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Registering a Government User in eSRS

» 4 — From the pull-down menu,
select the Agency you currently
work for.

» Example of the hierarchy:
Department of Defense, Department
of the Air Force, AETC

» QUICK TIP: Select the main
organization that you will need access
to their subcontracting reports. You
will have the option to select other
offices later in the registration
process.
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Quick Tip:

When someone registers, they need to make sure that they select, from the hierarchy, the office they are located in.  In order for them to see the contracts that they are responsible for reviewing, the contractor needs to make sure they select the same office the contracting official responsible for their contract selects.

Example:  If the contracting official works for the Air Force under AETC, they should select that as their location.  They will then be able to see all the contracts put into the system under that office selection.

If the person registering needs to see more contracts than those in their office, such as all contracts under the Air Force, they should register at the Air Force level.  They will then be able to see everything below their level in the hierarchy.

The hierarchy is pulled directly from FPDS-NG.  If there is an issue with what is found in eSRS, you will need to check to see how it is set up in FPDS-NG before a change can be looked at.
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Registering a Government User in eSRS

» 5— Select “Continue”. Your
contracting office should appear in
the “Agency” box. Click “Continue”
again.

» 6 — Fill in your name and e-mail
address. Make sure that you fill in all
the boxes that are noted with a red *.
These are mandatory fields. The
other boxes are optional but useful.

» 7 —Fill in your supervisor’'s name
and e-mail address.
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The e-mail address that you use to register will be your username to enter into the system.  Make sure that you choose an e-mail address that you can gain access to at work if you are using the system there.  You will need to gain access to your e-mail in order to complete the registration process.

Your supervisor will not be notified of your registration request when you include their name and e-mail in your registration.  This is clerical information that is contained in the system but not used for communication.
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Agency”: W

User Level®: © sgency  contracting offics

Role®: (" agency Coordinator (AC)
™ Contracting Official

" Designated Govarnment User (DGU)
T poc

Supervisor Name; [

Supervisor Email: |

e

Registering a Government User in eSRS

8 — Select your User Level.

When you select “Agency”, you will see all the
reports at the agency level in the organization
you are registering under.

“Contracting Office” corresponds with
DoDAACs. When you select “Contracting
Office”, you can then select a specific
DoDAAC to register under. If you select that
DoDAAC, you will only see reports connected
to that DoDAAC. This is a good way to have
the system sort through all reports and show
you just what you need to see.

QUICK TIP: If you don’t see your DoDAAC
listed, do not type it in. This will cause
problems with your registration request. You
should either contact your eSRS lead to find
out what to select when you register or you
can select “Agency” instead of “Contracting
Office” to complete your registration process.
Once your registration is confirmed and you
log into eSRS, you can update your role with
the correct DoDAAC.
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The e-mail address that you use to register will be your username to enter into the system.  Make sure that you choose an e-mail address that you can gain access to at work if you are using the system there.  You will need to gain access to your e-mail in order to complete the registration process.

Your supervisor will not be notified of your registration request when you include their name and e-mail in your registration.  This is clerical information that is contained in the system but not used for communication.
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I ¢ 9 — Select your Permission/Level Role:

File Edit view Favorites Tools Help ‘ o

eBack > G) |ﬂ @ ,:\J | /.-jsearch \;”:/Favor\tes {fl‘ iz W~ #J ﬂ 3 . . . .
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poov Tsne Bl and is responsible for approving registration
(SRS Y wesiter e requests in the system. They have user
FTe— access to all contracts under their
AR O o A contracting office or agency and can
accept/reject submitted subcontracting
"irdees s i | Progress plans. They can also run reports in the
Permission Level/Role IPermissiun Level/Role*: j ﬁ%{;ﬁc) System .

Agency Coordinator
AC has full access to @SRS

far their agency and below, f -
Uzer can manage other Agency Coordinator (AC)

.+ Nt rour Suffix:
agency contacts, manage Contracting Official

A A | esignated Goverment User (DGU) i || » Point of Contact (POC): This person has

i | - the same rights as the AC but is not the lead
e somrrl for eSRS in the organization.

Instructions Government User Registration Wizard

rour Full Name:
Gordon Sumner

poC
POC users manage other
a

new agency contact
registrations,
view/accept/reject
contractor reports

» Contracting Official (CO). This person is
responsible for contract subcontracting
plans within the organization. They can
accept/reject submitted subcontracting

plans and run reports in the system.

and run
ports on data fram their
registered level and below.

Contracting Official

CO users view/accept/reject
contractor reports and run
reports on data fram their
registered level and below

reports on data from their
registered level and below.

., » Designated Government User (DGU):

- , _ _ T T8 @ et This person will have access to see
distart| | (@ @ 9 > | [2]inbox - Microsoft .. |[i@ 4 nternet Exp... ~ 8] Document1 - Mir... |[search Deskiop 2. [« [GlS@2 ] 10:434M SchontraCtlng plans |n the System and run

reports. They cannot accept/reject
submitted plans.
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User Level

When selecting your user level, you will want to make sure you are selecting the same office that your contractors will have on their contracts.  You will only be able to review contracts entered into the system that include the user level you select.  You will not be able to see contracts above your level or under other office codes unless they fall below your office in the system hierarchy.  

Permission Level

A list of Agency Coordinator’s and Points of Contact were created at the top level of each Service/Agency.  These individuals were selected based on their activity with the system.

Most people in the system will register at the Contracting Official level.

The Agency Coordinator or Point of Contact at the hierarchy level about your organization will have the right to accept or reject registration requests from AC’s or POC’s in the hierarchy below them.  
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/=3RS Signin Y Register \ Forgst my password | p aS SWO rd )

A\ THIS IS A TEST SYSTEM
This system is for testing purposes only.

The live eSRS system is located at http:/fwww. esrs.goy, f— The Instructlons On the Ieft hand Side Of
Instructions Government User Registration Wizard * indiostes 3 required field | progress the page Indlcate the format that yOU

Desired Password*: Agency:

| e must follow to select a password.

Enter the password you Your Full Hame:
wish to use to gain access P —

quisition Environment /
ubcontracting Reporting System /

eSRS &

-~ "4, FOR COVERNMENT

tothe system. Repeat Desired Password*: EDrdey SDme
| Tour Suffix:
For security purpases, the Empty

password must meet the

e L » QUICK TIP: Itis a good idea to write

and 14 characters
it Ernail Addh :
2, Must cantain 2 of Tour Email Address:
sting@military .mil

M S the password down once you have

« Lower case letter jon bon jovi

+ upper case letter Supervisor Email; H H 1
B decided what it should be. You will
el %, User Lewel:

User Level agency

o need it later to log into the site.

Contracting Official

Repeat Desired Password Desired Password:

Repsat the passward you Empty

entered in the previous field

to verify it was enterad Repeat Desired Password;
correctly. Empty

would you like to register for
muttiple roles/offices?:
Empty

Help Desk Privacy Policy
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The password must include the following criteria:

Between 10 and 14 characters in length

Contain two of each of the following:

	Lower case letter

	Upper case letter

	Number

	Special Character (@, #, $, etc.)

The password will be used in the registration process. Once you are in the system, you have the ability to change your password at any time.
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Welcome Government Users

[ e5Rs sign-In_Y Register Y Forgot my password |

A\ THIS 15 A TEST SYSTEM
This system is for testing purposes only.
The live eSRS system is located at http:/fwww.esrs.gov

Instructions

Additional Role(s)

Register far multiple roles
here. To add more than one
additional rale, dlick the
button |zbeled [click here to
add an additional role] and
then fill aut the requirad
fields for that role.

Government User Registration Wizard
Additional Role(s):

Additional Role

Agency*:
[ v

User Level*:
© agency ¢ contracting office

Role*:

 Agency Coordinator (AC)

£ Contracting Official

€ Designated Goverment User (DGU)
 poC

Supervisor Name:

Supervisor Email:

Remove Role

Click Here To Add An Additional Role

Go Back | Continue |

indicates a required fisld PI’OgreSS

Anency:
AETC (AETC)

Your Full Name:

Gorden Sumner

Your Suffix:

Empty

The Title of Your Position:
Empty

Your Email Address:
sting@military.mil

Supervisor Mame:
jon bon jovi

Supervisor Email:
bj@rilikary il

User Level:

User Level agency
Permission Level/Role:
Contracting Official
Desired Password:

wHE (hidden)

Repest Desired Password:
okokokk (hidden)

Would you like to reqister for
multiple roles/offices?:

Would you like to register for
multiple roles/offices? yes —

Additional Role(s):
Empty

@ Opening page https: /fesrs-dod. sy mplicity.com index?_tab=gowv_register...
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Registering a Government User in eSRS

» 11- Additional Roles

— If you are responsible for contracts in
other organizations and need to have
access to those subcontracting reports,
you can add additional roles/offices to
your registration.

— If you are only responsible for contracts
and subcontracting reporting plans under
the office you originally selected, do not
register for multiple roles/offices.
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Additional roles are available if you are responsible for other contracts in other organizations.  Once you have registered for additional roles, the list of your roles can be found under “My Account.”  From that page you can select the role you need access to and move between roles.
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a eSRS Department of Defense Testing - Microsoft Internet Explorer = EIL[
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[ #5k5 sign-In_Y Register Y Forgot my passward | o]

B o ton e » Check to ensure that the
sl information you have selected is
The live eSRS system is located at http: /fwww . esrs.goy. . .

correct. If you would like to edit

Instructions Government User Registration Wizard " indieates a required field | prograss . . .

Please verify all entered information and submit this form now. Agency: SO m e Of th e I nform atl O n ] Cl ICk O n

AETC (AETC)

verify all entered h I 1 k t th t. Id
h Tour Full Hame:

inormation. f ony P el the link to the section you wou
information is not correct, BETC (AETC) oordensumner
press "Go Back" or click on Your Suffix:
the itern to go directly to it. vour Full Hame: '

the tem o dfect .| | Your Fullhame oy like to edit or use the “Go Back”

Gordon Sumner
review again before you The Title of Your Position:

submit this form. Zﬁtgti'—mw = button at the bottom Of the page .

Your Email Address:
The Title of *¥our Position: sting@rnilitary.mil
Ernpty

Verify Your Entries

Supervisor Name:
vour Email Address: jon bon jovi
sting@rnilitary.mil

R onl » If you are satisfied with the

jon ban jovi User Level: - -
i sqmey information that has been
Jbj@rmilitary.mil Permission Level/Role:

User Level: Contracting Official

Ty, S submitted, select the “Submit

. #drrk (hidden)
Permission Level/Role:

Contracting Official Bepeot Desired Password: “Reg |Strat|0n” button .

N #drrk (hidden)
Desired Password:

***** thidden) Would you like to reaister for
multiple roles/offices?:

Repeat Desired Passward: would you like to register for

wrean (hidden) multiple roles/offices? no

Wwould you like to register for multinle roles/offices?:
Would you like to register for multiple roles/offices? no

Go Back | | Submit Registration

Help Desk Privacy Policy
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The system is very sensitive when you need to move back to a page.  If you need to make a change to your registration information, you can either click on the link associated with the item you need to change or you can use the “Go Back “ button at the bottom of the page.  You want to avoid using the “Back” button in your Web browser as it may not take you to the place you are looking for .


13 — Check your e-mail.

» Once you have submitted your

85RS Registration Confirmation
sngela L erryp sk gow

L

Dt Jalin Elwa

Irfoarmaticm

Adljety AETC (AETL)

Lhsay Leswes] ! genicy

Role: Agency Coordinator { ACH
i Ty i | Sy

Password ;TR

If thee abwve indormatic
regpistration process.  Thank i

As
pad Link: bty fesis -dod.symplicity.comfgov_iinalize_reg

e s receved your applicoticn for an accounk for the «

SRS

Tek= B Sl

tern.  Plisass verlly the Tollowing

a ks comect, please click on He followsing ek to confiom your infoemation and continue the

# el T 1046 M

registration request, you should receive
an e-mail from Angela Terry at SBA
(Program Manager for eSRS) advising
you that your application for an account
in eSRS has been received.

To continue the registration process, you
must click on the link at the bottom of the
e-mail. You will then be taken back to
the eSRS Web site and to a page that
confirms your account success.

QUICK TIP: Since all Web browsers
and e-mail are different, make sure that
you click on the entire URL in the e-maill
you receive. Sometimes the URL may
appear on two lines and only the top line
Is active. An easy way to ensure that
you correctly use the link is to cut and
paste the entire link into a new browser.
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The e-mail from SBA will be sent to the e-mail address you used when registering in the system.

Quick Tip:

It is very important that you use the entire link when you continue your registration.  If you only click on part of the link, you will still get a message that your registration process has continued but your name will not be put in the system for approval.  

The best way to ensure that you do this correctly, is to cut and paste the entire URL into a new Web browser.


Registering a Government User in eSRS

» 14 — Your registration is not
complete.

» The Agency Coordinator of your contracting
office must approve your registration in the
system.

» If your office does not have an Agency
Coordinator registered in the system, an
Agency Coordinator at a level above your
organization will have rights to approve your
registration request.

» Once this has been completed, you will
receive another e-mail from Angela Terry at
SBA (Program Manager for eSRS)
confirming that your registration is now
active.

» You can then log into eSRS using your e-
mail address and password.
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Once you have clicked on the entire URL, the AC of your organization or the organization above yours in the hierarchy will receive an e-mail that you are requesting registration into the system.

They must then go into the system and approve your registration request.  Once they approve your request, you should receive another e-mail from SBA confirming your registration.  If your registration is not approved, your information will be deleted from the system and you WILL NOT receive notification of this.

If you have registered and don’t receive confirmation of approval, you should contact your AC or the AC at the organization above yours in the hierarchy.  If you are not familiar with who that is, start with the small business specialist in your organization.  They are most likely involved in the eSRS process.


“My Account” Page

N Bl Departiresd of eferme Tesling - hlorowsfl bidirmel Digiore ;lﬁ.l!’
T TP E L AL, T P From this page, you can:
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——— B H It H ”
b ESRS Gt i am rem Sty o B » Edit and save your “General Information

2l mame Rby Ao DumE n.lﬂ. ]
= Cllfeparty Leneral Defmrmatian | foeant | pres |
st = e s = » Change your password
2 on renesein | | M Account Information e et |
w il Costraceorn Fillei
@ o . VL » See what user roles you have been
3 winam Dol Baker .
"“‘:’T:;...,... e e e registered under.
- ﬂ:',m — If you have registered under different user
K “r : - roles, you should come to this page to select
e e~ e the role you are interested in working under
s during that session.
": — At any time you can change your user role
: during your session.
=3




If you forget your password when logging
into the system:

— Go to http://www.esrs.gov

— Click on “Government”

— Select the “Forgot my Password” tab
above the registration input box

— Enter the e-mail address you used to
register in the system

— An e-mail will be sent to you with a new
password

Once you have logged back into the
system with the new password, you can
change your password.

— Select “My Account” from the left side
navigation

— Click on the “Password” tab
— Enter your new password and click “Save”

Changing Your Password in eSRS

ST TR T BEX]
T o

: Links @l] On Demand Workplace Home (5 BCS Learning & Knowledge () IBM Links () Public Sector @ MSN Hotmail - Today 2
. : N - i

: @Eack > | \ﬂ \g _lj. Pl ) Search [ Favarites {‘T Pl o _| ﬂ

i = T

: Address }@ https:/fesrs.symplicity. com/index? _tab=password |v] 6o

Integrated Acquisition Environment
Electronic Subcontracting Reporting System

Monday, January 7, 2008 | 4:16 pm
User: NSNS, | | oqout

owered b et
B powere: *F.-cov li?j-\_._go_v,_ !

(2 Home My Account

(I Reports [ General Information | Password \ Yheip

back

@ individual
[ summary

Year-End SDB
Qreeroiis My Password
E SDB Participation

« §i} Agencies Enter New Password:

il Organizations
& Contacts

Contracts
3 Reporting

Verify Password:

* indicates a required field

& My Account
Save

Help Desk Privacy Policy
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The password must include the following criteria:

Between 10 and 14 characters in length

Contain two of each of the following:

	Lower case letter

	Upper case letter

	Number

	Special Character (@, #, $, etc.)

The password will be used in the registration process. Once you are in the system, you have the ability to change your password at any time.



http://www.esrs.gov/

	Slide Number 1
	Registering a Government User in eSRS
	Registering a Government User in eSRS
	Registering a Government User in eSRS
	Registering a Government User in eSRS
	Registering a Government User in eSRS
	Registering a Government User in eSRS
	Registering a Government User in eSRS
	Registering a Government User in eSRS
	Registering a Government User in eSRS
	Registering a Government User in eSRS
	“My Account” Page
	Changing Your Password in eSRS

