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Beginning the Submission Process
Created: April 9, 2008; Updated: June 15, 2010.

Creating/Using a Handle
I’ve never submitted before. What do I need to do before filling out the submission worksheet(s)?

You must first request a “Handle” or name under which you will be submitting your data by using the Handle 
Request Form. The handle might be an acronym, or a shortened name of a primary investigator or large 
laboratory. This "handle" will allow submissions to be associated with laboratories independent of who is 
handling a particular set of submissions from that laboratory.
Once you have submitted your handle request, it usually takes dbSNP 1 to 2 days to process your request and 
email your handle confirmation to you.
Please Note: You cannot use Variation Batch Submission until you have received a handle confirmation 
from dbSNP. Click here to see common questions asked while filling out the handle request form. (04/10/08)

I’m submitting for the first time, but my lab has an existing Handle. Do I need to fill in my personal contact 
information when I submit a batch for our lab under the current handle?

In the contact section of your submission form, put your lab’s Handle in the Handle field, but insert your own 
email information in the email field located below the Handle field. (04/10/08)

Creating/Changing your Password
Do I have to have received a handle confirmation from dbSNP before I can request a password?

Yes. (04/10/08)

The Variation Batch Submission page requires a password to login. How do I get one?

1. Click on the “create/manage password” link located below the password textbox on the Variation 
Batch Submission page, which will take you to the “Set Password for dbSNP Handle” page.

2. Enter your Handle in the field as requested on the page and click the “Next” button.
3. If you do not yet have a password assigned to that handle, you will receive a message stating that your 

handle doesn’t have a password yet.
4. Click the “Send Password!” button at the bottom of the pane and a password will be automatically 

generated, linked to your handle, and sent to the email address associated with the handle. (04/11/08)

I’ve now been issued an automatically generated password. How do I change it to something I can 
remember?

1. Click on the “create/manage password” link located below the password textbox on the Variation 
Batch Submission page, which will take you to the “Set Password for dbSNP Handle” page.

http://www.ncbi.nlm.nih.gov/SNP/handle.html
http://www.ncbi.nlm.nih.gov/SNP/handle.html
https://www.ncbi.nlm.nih.gov/books/n/helpsnpfaq/Sbmt_Submission_Hand/
http://flexo.be-md.ncbi.nlm.nih.gov/projects/SNP/hp.cgi
http://flexo.be-md.ncbi.nlm.nih.gov/projects/SNP/hp.cgi


2. Enter your Handle in the field as requested on the page and click the “Next” button.
3. If there is a password linked to that handle, you will receive a message confirming the Handle and its 

associated name and email address.
4. If the Handle and its associated name and email address are correct, fill in the “Current password” 

field with the automatically generated password, and fill in the fields requesting your new password.
5. Click the “Change password’ button at the bottom of the pane. Now you can use your new password! 

(04/11/08)

What Documentation do I fill out for a Variation Batch 
Submission?
Where is the submission worksheet I need to fill out?

You can access the variation batch submission template by clicking on the blue link “Download Batch 
Submission Template” located just below the “New Submission” section head at the top of the Variation Batch 
submission page. (04/10/08)
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