msymplicity

Electronic Subcontracting
Reporting System (ESRS)

Designated Government User Guide 2.0

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/
II. Login to ESRS by typing your e-mail address and password.
ITI. Click “"Go”

Government Users Login Screen

Sunday, February 1, 2009 | 2:12 pm
Integrated Acquisition Environment
Electronic Subcontracting Reporting System

*E.cov T,‘Ej-\r.ggv, l

Welcome Government Users
f eSRS Sign-In Y Register \/Furgut my password \

Email Address: [ ‘3 Registration instructions for
=

Government Users

Password:
H Guides for eSRS Government Users:

[Fl keep me logaed in on this computer =" eSRS Agency Coordinator Guide
III S £5RS CO Guide

[so][(Reset ] £SRS POC Guide

2SRS DGU Guide
€SRS Training Powerpoint

Not a government user? Click here.

1.2 New Users
I. Point your browser to https://www.esrs.gov/government/
II. Click on the “Register” tab.
ITII. 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.
VIII. 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.

New Government Users Registration Screen

f’ Sunday. February 1, 2009 | 2:21 pm

‘Ecov t,"h;bgg !

eqr cquisition Environment
\// e ubcontracting Reporting System
-~ &, FOR GOVERNMENT |

Welcome Government Users

[ =5RS sign-In Y Regi X Forgot my password |
Instructions Government User Registration Wizard " indicates a required field | progragg
. .

Agency Agency*: Agency:

‘ 5 Empty
Select your agency from the
drop-down list. Agencies are Your Full Name:
organized hierarchically. Empty

Your Suffix:

How-To: Empty

1. Click on the Agency select The Title of Your Position:

list. Empty
Agency*: Your Email Address:
b Empty

Supervisor Name:
Empty

Copyright © 2009 Page 3 of 21



msymplicity

ESRS DGU Guide 2.0

2. Home
I. Login to ESRS.
II. You will be directed to your ESRS homepage. (Depending upon your account,
your homepage and navigation menu may appear differently)
III. 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. Finally, when you are done using the system, please click on the “Logout” link on

& My Account

the top of every page.

N
— 1
Sund 23 pm
/ User] V. | Logout
‘ting System | B pow

MNote: Some pending Summary and Year-End Reports may not
require action on your part, but should be reviewed for accuracy.

aHome
'[ﬂRepuﬁs
@ 1ndividual ;
B summary | Pending Actions e5SRS Statistics
(& vesr-end S8 0 New Agency Contact Registrations Agencies 31
[ soB Participation o 3
: 11 Individual Report(s) Pending Agency Contacts 133
~ §i} Agencies i
i) Orgznizations 12 Summary Report(s) Pending Accepted ISRs 436
Contacts | 3 2 i Accepted S5R 527
+ 17 Year-End Report(s) Pending ey 2 = 327
D Conises .. . - . Accepted Year-Ends 52
O reporting 4 SDB Participation Report(s) Pendin
Accepted SDBEs 2

III.
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3.

Reports

Note: The DGU account type will only have the ability to view reports. If action
needs to be taken on a report, contact the eSRS Agency Coordinator or Point of
Contact.

3.1 Individual

I1I.

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

filed report.

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

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.
VI. 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.

VII. You may also select Prime or Sub reports.
Individual Reports Screenshot
| Individusl Subcontracting Reports sk
| 'lmllmwidnalmporis_\r-'-::::!::': vidn! R::c—.=-‘|/ Panding Indhvidus! -'\::c—_:-‘r;:.:':::E::':--‘II el

¥ SRarch Fiters

Status % Days Since Last Actlon [>=) &

A=part HoEywards

Typ= - I CO_'\'._'_OC': '\J"_ 3&'_ CJ_'\:. WEndaT

=M Drime Reports ot i olee =l IV,

Ttems 1-20 of 288 cPreious |Jump 1w pEmte

Contract Numb=r Contractor v Agency IDY | Pime/Subv | Statusy Typey Perodv Yearr OfMceIDTY SubBy v Date Submitted v ‘Dptions

R] CORPORATION 12 Prima RPN reguiar | Mar 31 2005 d3151 ‘. . ’ - Dec 20, 2005 10:05am
'»‘;l CORPORATION 1220 Prima ACC - Decamber 21, 2005 12:08pm  reguiar |Sapt 30 2008 Q3151 . " Dac 20, 2006 13:10am
;{J i CORPORATION 1220 Prima ACC - Novembear 27, 2007 5:17 pm reguiar | Sept 30 00 d3151 e Oct 25, 2007 11:23am
Rl Ha R DNC na Primz RE] final Sam3 2005 k=) - Jan 25, 2006 4:10 pm
‘RJ CONSTRUCTION CO INC 1280 Primz ACC - Jury 3, 2007 10:21 am final Mar 31 200 a2 L3 . Apr 24, 2007 2:28 pm

3.1.1 Agency Contract Transfers

I. Agencies have the ability to transfer a contract from one agency/office to another
agencyy/office in FPDS-NG.

II. When a contract is transferred to a new agency/office in FPDS-NG, ALL reports in the
eSRS that were created PRIOR to the transfer, regardless of status (Draft, Pending,
Accepted, Rejected, Reopened), will remain associated to the former agency/office

(the contract agency/office at the time of report creation).

III. When a contract is transferred in FPDS-NG, the former agency/office will NOT have

access to any new reports created in the eSRS AFTER the transfer took place.
IV. When a contract is transferred in FPDS-NG, the new agency/office on the contract

will have read-only access to the most recent report submitted in eSRS prior to the
transfer (i.e., submitted to the former contract agency/office), regardless of status.

3.1.2 Contract PIID Changes

I. Agencies have the ability to modify PIID/Contract numbers in FPDS-NG.

Copyright © 2009
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II. The eSRS will receive modified PIID/Contract numbers from FPDS-NG via the nightly
web service call.

III. The eSRS will perform a silent, nightly update of all existing reports, regardless of
status, with the modified PIID/Contract number. This process will overwrite the
original PIID/Contract number on the report.

IV. When a PIID/Contract number is modified, the eSRS will display a new field from
FPDS-NG labeled “Other Award (or IDV) ID” which will identify the original
PIID/Contract number for reference.

V. The original PIID/Contract number will no longer be searchable in the eSRS.

3.2 Summary

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

III. Click on the & 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.

VI. 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.

VII. Choose the Search Criteria to limit the results.

Summary Reports Screenshot

7

B

S Integrated Acquisition Environment ¥

e Electronic Subcontracting Reporting System fl
&, FOR GOVERNMENT |

[ Home ummary

(3 Reports f:J' Summary Reports (Accepted Summary Reports ‘(Penﬁing Summary Reparts ‘(S\dvanced Search l\ Yhelp
@ 1ndividual ! -
| * Search Filters
B summary 1 S ; L
Status Plan Type ) Individual (=) Commercial =) Dol CSP
@ vear-End SDB " ; ¥ E E
e Days Since eywords
B SDB Participation ek = s=arches duns, vendeor
: H (=9 = TEREET
« #il Agencies ==l 1V. e
#l Organizations
& Contacts :
B contracts i| Items 1-20 of 650 < Previous | Jump 1 » | Next>
3 Reporting | |contractory Status v | Approving Agency v |Report Period v | Report Yearv Submitted By v Options
My A t 1 "
& My Accoun alm ASSOCIATES oo rlcnzc;[:‘AND NUTRITION SERVICE |y coiag S
.............................................. [ )
ASSOCIATES |ACC- March 16, |FOOD AND NUTRITION SERVICE |
] - . s PDF
Ve 2006 1:55 pm (12F2) Ocel gt 20 (2002 |[seeeror ]
III ASSOCIATES |ACC- August 15, |FOOD AND NUTRITION SERVICE
| = - Save PDF
" W ne 2007 8:28 am [12F2) o nsE gl g S _
—| / Al ASSOCIATES |ACC- December  |FOOD AND NUTRITION SERVICE
| 2 - - PDF
D ne 12,2007 1:23 pm |(12F2) OcrSiSept30 2002 e
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3.3 Year-End SDB

I. Click on “Reports” and then “Year-End SDB” on the left hand navigation menu.

II. You will see a screen similar to the Year-End SDB Reports Screenshot below.

III. Click on the @ 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.

VI. 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.

VII. Choose the Filter Criteria to limit the list of results.

Year-End SDB Reports Screenshot

EIESRS TEST - Mozilla Firefox =10l

File Edit Wiew Go EBookmarks Tools Help  delicio.us

ez ©e |Gl

Monday, April 10, 2006 | 9:32 am
User: contract4@symplicity.com | Logout

m powered by symplicity *

QEI T E> - @ @ TAG) IIJ https: | fem————rm

E - Integrated Acquisition Environment !
e Electronic Subcontracting Reporting System ||'I

» &, FOR GOVERNMENT | E-Gov
SIS rear-End SDB back
* [l Reports 3 .
@ individual f\"ear—End Reports Yﬂccepted Reports YPendlng Reports Yndvanced Search \ help
g iumn;a:rSDB Status I - Keywords |
2ar-en searches duns,
Frsiimatt Days I -I vendaor name
Since Last and subrnitter
Action e ail
== Iv.
Bpply Search
b [E Contracts
E :ep:r‘tlng . Items 1-1 of 1 = Previn\u\ (; 'i | Mext =
¥ Accoun [\
Contractor v | Status Related SSR Approving Agency Date Submitted |Submitted By v
III. Q_i e Oct1 - Sept 30, 2006 |(BOARD OF CONTRACT APPEALS |Feb 20, 2006 bfranks@symplicity.corm
/ Items 1-1 of 1 < Previous | Jump I 1 'I | Mext =
Ttafics = For Reviews Only =Pending | REY¥ =Revized | ACC = Accepted | REJ = Rejected |
Help Dresk Privacy Policy
Dane esrs-test,symplicity. com (=4 v
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3.4 SDB Participation

I. Click on “Reports” and then “SDB Participation” on the left hand navigation menu.
Note: The SDB Participation Report is an optional report.

II. You will see a screen similar to the Year-End SDB Reports Screenshot below.

III. Click on the Q 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.

VI. 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.

SDB Participation Re |
2 BSRS B s vting system |

-~ &, FOR GOVERNMENT

Sunday Fsbruary 1, 2009 | 2:52 pm
Uz=r: ®

4 Home
v Reports
@ Individual
5] Summa E
a 0 +| Status
@ vear-End SDB
:| Days Since
® =08 Participation | s >
« #il Agencies i ’F\Cti‘°"
g ==
#l Organizations 5
& Contacts
12 contracts Items 1-6 of 6 < B fip 1 » | Next>
B Regorting £ g = . § fre S — e
A v Contract Number v Contractorv Status v | ISR Office ID v Submitted By v Options
'y Accoun T
= = @A\ INCORPORATED 3347 . Save PDF
[ I SOLUTION ACC - November 6, [ [
‘13. = COMPANY 2007 10:44 am | COMPANY, INC., THE ok
L ENTERPRISES 03RE ;.com:
g\ @ ENTERPRISES |- 03RS swnioms com| [ Seve POF |
III. QA ENTERPRISES |- 03RE com| [ SaveroF |
SOLUTIONS ACC - October 23,
r | - Save PDF
/|9 COMPANY 2008 5:13 pm | COMPANY, INC., THE 5347 " e
Items 1-6 of 6 = Previous | Jump 1 « | Next>
= Pending| REV = Revised | ACC=Accepted  REJ = Rejected | RpN:Reopened@
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3.5 Accept / Reject (No Administering Agency Designated on Report)

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 9 View Icon beside the report. Note, you may only accept/reject
Pending or Revised Reports.

II. Select Accept Report or Reject Report from the “Report Actions” drop down box on
the right sidebar.

ITII. 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.

V. You may also use the buttons along the top to view a print preview, save as PDF, or
return to the reports list.

Accept/Reject Screenshot

Summary

J‘/ Core ‘{thes YE';ent Log k\ heip V- ,\
| Return To List || View Printable Report || Save PB\\ /

N
SUMMARY SUBCONTRACT REPORT

1. Type of Plan:
individual

i
c
=]

Accept Report
Reject Report |

Report Submitted ()

2. DUNS #:

3. Corporation, Company or Subdivision Covered:

3.6 Accept / Reject (Administering Agency Designated on Report)
This section will outline the process for managing Individual reports on which the contractor
designated an Administering Agency other than the Contracting Office on the contract.

The first step is to go to the Individual Reports section. Click on the “Pending” tab near the
top of the screen, and find the report that you would like to manage. If a report has an
Administering Agency selected, a note will display at the top of the report advising of the
status.

él'/Cure L"{’thes YSubccntractcr Reports \{’E'.-ent Log kk 2 help

‘!\) Note: This report was targeted to an administering agency/office other than the contracting office on the contract. You must first
check this report out by selecting the "Check Out Report” action from the "Report Actions" dropdown on the right.

Once an ISR is checked out, only your agency will be able to approve/reject the report. You will have the option to release the
report rights so the other agency can approve/reject if necessary.

NOTE: In order to Accept/Reject a report that has an Administering Agency, the “"Check
Out” function must be available. If the “"Check Out Report” action is not available, you will
need to request that the report be released by the agency who currently has the report
checked out.

Copyright © 2009 Page 9 of 21
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3.6.1 Accept/Reject

I. Click on the R View Icon beside the desired report.

II. Select "Check Out Report” from the “Report Actions” drop down box on the right
(see Report Actions screenshot below) and click the “"Go” button. Note: If you
check out the report, only your agency/office will have accept/reject rights for the
report. If you check out the report, the action will be tracked in the right hand
“Action History” sidebar for both involved agencies to view.

Report Actions

I~

Note: If you are registered at a level above both the Contracting Office on the
contract AND the designated Administering Agency in the report, you will be required
to select the Agency/Office for which you are checking out the report. Example: The
Contracting Office on the report is AFRL and the report is submitted to AFMC as the
Administering Agency. If the person reviewing (checking out) the report is registered
at the parent agency level Air Force (level above sub agency), you must select the
agency you are representing at the time of check out (AFMC or AFRL).

Choose Agency [x]

_!3 Your account has visibility,/rights into both the agency on

’ contract and the other adminstering agency selected for this ISR
report. Flease select the agency/office for which you are
checking out this report.

[ submit ” cancel ]

ChDDSE AQEHCY For ChECkDUt * indicates a required field

Agency*: () AIR FORCE RESEARCH LABORATORY (AFRL) - GS03
() AFMC (AFMC) - FAB104

submit ” cancel

ITII. If you have the report checked out, you will be able to select “"Accept Report” or
“Reject Report” from the “Report Actions” drop down box on the right by clicking
on the appropriate action. A notification box will appear to allow you to enter a
note for the report that will be viewable by all parties reviewing the report. Note:
If you “"Reject” a report you are required to provide a notification as to why.

Report Actions

i~

Accept Report
Reject Report

Release Report
Moxr M2 NG A-Ma
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IV. Click “Submit” to finalize the action.

V. You may view a printable report or, save as PDF, or return to the reports list by
selecting the appropriate button at the top of the core report page.

VI. If you accept or reject the report, the action will be tracked in the right hand “Action
History” sidebar for both involved agencies to view

3.6.2 Request to Release Report

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

II. At any given time, the Contracting Office and Administering Agency users can view
which agency currently has the report checked out, and therefore are able to
manage the report. There is a "Report Rights” box visible on the right sidebar for
all reports that have an administering agency designated by the contractor on the
report.

a. A red “x” will display next to the agency that does NOT have the report
checked out.

b. A green check mark will display next to the agency that currently has
the report checked out.

Report Rights [=]
AlR FORCE

Contracting Office RESEARCH

Agency L&BORATORY  [*

(AFRL) - GS03

AFMC (AFMC) -
FAZ104 -

Admin Agency

III. If the report is already checked out by the other agency involved, you may request
access by clicking on the link “click here to send email” located at the top of the
report within the "Note"”.

J/ Core "(I‘-lc:tes YSubccntractcr Reports YE';ent Log \_ ihelp

B Mote: This report was targeted to an administering agency/office other than the contracting office on the contract. Currently, AFMC (AFMC) - Contracting Office:
FA8104 has checked out this report and has approval/rejection rights.

If you would like to send an email message to the government user that checked out the report, requesting access to approve/reject, click here to send email

After clicking on the “click here to send email” link, your email client will generate a

new email message with the “"To” and “Subject” fields pre-populated. The email will be

sent to the agency user who currently has the report checked out with the subject

“Request Access to ISR Report.”

IV. You may also request access to a report by clicking on the "request access" button
found in the "Report Rights" box.

Report Rights [a]
AlR FORCE

Contracting Office RESEARCH

Agency LABORATORY N
(AFAL) - GS03

) CCE (CCE) -
e ol WITWAW *
request access
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3.6.3 Release a Report
. Click on the View Icon beside the desired report.

II. Select "Release Report” from the “Report Actions” drop down box on the right
(see Report Actions screenshot below). Note: If you release the report, you will
no longer have accept/reject rights for the report.

III. If you release the report, the action will be tracked in the right hand “Action
History” sidebar for both involved agencies to view.

Report Actions

i~

Accept Report
Reject Report

Release Report
Mo N2 2NING A-NAR
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4. Reporting

4.1 Build New Reports

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

III. You will be taken to a screen similar to the one below.

Add New Report

/ ESRS TEST - Windows Internet Explorer N = ||:||5|
% - |§, https: | esrs-test. symplicity .comfindex?_mode=_Form@,_tab=settings&id=2999&addnew=1 ﬂ % m s IGoogIe lg!]
File Edit Wiew Favortes Toolks  Help | Links **
3
qF  @EsRs TEST 5 - B - =0 - [Page - (G Tools ~
;
- Monday, April 10, 2006 | 10:05 am ;I
> Integrated Acquisition Environment ! User: contract4@symplicity.com | Logout
g e Electronic Subcontracting Reporting System I[' m powered by symplicity *.
- @, FOR GOVERNMENT | E-cov
(al Home [New Report] : bal‘.:k
] reporting st
v Reports { - Y - : Y \ . reporting list
= Review Previous Versions Setti 2 help
@ 1ndividual et Y
B summary Step 1: Pleasze =elect an item to be used as the basie for your report.
Year-End SDB :
@ Yemen |C0ntractor Directory j
B Participation
I e 0r, select a pre-defined report.
~ il
-
banizations I J
practs
» [ G
B Rreporting ~ N
& My Account
IV.
Help Desk Privacy Policy
=
Done @ Inkernet H100% v V.

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

/2 ESRS TEST - Windows Internet Explorer ] - 1Ol x|
%’ - Ig, https:/fesrs-test, symplicity, comfindex? _mode=_forme,_tab=settings&id=2222%addnew=1 j a [E] £ IGoogIe [g!]
File Edit Miew Favorites Tools  Help | Links ¥
@ =F  @esksTesT 0 - B - e o- [ lPage v (0 Tooks -
; Monday, April 10, 2006 | 10:09 am =
User: contractd@symplicity.com | Logout
m powered by symplicity
*F.-c.ov l
&l Home [New Report] = balcstk
i reporting st
w 3] Reports reporting li
@ Individual {’Review Y Previous Versions Y Settings \ Dihelp
Summa
8 o I~ Max. on-
= screen
VI. Save as: I[cor‘ltact] Brent / 2006-04-10 10:09:54 results: |500
- il (enter zero to
BT / display all rows:
##) Organizations B !
& Contacts Description: I
3 Contracts Step 2: Please zelect the fieldz and fiters you wish to have included in your report. |
B Reporting + Base Class: Contacts count |~
& My Account
[~ Contractor
[~ Last Name
[ Firat Name
Il Middle Name
[~ Email
VIIIL. Il Phone
[~ Fax
- Cell Phone
r Supervisor Name
r Supervizor Email
- SBA. Region
filter b
SBA. Cory
filter X. LI
Daone AN [T T T [ [ |émtemnet A% v g
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4.2 View Generated Report

I. Click on the 9 View Icon beside an existing report. Note: A red “"No Data
Reported” value indicates that there are no Accepted reports in the system
with applicable data.

II. Show the report in a separate browser by clicking on the Open in New Window
button at the top.
III. 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

ﬁ'.; ESRS TEST - Windows Internet Explorer l = ||:||5|

%V Ig, https:,l’,l’esrs—test.symplicity.com,l’index?_mode=_Form&_tab=review84d=24?a2d85964d856d05d3b48831ebfj g @ A IGoogIe lgg]
File Edit Miew Favorites Tools  Help | Links ¥
qF @ ESRS TEST 0 - B - e o- [ lPage v (0 Tooks -
Monday, April 10, 2006 | 10:12 am =
- Integrated Acquisition Environment | User: contract4@symplicity.com | Logout
e Electronic Subcontracting Reporting System ||'I m powered by symplicity *.
» A, FOR COVERNMENT | IV. E-cov |
4 Home [contact] Brent / 2006-04-10 10:09:54 _ back
reporting list

Reports

(Review YPrevious Versions YSettings \ Dhelp \ /

@ 1ndividual
E Summary Regen Report | | Open In New Window || Save As Excel || Change Settings | | Return To Report List |
Year-End.E'TDBl {| Contacts: LR Cpnta : C?ntacts: Contacts: /\ Contacts:
[E sDE Participation :| Contractor A mﬂ Email Phone
: : III.
The reporting II. Al [ contrib@kennedvaroy V. 7035551212
engine is Ad-Hoc. e
m Mar| off Splo@vahoo.com 703-615-0003
hay webmaster@kennedydrooererg 703-872-8538
Bl Reporting kita bob stateesrs@vahoo.com T03-875-5881
& My Account 3001, INC. Contract Brent Sub subcontractor@symplicity.com 70335102008091
2| 3M COMPANY Fischer John irfischer@mmm.com 651-736-2324
3M COMPANY Goebel Sandra 1. sigoebel@mmm.com 651-733-8787
4 SURE.COM INC Klein Calvin testlesre@hotmail.com 555-565-1212
800 Software Doe John brentfranks@gmail.com 703-351-0200
ABBINC Test Brent contractl @symplicity.com 7033510000225
ABB, INC test test ric2@svymplicity.com 202-873-7438
ACRTINC Franks Brent contract2@symplicity.com 7030001111258
ACRTINC Friedler Ariel afriedler@symplicity.com 7033516527
iSMS%TIggE;HISE e Tester Ariel info@symplicity.com 555-555-5555
ATC GROUP SERVICES INC Tester Another test-3@svmplicity.com 56566565
ASM Fireproofing Co. Office Region 3, SmallBiz smallbizwomen@yahoo.com 215.445.4934
A.S. HORNER, INC. test test test-2@symplicity.com asass6
AA| CORPORATION 3 Tester wre test3@hotmail.com 703-293-0000 LI
l_ l_ l_ l_ l_ I_ & treernet 0%k v g

Copyright © 2009 Page 15 of 21



msymplicity

4.3 View Existing Reports

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

III. View @,i, Edit , Re-run , View Previous Results & by clicking on respective icons.

View Existing Reports

/= ESRS TEST - Windows Internet Explorer

% - I@ https:}/esrs-test. symplicity, comfindex?s=reparting

File Edit Wiew Favorites Tools  Help | Links **
@ =°  @esrsTEST 0 v B - = - [page -+ (0 Took -+ 7
Monday, April 10, 2006 | 11:08 am =]
Integrated Acquisition Environment / User: contract4@symplicity.com | Logout
Electronic Subcontracting Reporting System l;f m powerad by symplicity *.
»~ "4, FOR GOVERNMENT E-cov
[ Home Reporting M
s e [ Saved Reports | Dhelp ]
@ 1ndividual
B summary Classl j Keywords

S‘tatusl vl Searches label and description.

< Previous | Jump |1 7| | Next =

Items 1-1 of 1

Bl rReporting Options Class v Label v Description | Last Modified & Last Run &
% (o &3 | Contractor [contact] Brent / 2006-04-10 Apr 10, 2006 10:12 Apr 10, 2006 10:12
& My Account Q_'i ca Directory 10:09:54 am am
A -1of1 < Previous | Jump |1 7| | Next =
—
Help Desk Privacy Policy
Help Desk Privacy Pali II1., I1I.

Done ’_ ’_ ’_ ’_ ’_ ’_ |§ Inkernet H00% - g
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5. My Account

5.1 General Information

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

I. Click on My Account in the left navigation menu.
II. Change the fields that you wish to edit.
III. Click on “Save”.

5.2 Change Password
I. Click on My Account in the left navigation menu.
II. Click on the password tab.
III. Enter your new password.
IV. Click on “Save”.

Password Change Screen

/2 ESRS TEST - Windows Internet Explorer N 2 |D|ﬂ
% - Ig, https:/ esrs-test, symplicity, comfindex?_tab=password j ﬁ [E.I lﬁ IGoogIe lggj
File Edit Wiew Favorites Tools  Help | Links *
e »
@ ¢ @esraTEST - B - o= o- [page v {0k Tooks -
§ Monday, April 10, 2006 | 11:17 am ;I
Integrated Acquisition Environment | User: contract4@symplicity.com | Logout
e Electronic Subcontracting Reporting System I|II m powerad by symplicity *.
-~ "4, FOR GOVERNMENT E-cov
[2] Home My Account back
~ (J Reports / General Information } Password \ D help
@ 1Individual
Do
Year-End SDB - * indi ired fi
i) e My Password indicates a required field
@ SDB Participati
Enter New Password: I
III.
Verify Password: I
& My Account /
Help Desk Privacy Paolicy
E
|https:,l’,l’esrs-test.symplicity.com,l’index?_tab=password ’_l_l_ l_’_@ Internet |—""—‘\ 100% T i
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6.1 View Agency Contacts

I. Click on “Contacts” from the left-hand navigation menu.

Lﬁ[ Home
- Reports

@ 1ndividual

E sSummary

¥ ¥ear-End SDB

] sDBE Participation
& Contacts
=]

II. The list will default to ALL registered government users, however, you can use the
Search Filters to refine the list by Agency, Permission Level (Account Type), User
Level (agency or contracting office) and/or Keywords (e.g., name, email).

I11. Click on the Sicon or the Name of the desired contact to view details.

IV. Click on a desired email address to have your email client generate a new message
with the “To” field pre-populated.

V. You can sort any columns with a black arrow in the header.

Contacts back
J(Agency Contacts L";_ 2 help
w Search Filters
Agency w User -
o Level
Permission - .
Level Keywords
Group List By: By Us nts
Batch Options + | Items 1-20 of 38 Jump 1 . E=
[H=] Last Name v First Name v Agency Title a Email v
SMALL BUSINESS =
0 |8 | smmm KE—TH ADMINISTRATION : lcei sa.gov
DEFT OF
DEFENSE (9700) v
= d GENERAL QA ha ' E=—.gov
= 4 SERVICES . .00V
ADMINISTRATION
(4700)
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6.1.1 Group List By

I. There are two viewing options for the Agency Contacts list: Group By User or
Group By Accounts. You can alternate views by clicking on the desired link. Note:
The current view will be the one that is not underlined.

Apply Search

I xGruup List By: By User | By Accounts

Jump 1 = | Next =

II.  The “Group List By User” option will display each user in one row of the main list.
This means that if a user is registered under multiple agencies, that user will be
listed once with all associated agencies listed in a single field. When in this view,
you will not be able to sort by Agency or Office.

Group List By: By User |

Batch Options w | Items 1-20 of 38 Jump 1

HE Last Name v First Name v Agency Title & Email & Pl
|4l
[] | S| Account Test s com
AFMC (AFMC)
AIR FORCE
RESEARCH
) ) LABORATORY _ I
O | S | o = (AFRL) DoD Tester GE =ETAMIL| 7(
II. CCE (CCE)
DEFT OF
DEFENSE (3700)
| ‘:ﬂ J- . USACE (USACE) =———"wshoo.com
SMALL BUSINESS
| Qi D Eaga ADMINISTRATION - wrail.com
(7300)

III.  The “Group List By Accounts” option will display each account in one row of the
main list. This means that if a user has multiple accounts or “hats” associated
with their user registration, each account will be listed in its own row. When in
this view, you will be able to sort by Agency or Office.

6.2 Batch Options: Mail

I. Use the checkbox feature to select the desired contacts. Or, use the EHE to select
ALL or deselect ALL contacts.

| Batch Options w | Items 1-7 of 7 (4 items selected)
FE Last Name v |First Name v | Agency
1. _ AFMC (AFMC)
QU | cumms e AIR FORCE RES
CCE (CCE)
al = Stephen PUBLIC BUILDI
Q] [ Michael A Test Agency

II. After selecting the desired contacts, you can send an email message to all by
selecting Batch Options --> Mail - [new message]

Copyright © 2009 Page 19 of 21



msymplicity

ESRS DGU Guide 2.0

Batch Options vE Items 1-7 of 7 Fﬂf itemz selected)

Mail [new message] I
Save Az Ewcel I = T
I I I |n|:ru|r" A BRI

_

III.  The Mail Wizard tab will display for you to create the details/parameters for your
batch mail message. Complete all required fields and click “next” to continue.

Contacts

o
b
(=l
A

/Agenc:y Contacts Y Mew Agency Contact Registrations IYI'-‘IaiI Wizard {1_ 2)help

STEP 1: Review/Edit Message

Please review/set the parameters of the message you wish to send. Make any changes in the form below, select whether and how you wish to save these
changes, and then select the 'next' button.

e . - . ANVAILABLE FIELDS
Message Identifier: Fleaze enter an identifier for this meszage

fullname
fname
Subject®: Enter the subject of the email message.

name

Test Message hone

From™*: Flease enter the e-mail address which will be used in the from field.
S password
test@symplicity.com [date]
Cc: Address(es) who should be carbon copied [tab]

T

Please note: Use

of the [password] field

Bcc: Address{es) who should be blind copied will result in the login

password being reset

and a new password

HTML Format: Do you wish to format this message using HTML? generated f”.a!l )
~ yes @ no c:unt.acts receiving this
- - email.

Message Body™*: Fleaze enter the message body, including any substitution fields

test

V. Review the list of recipients and make any desired changes to the list.
V. Click “Prev” to return to Step 1.

VI. Click “Cancel” to stop the action.

VII. Click “"Send Messages” to begin the mailing process.

Contacts

o
]
(=]
=

[Agency Contacts YNEW Agency Contact Registrations Y Mail Wizard ‘\. Dhelp

STEP 2: Review Recipients
Please review the list of recipients below, and make any desired changes.

-

=——_—==abTA.MIL
Lo T mcomcast.net
mE=======ymplicity.com —

Remove Selected Recipients |

WARNING: When you click 'Send Messages', the maiNng will begin. This is your last chance to change your mind or make any corrections.

Cancel Prev Send Messages
[ cancet | [prev ]| s
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6.3 Batch Options: Save as Excel
I. Use the checkbox feature to select the desired contacts. Or, use the EEl to select ALL
or deselect ALL contacts.

II.  After selecting the desired contacts, you can save the list as an excel file by clicking
Batch Options --> Save As Excel --> Selected Records. A pop-up will appear with the
option to open the file or save the file.

III.  You can also save an entire page as an excel file without having to select specific
contacts by clicking Batch Options -> Save As Excel --> This Page. A pop-up will
appear with the option to open the file or save the file.

Batch Options v | Items 1-7 of 7 (3 items selected)
EE Mail bL", Agency
Sawve As BEwxcel M This Page
o | S L =—ay | Selected Records
CCE (CCE)
al iy Stephen PUBLIC BUILDING
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