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1.0 Overview

The Department of Homeland Security (DHS) Science and Technology
(S&T) Directorate is the primary research and development component of
DHS. It has several research opportunities throughout the year on a broad
range of topics. These opportunities are managed by the Broad Agency
Announcement (BAA) program. In addition, DHS S&T provides research
opportunities with the Small Business Innovation Research (SBIR)
program.

The Public Portals for BAA and SBIR are secure, web-based, end-to-end
proposal management systems to support the S&T BAA and SBIR
proposal and award processes—from proposal submission and evaluation
to contract award and administration.

This manual provides vendors with step-by-step instructions for registering
their companies and submitting proposals for BAA- and/or SBIR-related
opportunities.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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2.0 Reqistration

Before submitting a white paper or proposal for the first time, you must first
register your company/organization in the system.

After the company/organization is registered, new users must register by
associating their information with the company/organization’s existing
record.

When registration is complete, users can submit and manage white papers
and proposals.

2.1 Access the Log In/Reqistration Page

1. To register in the SBIR system, go to the SBIR Public Portal
at https://sbir2.st.dhs.gov/

2. To register in the BAA system, go to the BAA Public Portal
at https://baa2.st.dhs.gov/

3. Tologin, click on the Portal Login link, located at top-right corner of
the page.

% Homeland
Ny Security

T

HOME SOLICITATIONS NEWS & EVENTS AWARDS RESQURCES

CURRENT SOLICITATION

WHO WE ARE

&1 Diractorate the

le of the SBIR — P

Similarto R&D programs

Figure 1: Exa

ofthe S

4. The Proposal Submissions Portal page displays.

5. To begin the registration process, click either the Register Now button
at the top of the page or the Not Registered? link at the bottom of the
page (shown below).

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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I PORTAL LOGIN

Qlavnn't Registered? )

DH3S 5T Security Agresment

You any aboul be

a DHS computer system This compubi 5
 propurty of the U S Goworrment sand provided foe official
ent information and use. Thers is no expectation of privacy
when you use this computer system. The use of a password or any ather

urity measure does not establish an expectation of privacy. By using this
bom, you © el b fhe boerme forth i ths ne ay nol
rocess classified national security information on gl
system. Access 1o this system i resticted to authorzed users caly
Unauthcrized access, use, or modification of this system or of data contaned
herein, o in transit to/from this system, may constitute a violation of section
1030 of Wi 18 of the U S id olher crminal 5 Anyore who
ar a Fedeal compules torn without suthon on or excends
access athoﬂI; of obtains, afters damages. destroys, o discleses

of pravents h use of on the computer
system, may be subject to penalties, fines or Impﬂsnﬂmenl Tl'ls ComMpUter
system and any relatid sguip & subpct 1o Ar

creenghl, Fw enforcomend, commal ivesbgitve p1|r|xr.i~ anguanis nbo
alleged wrongdoing or misuse. and to ensure proper performance of applic able
secunty features and procedures. DHS may conduct monitoring activities
without further notice.

You must agree to the security sgresment fo continu ta the login page

| | ngree to the terms.
Login

Username: | Check Seeunty Aguerment

Password:

Forget Your Password? (Net Registered?

Figure 2: Example of the Proposal Submission Portal

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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2.2 Reqgister Company with Existing Taxpayer
Identification Number (TIN)

1. If your company has a TIN and has not yet been registered in this
system complete all steps in the “Access the Log In/Reqistration
Page” chapter of this manual.

2. The Registration page for entering the Taxpayer Identification
Number (TIN) displays (shown below).

Important Note: The system will search for registered companies
based on the TIN and state you enter on this page.

REGISTRATION

You must know your Company's/Organization’s Taxpayer ldentification Number (TIN) to be able to register for the SBIR Proposa
Submission Handbook. This is the number required by the IRS to be used by the offerer in reporting income tax and other returns.
DO NOT USE YOUR SOCIAL SECURITY NUMBER (SSN).

If your company/organization does not have a TIN, click here: Generate Temporary TIN.

Even if you are employved by the Research Institution, enter the Company s/Organization’s TIN and State

Enter your ‘No hyphens allowed; example: 123456789)

Company's/Organization's
Taxpayer Identification
Number (TIN):

State where your v
company is registered as a
Taxpayer:

Figure 3: Example of the TIN registration page

a. In the Enter your Company's/Organization’s Taxpayer
Identification Number (TIN) field, enter your TIN. Do not enter any
hyphens; e.g., 12345678.

b. Inthe State where your company is registered as a Taxpayer
field, select the appropriate state.

If your organization is located outside of the United States, select the
Check here if Outside of United States check box (applicable to BAA).

c. Click the Continue button.

d. The Registration page displays the following message: “This is the
first time your company with TIN [number] and State [state
abbreviation] is being registered for the [program] Proposal
Submission Handbook.”

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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REGISTRATION

This is the first time your company with TIN 873836741 and State OO is being registered for the SEIR Proposal Submission Handbook
If you want to continue with the registration, click on the Froceed with Registrationbutton below.
If you mistyped your TIN or selected a different state, please click on Backto try again,

Figure 4: Example of the Registration page for new users
e. Click the Proceed with Registration button.
f. The Registration Form page displays.

2.2.1 Company Information

If you are the first person registering your company/organization, enter
information related to your company/organization.

Important Note: When registering for the first time, do not register at
the department/division level, but the main organization level. For
example, register “University of XYZ” instead of “University of XYZ -
Biology Department,” or “ACME Co.” instead of “ACME Co. -
Explosives Division.” Later, when you submit your white paper/full
proposal, you can edit the information to reflect your specific
department/division identification.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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REGISTRATION FORM

Flease donot register yoursell MORE THAN ONCE! Fill i your regisir

password. Mote: For security reasons, this page will expire after 20 minutes of inactivity.

* Reesquired fnformatior

Company Information

“Company Mame:

TIN:
s ot oo sncaclitly the TIN,

ol i ¥y
“Mddress [Line 1)

Address [Line 3

*Clity:

State:

R

*Phane:

Company’s Fhone and Fax. Moambers onky
Fax:

*CEQ Presideni's E-mail

DS + 4:

CAGE Code:

S

FIECE:

Compamy URL:
Prowide Full Lo

it e ek s

*Year of Company Fouinded:

A

Get ZIP+4

Wha s DUNST

Higra dio | Rt 3 CAGET

aticn indormation below If there are errors on the registration fonm, you will be asked to re-enber he user

What ks 2 SIC?

it s & FICE?

Figure 5: Example of the Company Information Section of the Registration Form

Below is a description of each field in the Company Information section. Note that
required fields are marked with an asterisk. Additional guidance about each field is
provided on the far-right side of the form.

Field

Description

Company Name

This is a required field and may contain numbers
and characters.

TIN

This field is automatically populated with the TIN (or
ID) and cannot be edited.

Address (Linel)

This is a required field. Enter the street number and
name.

Address (Line 2)

Enter additional address information, such as
apartment, floor, or suite numbers.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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City This is a required field. Enter the city.

State This field will be automatically populated with the
information from the TIN.

ZIP+4 The Zip Code is a required field, supported with a 4
digit suffix. If you do not know the 4 digit suffix, click
the Need Help for ZIP + 4 link. This will open the
United States Postal Service website’s ZIP Code
Lookup page to search for the four-digit suffix.

Phone This is a required field. Enter only numbers.

Fax Enter only numbers.

CEO/President’s E-
mail

This field is required. Enter the e-mail address in the
proper format, e.g., president@acme.com.

DUNS + 4

The Data Universal Number System is a nine-digit
number supported by a four-digit suffix. If you do not
know your DUNS+4 number, click the What is
DUNS? link. You will be brought to a useful website
to learn more about the DUNS or register a DUNS
for your company.

CAGE Code

The Commercial and Government Entity (CAGE)
Code is a five-character ID number used
extensively within the federal government.

Enter your CAGE code. If you do not know the
CAGE code, click the How do | get a Cage? link.
You will be brought to a useful website containing
more information on the CAGE Code

SIC

(BAA Registrations
only)

The Standard Industrial Classification (SIC)
classifies establishments by the primary type of
activity.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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FICE The Federal Interagency Committee on Education
(BAA Registrations (FICE) is a six-digit identifier for higher education
only) institutions.

Company URL Enter the full web address/URL for your company,

e.g., http://www.google.com.

Year company
founded

This is a required field. Enter the date with four
numerical characters, e.g., 2010.

2.2.2 Company Point of Contact Information

If you are registering your company/organization, enter information related
to the point of contact (POC). Note that required fields are marked with an

asterisk.

Note: Required fields are marked with an asterisk.

Company Point of Contact Information

*Salutation:
*First Mame:
Middle Mame:
*Last Mame:
*Titlez

*Phane:

Enter onfy numbers
Fax:

"E~-mall Address:
drmpartant! FI ot carefiilly

*Confirm E-mail Address:

Figure 6: Example of the Co

Choase an option| v

Ext:

mpany Point of Contact Information section

Below is a description of each field in the Company Point of Contact section.

Field

Description

Salutation

This is a required field. Select the proper choice
from the drop-down menu.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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First Name This field is required. Enter the POC’s first name.

Middle Name Enter the POC’s middle name.

Last Name This is a required field. Enter the POC'’s last name.

Title This is a required field. Enter the title of the POC,
e.g., Security Chief, Director, etc.

Phone/Ext Phone is a required field, but_the extension is not.
Enter only numbers in each field (no symbols, such
as dashes).

Fax Enter only numbers in this field.

E-mail address These are required field_s. The fields must be in the_
correct format, e.g., smith@acme.com. The E-mail

Confirm e- must be entered twice to confirm accuracy.

mail address

2.2.3 User Information

If the user is also the POC, click the check box at the top of the User
Information section to automatically populate fields. Otherwise, enter
information related to the user filling out form.

Important Note: The information for Passwords and Secret Questions will
be used to retrieve lost or forgotten passwords. If you forget your
password, you will be prompted with the question you selected. If you
answer it correctly, a new password will be issued automatically.

Note: Required fields are marked with an asterisk.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
9


mailto:smith@acme.com

September 2019

User Information

Chaeck here if you are alsa the Company Point Of Conlact. (T sl ore-popolne your ffovmaetion)
“Salutation: Choose anoption, |
“First Mams:
Middie Name:
*Last Nama:
“Thahs:

“Phaone: Ext:

Fnmsers ank
Fa

-l Addiess:
Skt il oot ool

“Confirm E-mall Address:

v | Selectyour question b

“Secur iy Chetstion Answar:

Figure 7: Example of the User Information section

Below is a description of each field in the User Information section.

Field Description

Salutation This is a required field. Select the proper choice from
the drop-down menu.

First Name This field is required. Enter the POC's first name.
Middle Name Enter the POC’s middle name.

Last Name This is a required field. Enter the POC'’s last name.
Title This is a required field. Enter the title of the POC,

e.g., Security Chief, Director, etc.

Phone/Ext Phone is a required field, but the extension is not.
Enter only numbers in each field (no symbols, such
as dashes).

Fax Enter only numbers in this field.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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E-mail address These are required fields. The fields must be in the
correct format, e.g., smith@acme.com. The E-mail
must be entered twice to confirm accuracy.

Confirm e-mail
address

Username This is a required field. Only alphanumeric
characters and underscores are allowed. Username
must be at least 8 characters.

Password Confirm | These are required fields. The Passwords must be
entered twice to confirm the accuracy.

Password
Your password must be at least 10 characters long
and must have an upper case, a lower case, a
numeric, and a special character.
This is a required field.
Selec.t your Select a qugstion from the drop-down menu. The
question

options are:

What is your mother’s maiden name?
What is your pet’'s name?

What city were you born in?

Who is your favorite person?

This is a required field. Enter the answer to the

Answer to above ) . .
guestion you selected in the previous step.

guestion

When you have completed the Registration Form, click the Register button.

A registration confirmation message displays: “CONGRATULATIONS!
Your registration was successful.” It also displays your Username and
Password.

REGISTRATION SUCCESSFUL

Congratulations! Your registration was successful.

W advise you o keap the following infarmation in a safie place. Please nole thal your password S case sensitive

0 t0 Login Page

Figure 8: Example of successful registration section

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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2.3 Create User for Company Registered with Existing
TIN:

1. If your company has a TIN and is already registered in this system:

a. In the Enter your Company’s/Organization’s Taxpayer Identification
Number (TIN) field, enter your TIN or ID. Do not enter any hyphens;
e.g., 123456789.

b. Inthe State where your company is registered as a Taxpayer field,
select the appropriate state.

If your organization is located outside of the United States, select the
Check here if Outside of United States check box (applicable to BAA).

c. Click the Continue button.

d. The Registration page displays (shown below) providing registration
instructions.

REGISTRATION

To register for the Company with TiN 123456789 and State WA
1. Localé the entry that matches the Company's name’sddness

2. Clci on the Continue with Registration buion

REI 2

45335 Vintage Park Plaza
Stading VA 20158-8484
TIN: 123456789

Continue with Registration

If you mistyped your TIN or selecied & different state, please cliick on Back ko try sgain

Figure 9: Example of the Registration page for New Users

e. Click the Continue with Registration button.
f. The Registration From page displays.

2. If you are a new user whose company has already been registered,
the Company Information and Point of Contact Information sections
will automatically populate.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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| recismanon Foru
|

Padde do Aot Feglited poursell MORE THAN ONCE! Fil & pouf isgeilvloh nilorfiatd bolow I INaie ahe sivon of e ingrlraian 156, you will be SAed 10 fe.aitel e LieT
pansword Wow: For seturiy reasons. this page wil sapirs afue 20 minstes of inactrany
"R ] #

Company Information

Company Name: RE1D
TN  ATMEETHD

Adaress [Ling 1) 45335 Vintage Park Pacs
Address (Lins 2|
Chty: Stertng

FICE
Company URL

Fear of CompanyCompany 2001
Founded

[Companv Point of Contact Information ]

Salunsgion: iy
Firsi MName: Wi
Migddie Name

Lant Mame:  sormmeer

Figure 10: Example of Company Information and POC Information sections
automatically populated

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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2.3.1 User Information

If the user is also the POC, click the check box at the top of User
Information section to automatically populate fields. Enter information
related to the user filling out the form.

Important Note: The information for Password and Secret Questions
will be used to retrieve lost or forgotten passwords. If you forget
your password, you will be prompted with the question you selected.
If you answer it correctly, a new password will be issued
automatically.

Note: Required fields are marked with asterisk.

Lser Information
Check here if you are also the Company Point OF Contact. (This nll pre-popwlade your information,]
“Sadutatiors | Choose anoption *
"Firgt Maiv
FAickdle Mlamse

"Last Marrss

“Confirm E-mall dddress:

“Linsrnames

“Security Question Answer
(s

Figure 11: Example of the User Information section

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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Below is a description of each field in the User Information section.

Field Description

Salutation This is a required field. Select the proper choice from
the drop-down menu.

First Name This field is required. Enter the POC'’s first name.
Middle Name Enter the POC’s middle name.

Last Name This is a required field. Enter the POC'’s last name.
Title This is a required field. Enter the title of the POC,

e.g., Security Chief, Director, etc.

Phone/Ext Phone is a required field, but the extension is not.
Enter only numbers in each field (no symbols, such
as dashes).

Fax Enter only numbers in this field.

E-mail address These are required fields. The fields must be in the

correct format, e. g., smith@acme.com. The E-
mail must be entered twice to confirm accuracy.

Confirm e-malll
address

Username This is a required field. Only alphanumeric
characters and underscores are allowed. Username
must be at least 8 characters.

Password Confirm | These are required fields. The Passwords must be

Password entered twice to confirm the accuracy.

Your password must be at least 10 characters long
and must have an upper case, a lower case, a
numeric, and a special character.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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This is a required field.
Select a question from the drop-down menu.
The options are:

Select your
guestion

What is your mother’'s maiden name?
What is your pet’'s name?

What city were you born in?

Who is your favorite person?

Answer to This is a required field. Enter the answer to the
above question guestion you selected in the previous step.

When you have completed the Registration Form, click the Register button.

A registration confirmation message displays: “CONGRATULATIONS! Your
registration was successful.” It also displays your Username and Password.

REGISTRATION SUCCESSFUL

Congratulations! Your registration was successful.
We advise you o keep the ‘.;":!i"t.'.ll'l-:l Imfprmeation in 2 safe place. Please mate that your password S case sensitive

a0 to Login Page

Figure 12: Example of successful registration section
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2.4 Generate an ID if your company does not have a TIN
(optional)

The Taxpayer Identification Number (TIN) is a nine-character number
required by the IRS when reporting income tax and other returns.

If your company/organization does not have a TIN or is not required to
have a TIN, you may generate an identification number (ID) to use in lieu of
a TIN.

Important information about the ID:

e You must not use this ID for IRS purposes.
e Make sure your company/organization generates only one ID.
e If you are not sure whether your company already has an ID,
contact your company/organization point of contact (POC).
e If you generated an ID, let your company/organization POC know.
e If your company/organization establishes a TIN after registering
in this system with an ID, contact Technical Support to update

the TIN information.

1. Complete all steps in the “Access the Log In/Reqistration Page”
chapter of this manual.

2. From the Registration page, click the Generate Temporary
TIN link (outlined in the example below).

REGISTRATION

Vi st now your Comparn
Handbook This is the numb

SECURITY MUMBER (SSH).

able to register for the Bk Proposal Submassion

ne tax and other returns. DO NOT USE YOUR SOCLAL

if your company‘organization does not have a TIM, click h2f4{_=:ni:r.=:.e Temporary TIN. ]

Even if you are employed by the Resaarch Institution, enter the Company o' Organizatran's TIN and State

Enter your Mo hyphens alloved: example: 123455789
Company's/Organization’s ’ '

Taxpayer |dentification

Number [T}

State where your compamy L
is registered as a Taxpayer:

Check here if Outside of United States

Figure 13: Example of the TIN registration page
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3. The following page displays; Company/Organization ID Generation

COMPANY/ORGANMIZATION ID GENERATION

¥
are not sure your company already has an 1D or not. contact your company/organization POC {Peint of Contact). If you have generated
tion POC know.

an ID, please let your company/organiza

4. Review the message that displays, and then click on Generate ID.

5. The page will display a system-generated unique ID for you, as shown
in the example below. Make note of this ID and click on Continue to
Registration.

COMPANY/ORGANIZATION ID GENERATION

If your company / organization does not have a TIN or does not require to have a TIN, you may generate an 1D here and use thisin lieu
of TIN. You must not use this ID for IRS purposes. Use this 1D in place of TIN through out the proposalis). Make sure you generate an
1D only once for your © ganization. If you are submitting multiple proposals, you must use the same 1D for all of them. If you
e your company already has an ID or not, contact your company/organization POC (Point of Contact]. If you have generated

are not

an D, please

Generated Company ID: 876566814

Continue to Registration

6. The Registration page displays, with your new ID automatically
populated in the field (shown below).

7. In the next field, select the state in which your company pays taxes.

If your organization is located outside of the United States, select the
Check here if Outside of United States check box (applicable to BAA).

REGISTRATION

ou must know your Company's/Organization's Taxpayer ldentification Mumber (TIN) to be able ta register for the BAA Proposal Submission
Handbook. This is the number required by the IRS to be used by the offerer in reporting income tax and other returns. DO NOT USE YOUR SOCIAL
SECURITY NUMEER (SSM).

If your company/organization does not have a TIM, click here: Generate Temporary TIN.

Even if you are emploved by the Ressarch Institution, enfer the Company 's/Organization's TIN and State.

Enter your Lo 8763665814 | (No hyphens allowed; example: 123456739)

Company's/O rganization's

Taxpayer Identification
Mumber (TIM):

_State_where Your company v
is registered as a Taxpayer:

Check here if Outside of United States

Figure 14: Example of entering TIN and state information

SBIR-BAA Public Portal: Registration and Submissions Training Guide
18



September 2019

8. Click the Continue button.

9. The Registration page displays a confirmation message: “This is
the first time your company with TIN [number] and State [state
abbreviation] is being registered for the BAA Proposal Submission
Handbook.”

REGISTRATION

click on the Froceed with Registratron button below.

ngtyped your TIN or selected adifferent state, plegse click on Sackto try again

10.  Click the Proceed with Registration button.
11. The Registration Form page displays.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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2.4.1 Company Information

If you are the first person registering your company/organization under
the Temporary TIN generated, enter information related to your
company/organization.

Important Note: When registering, do not register at the
department/division level, but the main organization level. For
example, register “University of XYZ” instead of “University of XYZ —
Biology Department,” or “ACME Co.” instead of “ACME Co. —
Explosives Division.” Later, when you submit your white paper/full
proposal, you can edit the information to reflect your specific
department/division identification.

REGISTRATION FORM

Please do not register yourself MORE THAM OMNCE! Fill in your registration inficrmation below. if there are errors on the registration form, you
will be asked to re-enter the user password. Mote: For security reasons, this page will expire after 20 minutes of inactivity.

* Reguimed Information

Company Information

*Company Mame:

TiN: B75555814

mai! us if you need to modly the TIN
*Address [Line 1):
Address [Line 2):
*Clty:
State: DC

*ZIPsa: Get ZIP+4
*Phone:

Fax:

*CEQ/President's E-mail:

. s DL
CAGE Code: How do | gt 3 CAGE?
" What is 2 SIC?
FICE: Whst is 5 FICE?

Company URL:
 Prowige Full LRL
Mhtgp=Fmwearamplecom/

“vear of Company Founded:
Figure 15: Example of the Company Information Section of the Registration Form

Note: Required fields are marked with an asterisk. Additional guidance
about each field is provided on the far-right side of the form.
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Below is a description of each field in the Company Information section.

Field

Description

Company Name

This is a required field and may contain numbers
and characters.

TIN

This field is automatically populated with the TIN (or
ID) and cannot be edited.

Address (Linel)

This is a required field. Enter the street number and
name.

Address (Line 2)

Enter additional address information, such as
apartment, floor, or suite numbers.

City This is a required field. Enter the city.

State This field will be automatically populated with the
information from the TIN.

ZIP+4 The Zip Code is a required field, supported with a
4-digit suffix. If you do not know the 4-digit suffix,
click the Get ZIP + 4 link. This will open the United
States Postal Service website’s ZIP Code Lookup
page to search for the four-digit suffix.

Ph This is a required field. Enter only numbers. (no

one symbols, such as dashes).

Fax Enter only numbers.

CEO/President’s E-
mail

This field is required. Enter the e-mail address in the
proper format, e. g., president@acme.com.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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DUNS + 4

The Data Universal Number System is a nine-digit
number supported by a four-digit suffix. If you do not
know your DUNS+4 number, click the What is DUNS?
link. You will be brought to a useful website to learn
more about the DUNS or register a DUNS for your
company.

CAGE Code

The Commercial and Government Entity (CAGE)
Code is a five-character ID number used extensively
within the federal government.

Enter your CAGE code. If you do not know the CAGE
code, click the How do | get a CAGE? link. You will be
brought to a useful website containing more
information on the CAGE Code

SIC
(BAA Registrations

only)

The Standard Industrial Classification (SIC) classifies
establishments by the primary type of activity.

FICE
(BAA Registrations

only)

The Federal Interagency Committee on Education
(FICE) is a six-digit identifier for higher education
institutions.

Company URL

Enter the full web address/URL for your company,
e.g., http://www.google.com.

Year company
founded

This is a required field. Enter the date with four
numerical characters, e.g., 2010.
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2.4.2 Company Point of Contact Information

If you are registering your company/organization, enter information related to the
Point of Contact (POC).

Note: Required fields are marked with an asterisk.

Company Point of Contact Information

“Salutation: | Choose anoption ¥
"First Masme:
Middle Name:
"Last Mame:
“Title:

“Phone: Eaxt:

Fanc:

*E-mail Address:

fmpartant’ Al out cane

*Confirm E-mail Address:

Figure 16: Example of the Company Point of Contact Information section

Below is a description of each field in the Company Point of Contact Section.

Field Description

Salutation This is a required field. Select the proper
choice from the drop-down menu.

This field is required. Enter the POC'’s first name.

First Name

Middle Name Enter the POC’s middle name.

Last Name This is a required field. Enter the POC'’s last name.
Title This is a required field. Enter the title of the

POC, e.g., Security Chief, Director, etc.
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Phone is a required field, but the extension is not. Enter

Phone/Ext only numbers in each field (no symbols, such as dashes).

Fax Enter only numbers in this field.

E-mail address | These are required fields. The fields must be in the correct
Confirm e-mail | format, e.g., smith@acme.com. The E-mail must be
address entered twice to confirm accuracy.

2.4.3 User Information

Enter information related to the user filling out the form. If the user is also the
POC, click the check box at the top of the User Information section to
automatically populate fields.

The information for Passwords and Secret Questions will be used to retrieve
lost or forgotten passwords. If you forget your password, you will be
prompted with the question you selected. If you answer it correctly, a new
password will be issued automatically.

Note: Required fields are marked with an asterisk.

User Information

v | o

Figure 17: Example of the User Information section

Below is a description of each field in the User Information section
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Field Description

Salutation This is a required field. Select the proper choice
from the drop-down menu.

First Name This field is required. Enter the POC'’s first name.

Middle Name Enter the POC’s middle name.

Last Name This is a required field. Enter the POC'’s last
name.

Title This is a required field. Enter the title of the
POC, e.g., Security Chief, Director, etc.

Phone/Ext Phone is a required field, but the extension is
not. Enter only numbers in each field (no
symbols, such as dashes).

Fax Enter only numbers in this field.

E-mail address

Confirm e-mail
address

These are required fields. The fields must be
in the correct format, e. g., smith@acme.com.
The E- mail must be entered twice to confirm
accuracy.

Username

This is a required field. Only alphanumeric
characters and underscores are allowed.
Username must be at least 8 characters.

Password Confirm

Password

These are required fields. The Passwords
must be entered twice to confirm the
accuracy.

Your password must be at least 10 characters
long and must have an upper case, a lower
case, a humeric, and a special character.
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This is a required field.

Select a question from the drop-down menu.
The options are:

¢ What is your mother’s maiden name?

e What is your pet’'s name?

e What city were you born in?

¢ Who is your favorite person?

Select your
guestion

This is a required field. Enter the answer
to the question you selected in the
previous step.

Answer to above
guestion

When you have completed the Registration From, click the Register button.

A registration confirmation message displays: “CONGRATULATIONS!” Your
registration was successful.”

REGISTRATION SUCCESSFUL

Congratulations! Your registration was successful.
We advise you o keep the following information in a safe place. Please nole thal your password is case sansitive

Go 1o Login Page

Figure 18: Example of successful registration section

2.5 Change Password

Once you've logged onto the portal with your username/password. You can
update your Password at any time, please follow instructions below.

1. From the main menu, click the Change Password link, accessible by
clicking on the arrow located next to your login name at the top-right
corner of the window (shown below)

sgv.. Homeland
g Security EWS & EVENTS

MY DASHBOARD

Figure 19: The Change Password option
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Important Information about the password:

e Passwords are case sensitive.

e Your password must be at least 10 characters long and must have an
upper-case character, a lower character, a number, and a special
character.

e Your new password cannot repeat any of your 8 previous passwords.

In the Current Password field, enter your current password (the
password you would like to change.)

In the New Password field, enter the new password.

In the Confirm New Password field, re-enter the new password.
Click the Change Password button.

You will receive a confirmation message. If you do not receive an e-

mail confirmation, check your e-mail account’s Spam/Junk folder
and/or contact Technical Support immediately.
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2.6 My Account

Once you've logged onto the portal with your login credentials. You can update
your Account profile at any time, please follow instructions below.

1.

From the main menu, click the My Account link, accessible via the arrow
next to your login name at the top-right corner of the window (shown
below)

Session Tineout will cocur in (7 min 23 sec A Logsed in as: Cheis C Chavez 55+

P My Aceount
.@ Homeland -
%,_ Sccunry o HOME FUNDING MEWS EEVENTS AWARDS Change Password

e
—

Logout

MY DASHBOARD

Figure 20: Example of accessing My Account

. The My Account page displays (shown below).

i.  Inthe Company Information section, if any of the information
should be updated, click the E-mail us link to contact the
Technical Support (contact info provided in the footer).

ii.  Inthe Personal Information section, update your personal
and contact information. Check the PIN Contact check box if
you want to list yourself as a contact for the company’s PIN.

iii.  Inthe Additional Authentication section, select your security
guestion to answer if you ever forget your password. The
answer you provide will be used to authenticate your identity.

iv.  Click the Save button. You will receive a confirmation
message that your information has been updated. If you do
not receive an e-mail confirmation, check your e-mail
account’s Spam/Junk folder and/or contact the Technical
Support (contact info provided in the footer).
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My Account n

To update your account information, enter in the desired changes and click the Save button.

COMPANY INFORMATION { E-rmail us if the company's information needs to be changed)

Company: TIN:
company-name_9263 123456789
1 Main Drive DUNS + 4:
Washington
DC 20000 - 2222 232222323 - 2327
CAGE:
SsIC:
FICE:

PERSONAL INFORMATION

Username: mystateusa

Salutation:* M.
First Name:* John

Middle Name: M

Last Name:* Doe

Title:* title-57135

Phone:* (Enter only numbers) 2022222222 Ext:
Fax: (Enter only numbers) 2022222222

E-mail Address:* abo@example.com

ADDITIOMAL AUTHENTICATION (used if you forget your password)

You will be prompted with this question and a new password will be issued automatically if your answer matches the one you give here.
Select your question:* What is your pet's name?

Answer to above question:* Answer [

* Required Information

[y -

Figure 21: Example of accessing My Account Profile page
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3.0 BAA Industry Engagement, Virtual Pitch, and
Written Proposal (LRBAA only)

3.1 Overview

You may submit an Industry Engagement, Virtual Pitch and Written
Proposal (applicable to LRBAA only), a White Paper and/or a Full
Proposal in response to the specific solicitation topics.

If you are responding to a Broad Agency Announcement (BAA) solicitation,
you may be required to submit a White Paper before submitting the actual
proposal.

At any time before you submit an Industry Engagement, White Paper or
Full Proposal, you may choose to remove it from the system and not
submit it.

You will need to submit an Industry Engagement, Virtual Pitch and
Written Proposal (applicable to LRBAA only), a White Paper or Full
Proposal for it to be reviewed by the BAA program office.
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3.2 Start and Submit and Industry Engagement

Follow the instructions below to initiate an Industry Engagement.

1. To start an Industry Engagement for a LRBAA solicitation, go to
the BAA Public Portal at https://baa2.st.dhs.gov/.

2. Login by clicking on the Portal Login link, located at the top-right
corner of the page.

@ Homeland
. Secur;tv HOME FUNDING NEWS & EVENTS AWARDS RESQOURCES

Figure 22: Example of the BAA — Portal Login

Important Note: While you are logged in, there is a session
timeout running. If you are inactive for more than 20 minutes
(e.g., no keystrokes or mouse clicks on the page), you will
automatically be logged out. The countdown displays in red at
the top of the page. Be sure to type or click anywhere on the
page in order to reset the session timeout to 20 minutes.

3. The My Dashboard displays, locate and click on My Industry

Engagements accordion to view the Industry Engagements in
progress, an example shown below.

MY DASHBOARD

| | .............,E.........
[ —

| e | PustOue

Search:

MNod lable in table
Q.. 0o 0 of Oentries First  Previou Nect L /

¢ My Proposals

v My Contracts

Figure 23: An example of My Industry Engagements (Activity Worksheet) > Industry
Engagements in progress view
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4. My Industry Engagements section has three tabs:

i.  InProgress: Includes all Industry Engagements that are in-
progress (initiated but not submitted).

In the screenshot below, no industry engagements are in
progress,

ii.  Submitted: Includes all Industry Engagements that have been
submitted to S&T for review.

iii. Past Due: Includes Industry Engagements that are now
considered past-due (initiated but not submitted by the due date).

MY DASHBOARD

[l In Progress Submitted Past Due }1

Show 5 | v| entries Search:

Moy distis available in table

Showing 0 to 0 of Oentries rsd Previous Mext Last

My Proposals

* My Contracts

Figure 23: An example of the three tabs under My Industry Engagements
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3.2.1 Add New Industry Engagement

1. To add a new Industry Engagement, click on New Industry Engagement
located in top-right corner of the My Industry Engagements accordion,
the Add New Industry Engagement pop-up displays:

MY DASHBOARD L dd New industry Engagemen L

Saheitatiar
DHSST-LRBAA 18-01 ¥ MNote: Only open sohatations are avalable to inibate 8 proposal,

Registration Deadline

Topic
SEC INFRA QO1-01 *
Submitted  Tuie : Estimating Impacts of Emerging Man-Made Attack Vectors on Critical Supply Chains
Proposal Type: Industry Engagement

Show| 5 7 en
Propasal Title

Proposal Titiel

Add Proposal to Activity Worksheet

DHS Form 10067 {12/10

|
Figure 25: Example of New Industry Engagement pop-up display

I. Select the Solicitation from the drop-down listing the LRBAA open
Solicitation.

ii. Select the desired Topic from the list, enter a Proposal Title and
click on Add Proposal to Activity Worksheet.

iii. The My Industry Engagements activity worksheet displays the new
Industry Engagement that was added, as seen below.

2. The below view provides you a summarized view of the Industry
Engagement information along with the Due Date and Due in (Days).

My Industry Engagements
1 In Progress Submitted Past Due ]
Show| 5 [v| entries Search:

DHSST-LRBAA 18-01-5EC INFRA 01-01-0007-IE DHSST-LRBAA 18-01 Industry 2018 06/03/2023 11:59 PMEDT 1405
Engagement

Showing 1to 1of 1entries First Previous . Mext Last

My Propaosals

My Contracts

Figure 26: Example of activity worksheet with In Progress Industry Engagement
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3.2.2 Industry Engagement Submission form and Uploads

1. To start working on your Industry Engagement Submission, click on the
Proposal Number listed under Proposal Number column.

2. The Industry Engagement Submission form displays. Complete the
required fields on Provide Basic Company Information section. Click
“Save” or “Save & Continue”.

INDUSTRY ENGAGEMENT SUBMISSION

Proposal Number: Proposal Title: Solicitation Number: Topic Number:
DHSST-LRBAA 18-01-5EC INFRA Proposal Title DHSST-LRBAA 18-01 SEC INFRAD1-1
01-01-0007-1E

Provide Basic " i x
Company Provide Basic Company Information
Information
If company information is different than below, please update it here.

1| *Required Information
Update Your User
Information Company Name: Company Information Inc
DUNS + 4: *
Share Your Scientific
Research Concept Is the address within the US%* @ Yes ()No
Address (Line 1):* 1 Main St

Upload Supporting
aterials Address (Line 2):

City:*  Washington
Review & Submit
State:* DC |w

Zip+4:* 20009 - DODD
Phone:* 2022222222 (Numbers Only)
Business Type(s}):* 8a Program Participant
HUB Zone Firm N
fack College/University
Minority Institution
v

Minority Owned - Subcontin sian (Asian-Indian) American

Figure 27: Example of Provide Basic Company Information section
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3. The Update Your User Information” section displays. Complete the
required fields. Click “Save” or “Save & Continue”.

Jl INDUSTRY ENGAGEMENT SUBMISSION

Proposal Number: Proposal Title: Solicitation Number: Topic Number:
DHSST-LRBAA 18-01-5EC INFRA, Proposal Title DHSST-LRBAA 18-01 SEC INFRAD1-01
01-01-0007-1E

Provide Basic

Compan

|nf0r'|?nat‘llr0|'| Your transaction has been processed.

Update Your User Information

Update Your User
[ Information Q]

This is the information that will be used for correspondence about the processing of your Industry Engagement

* Required Information
Share Your Scientific

Research Concept Prefic: | Or.

1€

First Name=*  Jane

Upload Supporting
aterials

Middle Initial:

' = Last Name:*  Doe

Review & Submit
Tithe:* POC

Email Address:*  reitesterzee@gmailcom

Phone:* | 2022222272 Ext: (Numbers Only)

[Numbsers Only)

Save & Continue Back to Dashboard

Figure 28: Example of Update Your User Information section.
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4. The Share Your Scientific Research Concept section displays. Complete
the required fields by uploading the Abstract PDF file. Click “Save” or
“Save & Continue”.

NOTE: Check the box next to “OK for Program Manager to contact
me?” if you would like a program manager to reach out to you.

I INDUSTRY ENGAGEMENT SUBMISSION

Proposal Number: Proposal Tithe: Solicitation Number: Topic Number:
DHSST-LREBAA 18-01-SEC INFRAO1 Praposal Title DHSST-LRBAA 18-01 SECINFRAD1-O1
01-0007-1E

Provide Basic Company 0
imformation Your transaction has been processed.

Update Your User e Share Your Scientific Research Concept
Information
* Required Information
-
Share Your Scientific During the Industry Engagement period, DHS invites you to share your scientific research concepts by uploading a Research Conoept
Research Concept Abstract (not to exceed 3 pages), Quad Chart and i | Vidh toexceed 4 minutes) d ating TRL-4 and above
\ Inorder to move forward with your Industry Engagement submission, you will be required to upload as a maximum a 3
| pageabstract and quad chart. Do not include proprietary i ion in your submissk
Upload Supporting
aterials
During the of your s ial, it ks highly and likely that a
Program Manager may contact you with a follow up discussion or questions. If you are open to this
) . discussion or jors about your submission, please check below.
Review & Submit

[ OK for Program Manager to contact me? (] ]

Note: Please allow up to 10 days for a program manager toreach out to you. The Program Manager will be notified of your request
once you have your Industry E b

Research Concept Abstract Upload

Use this farm Lo upload your file. Find the file ing the “Browse..” . When ready to upload, click on the
“Upload Now” button.

It musst be in PDF format.

File size should not exceed 10 MEB.

Do not include forms in this document.

The file si st not i ize listed in the soficitation.
Fibe name must not exceed 100 characters.

Uploading d ill replace: the previs

Do not upload dassified or ietary i ion through this page.

= =8

File Name | Filesize | Uploaded By Uploaded On
No Uploaded Files

Back to Dashboard

Figure 29: Example of Share Your Scientific Research Concept section

SBIR-BAA Public Portal: Registration and Submissions Training Guide
36



September 2019

The Upload Supporting Materials section displays. Use this section to
upload a Quad Chart PDF file. Click “Save” or “Save & Continue”.

NOTE: This section also allows you to provide a YouTube video link
to further support your concept.

Provide Basic Company 0
Information .
Your transaction has been processed.

Update Your User Q Upload Supporting Materials
Information
" Required Information
Share Your Scientific For this section, you will be required to upload a Quad chart that supports the research concept you have/will share with the division
Research Concept a F‘mgramhdﬂanagers‘fln cu'dertuffurthersupuortyhour concept, you will also be allowed to provide a Youtube video link. Please see the
associated sections for more information on each item.

Note: Submitting any quad chart that does not support the research concept discussed/supplied to the Program Managers may be

e cause for rejection.
UN{Jloa(_i Supporting
aterials
\ Quad Chart Upload
Review & Submit Please use this sectionto upload & Quad Chart for your Industry Engagement submission.

Use this form to upload your file. Find the file to upload using the "Browse..” button below. When ready to upload, click on the
"Upload Now" button.

- It must be in PDF format.

- File size should not exceed 10 ME.

= Donotinclude forms in this document.

= Thefile size must not exceed the maximum size listed in the solicitation.

= File name must not exceed 100 characters.

] Uploading a new document will replace the previous uploaded document.
= Do not upload classified or proprietary information through this page.

R e
[Quadchart" Choose File | No file chosen ]

File Name | File Size | Uploaded By Uploaded On

No Uploaded Files

Provide Youtube Video Link

Youtube Video Link

m Save & Continue Back to Dashboard

Figure 30: Example of Uploading Supporting Materials section.
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3.2.3 Review & Submit the Industry Engagement

1. On the Review & Submit section the system will enable the Submit
button when all the required components are marked with a green check

mark.

Note: The Industry Engagement “package” has yet to be submitted.
Click on the Submit button to complete the submission process.

Provide Basic Company
Information

o

Your transaction has been processed.

Update Your User
Information

Review & Submit

Company Information

Share Your Scientific
Research Concept

Company Company Informatien Inc
DUNS +4 569823147 - 0000
Address Line 1 1Main 5t

Upload Suppaorting
Materials

Q0 0

Address Ling 2

[ Review & Submit

Figure 31: Example of the Industry Engagement Review & Submit section.

SBIR-BAA Public Portal: Registration and Submissions Training Guide

City Washington

State Dc

Zip+4 20009 - 0000
Phone liviiricrrl
Business Type(s) Minority Institution

Your User Information

Prefix

First Name Jane

Middle Iritial

Last Name Dioe

Title POC

Email reitesterzee@gmail com
Phone 2022222277 Fxt:

Fax

Your Scientific Research Concept
OK for Program Manager to contact me?: Yes

Youtube Link: https:/youtu be/BTezkscnicm

Research Concept Abstract
File Name File Size Uploaded By Uploaded On
Industry Engagement Abstract pdf 364 KB Jane Doe Tue Jul 30 11:41:57 EDT 2019

Supporting Materials

Quad Chart Upload
File Name File Size Uploaded By Uploaded On
Industry_Engagement-Cuad_Chart pdf 342 KB Jane Doe Tue Jul 3012:068:55 EOT 2019

(e ]

Back to Dashboard
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3.3 Start and Submit a Virtual Pitch

When the BAA program office evaluates the Industry Engagement, you will
be notified as to whether they recommend that you continue with the
proposal process by submitting a Phase | Virtual Pitch Proposal. The Virtual
Pitch you have been recommended to continue, displays automatically
under the My Virtual Pitches section.

3.3.1 Start the invited Virtual Pitch

1. To start a Virtual Pitch for a LRBAA solicitation, go to the BAA
Public Portal at https://baa2.st.dhs.gov/.

2. Login by clicking on the Portal Login link, located at the top-right
corner of the page. Enter the Username and Password. Click on
Sign In.

3. My Dashboard displays, locate and click on My Virtual Pitches
accordion to view the In Progress Virtual Pitch, an example shown
below.

Note: The Submission Due Dates and Virtual Pitch Presentation
Dates display under the corresponding columns.

MY DASHBOARD

My Industry Engagements

[ n Progress Submitted Past Due

Show| 5 v  entries Search:

L DHSST-LRBAA 18-01-SEC INFRA 01-01-0008-VP ] DHSST-LRBAA 18-01 Virtual Pitch 2018 08/13/2019 12:36 PMEDT ~ 08/20/2019
11:00 AM EDT

Showing 1to1of lentries First Previous 1 Next Last

My Proposals

My Contracts

Figure 32: Example of My Virtual Pitches accordion

4. To start working on your Virtual Pitch submission, click on the Proposal
Number listed under the Proposal Number column.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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3.3.2 Upload the Virtual Pitch Material

1. The Virtual Pitch Submission section displays. To complete this section,
upload the Presentation Slides. The material must be submitted in Power
Point format.

Note: The Virtual Pitch Submission section allows you to upload an
updated Quad Chart (optional).

[VIRTUAL PITCH SUBMISSION ]
Proposal Number: Proposal Title: Solicitation Number: Topic Number:
DHSST-LRBAA 18-01-5EC INFRA01- Proposal Title DHSST-LREAA 13-01 SECINFRA01-01
01-0008-VP

Provide Basic Company Q Virtual Pitch

Information

* Required Informatian

For this section, you will be required to uplead a Presentation that supperts the research concept you have/will share with the
Update Your User Division Program Managers. In order to further support your concept, you will also be allowed to provide an updated Quad Chart.
Information Please see the associated sections for more information on eachitem.

Note: Submitting any Virtual Pitch materials that does not support the research concept discussed/supplied to the Program
Managers may be cause for rejection.

o [ virtual Pitch Instructions

Presentation Slides Upload

o Please use this section to upload your Virtual Pitch Presentation Slides

Use this form to upload your file. Find the file to upload using the "Browse..” button below. When ready to upload, click on the

3 "Upload Now" button.
[ Virtual Pitch J
. It must be in PPT format.
- File size should not exceed 10 MB.
Review & Submit = PowerPoint Presentation may not exceed 12 slides (excludes Title Page).

. Do not include forms in this document.

- The file size must not exceed the maximum size listed in the solicitation.

= File name must not exceed 100 characters.

. Uploading a new document will replace the previously uploaded document.

. Material CAN include proprietary information for this Phase I-Virtual Pitch submission

[ Preﬁ?g::fion Choose File | No file chosen ]

File Name ‘ File Size ‘ Uploaded By Uploaded On

Mo Uploaded Files

Figure 33: Example of Virtual Pitch Submission section.
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3.3.3 Review and Submit the Virtual Pitch

1. On the Review & Submit section the system will enable the Submit Virtual
Pitch Materials button when all the required components are marked with a
green check mark.

Note: The Virtual Pitch “package” has yet to be submitted. Click on the
Submit Virtual Pitch Materials button to complete the submission

process.

I WIRTUAL PITCH SUBMISSION

gl Nurmter

-

Previde Basic Company
Information

Update Your User
Infarmation

DeaSST-LRAAA 18-00-500C AWM

O3

=~

Wirtual Pitch

Review & Submit

Proponsl Tithe
Teating Emais

Review & Submit

{ Company Information

Stxte

Your User Information

Roesmarch Concept Alatsct

Solicitation Mumber
£ i 184

Wemar {1t mrast Thon B beeen proteused

MM
et S . TR e I e O

Fike Fame File Size Uploaded By Uiploaded Cn
Sep 18 15:40
Techrucal Progosal gt B sre Doe ey
1%
Supporting Materials
Cruad Chart Uplowd
Flie MHame File Sire Updosded By Liplnaded On
dSep 18 1540 T
efirg Chart pod 1 sare Dioe
Virtual Pluch
Presentation Lipload
File FHame File Sire Uplpaded By Uploeded On
Sep J30P1XIGE
WF_Presentaton-Slides ppbx a9 iarm Dioe
Cuad Chart Uplosd
File Hame File Size Uploaded By Uplosded On
Hel ded Fi

|

Back bo Drastbogd

Example 34: Example of the Virtual Pitch Review & Submit section.
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3.4 Start a Written Proposal

When the BAA program office evaluates the Virtual Pitch, you will be notified
as to whether they recommend that you continue with the proposal process
by submitting the next phase, Written Proposal. The Written Proposal you
have been recommended to continue displays automatically under the My
Proposals section.

1.

To respond to an invited Written Proposal, go to the BAA Public Portal at
https://baa?2.st.dhs.gov/.

Login by clicking on the Portal Login link, located at the top-right corner of
the page. On the next screen enter the Username and Password. Click on
Sign In.

HOME FUNDING NEWS & EVENTS AWARDS RESQURCES

e and Technology Directorate's new Long Range Broad Agency

ogram Submission Portal. The LRBAA is our standing, open invitation to
bmmunities to propose novel ideas that address DHS Components'
eeds. S&T's LRBAA 18-01 features new processes adopted by those we

Figure 35: Example of BAA Portal > Portal Login

The My Dashboard page displays. Locate and click on “My Proposals”
accordion. The Written Proposal number you were recommended to
continue displays under “In Progress” tab.

I MY DASHBOARD

» My Industry Engagements

» My Virtual Pitches

I My Proposals I ‘
i g
H In Progress Submitted Past Due

Show| 5 v |entries Search:

Proposal Number Solicitation Type FY Due Date Completion Dueln (Days) 4

DHSST-LRBAA 18-01-5EC INFRA 01-01-0008- | DHSST-LRBAA 18-01 Written 2018 09/13/201902:17 PMEDT 0% 49
WR Proposal

Showing 1to1of 1entries First Previous 1 Next Last

» My Contracts

Figure 36: Example of the Written Proposal displaying under “My Proposals”
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4. To start working on your Written Proposal submission, click on the
Proposal Number listed under the Proposal Number column.
5. A Proposal Activity Worksheet displays, similar to the screenshot below:

Overall Completion Due Date Requirements Status Last Updated Date Action
09/13/2019 03:17 PM
EDT

Mot Yet Submitted

Due in 44 e aNd .

Figure 37: Example of the BAA Proposal Activity Worksheet > Proposals In Progress
dashboard

6. From left to right, this view provides you an Overall Completion “meter”, the
submission Due Date, a list of Requirements. Each required component
further displays info in the Status, Last Updated Date, and any Actions in
the associated columns.

7. Important: Different components of the Written Proposal must be
completed before it can be successfully submitted. In the example above,
the multi-part Cover Sheet and Proposal Upload must be completed. If a
component is not required, “optional” would display next to the
component name.

Notice that each component displays the message, “Incomplete.” To open
and complete a component, click its name, such as Cover Sheet. When
you have completed a component, the message will display “Complete.”

8. If you do not want to continue with the submission process, simply click on
the X at the top-corner of the pop-up window to close.
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3.5 Complete and Submit a Written Proposal

3.5.1 Written Proposal Cover Sheet

Refer to the BAA White Paper/Proposal Cover Sheet section in the
White Paper Submission section above. The process is the same.

Note: Your cover sheet will be pre-populated with the information entered with
your Industry Engagement submission. Edit the pre-populated information, as
desired. Provide additional information, as requested on the Cover Sheet form.

3.5.2 Written Proposal Upload

Refer to the BAA Briefing Chart section in the Full Proposal Submission
chapter. The process is the same.

3.5.3 Written Proposal Briefing Chart (Optional)

Refer to the BAA Briefing Chart section in the Full Proposal Submission
chapter. The process is the same.

3.5.4 Submit a Written Proposal

1. When all the required components, ex: Cover Sheet, Proposal Uploads,
etc. are marked as Complete, click the Submit link (shown below).

Note: The Submissions component is displayed as Incomplete, indicating
that your proposal “package” has yet to be submitted. The Submit button
will take you to the Submit page.

‘Overall Complethon Due

09/13,
Proposal Upload

Date
Mot Yet Submitted 7 -'I;ll;r‘lu:l M
S b
& £ Due in 44
/\. it
i 4 - [

Figure 38: The Submit button is enabled.

i
Submission
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2. You must click the Submit button to submit your Proposal.

3. Important Note: You will not be able to make any changes to your Proposal
after it is submitted.

4. The Proposal Submission Confirmation page displays (shown below). You
should print/save this page for your records. Click the Close.

You Have Successfully Submitted the Written Proposal.

DHSST-LRI

elected for further

Figure 39: Example of the confirmation page

5. Click on the Submitted Tab. Click on the recently submitted Written
Proposal number. You should see a similar window as shown below:

LRBAA 18-01-5EC INFRA 01-01-0008-WR DHSST-LRBAA 18-01

Overall Completion Due Date Requirements Status Last Updated Date Actlon
Submitted

N 07/30/201503:25:26 PM EDT &

Cover Sheet

Pror
|
FOR REVIEW] =rec

Figure 40: Example of the BAA Proposal Activity Worksheet > Proposals Submitted

U9/ 132019 02:17 PR
EDT

4 P EDT

6. Notice that all Requirements have a status of “Complete”, including
“Submission”.

7. You can access your Cover Sheet form in a PDF format by clicking on the
icon provided in the Action column. Similarly, you can access your
proposal uploads by clicking on the icon in the Action column.

8. The system will automatical