human 
subjects training.”

“No new key personnel are being added to 
this project.  Those who have completed the 
human subjects training have been reported 
to you previously.”

When complete, click the save button.  You 
will receive a message in red at the top of the 
page letting you know whether the 
information has been updated successfully.  
Next, click the “Designate as Complete” to tell 
the system you have completed this page.

1)

2)

3)
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To proceed to the next screen, click on     
SNAP Questions & Checklist

SNAP Questions & Checklist:
This screen includes the supplemental 
questions, inventions and patents, program 
income, and Facilities & Administration.

Answer the yes/no questions.  If you answer 
“Yes” provide an explanation in the text box.  

When you have completed this screen, click 
the save button.  Next click the “Designate as 
complete” button.
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To proceed to the next screen, 
click on “Inclusion Enrollment.”

This box will tell you whether you 
must include an inclusion 
enrollment report.

In this example, an inclusion 
enrollment report is not needed.

If no inclusion enrollment report is 
required, click the “Designate as 
Complete” button to tell the system 
this page is complete.
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In this example, an inclusion 
enrollment report is required. 

There are two versions of 
the inclusion enrollment 
report.  One version is dated 
4/98, the newer version is 
dated 5/01.

For awards made as a result 
of New and Competing 
applications submitted after 
January 10, 2002, you must 
use  the 5/01format of the 
Inclusion Enrollment Report.  

For awards made as a result 
of New and Competing 
Applications received before 
January 10, 2002, you may 
choose either version.  
However, if you choose the 
5/01 format, you must 
continue to use that format 
for the remaining years of 
the project.

Click on the top link to 
completed the 4/98 version 
of the inclusion enrollment 
report.  

Click on the bottom link to 
completed the 5/01version of 
the inclusion enrollment 
report.
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Inclusion Enrollment Report

If an includsion enrollment report is required, you 
must complete one of these two forms.  For awards 
made as a result of New and Competing 
applications submitted after January 10, 2002, you 
must use  the 5/01format of the Inclusion Enrollment 
Report.  

For awards made as a result of New and Competing 
Applications received before January 10, 2002, you 
may choose either version.  However, if you choose 
the 5/01 format, you must continue to use that 
format for the remaining years of the project.

When finished, click the “save” button to save your 
work.  Next click the “Designate as Complete” button 
to tell the system this page is complete. 32



You have now completed all of the “Edit 
Business” sub menu items.  The next step is to 
Click on “Upload Science.”

Upload Science:  In this screen you will 
upload your progress report, upload other 
support information (if necessary), upload 
biosketches for new key personnel (if any), 
upload research accomplishments (if any), and 
add publication citations (if necessary).  

Note: You can only upload one file as your 
progress report file. If you have completed 
biosketches and other support information as 
part of your progress report, please merge 
these documents into one file.  [You can do this 
by copying and pasting.  You can copy the 
biosketch and other support information and 
paste that information  in front of your progress 
report.  Save it as one file and upload it as one 
file.]

If you are on a Mac, make sure that the name 
of your progress report file includes the 
extension .doc if in Word, or .pdf if in Adobe.  If 
your file name does not include once of these 
extensions, the system will not recognize the 
file.  PC computers don’t seem to have this 
problem.

To upload your file click the “Import” button at 
the far right.
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A different screen will appear.  Click the 
“Browse” button.

A screen showing your computer files 
appears.  Select the file to be used and 
click  “Open.”
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The location of the file to be uploaded 
will appear in the text box.  

Click on the “Upload File” button.

You will see a message at the top of the 
page letting you know whether the file 
uploaded successfully.

If you need to modify the file you 
uploaded, go ahead and make your 
changes.  Click on the “Remove” button 
to remove the old file.  Click “Import” to 
upload the new file.
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Publications: To add publications, enter each citation 
individually in the text box.  If you know the National 
Library of Medicine (NLM) Accession Number, enter it 
in its designated field.  Click the “Save&New” button 
after each citation has been entered.

If publications have been previously entered, they will 
appear on the bottom half of the screen.

[Remember: Publications can also be entered by 
clicking on the menu item PERSONAL PROFILE and 
then selecting the sub-menu item PUBLICATIONS.]

Select those publications associated with your grant by 
clicking on the box next to the desired publication.

Click the “Save” button to save your changes.  Click 
the “Designate as Complete” button to tell the system 
you have completed this page.  

Follow the same steps to upload “Research 
Accomplishments.”

Research Accomplishments are key items that you 
want to bring to the attention of your grants 
management specialist or program officer.
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To proceed to the next screen, click 
on  “Manage eSNAP.”   

Here you can see that as you 
clicked the  “Designate as 
Complete” button on each menu 
item, the system changes the status 
of each page to “complete.”  If you 
have not completed a page, go to 
that page to complete it.
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Click on the “Validate” button.  This will allow the 
system to run through your progress report to 
check for errors or required fields that were left 
blank.

All error messages will appear at the top of the page. 
Correct the errors (if any), save your changes, 
designate the pages as complete, then click on 
Validate again so that the system can check whether 
all errors were corrected.

If no errors appear, you will receive the following 
message:  No errors found.
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A .pdf file will appear containing your entire non 
competing grant application.  Scroll through all of the 
pages.  If you are satisfied with your report, close the 
.pdf file and go back to the above screen.  

Next, click on “View eSNAP Report.”
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In order for your application to be submitted to NIH, 
you must route your application to your 
Institutional Representative.  Your Institutional 
Representative will review your application and submit 
it to NIH.

To route your application to your institutional 
representative, click the  “Route” button.  

Your Institutional Reps name will appear in the “Next 
Reviewer” field.  If the incorrect name appears, select the 
correct name from the drop down box.

If you have any comments for the next reviewer, enter those 
comments in the “Comments” box, otherwise leave it blank 
and click the “Submit” button.

Note: Comments entered in the comment box will be saved 
with your application.  Thus, when your application is finally 
submitted to NIH, those comments will be part of the 
application.

After routing the application to the “Next Reviewer,” the PI can
recall the application at any time by clicking the “Recall” 
button.
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Once the PI routes the application to the “Next Reviewer” an 
email will automatically be generated and sent to the “Next 
Reviewer,” in this case your institutional representative, 
informing him/her that your application is awaiting their review.  

Your institutional rep will log in to the Commons site and 
review your application.  If errors are found, the institutional 
rep will route the application back to you.  To do this, the 
institutional rep will click the “Route” button.

The name of the PI will appear in the box marked “Next 
Reviewer.”    If the PI’s name does not appear here, 
select it from the drop down box.  The Inst. Rep will then 
click  the “Submit” button to route it to the PI.

If your institutional rep does not find any errors, your 
institutional representative will submit your progress 
report directly to the NIH, by clicking the “Submit” button.

Upon doing this, the system will automatically generate 
an email that is sent to both the PI and to the the 
institutional rep, informing both that the application has 
been submitted to NIH.

Submit

This completes the eSNAP application process.
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Part 5:  Delegating Update Authority

A PI can delegate two types of authority:

PPF Authority – A PI can delegate PPF authority to someone else to have that person help him edit or 
complete his personal profile (PPF)

PI Authority – A PI can delegate PI authority to someone else to have that person help him edit or 
complete his eSNAP application.

The person assisting the PI must obtain a user name and password in order to access the eRA Commons site.  
Contact your institutional representative to obtain a user name and password.  Provide your institutional 
representative with the name and email address of the person who will assist the PI with his application.

42



To delegate authority to someone else, the PI must 
perform the following steps:

Click on “Administration.”

Next, click on “Accounts.” 

To delegate authority to update the 
PI’s personal profile, click on 
“Delegate PPF Edit”

To delegate authority to complete 
the eSNAP grant application, click 
on “Delegate PI.”
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You will see a list of names in the box on the left.  

NOTE: If the person’s name does not appear in this 
box, that person currently does not have a user name 
and password to access the NIH eRA Commons site.  
Contact your institutional representative to request a 
user name and password for that person.

Click on the name of the person that you want to 
delegate authority to. In this example, we will 
delegate authority to Shirley Temple.

Click on the “Assign” Button.
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Click the Save button to confirm that you want to 
delegate authority to Shirley Temple.

You will note that Shirley Temple’s name now 
appears in the box on the right hand side.

Shirley Temple may now log in with her own 
user name and password to access the PI’s 
personal profile. 

If the PI also wants to delegate PI authority to 
Shirley Temple, he must follow the same 
procedure.  However, this time he must click on 
the “Delegate PI” menu item to begin the 
process.

To remove the authority you have granted, click 
the “Revoke” button.

Please note that if the PI delegates PI authority 
to Shirley Temple for the purpose of completing 
the eSNAP grant application, the PI must still 
log in to route the application.  Shirley Temple 
cannot route the application for the PI.  The PI 
must route it himself to his institutional rep or to 
any other reviewer.

The reason it is set up in this manner is so that 
the PI is guaranteed the opportunity to give the 
application one final review before he routes it 
to his institutional representative.
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The PI can use the STATUS function to view detailed information about his grant applications.  Both the PI and the 
institutional representative will be able to see a summary view of grant applications; download, view, and print 
Notices of Grant Award, grant applications, and face pages for upcoming non-competing grant applications.  In 
addition, the PI will be able to view summary statements.  Institutional representatives cannot view summary 
statements.  

Administrative Assistants who are given access to the PI’s personal profile or eSNAP application cannot access the 
STATUS function.  This may change in the future.

Instructions for the PI
To view status information, click the 
“Status” menu item.

Next, click on “PI Status.”
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Principal Investigators will see their 
own NIH funded grants as well as 
their proposals.  

The first column shows the grant 
number as a blue hyperlink.  Click 
the desired grant number to see 
detailed information for that grant.

The fourth column shows the grant 
status, whether the grant is awarded 
or pending.
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After clicking the desired 
grant number, you will be 
taken to a page similar to 
this one. (In this example I 
selected a grant where the 
status was “pending.”)

The status indicates that 
this grant was not 
recommended for further 
consideration. 

You can see the date that 
the proposal was 
received at NIH.

This page also shows the 
date when the status was 
last updated.

Further down you can see 
the score and the percentile 
give to the application.

You can download, view, 
save, and print a copy of the 
grant application by clicking 
on the blue  “e-Application”  
hyperlink.

Here you will also find the 
institute assigned to your 
application            

as well as the review group.

At the bottom of the page 
you can find the contact 
information for your 
Scientific Review 
Administrator, Grants 
Management Specialist and 
Program Official.
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(In this example I 
selected a grant where 
the status was 
“awarded.”)

Here you can see that 
this application is 
awarded.

You will note that 5 hyperlinks 
appear showing the following 
items:

Abstract
e-Application
Latest Financial Status Report
Latest Notice of Grant Award
Summary Statement.

As the PI, you can download, 
view, save and print any of the 
files that appear as blue 
hyperlinks.  Simply click on the 
desired file to view it.

At the bottom of the page you 
will see the amount funded for 
the grant year you selected.
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Instructions for the Institutional 
Representative:
Begin by selecting “Status” from your menu 
items.

You will see that a darker blue bar appears 
with two sub-menu items:

Search Proposals
Search Type 5 progress reports

Click on either sub-menu item.

A search page will appear.  There 
are multiply ways to search for 
proposals.  

To capture the broadest number of 
submissions for a specific PI, 
provide the budget start date and 
the PI’s last name (& first name if 
there are multiple PIs with the same 
last name).  

Enter the grant number if you want a 
specific search.
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You will see the PI’s 
grants and their status.

Select the desired grant 
number by clicking on 
the hyperlink.

Under the column titled 
“Summary Links,” you 
can click on the blue 
hyperlink to view the 
notice of grant award or 
the progress report face 
page that is upcoming 
for the grant.
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On page 44 of these guidelines, I 
selected a non-funded grant.  Page 
44 shows the information available 
to the PI.  Here you can see the 
information available to the 
institutional representative when he 
selects that same grant.

You will note that the Institutional 
Rep has access to limited 
information.  The PI has access to 
more information. 

Among the items the PI can see that 
the Inst. Rep cannot see are whether 
the grant is pending or in reality not 
funded, the percentile, and the score 
of the grant. 

As an example, here you see that the 
status indicates the grant is pending.  
However if you look at page 44 of 
these guidelines, the true status is 
that the grant was not recommended 
for further consideration by the 
initial review group.
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Here I have selected the 
same funded grant as was 
selected on page 45 of 
these guidelines.

Again, the information 
available to the Inst. Rep. 
is limited.

In addition, although the 
institutional representative 
can view the abstract, e-
Application, latest FSR, 
and latest NOA, the 
institutional representative 
cannot view the summary 
statement.  The summary 
statement is only available 
to the PI.

To view one of the files in 
the blue hyperlinks, click 
on the desired link.  You 
can download, view, save, 
and print any of these 
files.

At the bottom of the page 
you will see the amount 
funded for the grant year 
you selected.
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Part 7:  Upcoming Changes

We anticipate that the above changes/updates will take place the first week of November. Check the eRA 
Commons support page @ http://era.nih.gov/commons/index.cfm to find out when changes/updates have 
been implemented. 
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The STATUS screen is getting a new look.  Refer to section 5 (pages 45-52) of this booklet to see its functionality.
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First time “No Cost Extensions” will be done on line for grants that are under expanded authority.  Contact your 
institutional representative if you want a no cost extension.
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If you grant application received a 
fundable score and NIH asks you to 
submit Just In Time (JIT)
information, you will have the option 
of submitting that information on line.  
Simply complete the required 
information on this page, click the 
“Submit” button to route your 
information to your institutional 
representative.  Your institutional 
representative will review the 
information, and if there are no 
corrections, will submit it to NIH. 
NIH.
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1. What is eSNAP?
PIs awarded NIH grants have to submit annual non-competing grant applications (i.e. annual progress reports).  If your 
grant is subject to SNAP (Streamlined Non-competing Award Process) you must follow the SNAP application instructions 
when submitting your non-competing application.  If your grant is not subject to SNAP, you must follow the regular “full”
application instructions when submitting your annual non-competing application.  The notice of award will indicate 
whether your grant is subject to SNAP or not.  The basic difference between the two is that for grants under SNAP, you 
are not required to submit an annual budget nor a budget justification page as part of your non-competing grant 
application.  For grants not under SNAP, you must submit an annual budget and budget justification page as part of your 
non-competing grant application.  eSNAP (electronic Streamlined Non-competing Award Process) is the electronic 
version of a non-competing grant application under SNAP.  At this time, only eSNAP grant applications can be 
submitted on line.  All other types of grants must be submitted on paper by mail.

2. Who is responsible for completing the online eSNAP non-competing grant application, the PI or the Institutional 
Representative?  
It is the responsibility of the PI to complete the application on-line and route it to the institutional representative for 
review.  It is the responsibility of the institutional representative to submit the application to NIH.   

3. What is a SO? SO = Signing Official or Senior Official
The grantee organization Signing Official is your institutional representative who has the institutional authority to legally 
bind grants administration actions with the NIH, including submitting grant applications. The individual fulfilling this role 
may have any number of titles in the grantee organization. The label "Signing Official or Senior Official" is used in 
conjunction with the NIH Commons. The SO can create and modify accounts and also will be able to create and modify 
IPF information

4. What is an AO? AO = Administrative Official
The administrative official (AO) is the individual who reviews the grant application for accuracy before the final 
application is submitted to NIH by the SO.  In some institutions, the SO and the AO can be the same person.  An AO can 
also create additional AO and PI accounts. An AO is not authorized to transmit applications to NIH. 

59



5. What is an AA? AA = Account Administrator
An AA is designated by a SO at a grantee organization, to facilitate in the administration of the NIH Commons accounts. 
The AA will be able to create the necessary accounts of any type (SO, AO, AA or PI). Although the AA will be able to 
create additional accounts he/she will not be able to modify the IPF information. 

Duties: The basic duty of AA will be establishing and maintaining Commons accounts for the institution. This includes 
account maintenance, such as creating accounts, removing accounts, changing accounts as necessary. The Commons AA 
will have the authority to create, modify and delete Commons accounts for additional SOs, AOs, PIs, and other scientific 
and/or administrative staff for the grantee organization. Also, it is the responsibility of the primary AA (individual who 
signed the Registration Form under AA) to inform all additional SO, AA, and AO account holders of any Commons 
messages sent via the NIH Commons distribution list. 

6. What is a PI? PI = Principal Investigator
A Principal Investigator is an individual designated by the grantee organization to direct the project or activity being 
supported by the grant. He or she is responsible and accountable to the grantee for the proper conduct of the project or 
activity. The role of the PI within the NIH Commons is to complete the grant process, either by completing the required 
forms via the NIH Commons or by providing the proper information to another individual who will complete the 
electronic forms. 

7. How do I get a Username and Password?
You must contact your institutional representative to obtain a username and password. Provide your institutional 
representative with your name, social security number, date of birth, email address, and grant number.  The Institutional 
Representative will request a username and password for you.   It usually takes about 72 hours to get a username and 
password.

8. Where do I log in?
Go to the NIH eRA Commons web site at https://commons.era.nih.gov/commons/ to log in.
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9. I’m logged in, now what do I do?
If this is your first time logging in, begin by 

completing your personal profile.  To do this, click 
on Personal Profile from your menu items.  Upon 
doing so, sub-menu items will appear.  Go through 
each one of the sub-menu items (you may go 
through these in any order) and fill in the required 
fields.  When done, you may proceed to the eSNAP menu item to complete your online non-competing grant application.  
FYI:  In future applications, you may bypass Personal Profile and go directly to eSNAP.  You will only need to access 
“Personal Profile” in the future to update it or make any corrections.

10. I’m in eSNAP, how do I move from screen to screen?
There are no “continue” buttons prompting you to proceed to the next screen.  When done with one page, click on the save 
or submit button located at the bottom of the page.  A message will appear at the top of the page letting you know whether 
there are any errors or whether the information was saved successful.  If the information was saved successfully, click on 
the next menu item to proceed to the next screen.

11. My phone number is incorrect.  Where do I correct it?  
There are several places to correct your phone number.  Click on Personal Profile. Next, click on Employment.  Next, 
click on the “Edit” link to the far right.  Your information appears on the screen.  Correct your phone number.

Another place to correct your phone number is in eSNAP.  Click on eSNAP.  Next, click on Edit Business.  Next click on 
Org Info.  You can correct your phone number here as well.

12. Where do I enter the name of my institutional representative?
Click on eSNAP.  Next click on Edit Business.  Next click on Org Info.  (i.e. go to eSNAP/Edit Business/Org Info) Scroll 
to the bottom half of the page.  From the drop down box select the name of your Administrative Official and your Signing 
Official.  Most likely than not this will be the same person, your institutional representative.

13. I’m in eSNAP/Edit Business/Key Personnel, the PI’s name appears as key personnel but no effort appears.  Why?
You do not need to enter the PI’s name and effort on the Key Personnel screen. You should have entered it in the screen 
eSNAP/Edit Business/Org Info.  Although the PI’s effort does not appear on the Key Personnel screen, it is in the 
system.  It will appear in the application once it is completed. 61



14. I’m in eSNAP/Edit Business/Key Personnel, why can’t I enter an effort of 4.5% for the co-PI?
Unfortunately, the system does not accept decimal points nor fractions.  You must enter a whole number.  Round to the 
nearest whole number if necessary.  (FYI: You cannot enter “as needed” effort in this system.  You must enter at 
minimum 1%.)

15. An incorrect address appears as the performance site. How do I change the performance site?
To change the performance site, go to eSNAP/Edit Business/Performance Sites.  Scroll to the bottom of the screen and 
click on “Edit” to correct the address.  The alternative is to enter a new address in the fields at the top of the screen and 
click “Save.”  Then scroll to the bottom of the screen and click “Delete” to delete the incorrect address.

16. I’m in eSNAP/Edit Business/Research Subjects.  I get an error message telling me that I did not answer the 
questions about human subjects.  My project does not include human subjects. What do I do if the questions don’t 
apply to my project?  
Since these questions have a red * asterisks, they must be answered.  Unfortunately you do not have the option of 
selecting “N/A.”  Instead answer “NO.”  This will solve the problem.

17. I have new key personnel.  I where do I upload their biosketch and other support?
Unfortunately you are only allowed to upload one file.  What you must do is merge the biosketch, other support and your 
progress report into one file and upload it as one file.  You can use the cut and past function.  Cut the biosketch and other 
support and paste them at the beginning of your progress report.

18. I’m done with my eSNAP application, now what?
Validate it to check for errors.  Correct any errors.  If no errors are found, click the route button to send it to your 
Institutional Representative for review.

19. I routed my application to my institutional rep.  How to I retrieve it to make a change?
The PI can retrieve the application at any time as long as it has not been sent to NIH.  To retrieve it, go to eSNAP/Manage 
eSNAP, and click the “RECALL” button.

20 I’m an institutional rep.  I reviewed the PI’s application and there are errors.  How do I send it back to the PI.
The PI can retrieve the application himself (see question 14).  The alternative is for you to go to eSNAP/Manage eSNAP, 
and click the “ROUTE” button.  A window will appear with the name of the next reviewer.  From the drop down box, 
select the PI’s name and route the application to the PI.
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If you find typos or if you find that 
some of the information presented 
in this packet is inaccurate, please 
sent me an email at 
barragan@stanford.edu.

Thank you,
Sonia

Sonia Barragan
Research Process Manager 
Stanford University
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