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1.703.351.0200

Electronic Subcontracting

Reporting System (ESRS)
Contractor Guide 1.7

DISCLOSURE: This Instruction Manual has been prepared solely for the benefit of ESRS users.
By accepting delivery of this Instruction Manual, the recipient hereby agrees that the information
contained in this Instruction Manual, in whole or part, is confidential and proprietary and that it will
not reproduce or redistribute such Instruction Manual, discuss the information contained herein or
make reproductions without the prior written approval of the IAE, and will hold all information in
confidence.
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1. Log-In to ESRS

1.1 Existing Users
I. Point your browser to https://www.esrs.gov/
I1. Click on “Contractor”. You should see a screen similar to the one below.
I1l1. Login to ESRS by typing your e-mail address and password under the “returning
contractors: login”
IV. Click “Login”

1.2 New Users
I. Point your browser to https://www.esrs.gov/
Il1. Click on “Contractor”
I1l. Click “Register” (Continued below screenshot)

Contractor Login Screen
rs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer 10| x|

J File Edit Wisw Favorites Tools  Help |#

J QBack - ) - [¥] (2] n| P search rFavortes | o0- o Bl E & 3 |JLinks &] Customize Links &] Free Hotmail &) Windows J & -

Integrated Acquisition Environment
Electronic Subcontracting Reporting System

FOR CONTRACTORS

Thurzday, September 1, 2005 | 10:06 am

_%a contractor logir] - pistration

~

} returning contractors: login _é. new contractors: register

Email: | Register for a new account

passwors |

| Login bl | 7/ Change Password

Mot a contractor user? Click he v

a L

|&] pore l_ l_ l_ l_ ré_ |4 Inkernet

1V. Note, throughout the system the red asterisk (*) designates that the
field is required.
V. Enter your DUNS ldentification Number.
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VI.
VII.

VIII.
IX.

XI.

MNext &

Click

Some data may already be populated from CCR. Please complete all fields on the

form.

. Submit
Click on the LU button.

You will now be placed at the “Registration Step 2 of 2” page. An e-mail will be
sent to the account that you specified on the previous step. Please follow the

directions in the e-mail and confirm your account.

After you have confirmed your registration, return to the login page.

Enter your e-mail address and password and click

Login &

Copyright © 2005
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2. myESRS

After successfully logging in to ESRS, you will see a screen similar to the “myESRS
Screenshot” below.

2.1 myESRS Page Features
I. The Navigation bar at the top of the screen allows you to move through the

system. Additionally, this bar is available on every screen throughout the
system. For more information, please read “Section 2.2 Navigation Bar” for more
information.

Il. The “Alerts” section will show messages that require your attention.

I1l. Announcements are created by ESRS administrators.

IV. The buttons on the left hand side of the screen allow you to quickly create a new
ISR, SSR, or link a contract to your account. Please see the corresponding
sections of this manual for more information.

MyESRS Screenshot
o]

File Edit Wew Go Bookmarks Tools Help delicio.us

Integrated Acquisition Environment
Electronic Subcontracting Reporting System

o FOR CONTRACTORS

mwESRS | Profile | Comtract Worklist ©  File | Review Reports

Thursday, March 30, 2006 | 3:41 pm
Uszer: contractl@symplicity.com | Logout

Add Contract /1 alerts
X% to Worklist

v Mo current alerts

File ISR ,
(FORMERLY 5F-294) (;3: announcements

+ Welcome to eSRS 111.
Welcome to eSRS! The future of Electronic Subcontracting Reporting.

File SSR

{EORMERLY SF 205}

File Year-End
supplernentary Report
(FOR SDBs)

File SDB

Participation Report
(FORMERLY OF 312}

=

esrs-tesk.symplicity. com ﬂ i
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2.2 Navig_;ation Overview

IMyESRES

| e ) LTy
Profile : ContractWorklist : File /Review Reports | — “

Individual Subcontract Reports

Summary Subcontract Reports

Year-End Supplementary Report for SDBs -
SDE Participation Report (Form 312)

Batch Upload Reports

Please note, the eSRS uses the notion of “sticky-pages”. When you visit a section (e.g.
Individual Subcontract Reports) and begin working on a report, and then click out of the
section and go into another (e.g. Contract Worklist) you will remain on the same page in
each section you visit as long as you are logged in. In other words, if you click back into
“Individual Subcontract Reports”, you will remain at the last location you were prior to
leaving the section.

MyESRS:
myESRS will return you to the home page.

Profile:
The profile page allows you to edit your account and contact information. Please
turn to “Section 3, Profile” of this manual for more information.

Contract Worklist:
The Contract worklist allows you to view all contracts that have been linked to your
account. Please turn to “Section 4, Contract Worklist” of this manual for more
information.

File / Review Reports:

Individual Subcontract Reports:

The Individual Subcontract Reports area allows you to add and review ISR’s. Please
turn to “Section 5, Individual Subcontract Reports” of this manual for more
information.

Summary Subcontract Reports:

The Summary Subcontract Reports area allows you to add and review SSR’s. Please
turn to “Section 6, Summary Subcontract Reports” of this manual for more
information.

Year-End Supplementary Report for SDBs

This section allows you to file and/or review Year-End Supplementary Report for
SDBs. Please go to “Section 8, Year-End Supplementary Report for SDBs” of this
manual for more information.

SDB Participation Report (Form 312)

This section allows you to file and/or review the optional SDB Participation Report
(Form 312). Please go to “Section 9, Year-End Supplementary Report for SDBs” of
this manual for more information.

Batch Upload Reports

The batch upload section allows you to download a Microsoft® Excel™ template that
can then be exported to a CSV (comma separated value) or tab delimited file and
then imported into eSRS. This feature allows you to file multiple reports at once .
Please see “Section 10, Batch Uploads” of this manual for more information.
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3. Profile

I. Click on “Profile” on the navigation bar.
Il. You can review your core contact information on this screen.

Edit
I1l. To edit your information, simply click the button.

- . . . Submit »
IV. After editing the information, click on the ahmi button.

V. To change your password, click on the “Account” tab near the top of the page.
VI. You may enter your new password here. Click “Save Password” when done.

Profile
ol x|

File Edit Wew Go Bookmarks Tools Help  delicio.us

Integrated Acquisition Environment
Electronic Subcontracting Reporting System

myESRS | Profile | Contract Worklist |  File / Review Reports

{ f Friclary, barch 31, 2006 | 10:26 am

| pl’O ||e Uszer: contract1@symplicity.com | Logout

[ core L sccourt \ Dhelp |
CCR Status =

‘Your record has not heen
validated from CCR.

Personal Information

Fullname: Brent Test (B DT S TS El
Email: contract] @symplicity .com Personal Information
Tith
Phone: 7033510000225 e
+ Fullname
Supervisor Name: Ariel x Suffic
Supenrvisor Email: bfranks@symplicity.com + Email
+ Phone

¥ Supervisar Mame

Contractor Information + Supervisor Email
Contractor
Contractor: . o DN #
DUNS #: + Legal Business Mame LI
| Cone esrs-test, symplicity, com ﬂ 4

Copyright © 2005 Page 7 of 19



ESRS User Guide 1.2

4. Contract Worklist

4.1 View Existing
I. Click on “Contract Worklist” on the navigation bar.
Il. A screen similar to the “Contract List Screenshot” below will appear.

I1l. You may sort the list of contracts. This is accomplished by clicking on the text
next to any down arrow in the column headings. You may sort the list in
ascending order if you click on the same heading again. Note how the color of
the text changes. The current active column is designated by a Maroon color.

IV. To view the details of an existing contract, click on the A View Icon beside the
contract, or click on the Contract Number.

V. You are now able to review more information regarding the contract. If you wish

to edit the information, click on the button.
VI. You can also enter reports or view-lower tier reports. Click on the tabs beside
the “Contract Details” tab to toggle between the views.
(Note: for more information regarding adding reports, please see the
corresponding section of this manual)
VIl. After entering “Edit Mode” click the “Save” button to save your changes.

Contract List Screenshot
¥DESRS TEST - Mogzilla Firefox [
File Edit ‘“iew Go Bookmarks Tools Help delicio.us

Integrated Acquisition Environment
Electronic Subcontracting Reporting System

mMyESRS | Profile | Contract Worklist | File / Review Reports

=’ .o Fridday, March 31, 2006 | 11:00 am
~/ individual subcontract reports User: contract] @symplicity.com | Logout
Statuz = Keywords
I J searches contract I
Report I vl nurmber, duns and
Type vendaor name |
Q Apply Search
ltems 1-20 of 22 4 Previous | Jump |1 ] I hext
Contract Humber = Status Submitted By = Type Report Period = Report Year v Options
I e ——— ] DRT Sub regular -
0000 1 S ST 001 34 DRT Sub recular -
OEEEs-===armeamem= RA001 34 DRT Sub regular -
T S DRT Sub regular -
000011991 02 T==s = DRT Sub recular -
ODOEs-===Smesmm===n00134 DRT Sub regular - % Delete LI
| Done | esrs-test. symplicity. cam ﬂ 4
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4.2 Add New

I. Click on “Contract Worklist” on the navigation bar.
Il. To add a new contract to your worklist, click on the

& Add New Contract To Worklist

button.

I1l. Enter the Contract #.
Submit »

IV. Click
V. Select whether your organization is a “Prime” or “Subcontractor”.
V1. You will now be directed to the “contract details” page for the contract you just

) BACK TO LIST

added. To return to the Contract Worklist, click on the button
within the system (note: do not click your browser’s back button).

Contract Details

¥IESRS TEST - Mozilla Firefox -10] x|

File Edit Wiew Go Bookmarks Tools  Help  delicio.us

Integrated Acquisition Environment
Electronic Subcontracting Reporting System

MyESRS | Profile ! Contract Worklist | File / Review Reports -
Ef & Friclay, March 31, 2006 | 514 pm
=i con tl'a Ct WO I'k I |St User: contractl@symplicity.com | Logout

) BACK TO LIST

[ Contract Details ‘{ My Cortractor ISR Y Lowver-Tier [Subcontractor Reports) \ D help

| Submit Individual Subcontract Report b|

Contract Information

Details:
Contract Number:

R8RS~ Ean T s asnarmgReny

Top Level Agency:
EMERGY, DEPARTMEMNT OF ({3900)

Tvpe: sub

Submit Individual Subcontract Report &

=l

Done esrs-test, symplicity. com ﬂ 7

Help Desk Privacy Policy
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5. Individual Subcontract Reports

5.1 View Existing

V.

V.
VI.

VII.

Click on “File / Review Reports” on the navigation bar.

Click on Individual Subcontract Reports on the drop down.

You will be directed to a screen similar to the “Individual Subcontract Reports
Screenshot” below.

The status for each report is displayed in the status column.

Notice on the bottom of the page, a legend appears:

DRT = Draft

REV = Revized

= Pending ACC = Accepted | REJ = Rejected

Draft: You began working on a report, however did not complete it and/or
submit it for approval.

Pending: The report has been submitted and is awaiting acceptance from the
appropriate government official.

Revised: The report has been revised by a government official.

Accepted: A government official has accepted your report.

Rejected: A government official has rejected your report.

To view the details of a submitted report, click on the 21 view Icon beside the
report.

If the report has been rejected, you may click on the “Rejection Notes” tab to
view the reason why the report has been rejected.

To return to the report list, click the “Cancel” button at any time.

Individual Subcontract Reports Listing

¥JESRS TEST - Mozilla Firefox =181 x|
File Edit VYew Go Eookmarks Tools Help  del,jcio.us
Integrated Acquisition Environment
Electronic Subcontracting Reporting System
FOR CONTRACTORS l
myESRS Profile Contract Worklist :  File / Review Reports | -
=j- P Frickay, March 31, 2006 | 516 pm
i;j individual subcontract reports User. contract! @symplicity.com | Locout
Status I ) Keywords I
searches contract
Report I - number, duns and
Type vendor name
Q apply search
Items 1-20 of 24  previous | Jump |1 7| | Nesxt [
Contract Humber = Status * | Submitted By ~ Type * | Report Period ~ Report Year v Options
B | m-m=—==—ac——aamg DRT Sub regular
(B R i —— ] DRT Sub regular
[ e e — e} DRT Suby regular
(B Y ge—— ] DRT Sub regular
B | rems-=e ey DRT Suby regular
B |ommmr=—=— =y DRT Sub regular
B il e—eai—— DRT Sub (¥ 123) regular | Sept 30 2003
NS === ST Sub (# 1234) regular | Sept 30 2005
B | o=y Suly (# SETE) regular | Sept 30 2005
I LI
| Done | esrs-test.symplicity.com (7 4

Copyright

© 2005
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5.2 File New Individual Subcontract Report

There are two different methods to file a new Individual
Subcontract Report. The first method allows you to

easily file a new Individual Subcontract Report from the ISR
“myESRS” homepage. Simply click on the “File ISR” =
(formerly SF 294)” button or follow the
method below.

I. Click on “File / Review Reports” on the navigation bar.

I1. Click on Individual Subcontract Reports on the drop down.

& Add New

I1l. To file a new report, click on the button.

File ISR

(FORMERLY 5F-234)

IV. You will be taken to the Instructions page similar to the screenshot below. Please

take time to read the instructions.

Continue §#

V. Click on the

when ready.

VI. Select a contract from the drop down box or manually enter the contract number.

Click Continue.

VII. Fill out the forms for each step and click “Save & Continue” or “Continue” to
move to the next step of the process. (Note, Click on the context sensitive
hel . . . .
= putton beside the fields for more information)
VIIl. On step 8, click the Submit button to send the report.

IX. You may now return to view existing reports (Section 5.1, p. 10) to view the

status of the report you just entered.

X. In order to completely submit the report, you must click “Submit” on step 8
(Designated on the left hand side of the screen) of the report submission process.

Note: On step 6 of the report submission process, you must fill out either the “Percentage
of Total Subcontract Awards” OR “Percentage of Total Contract Value” field for Part 3.

SMALL DISADVANTAGED BUSINESS (SDB) CONCERNS.
Instructions

EESRS TEST - Mozilla Firefox

Fle Edt ¥ew Go Bookmarks Tooks Help deliciows

Integrated Acquisition Environment
Electronic Subcentracting Reporting System

myESRS |  Profile Contract Worklist File / Review Reports

Friday, March 31, 2006 | 5:23 pm
User: contracti@symplicity.com | Lotout

7 individual subcontract reports

# AT e et

@ BACK TO LIST

Individual Subcontracting Reports
1) Instructions

s Please Mote: the eSRS contains a number of new fields that did not exist an the paper farms. Although the eSRS will allow you to save a partially
completed report, you will save time if you have the following information available when you enter your report data:
. Enter Contract
# For Prime Caontractors
© Your DUNS number as it appears onthe contract
Cortract @ Productand Service Codes
[ o NAICS
Details
For Lower Tier Subcantractars
4 Bubconiracting @ The Prime contract number
Report © The Subcontract number
@ The DUNS number of the contractor that awarded you the subcontract
@ Productand Service Codes
5 Subcontracting o MAICS
Report Cont'd
6 Subcontract ji.Concel
Awards
7 Review

Done esrs-best.symplcky.com =)

[l
4

Copyright © 2005
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6. Summary Subcontract Reports

6.1 View Existing
I. Click on “File / Review Reports” on the navigation bar.
I1. Click on Summary Subcontract Reports on the drop down.
I1l. You will be directed to a screen similar to the “Summary Subcontract Reports
Screenshot” below.
IV. The status for each report is displayed in the status column.
Notice on the bottom of the page, a legend appears:

DRT = Draft =Pending | REV =Revized | ACC = Accepted | REJ = Rejected

Draft: You began working on a report, however did not complete it and/or
submit it for approval.
Pending: The report has been submitted and is awaiting acceptance from the
appropriate government official.
Revised: The report has been revised by a government official.
Accepted: A government official has accepted your report.
Rejected: A government official has rejected your report.
V. To view the details of a submitted report, click on the & View Icon beside the

report.

V1. If the report has been rejected, you may click on the “Rejection Notes” tab to
view the reason why the report has been rejected.

VII. To return to the report list, click the “Cancel” button at any time.

Individual Subcontract Reports Listing

¥IESRS TEST - Mozilla Firefox

File Edt Yiew Go Bookmarks Tools Help  delicio.us

Integrated Acquisition Environment
Electronic Subcontracting Reporting System

FOR CONTRACTORS

MyESRS | Profile Contract Worklist ¢ File / Review Reports

=y b Friday, March 31, 2006 | 5:25 pm
=/ summary subcontract reports User: contract1@symplicity.com | Logout
Status I = Keywords I
searches duns,
Plan ¢ individual vendor narme and
Type commercial agency name
Q Apply Search
lterns 1-7 of 7 4 Previous | Jump | 1 vl|Nextb
Status > | Approving Agency ¥ Report Period ~ | Report Year = | Options
DRT ECONOMIC RESEARCH SERVICE (12H4) Oct 1 - har 31 2005
DRT APPALACHIAN REGIONAL COMMISSION (4602) Qct 1 - Sept 30 2005
B ADMMISTRATION (1204) Oct 1 - Sept 30 2005
OFFICE OF SMALL AND DISADY ANTAGED BUSINESS UTILIZATION (3613) Oct 1 - Mar 31 2005
B |acc CHRISTOPHER COLUMBLIS GUINCENTEMARY JUBILEE COMMISSION (7E08) et 1 - Sept 30 2005 L |
B |acc DEFENSE LOGISTICS AGENCY (37AS) Oct 1 - Sept 30 2006
BROADCASTING BOARD OF GOVERNORS (3568) Oct 1 - Sept 30 2006
+ Add New |ltems 1-7 of 7 4 Previous | Jurnp | 1 v[|Next[> 4|
| Done | esrs-test, symplicity. com (= v
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6.2 File New Summary Subcontract Report

There are two different methods to file a new Summary
Subcontract Report. The first method allows you to
easily file a new SSR from the “myESRS” homepage.
Simply click on the “File SSR” (formerly SF 295) button
(shown to right) or follow the method below.

J File SSR

|FORMER 295)

I. Click on “File / Review Reports” on the navigation bar.
I1. Click on Summary Subcontract Reports on the drop down.

& Add New

I1l. To file a new report, click on the

button.

IV. You will be taken to the instructions page similar to the screenshot below. Please

take time to read the instructions.

Continue §
V. Click on the when ready.

VI. Select the Agency that you wish to file a report

to. (If the report is a commercial

plan report, you can select multiple agencies. Please make sure to select an

approver.)
VII. Fill out the forms for each step and click “Save
move to the next step of the process. (Note, ClI

Dhelp

& Continue” or “Continue” to
ick on the context sensitive

button beside the fields for more information)

VIIl. On step 5, click the Submit button to send the report.
IX. You may now return to view existing reports (Section 6.1, p. 12) to view the

status of the report you just entered.

Instructions

¥JESRS TEST - Mozilla Firefox

=10/|

File Edit Wew Go Bookmarks Tools Help delicio.us

Integrated Acquisition Environment
Electronic Subcontracting Reporting System

FOR CONTRACTORS

myESRS { Profile | ContractWorklist | File /Review Reports

= Friday, March 31, 2006 | 5:28 pm
d summary subcontract reports User: contracti@symplicity.com | Logout
New Report
) BACK TO LIST

Summary Subcontract Reports
1" Instructions
Please Mote: the SRS containg a nurber of new fields that did not exist on the paper forms. Although th

save a partially completed repart, you will save time iTyou have the following information availahle when you enter your report data:

5 Subcontracting

Report * Product and Service Codes
* MNAICS
-
5 Susconact Make sure a signed copy by the CEQ s onfile
Auwrards
4 Review

5 SubmitReport

Help Desk Privacy Policy

e eSRS will allow you to

Dane

ests-test. symplicity.com () 4

Copyright © 2005
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7. Individual Subcontract Reports

Filing reports as a subcontractor allows the next higher tier contractor to see your filing. In
order to correctly file a report as a “sub”, first select the type of report you wish to file.
Prior to filing a sub-contractor report, you must know the following:

A.) The DUNS of the next higher tier

B.) The e-mail address of the person registered in eSRS of the next higher
tier

C.) The Prime Contract Number

D.) The Sub Contract Number

For a general overview of filing a New Individual Subcontract Report, please see Section
5.2 (p. 11) of this manual.

For a general overview of filing a New Individual Subcontract Report, please see Section
6.2 (p. 13) of this manual.

V.

VI.
VII.

VIII.

Once you have begun filing your report (ISR or SSR) enter the contract number
of the contract for which you wish to file.

Once you have entered the contract number, click Submit.

As a Subcontractor for this contract, you will now be forced to file as a “Sub”.
Notice that the selection “Prime” is unavailable.

Enter the DUNS# and e-mail address of the next available tier contractor.

Enter the amount.

Click Submit.

You may now progress through the report submission process clicking “Save and
Continue” after you have completed each step.

In order to completely submit the report, you must click “Submit” on step 8
(Designated on the left hand side of the screen) of the report submission process.

Copyright © 2005 Page 14 of 19
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8. Year-End Supplementary Report for SDBs

8.1 View Existing
I. Click on “File / Review Reports” on the navigation bar.
Il. Click on Year-End Supplementary Report for SDBs in the dropdown.
I11.  You will be directed to a screen similar to the “Year End Section” below.
IV. The status for each report is displayed in the status column.
Notice on the bottom of the page, a legend appears:

DRT = Draft =Pending | REV =Fevized | ACC = Accepted | REJ = Rejected

Draft: You began working on a report, however did not complete it and/or
submit it for approval.
Pending: The report has been submitted and is awaiting acceptance from the
appropriate government official.
Revised: The report has been revised by a government official.
Accepted: A government official has accepted your report.
Rejected: A government official has rejected your report.
V. To view the details of a submitted report, click on the ] view Icon beside the

report.

V1. If the report has been rejected, you may click on the “Rejection Notes” tab to
view the reason why the report has been rejected.

VII. To return to the report list, click the “Cancel” button at any time.

Year End Section

¥IESRS TEST - Mozilla Firefox ;IQIEI'

Fle Edt WYew Go Bookmarks Took Help delico.us

Integrated Acquisition Environment
Electr Subcol cting Reporting System

FOR CONTRACTORS

myESRS ! Profile ! Contract Worklist File / Review Reports

Fridary, March 31, 2006 | 5:37 pm

f_/{f Year-End Supplementary Report For SDBs TeerEantrari1 symybsiiyicont] Lol
Status Iﬁ Keywordsl

_Q Mo records found

| DRT = Draft ‘ =Pending | REV =Revized | ACC = Accepted | REJ = Rejected ‘

Help Desk Privacy Poliey

Dore esrs-test symplicity.com ()
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8.2 File New Year-End Supplementary Report

There are two different methods to file a Year End

Supplementary Report. The first method allows you to L, File Year-End
easily file a new Year-End Supplementary Report from ﬂ F Supplementary Report
the “myESRS” homepage. Simply click on the “File Year {FOR 5DBs)

End Supplementary Report” button (shown to right) or
follow the method below.

I. Click on “File / Review Reports” on the navigation bar.
I1. Click on “Year End Supplementary Reports for SDBs” on the drop down.
. . % Add New
I1l. To file a new report, click on the button.
IV. You will be taken to the instructions page similar to the screenshot below. Please
take time to read the instructions.
. Continue #
V. Click on the when ready.
VI. Select the Year-End Supplementary Report that the report should be associated
with.
VII. Fill out the forms for each step and click “Save & Continue” or “Continue” to
move to the next step of the process. (Note, Click on the context sensitive
) hel . . . .
Yhelp button beside the fields for more information)
VIIl. On step 4, click the Submit button to send the report.
IX. You may now return to view existing reports (Section 8.1, p. 16) to view the
status of the report you just entered.
Instructions

%D ESRS TEST - Mozilla Firefox o =] 3}
File Edit Wiew Go Bookmarks Tools Help  deljciowus

Integrated Acquisition Environment
Electromic Subcontracting Reporting System

@ powerad by symplicity

MyESRS Profile | ContractWorklist :  File /Review Reports |
= Fridsy, March 31, 2008 | 5:28 pm
‘i—_J summa I’y su bCO n ‘tl’a Ct re pO I"tS User: contract!@symplicity.com | Logout
New Report

@ BacK 10 LIST

1

5 Subcontracting
Report

4 Review

5 Submit Report

Help Desk Privacy Policy

W Instructions

Subcontract
Povards

Summary Subcontract Reports

Please Mote: the eSRS contains a number of new fields that did not exist on the paper farms. Although the eSRS will allow you to
save a parially carmpleted report, you will save time if vou have the following information available when you enteryour report data:

# Product and Service Codes
* NAICS
+ Make sure a signed copy by the CEO is on file

Dang

esrs-test sympliciy.com (%)~
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9. SDB Participation Report (Form 312)

9.1 View Existing

VIII.
IX.
X.

XI.

XI1I.

X1

XIV.

Click on “File / Review Reports” on the navigation bar.

Click on SDB Participation Report in the dropdown.

You will be directed to a screen similar to the “SDB Participation Report”
below.

The status for each report is displayed in the status column.

Notice on the bottom of the page, a legend appears:

DRT = Draft =Pending | REV =Revized | ACC = Accepted | REJ = Rejected

Draft: You began working on a report, however did not complete it and/or
submit it for approval.

Pending: The report has been submitted and is awaiting acceptance from the
appropriate government official.

Revised: The report has been revised by a government official.

Accepted: A government official has accepted your report.

Rejected: A government official has rejected your report.

To view the details of a submitted report, click on the & View Icon beside the
report.

If the report has been rejected, you may click on the “Rejection Notes” tab to
view the reason why the report has been rejected.

To return to the report list, click the “Cancel” button at any time.

SDB Participation Report
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9.2 File New SDB Participation Report

There are two different methods to file an optional SDB
Participation Report. The first method allows you to
easily file a new SDB from the “myESRS” homepage. it
Simply click on the “File SDB Participation Report” button
(shown to right) or follow the method below.

I. Click on “File / Review Reports” on the navigation bar.
I1. Click on “SDB Participation Reports” on the drop down.

. . % Add New
I1l. To file a new report, click on the button.

y File SDB
§ Participation Report
{FORMERLY OF-312)

IV. You will be taken to the instructions page similar to the screenshot below. Please

take time to read the instructions.

Continue §
V. Click on the when ready.

VI. Select the SSR that the report should be associated with.

VII. Fill out the forms for each step and click “Save & Continue” or “Continue” to
move to the next step of the process. (Note, Click on the context sensitive

7
Dhelp button beside the fields for more information)
VIIlI. On step 4, click the Submit button to send the report.

IX. You may now return to view existing reports (Section 9.1, p. 18) to view the

status of the report you just entered.

File SDB Report
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10. Batch Upload

(For advanced users only)

The batch upload capability allows you to upload multiple reports (ISR / SSR) in one
template.

l. First download the type of report template you wish to use for batch upload.
1. Modify the template in Microsoft Excel to include all contracts (ISR) or agencies

(SSR) you wish to file for.
1. Save the excel spreadsheet in a CSV or Tab Delimited file, using the Save As

feature in Excel.

V. Place the file on a drive where you can access it later.

V. Enter the Batch Upload Section.

VI. Choose the Report Type (ISR / SSR)

VII. Choose the Delimiter

VIIl. Click on Browse, and chose the file that you saved in Step Ill.

IX. The file will begin uploading, and will display the result of your upload on screen.
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