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Electronic Subcontracting

Reporting System (ESRS)
Agency Coordinator Guide 1.2

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/government/

Il. Login to ESRS by typing your e-mail address and password.
I11. Click “Go”

Government Users Login Screen

4} eSRS Test - Microsoft Internet Explorer o ] 4|
J File Edit ‘Yiew Favarites Tools  Help ‘ -.',’
J@Back - &3 - [¢] 2] ,;‘Jl,':J Search ¢ Favorites 471 | H-a - E 2 3 H & -
7
/ Thursday, Septermber &, 2005 | 11:52 am ;I
= Integrated Acquisition Environment db licit
- e S RS Electronic Subcontracting Reporting System W powered By sympkity
F o &, FOR GOVERNMENT
Welcome Government Users
feSRS Sign-In YRegister YForgot my password '\
Email Address: I
Password: I
[T Keep me logaed in on this computer
Mot 3 government user? Click here.
<
111,
=l
|&] Dare E|a Inkermet 4

1.2 New Users
I. Point your browser to https://www.esrs.gov/government/
I1. Click on the “Register” tab.
I1l. Select your Agency.
IV. Complete the forms, clicking continue after you have completed each section.
V. At the last step, please review the information, and when ready click “Submit
Registration”
VI. You will receive an e-mail after submitting. Please follow the directions in the e-
mail that you receive.
VII. After confirming your account, you will see an “Account Confirmation Successful”
message. You must now wait for approval.
VIIl. Once you are approved, you will be sent another e-mail.
IX. You may now login to the system by following “Section 1.1, p. 3” of this manual.
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2. Home

I. Login to ESRS.

I1. You will be directed to your ESRS homepage. (Depending upon your account,
your homepage and navigation menu may appear differently)

I11. On the left hand side of the screen, the navigation menu is shown. This menu is
available throughout all pages on the system.

IV. “Pending Actions” will display all items in the system that your account has
access to with the status “pending”.

V. Announcements are created by administrators. For more information on how to
create announcements, please review “Section 3” of this manual.

VI. Finally, when you are done using the system, please click on the “Logout” link on
the top of every page.

Government Users Login Screen
3 eSRS Test - Microsoft Internet Explorer

N

—_— 1
ff’ Manday, 2:23 prn ;I
in Environment User: esrsgoy VI. Logout
racting Reporting System I|/ y symplicity

9 [=1 3
J File Edit ‘ew Favorites Tools Help | .'f'l
JOBack - J - |ﬂ @ }J | /':" Search 3',‘?_'Fav0rites €4| (Z~ ea - - B ﬂ ‘% 3 |J @ &

- @SR e

. @i Home ~ eSRS Tey| back
v Reports FE—
: @ 1ndividual
E Surmmary Pending Actions e5RS Statistics
A reporting 0 Individual Report(sh Pending Accepted Individual Subcontract Reports o
& My Account 0 Summary Report(s) Pending Accepted Summary Subcontract Reports o
_/ \_ Announcements
Welcome to eSRS Mar 0z, 2005 3:15 pm
Welcome to eSRS! The future of Electronic
1. Subcontracting Reporting.
Z —\
El
] pone V. l_ l_ E|° Internet 4
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3. Reports

3.1 Individual

V.

VI.

Click on “Reports” and then “Individual” on the left hand navigation menu.
You will see a screen similar to the Individual Reports Screenshot below.

Click on the @ View Icon beside any report to see more information regarding the
filed report.

You may sort the list of reports based on column. This is accomplished by clicking
on the text next to any down arrow ( r ) 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.

You may also view only specific types of reports using the search fields above the list
or by clicking on the tabs near the top of the screen.

Notice, this screen will only show twenty reports at a time. To view more, simply
click on the “Next =" or “< Previous” links to traverse through the list.

Individual Reports Screenshot

/3 https://esrs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer =]
J File Edit Yiew Favorites Tools Help | ':."
J (:)Back L |_1 Iﬁ . | - search - Favorites ) | L= - - [ & & 3 |J @ -

T

4%}

&, FOR GOVERNMENT

‘;‘»,, Integrated Acquisition Environment
e Electronic Subcontracting Reporting System

Thursday, September 2, 2005 | 3:33 prn
User: s @symplicity .com ¥ Logout

m powered by symplicity

@l Home Individual Subcontracting Reports back
v (3l Reports _‘/ All Individual Reports YAccepted Individual Reports \/Pending Individual Reports \/Advanced Search \ help
@ 1ndividual
Bsummary || S 3
& Reporting Report ,l contract number
& My Account Type and duns V.
'
Items 1-20 of 52 < Previous | Jurmp |1 7] | Next =
Contract Numbery Contractor v Status v Type v |Report Period v Report Yearvy
: ALCC - September 7,
Q_I 00000199411B0LAHO09400005 | 500 Software 2005 10:37 pm regular | Sept 30 2005
g . ACC - August 24,
HUUU112210-DACUIRIRWHNL a4 | Mitretex -ystems
Q_J 00001199102DAC0O191RW 00134 | Mitretelk Systermns 5005 11:57 am regular |Mar 31 2005
QI 00001199405BAC0191RWO0134 | 800 Software RE] regular | Sept 30 2005
e ALLIED INTERMATIOMNAL
N\ Q_I 0000119960904 CO196RWO0312 CREDIT CORF DRT regular 2005
a ALLIED INTERMATIOMNAL
111. Gl |000011996090AC0196R WIS TR regular |Sept 30 2004
QI 0000319991 2DACO3005F215868 | sf294 DRT regular 2005 LI
|&] Done N Y

Copyright © 2005 Page 5 of 15



msymplicity
ESRS User Guide 1.2

3.2 Summary

I. Click on “Reports” and then “Summary” on the left hand navigation menu.

Il. You will see a screen similar to the Summary Reports Screenshot below.

I11. Click on the S View Icon beside any report to see more information regarding the
filed report.

IV. You may sort the list of reports based on column. 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.

V. You may also view only specific types of reports using the search fields above the list
or by clicking on the tabs near the top of the screen.

V1. Notice, this screen will only show twenty reports at a time. To view more, simply
click on the “Next =" or “< Previous” links to traverse through the list.

Individual Reports Screenshot

/3 https://esrs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer =]
J File Edit Yiew Favorites Tools Help | .:‘l
J aBack =) - |_1 Iﬁ N | - Search < Favorites ) | - Em - - [ Q & 3 |J @ o

Thursday, Septernber 5, 2005 | 3:43 pr =
User: dagostin@symplicity.com ¥ Logout

Integrated Acquisition Environment
Electronic Subcontracting Reporting System ' powered by symplicity

F o &, FOR GOVERNMENT

i Home - Summary back
=
: Summary Reports Accepted Surnmary Reports Pending Surnmary Reports Advanced Searc
| - Reports : _‘(r - o 3 T 3 3 h
@ 1ndividual
B summary | | Status I j Keywordsl
1V.
Apply Search
& My Account pply
| | tems 1-20 of 53 < PreviousN. /ﬁpil 'i | Mext = (| _|
Contractor v Status Agency Report Period v |Report Yearvy
[=]] I8} 2005
Q|4 SURE.COM INC DRT aE?’EEDF;""L SERVICES ADMINISTRATION |0 4 - gepran  |2003
111. @l |4 SURE.COM INC REJ aE?'\éEDFi""L SERVICES ADMINISTRATION | o0 3 _gepr3g | zood
=
(5] [T [ |2 4 mernet 4
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3.3 Accept / Reject

The processes to accept or reject individual and summary reports are the same. To accept
or reject, simply go to the section (Individual or Summary) that the report is filed. Click on
the “Pending” tab near the top of the screen, and find the report that you would like to
accept or reject.

I. Click on the @ View Icon beside the report.

Il. Select Accept Report or Reject Report from the drop down box (See Accept/Reject
Screenshot below).

I11. If you accepted the report, you may return to the report list by clicking on the “Back
to Reports List” button.

IV. If you clicked “Reject Report” you will be redirected to a page with a form. Please fill
this form out with information why the report was rejected. After completing the
form, click “Submit” to finalize the rejection.

Accept/Reject Screenshot

2 https:/ /esrs-test.symplicity.com - eSRS Test - Microsoft Internet Explarer -2 x|
| Ble Edt Vew Favortes Tooks Help | =
| @k - & - A B [0 search LoFavertes @ [0 o l- D E & 3 [E=8
Thursday, Septernber 2, 2005 | 2152 pm -
Integrated Acquisition Environment User: dagastin@symplicity.com ¥ Logout
- e Electronic Subcontracting Reporting System m powered by symplicity
"4, FOR GOVERNMENT )
%H”‘“ GS23F0165N: PRICEWATERHOUSECOOPERS L.L.P. individual roparS
+ (5] Reports individual reports [is
B tndividual -/ "core Y Rejection Motes Y Subcontractor Reports { Event Log | Dhels _
& summary ‘ Back To Reports List || View Printable Report ‘ |acceptReject /| =l
0 Reparting [ = L I
& My Account SUBCONTRACTING REPORT FOR INDIVIDUAL CONTRACTS ] ]
= 1. Corporation, Company or Subdivision Covered:
a. Vendor Name:
PRICEWATERHOUSECOOPERS LLP
b. vendor Physical Address:
Street Address: o
1301 K ST MW STE 200W
City:
WASHINGTON
State:
District of Columbia
Zip+4:
200053317
c. Yendor Mailing Address:
Street Address:
1301 K ST MW STE B00W
City:
WASHINGTON
State:
District of Columbia
Zip+4:
200053333
Country:
United States
2. Date Submitted:
March 15, 2003
3. Agency Awarding Contract:
FEDERAL SUPPLY SERVICE (4730)
4. Contracting Office Agency ID:
4730
e . K]
|&] Done R E
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4. Agencies (Organizations)

4.1 Review / View Existing

Click on “Agencies” on the left hand navigation menu.

Click on “Organizations” on the left hand menu.

You will see a screen similar to the “Agencies / Organizations Screenshot” below.
Click on the S View Icon beside any contractor to see more information pertaining
to that specific contractor.

Notice that any child organization will appear below the parent organization and will
also have a " to the left of the name.

Agencies / Organizations Screenshot

—ioix]
J File Edit Wiew Favorites Tools  Help | ':!'
J@Back 0 - ¥ (2] w | S search < Favorites 2 | - M-8 2 3 J@ -
JAgdress I@ https:{fesrs-test.symplicicy, com/findex?s=agencies ﬂ Go

P Integrated Acquisition Environment /
= e Electronic Subcontracting Reporting System f'l

F 4, FOR GOVERNMENT

Friday, September 16, 2005 | 10:31 am d
User: esrsgovuser@symplicity.com i Logout

m powerad by symplicity

[

@ Home Agencies back
v (I Reports _/Agencies Yndvanced Search \ help
@ tndividual
E summary rgency Cyes o Keywords
Agencies Status lm
11. # Crganizations
B reporting
& My Account ftems I{_l o7 i = Previous | Jump |1 T | Next >

N\

Name

Options

v QA&

FARM SERMICE AGEMCY

< Previous | Jump |1 7| | Next =

Items|/1 of 1

NE

l_ l_ l_ l_ ré_ |° Internet
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4.2 Contacts

1.
V.
V.

VI.

VII.

VIII.

Click on “Agencies” on the left hand navigation menu.

Click on “Organizations” under Agencies.

Click on the # Contacts button next to the agency.

The Contacts for this agency will appear.

You can set a contact as the primary contact by clicking on the “Set Primary” button.

You may also edit a contact by clicking on the Edit Icon 4 beside the contact you
wish to edit.

Finally, to send an e-mail to the contacts, put a checkmark beside the contacts you
wish to e-mail. Use the “Batch Options” drop down to send an e-mail.

For more information, please read Section 7, Contacts.
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4.3 Add New Child Agency

I. Click on “Agencies” on the left hand navigation menu.
I1. Click on “Organizations” under Agencies.

I11. Click on the X Add New Child button next to the parent agency.

IV. You should now see a screen similar to the “Add Child Agency Screenshot” below.
V. Populate the fields.

VI. Click “Submit” when you are finished.

Add Child Agency Screenshot

7} https:/ /esrs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer == x|
| Ele Edt vew Favorkes Tooks el | ™
| QBack - @ ~ [} &) (b Psearch oFavartes &0 Ll E & 3 H@ >
f Friday, September 18, 2005 | 10:33 am |
: Intagrated Acquisiti nment { User: dagostin@symplicity.com  Logout
e Electronic Subcontracting Reporting System | ' powered by symplicity
-~ "4, FOR GOVERNMENT )
'ﬁ_ Harne [New Agency] back
4 announcerments anensies list
3)hel
(5] Reports Core | \Drew
@ Individual [[submit ][ save |[ cancel || cance! edits | [ pelete |
E summary "
3o Agency Information indicates a required field
+ i} Agencies
Parent Agency: |.../AGRICULTURAL RESEARCH SERVICE (12H2) v |
il organizations
& Contacts NamE*=|
Contrgy Shortname: |
B reporting
» 9 Tools EI]‘15"=|
& My Account
A Add H
.......................................... gency AGATESE Street address:
City:
State:
Zip+4:
Country:
status: [active |+
[[submit | [ save | [ cancel || cancel Edits | [ pelete |
&t EEREE T
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5. Reporting

5.1 Build New Reports

I. Create New Report by clicking on REPORTING on the left navigation menu.
I1. Click on Add New

Add New Report

3 https://esrs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer = Ellil
J File Edit View Favorites Tools Help | 1',':
J QBack ~ ) - (¢ 2] @ | - search -7 Favorites €“| - -0 E 23 |J -
Thursday, Septemnber 8, 2005 | 5:45 pm ;I
s Integrated Acquisition Environment User: dagostin@symplicity.com ¥ Logout
e Electronic Subcontracting Reporting System m powered by symplicity
OR GOVERNMENT
: Reporting back
[ Saved Reports | (Dhelp
Classl j | Keywords
D Reparting Searches label and description.
Items 1-1 of 1 = Previous | Jurnp | 1 7] | Next =
Options Class v Label v Description Agency Reporting v Last Modified |Last Run
Q‘ B @8 Individual [f294] ADMINISTRATIVE OFFICE OF THE Jul 13, 2005 Jul 13, z00S
Subcontract Report |David D U.5. COURTS {1027) 10:31 am 10:31 am
Add New | Ttems 1-1 of 1 = Previous | Jump | 1 7| | Mext =
. =
|&] pone E 8 Internet 4

I1l1. Select the basis for your report.
IV. Click Continue
V. Before building the report, checkmark the Save As box and input a Name and
Description for the Report.
VI. When updating an existing report, save the report under a different name by check-
marking Copy to New Report.
VIl. Select the fields to be included in the report by check-marking specific fields.
VIIlI. Narrow the focus of the report by clicking on a Filter link under a particular field.
IX. Once fields and filters have been assigned, view the report by clicking Submit at the
bottom of the page. NOTE: Save & return will save change to report builder, but will
not run report in order to view it.
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Build a New Report

esrs-test.sympl

.com - eSRS Test - Microsoft Internet Explorer

J File Edit “iew Favorites Tools Help

(=4
@

J@Back DS EARNE | - Seatch - Favorites 42 | - M- E &2 3

R

Reports
@ 1ndividual
@ Surmrmary
B reporting
& Wy Account

Thursday, Septernber 8, 2005 | 5:47 prm =l
User: dagostin@symplicity .com i Logout

m powerad by symplicity

VI.

L5

back
reporting list
Previous Versions } Settings \ Dheip
orts will pull from accepted Individual Subcontracting Reports from your agency and below. If yvou would like to filter
specific agency/agencies, scroll down to the Contract Related class and choose from the agencies in the select list, If
V. only want reports from the exact agencies you selected, check the "Limit filter to select values" checkbox; otherwise,
rts will pull from the agencies selected and their lower-tiers. To limit the results to a specific reporting period, use the
ing Period From Inception Of Contract Thru:" filters.
W save as: I[f294] David D
Description: I
[~ Copy to new report
Step 2: Please select the fields and filters you wish to have included inyour report.
¥ Base Class: Individual Subcontract Report Court [V

[v Contract

| Report Submitted A3
filter b
[ wendar Name

| “endor Physical Address

Il “endor Maiing Address

[ Date Submitted

I Agency Avwarding Contract

r Contracting Office Agency ID
Il Cortracting Office Agency Mame

) VIIL., VIII.
[~ Region Cads

Il Cortracting Office ID
| Contracting Cffice Mame

[~ Funding &gency D
| Funding &gency Mame
[ Funding Office I0

@ Done

~|
R
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5.2 View Generated Report

I. Click on the @ View Icon beside an existing report.
Il. Show the report in a separate browser by clicking on the Open in New Window
button at the top.
I1l1. Transfer the report into an Excel Workbook by clicking the Save as Excel button.
IV. Re-configure the report by clicking on Change Settings button at the top.
V. Go back to the report list by clicking the Return to Report List button.

Review Generated Report

https:/ /esrs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer 10l x|
J Fle Edit Wiew Favorites Tools Help | -#
J QBack ~ €3~ [¢] 2] @ | - Search <7 Favorites 4% | - M-8 2 3 “ -
/ Friday, Septernber 9, 2005 | 9:59 am 5
ed Acquisition Er ! User: dagostin@symplicity.com i Logout
: Electronic Subcontracting Reporting System & powered by symplicity
F o ‘&, FOR GOVERNMENT
1V.
@l Home Reporting » bal'di
= Reparts reporung Nst
. 7 - - ~
B Individual J/Rewew YPrewous Versions YSettmgs \ Dhelp ~_ _—
Regen Report Open In New Window Save As Excel Change Settings Return To Report List
Surnmary
B Rreporting { IndiM\ Individual = N\
& My Account Individual Subco ! gubconl 111. Brt Subcontract Report: ]
Contract T Yendor Agency Awarding A V.
. Contract
APPLIED R EMERGY, DEPARTMEMT OF El PARTRWEMNT
000262001 09DAC2E01MTY ASSOCIAT (3300) ol
EMERGY DEPARTMEMT OF EMERGY, DEPARTMEMNT
000262001 09DAC2E01MNT41 157 Test SubSub (3300) OF (5900)

Unique Individual Subcontract
Reports: 2

B

|&] bone ,_,_,_,_E" Internet
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5.3 View Existing Reports

I. View Existing Report by clicking on REPORTING on the left navigation menu.
Il. View Saved Queries/Report on the list.

1. View E«, Edit ?, Re-run , View Previous Results & by clicking on respective
icons.

View Existing Reports

7} https:/ fesrs-test.symplicity.com - eSRS Test - Microsoft Internet Explorer =10l x|
J Fle Edit Wiew Favorites Tools Help | '#:
J € Back - €3 - [¥] [2] o | - Search =7 Favorites 42 | - l-UE 2 3 “ -

/ Friday, September 9, 2005 | 10:15 am ;I

User: dagostin@symplicity.com i Logout

3 - Integrated Acquisition Environment
e Electronic Subcontracting Reporting S5ystem |

A, FOR GOVERNMENT |

m powered by symplicity

(] Home Reporting back
-
- (I Reports [ Saved Reports ‘| Dhelp
@ 1ndividual
B summary ‘Elassl j ‘ Keywords
D Reparting Searches label and description.
& My Account | Apply Search || clear |
Items 1-1 of 1 = Previous | Jump |1 7] | Next =
1. i —_ . Last Last
Options Class ¥ Label ¥ |Description | Agency Reporting v Modified |Run
- Jul 13,
. ) Indiwidual [fz54] ADMIMISTRATIVE OFFICE [Jul 13, 2005
ql & #1 | subcontract David D OF THE U.S, COURTS 005 Toie
Report avi {1027) 10:31 am :
- —~. am
[ 1., 1. fms 1-1 of 1 < Previous | Jump | 1 7] | Next =

| B

@ Dione ,_,_,_,_E" Internet
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6. My Account

6.1 General Information

My Account enables users to change their personal information (Name, Title, Phone, Fax, E-
mail) and passwords.

I. Under Tools, Click on My Account.
I1. Change the fields that you wish to edit.
I11. Click on “Save”.

6.1 Change Password
I. Under Tools, Click on My Account.
I1. Click on the password tab.
I1l. Enter your new password.
IV. Click on “Save”.

Password Change Screen

7} eSRS Test - Microsoft Internet Explorer i [ S
J File Edit Yiew Favorites Tools Help | ':‘l
J@Back LS BB RE N | ) Search <7 Favorites 441 | A-a M-8 & 3 |J & -
.’il Friday, Septernber 16, 2005 | 10:57 am d
- - 5 Integrated Acquisition Environment .’ User: esrsgovuser@symplicity.com i Logout
. e Electronic Subcontracting Reporting System ff & powered by symplicity
-~ &, FOR GOVERNMENT | Y .
] @ Home My Account back
» (J Reports f' General Information } Password \ Dhelp
- » ¥l Agencies ;
! 3 Reporting
& My Account My PaSS‘NOI’d * indicates a required field
Enter New Password: I
Yerify Password: I
<
@ Done ’_’_ E # Internet 4
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