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Presentation Notes
Welcome to the LBNL Office of Sponsored Projects Tutorial for eSNAP submissions.  



I’m Cynthia Sylvester, a Contracts Officer at LBNL’s Office of Sponsored Projects and Industry Partnerships.  The slides of this presentation are also available on the OSPIP website.



eSNAP is the electronic submission of non-competing continuations for National Institutes of Health.  This tutorial contains the processes for NIH eSNAP preparation and the LBNL processes for submission.  This tutorial does not include the internal paperwork required for non-competing continuations at LBNL.



What is eSNAP?



 
SNAP is the Streamlined Noncompeting 
Award Process



 
eSNAP is the electronic submission of a 
non-competing continuation Progress 
Report to NIH when the grant is eligible for 
SNAP.
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What is eSNAP?

SNAP stands for Streamlined Non-Competing Award Process

eSNAP is then the electronic preparation and submission of the non-competing continuation Progress Report to NIH when the grant is eligible for SNAP.



Am I eligible for eSNAP?



 
Every Notice of Award from NIH indicates 
whether that grant is eligible for the 
Streamlined SNAP process, or not.



 
Additionally, the PI can determine inside of 
eRA Commons if an award is eligible for 
eSNAP.  
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So how does the PI determine if an award is eligible for eSNAP?



There are two ways to determine this:



First, every Notice of Award from NIH indicates whether that grant is eligible for the Streamlined SNAP process, or not.



Secondly, the PI can determine inside of eRA Commons if an award is eligible for eSNAP.  We’ll see later in some of the screen shots from the eRA Commons where to find that information.



Log-in to eRA Commons
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While the scientific part of the Progress Report is written on the local computer and then uploaded into eRA Commons; the rest of the eSNAP report is prepared directly in the eSNAP section of eRA Commons.



The user enters the username and password at the eRA Commons Home Page.



If the user forgets his or her password, click on the purple message below the login information and the password will be reset and a temporary password will be sent to the PI’s email address on file with eRA Commons.  



If the PI needs more assistance than that, such as forgetting the username, needing to be affiliated with LBNL for the first time, or the email address on file with eRA Commons is out-dated or from a prior institution, the user can contact the OSPIP CO or the OSPIP Subject Matter Expert for NIH who can look up the user name, correct the email address, and reset the password.  A temporary password will then be re-sent to the new email address.





PI’s log-in confirmation
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Confirmation that the PI has successfully logged in will be displayed in the top right corner of the eRA Commons Screen.  



This section provides information about the person logged in, the Institution (and remember, a PI can be associated with multiple institutions at the same time and only one will show in this section), and the authority that the user has within the eRA Commons system.  



If a PI is associated with more than one institution, it is important to be toggled to the correct institution when working in eRA Commons.  We’ll see an example of when that might be important later in this tutorial.





eSNAP Location
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The eSNAP Report is located on the main eRA Commons navigation bar, is prepared by the PI, but assistance in this process can be delegated by the PI to an LBNL staff person that has an account in eRA Commons.  Everything about the eSNAP report can be delegated to staff except the routing/submission of the completed report.



LBNL does not delegate authority for the PI to submit the eSNAP Report directly to NIH.  The final report must be submitted by the Authorized Organizational Representative in the Office of Sponsored Projects and Industry Partnerships.





Delegate PI Access
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So, what if the PI wants to delegate authority to staff?



The PI selects the “Admin” tab in the primary navigation bar 



Then “Accounts” in the 2nd navigation bar



Then “Delegate PI” in the 3rd-level navigation bar



Delegate PI Access Screen
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In the “Delegate staff assistant” screen there are two columns of names.  The names on the right are the staff that are already assigned as delegates for this specific PI.  This list can be as long as the PI desires.



The list of names on the left are all of the people, specifically at LBNL, that can be delegated to assist the PI.



If the PI is affiliated with more than one organization, and the list does not include LBNL staff, then the PI needs to toggle to their LBNL account in the upper right corner of their screen.  



Select delegate
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So here is the process.  You highlight a name from the Current Institution Users column on the left and click the “Assign” button.





Confirm Delegation
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Then, confirm that delegation by clicking the “Save” button



Current PI Delegates
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The person selected has now been moved from the Current Institution Users Column and added to the Current PI Delegates column.



The PI only needs to make this delegation one time and the staff person will be able to assist with all PI delegated tasks in the future.  If the PI wants to remove the delegation, just reverse the process by selecting the name from the Current PI Delegates column and clicking the button “Revoke”







eRA Commons Notification
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eRA Commons will notify the staff person by email that he or she has been delegated PI Authority to Process Grant Data.



Start eSNAP Process
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Let’s return to the main eRA Commons navigation bar and select eSNAP to start working on a eSNAP Report.





eSNAP Due Dates
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Grants that have eSNAP Reports due in the near future will be highlighted in the left column and the due dates will be indicated in the Due Date column.







eSNAP Due Dates
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If a grant is not eligible for eSNAP, that information will be noted in the Status column on the right





NIH Due Dates



 
NIH due dates for eSNAP Reports are 
approximately 45 days before the start of 
the next budget period.
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NIH Due dates are approximately 45 days before the start of the next budget period – basically the 15th of the month.



Consequences of Late Submission



 
NIH Reviewers know when a report is 
submitted late.



 
Review of the report is delayed.



 
Can cause the next funding increment to 
be late.



 
Not eligible for FastTrak Bridge funding.
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So, what are the consequence of late submission?



NIH Reviewers know when a report is submitted late.  The extent to which this influences their review is up to the individual reviewer.



Review of the report is delayed at NIH.  The GMS does the first review of the report.  While on-time reports are often downloaded as a batch on the due date, late reports must be retrieved individually by the GMS.



A late review can then delay the NIH processing of the next funding increment which would then require LBNL Bridge funding.



A late eSNAP report makes the award non eligible for the FastTrak Bridge process and therefore takes more time by administrative staff, OSPIP staff, and budget office staff to review and approve the Bridge request.



Process Overview



 
Write the technical report



 
Answer the standard eSNAP questions



 
Link the publications



 
Upload required documents



 
PI reviews completed report



 
Submit to OSPIP for review



 
OSPIP review and submission to NIH
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Only the last three items in this process are sequential and happen at the end.  The rest of the process for preparing the eSNAP report can be done simultaneously.



The PI writes the technical report and provides the information about how to answer the questions.



The PI or the PI Delegate answers all of the questions and reviews the information in the fields within eSNAP.  



The PI, or the PI Delegate, links publications that are associated with this research and uploads any required documents.



When the report is completed, the PI can view the compiled report and see it as the NIH reviewer will see it.



When the PI determines that the report is final, the PI, but not the PI Delegate, routes the report to OSPIP for submission.



The OSPIP Contracts Officer reviews the report and submits it to NIH.  Only then is the report designated inside of eRA Commons as “final”



Choose eSNAP 
Select the Report
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After delegation to staff, either the PI, or the delegated staff, or both, can prepare the report.



To prepare the eSNAP report, select eSNAP from the primary navigation bar.



Then you can see from the status column on the right that two reports have not yet been started.



Select the correct grant number in the left column by clicking on the link associated with the grant number.



Initiate eSNAP Report
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The “Initiate eSNAP” screen will open.



Review the opening menu to confirm this is the correct award.



Click “Initiate” to continue.  This screen only comes up once.  After the eSNAP Report has been initiated, clicking on the application # will take the user directly to the eSNAP report in progress.



eSNAP Menu
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The eSNAP Menu will indicate the current status of the eSNAP Report and it is from this menu that the report is submitted.



The main screen is divided into several parts.

NIH-generate messages are listed in red at the top.

There is an Error Message box, the Application Information box, the status of completion listings, and the action buttons at the bottom.



We’ll look at each of these sections individually.
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The eSNAP Menu page will display information as it updates throughout the preparation process and it is from this screen that actions to finalize the report are contained.



The red notations at the top of this example show the application has been initiated and that the Manuscript Submission System is available.







Error – Validation Messages
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The “Error Message” box displays some important information about this specific report.



This message box will update whenever the user requests to validate the report.  The eSNAP report must validate error-free in order to submit the eSNAP report to NIH.





eSNAP Application Information
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The “Application Information” box contains some important information including the due date and that status of the eSNAP Report.















Status of Completion
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The “Status of Completion” section shows the preparers what sections of the report remain to be completed.  

This is based on the user’s determination that the section is complete.  

This is not an automatic status update - it does not indicate any validation that these sections are accurately done or actually complete.  



Also, this section is actually irrelevant to the ability to submit the report.  This is just a notation section for the user.











eSNAP Action Buttons

PI routes to OSPIP for submission

(routing cannot be delegated)

Review the routing history

Validate to check for errors or missing information

View the Report as the Reviewer would see it.
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The buttons along the bottom are the actions available for the eSNAP report as a whole.



Then, “View eSNAP Report” will assemble and display the eSNAP Report as the reviewer will see it.



“Validate” checks the current eSNAP report for errors and missing information by comparing it against standard business rules.



“View Routing History” will show where the report has been routed during the preparation and submission process.



“Route” is the way that the PI will submit the eSNAP report to OSPIP for submission.  The “Route” activity is not available to designees.  The PI must personally “Route” the final report.  Doing so serves as the PI’s electronic signature about the contents of the report.



eSNAP Navigation Bar
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So, let’s look at the eSNAP Navigation Bar.

This enables the user to go to the scientific and the non-scientific or business sections of the report.

We’re going to go through them one-by-one.

Let’s move now to the Science part of the report.



Upload Science
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The “Upload Science” screen is the place where files are uploaded and publications are linked to the research.



Progress Report - required
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The “Progress Report” is a required document.  This is the 2-page technical report prepared by the PI.



The PI should prepare the technical report and save it as a PDF; and then the final PDF is then uploaded here.



Progress Report – upload
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As with other NIH uploads, you browse to find the file on your computer and upload it.



NOTE:  All of the uploads must be PDF.



Optional Science
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There are 3 optional science documents that can be uploaded.



“Research Accomplishments” is a specific document with a summary (in bulleted format) of the science highlights and significant changes.  When NIH designed this, they intended it to be a more important section; but actually, NIH hasn’t really implemented use of this, so it remains optional.



“Other file” should be used for other documents that need to be uploaded, such as the biosketch for a new key person.



A “Cover Letter” can now be submitted with the eSNAP report.  This is not required and is not a document that OSPIP will prepare, but is available if the PI wants to include a Cover Leter.



Publications
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Publications that the PI has submitted to NIH Manuscript Submission System should be listed here.



Just check the box to associate a specific publication with this eSNAP report.  The NIH Manuscript Submission System will show NIH citations numbers that are associated with the publications.





Save / Designate as Complete
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After entering the information or uploading files, the three action buttons at the bottom of the “Upload Science” screen should be used.



“Save” will save the information, but not indicate that the “Upload Science” screen is complete.



“Designate as Complete” will change the designation, but will not save the data or the uploads.



“Save & Complete” will do both.



Note that indicating that the Science section is “complete” does not validate the page.



Designating the science as complete is just that notation for preparers - nothing else.



Designating as complete does not lock the page.  The page can still be updated after being designated as complete.



Edit Business
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Now let’s move to the “Edit Business” section of the eSNAP Navigation Bar.



You will see that a 3rd level of navigation is now available to move the user through the various business sections of the report.  We will review them one-by-one.



Edit Business – Org Info
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The first section is the Organization Information screen.



Edit Business – Org Info PI
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The Organization Information page allows certain information about the PI to be entered.  The data that is auto-filled in here is taken from the PI’s eRA Commons Profile.  If there are errors in this information, it should also be changed in the PI’s personal profile so it is available for the future.



If all of the information is correct, the user can move on.



Edit Business – Org Info LBNL
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Additional information is maintained by the LBNL OSPIP Office about the PI, such as their department and division.  Information in this section cannot be updated inside the eSNAP Report.  Contact the OSPIP Contracts Officer for assistance.  



The information can be corrected for the future, but once an eSNAP Report is initiated, this part of the information is often locked in.



We would check each time with the eRA Commons Help Desk to see if they have made this a little more “updatable”.





Edit Business – Org Info Officials
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The LBNL OSPIP Contracts Officer must be selected in the bottom section.



At LBNL, the same OSPIP CO is both the Administrative Official and the Signing Official.



All of the LBNL Authorized Organization Representatives are available in this drop-down list.  For this tutorial, we will leave it as Jane Jones.



Edit Business – Sites
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The second section is the Project and Performance Site screen.



Edit Business – 
Project/Performance Site List
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The top section permits entry of additional sites.



The bottom section lists the sites associated with this award.



LBNL, as the primary site, will automatically be listed.  It is possible, but unnecessary to edit the LBNL information.



 



Edit Business – Site 
Add another site
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To add another site, fill in the required information in the top of the screen then click “Save & New” to save that performance site’s information.



Multiple additional sites can be added, one at a time.  Information about the additional sites can be edited up until the time the eSNAP Report is submitted to NIH.



 



Edit Business – All Personnel
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The third section is the “All Personnel” report.







Edit Business – All Personnel 
Overview
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The All Personnel Report is based on ALL personnel, and it does not matter if people are designated as “key” or if they are at a subcontract organizations, or if they act as consultants.



This part of the report can take some time to gather all of the required information and enter it here.  I recommend starting on this section as early as possible.



Remember that this report is for the entire budget period, but we’re submitting this report 45 days before the end of that period so there’s some projection that needs to happen.



You will be reporting actual effort for the first several months (the first 10 months on a 1 year budget period) and projected information for the last 2 months to report the effort for the entire budget period.







Edit Business – All Personnel 
Who to Include


 

PI (no matter how much effort)


 

At least one-person-month in current budget 
period (approx 160 hrs or 8.3% annual)



 

Based on effort – include even if unpaid


 

Prime Organization


 

Subaward Organizations

“Key” status is not a determining factor
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The PI must be included regardless of the amount of effort that the PI has to report.



For everyone else, the determining factor is how much effort they have for the entire budget period.  If it is more than 1 person month, they must be included regardless of their job title or the type of participation they have on the project.  The designation of “Key” personnel is irrelevant to this report.



Inclusion on the report is based on effort, not on pay.  Faculty from universities may have effort during the academic year for which they are not paid plus summer months for which they are paid.  All effort needs to be reported.



Other significant contributors from the proposal might now have measureable effort and it will need to be reported – even if they are not paid.



The LBNL senior scientists that are retired returnees might have effort that is being paid from the award plus effort that is unpaid and covered by their retirement income.



This report includes all people working on the research whether they are at LBNL or at a subcontract organization.



Edit Business – All Personnel 
Autofilled Information
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The bottom section of the All Personnel report includes the information that will be reported.



As people are entered and saved, their information will be listed in this section.



When the eSNAP report is initiated, the PI will automatically be listed (and possibly also other individuals based on past eSNAP reports).









Edit Business – All Personnel  
Edit PI
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Information for the PI (and any other person pre-listed by eRA Commons) will have to be edited to enter the months devoted to the project.  







Edit Business – All Personnel 
Enter PI Effort
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Enter the effort for the PI based on the type of appointment each person has.



Click “Save & New” when complete.



Edit Business – All Personnel 
Add Additional People
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To add an additional person to the All Personnel Report, enter the information in all of the required fields and press “Save & New”







Edit Business – All Personnel 
Pre-populate
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There is a short-cut if you know the Commons User ID.



Instead of entering information about the person, enter the Commons User ID and click the “Pre-populate from Profile” button.



Edit Business – All Personnel 
Info from eRA Commons
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The information from the User profile will be entered by eRA Commons including:



name 

last 4 digits of SSN 

and date of birth





Edit Business – All Personnel 
Role and Effort
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You will need to manually enter the Project Role and Months Devoted to the Project.





Edit Business – All Personnel 
Effort
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Months devoted to the Project can be calendar months



Or a combination of Academic and Summer months.



Calendar effort cannot be combined with academic or summer.



Edit Business – All Personnel 
Role and Effort
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After entering the information, click “Save & New”





Edit Business – All Personnel 
Personnel List

Presenter
Presentation Notes
When saved, the person will be added to the list at the bottom.



This information can be edited up until the time the report is routed to OSPIP for submission.



Edit Business – All Personnel 
Designate As Complete 
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When all of the people have been added, you can “Designate As Complete” the All Personnel Report so other preparers will know this section is complete.



Even if a section has been designated as complete, it can still be edited up until the time it is routed to OSPIP for submission.



Edit Business – Research Subjects
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The next section in this report is the Research Subject section.









Edit Business – Research Subjects 
Human and/or Animal
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Questions regarding human and animal subjects are answered here.



These questions are answered with radio buttons “yes” or “no”.





Edit Business – Research Subjects 
Human
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If there are new senior/key personnel since JIT or the last Progress Report AND there are human subjects involved in this research, those people’s human subjects education information will need to be provided.





Edit Business – Research Subjects 
Animals

Presenter
Presentation Notes
Animal subject questions are at the bottom



Edit Business – Research Subjects 
Save

Presenter
Presentation Notes
Remember to save your answers before leaving this screen.



Edit Business – SNAP and Other 
Progress Reports Questions & 
Checklist
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The next section is the “SNAP and Other Progress Report Questions & Checklist”



This will be the final section unless there are human subjects involved in the research.



Edit Business – SNAP Question: 
#1 Change in Other Support

“Key” = identified by PI in application, or added by PI
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The first question is “Has there been a change in the other support of Senior/Key Personnel since the last reporting period?”



These are the senior/key people that were identified by the PI in the original proposal.



For the first progress report on an award, the previous reporting period would be the Other Support that was provided at Just-in-Time.



If key personnel are added during the course of the award, you must continue to report on them as well.



If the answer is “yes,” two things must happen:

First, the changes should be summarized or itemized in the box within eSNAP.

Second, the Other Support document must be uploaded.  

If there are 5 key people on this award, but only two had changes to their Other Support, only the two with changes need to be uploaded.

All Other Support documents must be combined into a single PDF for upload into the eSNAP report.



Edit Business – SNAP Question: 
#2 Change in Effort of Key People

“Key” = designated by NIH in the Notice of Award
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The second question is “Will there be, in the next budget period, a significant change in the effort for the PD/PI or other Senior/Key Personnel designated on the Notice of Award from what was approved for this project?”



There are several critical components to this question with very specific definitions.



For this question, it is only for the PI and key personnel listed on the Notice of Award.  Key personnel identified by the PI in the proposal, but not listed on the Notice of Award, do not apply here.



“Significant change in effort” means 25% or greater reduction of effort



“What was approved for this project” is the amount specified in the Other Support at Just-in-Time, or reduced by written authorization from NIH.



Edit Business – SNAP Question: 
#3 Carryover

Unobligated Balance (including prior year carryover)

----------------------------------------------------------------------------------

Current year budget
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The third question is, “Is it anticipated that an estimated unobligated balance (including prior year carryover) will be greater than 25% of the current year’s total approved budget?”



The “Unobligated balance” is the cumulative unobligated balance.



“Current year budget” is the amount awarded for the current budget year in the Notice of Award.



If this amount is anticipated to be 25% or greater, it must be justified in the text box.  It is possible that the GMS will then require additional information during the review of the Progress Report including a detailed budget and justification for use of those funds.  



It is very important that this question be answered correctly.  The Grants Management Specialists at NIH also monitor the spend rate on awards based on the LBNL monthly draw-down on the awards.



This slide shows the formula for calculating the carryover for this year.  Any carryover from prior years is included in the numerator of this equation.  If you have any questions about how this is calculated, please contact your OSPIP Contracts Officer.



Edit Business – SNAP Questions 
Other Changes
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These additional questions must all be answered and any positive answer must be explained. 



Any Change in the Select Agents being used would be explained in the Progress Report.



Any Change in the Multiple PI Leadership Plan would be explained in the Progress Report.



Changes in human embryonic stem cells line would be explained in the box directly on this screen.



Edit Business – Inventions & 
Patents

During the course of the work = during this 
competitive period (since awarded, not just this year)
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Were there any inventions conceived or first actually reduced to practice during the course of the work under this project?



If yes, it should be indicated here and also reported in iEdison.  The LBNL Patents office will assist you with reporting to iEdison.  They actually do the reporting, not the PI.



“During the course of this work” means during this competitive period – not just this grant year.



Edit Business – Program Income

LBNL almost never has Program Income
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If Program Income is anticipated in the proposed period for which support is requested, you must indicate it here.



LBNL almost never has Program Income.  If you have any questions about this, please contact your OSPIP Contracts Officer.



Edit Business – Change in F&A

Only if Change in Performance Site
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If there is a change in Performance Sites and it will affect the F&A rate, it must be reported here.



For example, if the research moves off-site and is now subject to the off-site G&A rate, or vice versa.



This does not apply to the frequent F&A rate changes that we have at LBNL.  It is only if a change in site causes the change.



Edit Business – Inclusion 
Enrollment Report
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If Human Subjects are involved in this research, an Inclusion Enrollment Report must be submitted.



The Inclusion Enrollment Report can be accessed right here.



Please note: there are sometimes glitches at NIH in this regard and if you need to submit the Inclusion Enrollment Report, but this screen is not available to you, please contact the OSPIP Contracts Officer, who will in turn contact the Grants Management Specialist for this award for instructions on how to proceed.







Edit Business – Inclusion 
Enrollment Report
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The Inclusion Enrollment looks like this and the information is entered directly in eSNAP.



If you were unable to access the Inclusion Enrollment Report in eSNAP, it is likely you will be asked to prepare the report using the paper form from the PHS2590 Report and attach it elsewhere inside of eSNAP.



Edit Business – Inclusion 
Enrollment Report

Presenter
Presentation Notes
When the Inclusion Enrollment Report has been submitted, it will be indicated here.  You do still have the ability to review and edit it up until the point when the eSNAP report is routed to the Signing Official, and that is your Contracts Officer at OSPIP.



Review
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This concludes a review of all of the sections of the eSNAP Report.



As you can see in this example, two of the sections have been marked as “Complete”



Remember, this is merely a designation given to the sections by the preparer and has nothing to do with actual completion of the sections.  eSNAP does not do any validation on this section and the sections do not have to be designated as “Complete” in order to submit the eSNAP Report.





Review
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In this example, all of the sections have be designated by the preparer as “Complete”



Review
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The “View eSNAP Report” button will assemble the report in the manner that the reviewers will be seeing the report and gives the PI the opportunity for a final comprehensive review.  



Review
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When you click the “View eSNAP Report” button, you can open or save the compiled document.



Review
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When the report is compiled, it will indicate “DRAFT” in the upper right corner of the first page.



Validate
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The “Validate” button reviews all of the sections of the eSNAP Report against the NIH validation rules and displays those errors at the top of the eSNAP Menu page.





Review and Validate
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Any sections that are incomplete will be spelled out with specific instructions about what is missing.





Route to OSPIP
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The last button shown here is the “Route” button and it is available only to the PI.  This is not available to people assisting the PI with the preparation of the eSNAP Report.





Route – Select Reviewer
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The PI will select the correct Contracts Officer as the Reviewer from the drop-down list.  If there are any questions about the correct person to select, contact OSPIP.



The PI can optionally enter comments for the reviewer.



Then click, “Submit”



PI’s Electronic Signature

Presenter
Presentation Notes
The “I Agree” button is the PI’s electronic signature that he or she is asserting that the eSNAP Report is correct, final, and ready to be submitted to NIH.  The PI does not have the ability to submit directly to NIH.



eSNAP has been Routed
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The eSNAP Status section now shows the eSNAP application has been Routed



eRA Commons Notice
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The OSPIP Contracts Officer selected for the eSNAP review will be notified by the PI that the eSNAP has been routed.



SO’s access to eSNAP



 
The Signing Official (SO) only has access 
to eSNAP reports that have been routed 
by the PI.



 
The SO cannot edit an eSNAP report.
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The Signing Official only has access to eSNAP reports that have been routed by the PI and only those specifically routed to him or her.



The Signing Official will have read-only access to the eSNAP report.



SO finds eSNAP in list
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The OSPIP CO will find the eSNAP report from a list after logging in to eRA Commons.  



Clicking on the award # will open the eSNAP Report



OSPIP Submission - View
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The Signing Official will click “View eSNAP Report” to review it prior to submission.  

The Signing Official will be able to see the report just as the NIH reviewer will see it.





OSPIP Submission - Route
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If the Signing Official finds a problem with the report, he or she can “route” it back to the PI for further work.



OSPIP Submission - Validate

Presenter
Presentation Notes
If the View of the eSNAP report looks OK, the Signing Official will “Validate” the report.





OSPIP Submission

No errors found on validation

Presenter
Presentation Notes
“No errors found on validation” is the required message in order to submit.



If there are validation errors, they will be identified here.  Note: the SO cannot correct any errors, it would be routed back to the PI for correction.





OSPIP Submission

Presenter
Presentation Notes
The OSPIP Contracts Officer can “Submit” the Report to NIH. Once the report has been submitted, no additional changes can be made.



Certification and Acceptance

Presenter
Presentation Notes
OSPIP CO must Certify that the statements of the report are true, complete and accurate to the best of his or her knowledge.

We also accept the obligation to comply with the Public Health Services terms and conditions if this results in an award.  



Clicking “I Agree” is the Signing Official’s electronic signature.



View eSNAP Final Report

Presenter
Presentation Notes
When the report is submitted, many of the action buttons will no longer be available.  Viewing is the only option.



In the status section, it will indicate that the eSNAP has been submitted to NIH.



Using the “View eSNAP Report” button after the eSNAP has been submitted will assemble the report as the reviewer will be seeing it.





eSNAP Final Report

Presenter
Presentation Notes
And now, the report will indicate “FINAL” in the upper right hand corner.





Confirming Email

Presenter
Presentation Notes
An email will be sent to the PI and the Signing Official indicating the eSNAP Report has been submitted.  



Confirming Email and Final 
eSNAP

Presenter
Presentation Notes
After logging into eRA Commons, the PI will be able to obtain a copy of the report marked “Final” in eRA Commons.



But instead of looking in “eSNAP”, you must now look in “Status”



Find the Application

Presenter
Presentation Notes
Select the “List of Applications/Grants”





Choose correct application ID

Presenter
Presentation Notes
And then locate the correct award and open to the Status Sheet by clicking on the Application # in the left column





Find eSNAP Application

Presenter
Presentation Notes
Click on the eApplication link to find the eSNAP report that has been submitted.



It is going to be in the upper right corner, but it is called eApplication because it is not only a Progress Report on the past year, but an application of the coming year.



Final eSNAP Report

Presenter
Presentation Notes
The PI will be able to obtain a copy of the report marked “Final” in eRA Commons.



I found a mistake…..

Presenter
Presentation Notes
If a mistake is discovered after the eSNAP is submitted, contact your OSPIP Contracts Officer who will in turn contact the NIH Grants Management Specialist.  Once the eSNAP is submitted it is no longer possible to make corrections in the eSNAP electronic system.  The NIH Grants Management Specialist will specify how to communicate the correction.



This concludes this Tutorial about preparing eSNAP Reports at LBNL and we hope it has been helpful.
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