Using NIH Commons to Submit Your 2590 Progress Report


1. Review the progress report requirements.   See section II. B. 6., "Progress Report Summary" at http://grants.nih.gov/grants/funding/2590/instructions2/phs2590instructions.htm.  Have your award summary form and notice of grant award handy for reference.
2. Login to eRA Commons: http://commons.era.nih.gov/.  Contact ORSP if you don’t have a login.

3. Click on the eSNAP menu item (along the top of your screen).  This brings up your Manage eSNAP menu.  Click on the award that you are preparing the report for. 

You can view the status of completion of your report at any time by clicking the Manage eSNAP menu item.

4. Click Initiate to start your progress report.

5. Click on Upload Science on the top menu.  This screen is where you upload your progress report file and update publication information.  Only the Progress Report File upload is required.  You can separate your report into sections for Research Accomplishments and Other if you prefer.


For publications, provide a link to a publicly available on-line journal or the NIH PubMed Central (PMC) submission identification number.  Go to www.pubmed.gov to find your PMC number.  If an online link or PMC number is not yet available, list the complete citation in the space provided.  Only include manuscripts submitted or accepted for publication resulting directly from this grant.  When you hit "Save & New", the new entry is added to the list that appears below the Citation text box.  If publications were included on a previous progress report, those publications will be listed on this page.  Check the box next to any publications that should be associated with this particular report.
To make changes to existing publication citations, you must go to your Commons Personal Profile and click on Publications.  You'll see your changes in the eSNAP Publications list when you return to the Upload Science screen.
After you have uploaded your file(s) and entered any publications, click on Designate as Complete.
6. Click on Edit Business on the top menu.  The Organization Info page will appear.  Review this information to be sure it is accurate.  Enter your Annual % Effort.  Select Erik Thelen as the Administrative Official and the Signing Official on the bottom section.  Click on Save and Designate as Complete.

7. Click on Performance Sites on the top menu.  Marquette University will be listed as the default performance site.  If you have another performance site, type the information on the blank form and click Save & New.  When done, click on Designate as Complete.

8. Click on Key Personnel on the top menu.  The P.I. will already be listed as key personnel.  Add any other key personnel by using the blank form and clicking on Save & New.  Only personnel who were designated as key personnel on your notice of grant award should be included here.  When done, click on Designate as Complete.

9. Click on Research Subject on the top menu.  NIH Commons requires that each question marked with an “*” be answered in order for this section to be completed.  For example, even if you answer “no” to the first question, you must also select “no” for all other questions relating to human subjects.  After answering all the questions, click on Save and Designate as Complete.

10. Click on SNAP Questions & Checklist on the top menu.  After answering all questions and including necessary justifications, click on Save and Designate as Complete.  When answering the questions on this page, note that “key personnel” only refers to those listed as such on your notice of grant award.
11. Click on Inclusion Enrollment on the top menu.  If you are required to provide this information, the inclusion enrollment table will appear here.  Otherwise, click on Designate as Complete.

12. After completing all sections of the report, return to the Manage eSNAP page and click on Route.  Select Judith Kaiser from the Next Reviewer drop-down list and click Submit.  
13. Complete and sign the PHS2590 Assurance Form at http://www.marquette.edu/orsp/tools/PHS2590_Assurance.doc.  Bring it to ORSP or fax it to x81578.

After ORSP reviews the PHS2590 and receives your signed PHS2590 Assurance Form, the report will be routed to Dr. Erik Thelen, who will submit it to NIH.  You will receive an email notification from eRA Commons confirming that Erik Thelen has submitted your PHS2590 "SNAP Grant."  
Please contact Judy Kaiser at x80294 if you have any questions as you work on your report.
