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Welcome Governméent Users
f/cﬁnﬁ. Sign-In ‘[’Femster YFnrqv:rt my password "l.

Frnall Addesss: :I

Fassword: |

[T Keep me logged in on this computer
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Registering a Government User in eSRS

» 1 —Visit hittp://www.esrs.qgov
to register.

» 2 — Select “Government”
under “Log-In or Register
Now” on the main page.

» 3 — Select the “Register” tab
under the text “Welcome
Government Users”.


http://www.esrs.gov/
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Ackdress |2 hieps: esrs-dod.sympleity.com/dex?_tab-gov,_regster

» 4 — From the pull-down menu,
| B30 |Lnks *
e e £ select the Agency you currently
el work for.

Sec SRS

Welcome Government Users

(458 Signein ) Register \(Foract my password |

‘ THIS IS A TEST SYSTEM

Instructions
Agency

Select your agency from the
chrop-down sk, Agurces ane
arganizad hicracchically.

Howe-To:

1. Click on the Agency select
list.

Agency*:

k¥

2. Use the seroll bar on the
lefi: side to find your agency

2. &n agency with an arrow

T
EPARTMENT OF (1500) »| 4
OR THE STUDY

4. The submenu always

The e SRS system 15 located at hitp

i, BEMS, 00V

Government User Registration Wizard

Agency '

# COMMISSTON ON AGRICULTURAL WORKERS (0911)
COMMISSION ON CIVIL RIGHTS (9517)
COMMISSION O EXECUTL...JCIAL SALARIES (4836)
COMMISSION O INTERSTATE CHILD SUPFORT (0912)
COMMISSION ON NATIONE. JUNITY SERVICE (9501)
COMMISSION ON SECURIL...JION IN EUROPE (0901)
COMMISSION ON THE BIL...] CONETITUTION (760%)
COMMITTEE FOR PURCHAL.. JRELT DISABLED (9818)
COMMODITY FUTURES TRADING COMMISSTON (9507)
COMPETITIVENESS PAY COUNCIL (9582)
CONGRESSIONAL BUD-GET OFFICE {0800}
CONSUMER PRODUCT SAFETY COMMISEION (6100)
COPYRIGHT ROTALTY TRIBUNAL (0503)

CEPT OF DEFENSE (9700)

w U5, SPECIAL OPERATI[...]AND (USSOCOM) (9725)

* infsalas & raguired ekl

4 DLPT OF DEFENSE (8700}
DEFENSE ADVANCED RES[.. JENCY (DARPA) (974E)
DEFENSE COMMISSART AGENCY (DECA) (37A2)
DEFENSE CONTRACT MAN[.. JAGENCT (DCMA) (9763)
DEFENEE FIMANCE AND [ JERUTCE (DFAS) (97RZ)
DEFENEE TNFORMATION [ JAGENCY (DISA) (37AK)
DEFENSE LOGISTICS AGENCY (97AS)
DEFENSE MEDTA CENTER {DMC) (97F1)
DEFENSE MICROELECTRO[...JTIVITY (DMEA) (3771}
DEFENSE SECURLTY COOFERATION AGENCY (37AT)
DEFENSE THREAT REDUCTION AGENCY (DTRA} (3761)
DEPT OF DEFENSE EDUCL...]IVITY (DODEA) (97F2)
DEPT OF THE ATR FORCE (5700)

DEPT OF THE ARMY (2100) v

LS, ARMY CORPS OF E[. JINANCING ONLY {$6CE)

1LCONS (11CONS)

= [AFR.C {AFRC}

This system s for testing purposes only. }

Frogress

on e nght £ ) mdicabes ¥ LW IGHT DAYID EISENHOL 1oy {7811} AF {AFSDC)
subrmenu \-rlil:h subagencies AFSPC (AFSPCY »
¥Ou may salect. AMC (AMCY

Q.'Slu'; B @ 5 ™| o -massot... |[@ 4 ntemet Exp...~ &) Document1 - Mar... | I

| I

PACAF (PACAF)
USAFA (LS AFA)
USAFE (USAFE)

=
|15 [agp ineerree

o 2 [=[0lple ] 10:418m

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

il | CORPORATION FOR NATIL.JUNLTY SERVICE (9577) BT LT |AEC (acch
AGENCY FOR INTERMA COURT SECURITY (1925} I CaTRaN .'\::ENCJ\:' o AETE {AETC) H M
[y AcAICuTR, e SOURT SERVIGES D O WISTON RGENCY 57> FENSE AGENCY (HOW) (971C) o (arow Wi ave the opt|on to select other
AMERICAN BATTLE MT DEFENSE NUCLEAR FACI[...] SAFETY BOARD (9518) HATIOHAL SEOSPATIAL{...] AGEMCY (GA) (3748) (AFMIC [AFMIC)
TRICARE MAMAGEMENT ACTIVITY {TMA) {9760} —
DELAWARE RIVER BASIN COMMISEION (4601) [AFGTEC (AFCTEC)

offices later in the registration
process.
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Welcome Governmen| b Llsers

[(#SRE Sign-Tn ¥ weqister Y Forgat my password |

A THIS 18 A TERT SYETEM

This system is for testing purposes only.

The lve ¢SRS system s located at http: /fwww, esrs, gov
Instructions Government User Registration Wizard

Your Full Name wraur Full Name*:

Flease enter your full name. |

Example: John F. Sith Your Suffl:

The Title of ¥our Position:

Your Suffix

If applicable, enter your |
suffir

Your Emall Address*:

The Title of ¥our Position

Enter the tite of the position
you hold &t your agency.

our Email Address

Enttier youar emad acddriss.

Example: johnihagency.gov

* ndicates s requared fisld Progre55

Aneney:
AETC (AETC)

am &)

|81 Dore
ystart| | @ O | 2] nbox - Merosoft ... ||§4 Internet Exp... » #] Document - Mer...

I e

|| zemch Deskiop B |2 | O] g 1) 10:42 AM

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.



Registering a Government User in eSRS

» 8 — Select your User Level

» If you select “Agency”, you will be registered at the
level you selected above (Example - DoD, Air
Force, AETC). If you select Contracting Office, you

ECENTE will receive a drop-down menu that contains office

PP codes. Select the code that correctly corresponds

S | with your office. These codes should be one
: command below the Agency you selected (Example
- Below AETC).

7} e8RS Department of Defense Testing - Microsoft Internet Explorer _|=] x|
File Edit View Favorites Tools Help | o

@Back b > R \ﬂ @ rh‘/:‘Search \_.‘::(Favontes {f}‘ Iv iz Wl ~ QI ﬁ 35

Welcome Government Users

(SRS Sign-In_Y Register { Foraot my password |

&) TH1s 15 A TEST SYSTEM
This system is for testing purposes only.

L AT Ny » 9 - Select your Permission/Level Role:
Instructions Gov?el‘.nment Use: Registration Wizard indicates & required fisld Z;c:—f:ess S Agency COOI‘d | nator (AC) Thls person |S Usua"y
s = wcuse the head of the contracting office and is responsible
B idon, | R —— for approving registration requests in the system.
sy o maraee | |Conkractin Officnl = They have user access to all contracts under their
Roioe - Jpoc Ihe Thl o You o contracting office or agency and can accept/reject
T o o Lour Emal Adiress: submitted subcontracting plans. They can also run

sting@military . mil t - th t
poC reports in the system.
POC users manage other
agency contacts, manage
new agency contact
registrations,
view/accept/reject
contractor reports and run
reparts on data from their

» Point of Contact (POC): This person has the

Contracting Official

contractor reports and run
reports on data from their
registered lavel and below

registered level and below,

CO users view/accept/reject

Ernpty

same rights as the AC but is not the lead for eSRS
in the organization.

Contracting Official (CO): This person is

S ey i responsible for contract subcontracting plans within
e on v e, L the organization. They can accept/reject submitted
o subcontracting plans and run reports in the system.

Eloore T S e

Wistart| |2 @ D 7 | |2 Inbox - Microsoft .. || 4 internet Exp... v 8] Documentd - Micr...

|[search Deskon 2.1 [« [l 082 ] 10:43 AM

Designated Government User (DGU): This
person will have access to see subcontracting
plans in the system and run reports. They cannot
accept/reject submitted plans.

4



Registering a Government User in eSRS

a €8RS Department of Defense Testing - Microsoft Internet Explorer _ = x|
Fie Edit View Favorites Tools Help ‘ f.'
@Back Q- \ﬂ @ _.l‘] | ;]Search ‘#_:(Favorltes e}‘ v ; A~ _J 3

Addcress |8 ttps://esrs-clod.symplcity.com/index?_tab=dov_register =] Bso [urws >

Wednesday, Decembar 19, 2007 | 10:44 am & |

5o, € SRS B e sysem *bcov Tscon !: » 10 — Select and enter your

Welcome Government Users

[ #5RS sign-in_} Register { Forgat my passward | : p aS SWO rd
.
@& THIS IS A TEST SYSTEM

This system is for testing purposes only

The fve SRS system s Iocated o b s s o — The instructions on the left hand side of
Instructions Government User Registration Wizard " indicates a required field | prograss the page Indlcate the format that yOU

e must follow t lect d
esredpeswond || e ust follow to select a password.
wish to use to gain access —
to the system, Repeat Desired Password*:

Gordon Sumner

Your Suffix:

For security purposes, the Empty
password must mast the

s p QUICK TIP: Itis a good idea to write

and 14 characters .
2. Must contain 2 of Your Email Address:
sting@mnilitary .mil

o P the password down once you have

+ Lower case letter jan bon jovi

« upper case lstter e . : .
e decided what it should be. You will
a0y User Level:

User Level agency

T need it later to log into the site.

Contracting Official

Repeat Desired Passwrord Desired Password:

Repeat the passward you Ermpty

entered in the previaus field

to verify it was entered Repeat Desired Password:
correctly, Empty

Would you like to reqister for
multiple roles/offices?;
Empty

Help Desk Privacy Policy

&l T T TS e ntemer
Wistart| | [ @ D 7 | [ nbox - Mierosoft . || 4 Internet Exp... v 8] Docurnentl - Micr... |[semrch Deckiop 2. [« [Cla20R 7] 10:44 AM
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AN 4 FOR COVERNMENT

‘Wednesday, December 19, 2007 | 10:47 am 4|

*ecov r& A.gov, l

Wwelcome Government Users
/[ e5RE Sign-In ) Register Y Forgot my password |

B\ THIS IS A TEST SYSTEM
This system is for testing purposes only
The live &SRS system is located at http: Afwww.esrs.gov.

Instructions Government User Registration Wizard

Additional Role(s) Additional Role(s ):

Register for multiple roles Additional Role

here. To add more than one
additional rale, click the
button labeled [click here to A *;
add an additional role] and gency
then fill out the required [
fields for that role.

v

User Level*:
 agency  contracting office

Role*:

" Agency Coordinatar [AC)

" Contracting Official

© Designated Goverment User (DGU)
CpoC

Supervisor Name:

Supervisor Email:

Remove Role

Click Here To Add An Additional Role

* indicates a required field

Go Back | Continue I

Progress
Agency:

AETC (AETC)

Your Full Name:
Gordon Sumner
Your Suffix:

Ermpty

The Title of Your Position:
Empty

Your Email Address:
sting@military.mil

Supervisor Mame:
jon ben jovi

Supervisar Email:
jbj@military.mil

User Lewel:

User Level agency
Permission Level/Role:
Cantracting Official
Desired Password:
00K (hidden)

Repeat Desired Password:
s (hidden)

would you like to register for
multiple roles/offices?:

Would you like ta register for

multipls roles/offices? yes —

Additional Rolefs):
Empty

@ Cpening page https://fesrs-dod.symplicity.com/index?_tab=gov_register...

' start J Ban " J |2 Inbox - Microsoft ... || 48 4 Internet Exp... > 1] Document1 - Mier...

=
[T T & e internet

|[searcn Deswicp 2.1 [« (@] 082 T 10:45

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.



Registering a Government User in eSRS

a eSRS Department of Defense Testing - Microsoft Internet Explorer —|= il
Fle Edit View Favorites Tools Help ‘ a',' } 12 - Ver i fy yo u r i nfo rm ati 0 n
GB&CK Q- |ﬂ @ gh | /;7 Search \:_n‘\'( Faworites {‘}‘ i :f A - J a3

Address |[E https: /fesrs-dod.symplicity.com index?_tab=gov_register j Go | Links

[ 23RS sign-In_Y Register Y Forgot my password |

B o n v e » Check to ensure that the
7 syt @ o testing purposes only. information you have selected is
The live eSRS system is located at http: /fwww . esrs.gow, . .
correct. If you would like to edit
Instructions Government User Registration Wizard "indicates a required field | prograss . . .
Please verify all entered information and submit this form now. faency: SO m e Of th e I nform atl O n y CI ICk O n

AETC (RETC)

e, ot the link to the section you would
information is not correct, Zurean =dmner
press "Go Back” or click on AETC (AETC) e Sulhey . . " "
e dely Bl | | sour rllane o like to edit or use the “Go Back
rewie again before you ordon Sumner The Title of Your Position:
submit this form, Yaur Suffi: [Em— b h b _I: h

o e = utton at the bottom of the page.
The Title of Your Position: sting@military .mil

Emnpty

Verify Your Entries

Supervisor Name:
Your Email Address: jon bon jovi
sting@military mil

e » If you are satisfied with the

jon bon jovi User Lewel: - -

superuer Emat i Cove sy information that has been
ibj@military mil Permmission Level/Role:

LUsar Laval: Contracting Official

T — submitted, select the “Submit

**k* (hidden)
Permission Level/Role:

Contracting Official Bepeat Desired Password: “ Reg |Strat|0n" button .

N **k* (hidden)
Desired Password:

mmmmm would you like to register for
thidden) multiole roles/affices?:
Repeat Desired Password: wiould you like to register for

mmmmm {hidden) multiple roles/offices? no

would you like to register for multiple roles/offices?:
wWould you like to register for multiple roles/offices? no

Go Back ‘ | Submit Registration

Help Desk Privacy Policy

&] Dore [T T T [8 e mternet
Histart| |G @ D 7 | 2] nbox -Merosoft ... || 8 4 Internet Exp... ] Document1 - Mr... || Search Deskiop 2. [« 0] o2 7] 10046 AM
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<} windows Live Hotmail - Microsoft Internet Explorer _ =] x|

Fle Edit ‘iew Favorites Tools Help | t’.’

Back * L) v (x| |2 .j ) Search \A'(Favontes 2y | - :\, ] - 3
| > K & =

Address I htp: by 138w bay 138.mall ive.com/mal/mall. aspxrwa=wsignin 1.08N= 11092 17578Rgs=true j Go |Links >

r~, N . -
@ Windows Live Home | Hotmail

=1 Mew ¥ G@Reply C@Reply all (g Forward X Delete ‘@ Junk # @ Move to * 15 Check mail ptio

@ Attachments, pictures, and links in this message have been blocked for your safety,  Show content

eSRS Registration Confirmation

angela.terry@sba.gov
@ vou may not know this sender, Mark as safe | Mark as unsafe

Dear John Elway:

We have received your application for an account for the eSRS Government System. Please verify the following
information:

Agency: AETC (AETC)
User Level: agency
Role: Agency Coordinator (AC)
Username: umps o
Password : NSO Ioonig

If the above information is correct, please click on the following link to confirm your information and continue the
registration process. Thank you.

@ Today

= Mail Link: https://esrs-dod.symplicity.com/gov_finalize_reg?ck==85ehc280cd396 588f3fd79830863bbc0

Contacts

[T calendar

Switch to cassic

Privacy Staternent

i&] Done [T [ g nterret
distart| | (2 @ D | (2] inbox - Merosoft .. || 4 internet Exp... v 8] Document1 - Mir.. ” Search Deskiop 2 ‘ « O]pll? ) 10146 AM

Registering a Government User in eSRS

13 — Check your e-mail.

» Once you have submitted your

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-mall
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.

8



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.




‘B e5RS Department of Defense Testing - Microsoft Internet Explorer _ =] x|
| &

Fle Edit View Favorites Tools Help

Back ¥ &3 v [x] |2 h ) Search \_A'(Favorltes <) _E\" - B i 2
| X O =

From this page, you can:

(3] Horne

= (gl Reparts
@ Individual
B summary
Year-End SDE
[E] sDB Participation

< ik Contractors
# Organizations
& Contacts

il organizal tions
& Contacts

b [E) Contracts
B Rreporting
& System Settings
& My Account

Address I htips:/fesrs-dod.symplicity.com index?s=my_account

=B ‘Links >

7
= Integrated Acquisition Environment /
e Electronic Subcontracting Reporting System /

OR GOVERNMENT

Thursday, Janusry 17, 2008 | 4:02 pm -
u qout

m powered by sym .

Ecov Thao B

My Account

[ General Information { Fassuar I\ Dre

back

User Roles =]

My Account Information

DEPT OF DEFENSE |Super-User
* indicates a required field 9700 DoD

Title:l

Fullnsme*: (1011 Baker

First Name: IJOhn

Middle Name: I

Last N :
ast Name: IBakEI'

Euffix:l

Email* [iohin . baker@osd.mil

Phune:l

Cell Phone: I

Fax: I

Agency in bold is current selected role

Help Desk Privacy Policy

El

€] Done

T T |8 e meret

» Edit and save your “General Information”
» Change your password

» See what user roles you have been
registered under.

— If you have registered under different user
roles, you should come to this page to select
the role you are interested in working under
during that session.

— At any time you can change your user role
during your session.

10



Changing Your Password in eSRS

£ eSRS - Microsoft Internet Explore - |=2lEd
! Links .’QOH Demand Warkplace Home () BCS Learning & Knawledge [ IBM Links () Public Sector @MSN Hotmail - Today

@Back D | \ﬂ @ _;ﬁ j.._'Sean:h \:?'\'{Favoribes {‘? ' »,’. = _| ﬁ

! Address ig’] hittps://esrs. symplicity.com/index?_tab=password |v] Go

» If you forget your password when logging
into the system:

— Go to http://www.esrs.qov

/

Monday, January 7, 2008 | 4:16 pm
[T

—_ CIICk On “Government" IéLr&;ﬁ;?:%&;t&‘l:??aﬂ;:;‘H:;Iymng System I/ :Isp:::ercdb *F.GOV ‘l_.‘z\_go_l%im
— Select the “Forgot my Password” tab @t My Account back
above the registration input box e e | A v-ecri \ D
@ s
— Enter the e-mail address you used to @ veoe o My Password it B TRkRLA

register in the system
An e-mail will be sent to you with a new

[ SDE Participation
« @ik Agencies

4l Organizations

& Contacts

Enter New Password:

Verify Password:

password B Contracts

3 reporting

& My Account
Save

Help Desk Privacy Policy

» 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”

11
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