
Office of Sponsored Projects & Industry Partnerships
1

eSNAP Overview for the PI

Office of Sponsored Projects 
& Industry Partnerships

02/17/2012



Office of Sponsored Projects & Industry Partnerships
2

Why eSNAP ?

• NIH prefers eSNAP
• An eSNAP Report is due 2 weeks later than the standard 

PHS 2590 paper submission.
• Basic information is pre-filled in eSNAP.
• Staff can assist with the preparation.
• Electronic validation before submission can help reduce 

errors.
• NIH accepts electronic signature for the submission.
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Who Can Prepare an eSNAP Report ?

• The PI can complete the eSNAP Report 
• The PI can delegate preparation of the eSNAP Report to 

Staff
• The PI and Staff can work together to prepare the eSNAP 

Report
• OSPIP cannot prepare or edit your eSNAP Report
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How to Delegate PI Authority to Staff

• Allows PI to delegate PI Authority to another registered 
Commons user from LBNL to assist in the completion of 
the PI’s eSNAP application

• Login to eRA Commons
• From the Commons’ Home screen, select Admin, then 

Accounts, then Delegate PI
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How to Delegate PI Authority to Staff

• Scroll down to locate the person to delegate authority to

• Click Assign

You may assign as many people as you want.

If you have appointments at more than one 
institution, make sure you are logged into the 

correct institution before delegating to staff.
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The Basic Process

The PI must “route” the eSNAP 
Report.  

This action cannot be delegated.

      return to division 
      if changes are needed

OK to submit

5. OSPIP submits to 
NIH

1. PI and Staff
Prepare eSNAP 

Report

2. "Validate" report 
in eRA Commons

3. OSPIP Reviews 
eSNAP

4. PI "Routes" 
report to OSPIP CO
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“Route” the eSNAP Report
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How Do I Know the eSNAP is Submitted ?

• NIH will send automated email that the eSNAP has been 
submitted.

• The printout of the Report will indicate “Final” in the 
upper right corner.

• Viewing the eSNAP Report in eRA Commons will indicate 
the eSNAP is Final


