Quick Reference Guide

NIH eRA Commons: Status Application and eSNAP Applications

· Username and Password Information

· Need a personal user account to log into the NIH eRA Commons

· Username is created by Sponsored Program Services by request

· Password can by any combination of letters and numbers (minimum length of 6 characters.)

· Password expires every 30 days.

· Forgotten Password
· Click Forgot Password? Hyperlink to open the Reset Password page or

· Contact the DHHS area at spsdhhs@purdue.edu for assistance

· Web Access

· Internet Explorer 5.01 or above or Netscape 4.7 or greater

· Printing

· All web pages in the NIH eRA Commons can be printed using your browser’s standard print feature in order to provide a hard copy report.

· Delegating PI Updating Authority

· If a PI wants to give other users updating authority to edit any of the PI’s eSNAP reports, the following needs to occur:

· Select Administration | Accounts | Delegate PI to open the Delegate PI Access page 

· From the list of Current Institutional Users, select the desired user.  Pressing the Ctrl Key and clicking on all the desired names can select multiple users.

· Click Assign.  The Delegate PI Confirmation page opens.

· Click Save to confirm the delegation.  A confirmation message is displayed and the selected names are listed in the Current PI Delegates column.  A confirmation email is sent to the selected delegates(s).

· Revoking PI updating Authority
· If a PI wants to revoke updating authority given to selected user(s), the following needs to occur:

· Select Administration | Accounts | Delegate PI to open the Delegate PI Access page

· From the list of Current PI Delegates, select the desired delegate.  Pressing the Ctrl key and clicking all the desired names can select multiple delegates. 

· Click Revoke.  The Revoke PI Delegate Confirmation page opens.

· Click Save to confirm the removal.  A confirmation message is displayed and the selected names are removed from the list of Current PI Delegates.  A confirmation email is sent to the selected delegate(s).

· Uploading eSNAP Science Items
· If activities involving human subjects were performed during the budget period prior to the eSNAP being submitted currently, the population enrollment data must be submitted.

· Attaching Files
· Files can be uploaded using the following:

· Microsoft Word (*.doc)

· Text (*text.txt)

· Adobe Portable Document Format (*.pdf)

· Recalling eSNAP Reports
· You can recall an eSNAP that you have forwarded to another reviewer and reset yourself as the current reviewer if it has the status of Reviewer Work in Progress (even if they are not the last reviewer to route the eSNAP,) This is useful in situations where an eSNAP has been misrouted either to the wrong person or to someone who is unavailable.
· Open the eSNAP Menu page for the desired grant.

· Click Recall.  The eSNAP Menu page displays a confirmation that the eSNAP has been successfully recalled.  The former reviewer receives an email notification letting them know that you’ve recalled the eSNAP.

·   Proposals should be electronically routed to the following for SPS review:

· Important Websites
· eRA Commons: https://commons.era.nih.gov/commons/
· Sponsored Program Services: http://www.adpc.purdue.edu/SPS/index.html
· Manual for NIH Electronic Submission of Non-Competing Proposals: shttps://www2.itap.purdue.edu/bs/SPS/eSNAP.pdf
· Contact Information
· Suzanne Payne: shpayne@purdue.edu or 41066
· Megan Sweet: smith479@purdue.edu or 46367
· DHHS Area: spsdhhs@purdue.edu

