
Completing and Submitting eSNAP Reports 

Log into NIH eRA Commons 
1. Enter the following address into your web browser:

https://commons.era.nih.gov/commons 
2. Log in with your user name and password. If you have forgotten your user name and password, click

on the Forgot Password link and a new password will be e-mailed. 
Update Personal Profile 

3. Before completing your eSNAP you should update your personal profile. Click on the Personal Profile
tab in the tool bar. 

4. There are 9 sections of the Personal Profile. Each must be completed.

5. Click on the Personal Information tab. You are required to complete each section that
is marked by an asterisk. When complete, click on the Submit button. 
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6. Click on the Race/Ethnicity tab. Answer both questions and click on the Submit 
button. 
 

 
 

7. Click on the Employments tab. 
 

 
 

8. Verify the information and, if necessary, modify with the Edit link. Click the Submit button. 
 

 
 

9. Information on the Reviewer Address and Residential Address tabs is not required unless you are a 
reviewer or trainee. 
 

  



Last Updated: Feb '13 Completing and Submitting eSNAP reports 3 

 
 

10. Click on the Degrees/Residency tab. Click on the Edit link to edit information as needed. Click on Add 
New Degree to record another degree in your profile. 
 

 
 

11. Click on the Publications tab. Review the list of publications. If necessary, add publications to the NIH 
Manuscript Submission (NIHMS) system go to 
https://commons.era.nih.gov/commons/publicaccess/login.jsp and use your eRA Commons username 
and password to log in. Publications added to NIHMS will be added to your profile. 
 
If you wish to add other publications to your profile, click the Add New Publication 
button and complete the requested information. 

 

 
 

12. You are not required to complete the Reference Letters or Trainee-Specific tabs 
unless you are a trainee. 
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Starting an eSNAP 

13. Select the eSNAP tab.  
14.  This will return a list of your grants with NIH. Those projects that are eligible for eSNAP will have the 

Grant Number hyperlinked. 
 

 
 

15. Select the desired Grant Number hyperlink to access the eSNAP Menu screen where you can initiate an 
eSNAP, or perform one of the following eSNAP actions. 

 View eSNAP Report  
 Validate eSNAP  
 View Routing History  
 Route eSNAP  

 
16. Select initiate eSNAP. 
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17. Select the Upload Science tab to open the Upload Science screen.  
 

 
 

18. Click on Import to find and upload your progress report file. Your progress report should be in .pdf 
format. You are not required to use the NIH forms. From the lower half of the Upload Science screen, 
you can select or un-select any listed publication in order to associate or unassociated a publication 
from the selected eSNAP by using the relevant check box. 

19. Enter in the Pub Med citation number and the first 80 characters of the citation test. Click on the Save 
& New button. 

20. Check any publications already listed on the eSNAP that are related to the current project. Click on the 
Save & Complete button. 

21. Click on the Designate As Complete button when the Upload Science page is complete. 

22.  Return to the eSNAP menu. 
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23. Select the Edit Business tab to view or edit the business information. 

 
 

24. Edit and/or update the business information and select the name of CA and AD for admin and signing 
officials. Then designate as complete and click Save.  

 
25. A Successfully Updated message appears at the top of the next screen along with Designate as 

Complete and Save & Complete buttons at the bottom of the screen. 
 

26. Click the Project/Performance Sites tab to open the Performance Site List screen. 
 

 
 

27. To add a performance site:  
a. Enter the information in the Performance Sites Form section, noting the following.  

 All fields, except for address lines 2–4, are required  
 The Name field indicates the name of the institution used as the performance site  

b. Click Save to add the information to the Performance Sites list.  
  



Last Updated:  Feb '13 Completing and Submitting eSNAP reports 7 

 
28. To edit a performance site:  

a. Click the Edit hyperlink in the Action column for the desired Performance Site row. The Performance 
Sites form is populated with the information for the selected performance site.  

b. Edit the fields as required, and click Save & New to update the information.  
 

29. To delete a performance site:  
a. Click the Delete hyperlink in the Action column for the desired performance site. The Delete 
Performance Site screen opens with the selected information listed.  
b. Click Delete to confirm the deletion and return to the Performance Site List screen with the updated 
information.  

 
30. When complete, click on the Designate as Complete button. 
31. Select Edit Business/All Personnel to open the All Personnel List screen. 

 

 
 

32. To add personnel:  

a. Enter the information in the Personnel Form section, noting the following: 

1. The format for the Date of Birth (DoB) field is MM/YY (for example, 01/65) and is not required.  
2. The format for the SSN (Social Security number) field is the last 4 digits of the SSN only and is 

not required.  
3. The Project Role field is used to indicate the role that the person had on the project. (for 

example, Co-Investigator, Research Assistant, Technician)  
4. Months Devoted to Project is a required field, and must be entered for either calendar year, 

academic and/or summer months. Enter the annualized effort if it changes throughout the year.  
  

b. Click Save & New to add the information to the Personnel list.  
 

33. To edit personnel:  

a. Click the Edit hyperlink in the Action column for the desired person (See Figure 46). The Personnel 
Form is populated with the information for the selected person.  

b. Edit the fields as required, and click Save & New to update the information.  
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34. To delete personnel:  

a. Click the Delete hyperlink in the Action column for the desired person. The Delete Personnel screen 
opens with the selected information listed. (See Figure 47)  

 
b. Click Delete to finalize the deletion and return to the All Personnel List screen with the updated 

information. 
 

35. When complete, click on the Designate as Complete button. 
 

36. Select the Research Subject tab to view or edit information related to human subjects and vertebrate 
animal 
research. 
 

37. When complete, click on Save and then the Designate as Complete button. 
 

38. The SNAP and Other Questions & Checklist screen is where you enter changes in key project 
categories: 

a. Senior/Key personnel and budget  
b. Inventions and patents  
c. Program income  
d. Facilities and administration  
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39. When complete, click on the Save and then the Designate as Complete button. 
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40. Click the Inclusion Enrollment sub-menu tab to review your inclusion enrollment obligations. Hyperlinks
are provided to the required reports.

41. Click the hyperlink to open the Inclusion Enrollment Report Table screen.

42. Complete the required information and click Submit to update your information.

43. Click on the Manage eSNAP tab. Click on the Validate button and address any error
messages.

44. When there are no errors, the eSNAP can be submitted. Click on the Submit button. 
If this button is not visible Sally Egloff (segloff@umd.edu or 58060) to enable this 
feature for your account.




