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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 Registration

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/Registration Page

1. Toregister 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. To login, click on the Portal Login link, located at top-right corner of the
page.

CONTACT US PORTAL LOGIN

Homeland
{ )| Secllrlty HOME SOLICITATIONS NEWS & EVENTS AWARDS RESOURCES

Step-by-step guide to help you apply »

Figure 1: Example of the SBIR — Portal Login

4. The Proposal Submissions Portal page displays.

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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PORTAL LOGIN

@aven't Registered? )

DHS ST Security Agreement

You are about to access a DHS computer system. This computer system
and data therein are property of the U.S_Govermment and provided for official
U.S. Government information and use. There is no expectation of privacy
when you use this computer system The use of a password or any
security measure does not establish an expectation of privacy. By using this
system, you consent to the terms set forth in this notice. You may not
process classified national security information on this computer
system  Access to this system is restricted to authorized users only
Unauthorized access, use, or medification of this system or of data contained
herein, or in transit toffrom this system, may constitute a violation of section
1030 of title 18 of the US. Code and cther criminal laws. Anyone who
accesses a Federal computer system without authorization or exceeds
access authority, or obtains, alters, damages, destroys, or discloses
information, or prevents authorized use of information on the computer
system, may be subject to penalties, fines or imprisonment. This computer
system and any related equipment is subject 1o menitoring for administrative
oversight, law enforcement, criminal investigative purposes. inquiries inta
alleged wrongdoing or misuse, and fo ensure proper performance of applicable
security features and procedures. DHS may conduct monitoring activities
without further notice

You must agree to the security agreement to continue to the login page

| agree to the terms

Login
Username: | Check Security Agreement
Password:

Sign In)

Forgot Your Passwerd? (Mot Registered?

Figure 2: Example of the Proposal Submission Portal

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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2.2 Enter Taxpayer ldentification Number (TIN)

1. Complete all steps in the “Access the Log In/Registration 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 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 NUMBER (SSN).

If your companylorganization does not have a TIN, click here: Generate Temporary TIN.

Even if you are employed 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 ldentification
Number (TIN):

State where your [v]

company is registered as
a Taxpayer:

Figure 3: Example of the TIN registration page

3. If your company does not have a TIN, go to the “Generate an ID in
Lieu of a TIN (optional)” chapter of this manual.

If your company has a TIN and has not yet been registered in this
system:

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

b. In the 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 345345345 and State CO is being registered for the SBIR Proposal Submission Handbook.
If you want to continue with the registration. click on the Proceed with Registration button below.

Proceed with Registration

If you mistyped your TIN or selected a different state, please click on Back to try again

e. Click the Proceed with Registration button.
f. The Registration Form page displays.

Go to the “Complete the Registration Form” chapter of this manual.

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

a. Inthe 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. In the 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 reqister for the Company with TIN 345345345 and State VA:

1. Locate the entry that matches the Company’s namefaddress.
2. Click on the Continue with Registration button.

Rock Inc

200 Fairbrook Or
Sterling VA 23232-2323
TIN: 345345345

If you mis-typed your TIN or selected a different state, please click on Back button to try again.

[ Back

Figure 4: Example of the Registration page for new users

e. Click the Continue with Registration button.

f. The Registration Form page displays.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
7



December 2015

Continue to the “Complete the Registration Form” chapter of this manual.

2.2.1 Generate an ID in Lieu of 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 have generated an ID, please let your company/organization
POC know.

e If your company/organization establishes a TIN after registering in this
system with an ID, call the Technical Support to update the TIN
information.

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

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

REGISTRATION

You must know your Company's/Crganization's Taxpayer Identification Number (TIN) to be able to register for the SBIR 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 NUMBER (SSN).

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

Even if you are employed 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 ldentification

Number (TIN):

State where your ]

company is registered as
a Taxpayer:

Figure 5: Example of the TIN registration page

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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3. The following page displays; click on Generate ID

COMPANY/ORGANIZATION ID GENERATION

If your company / organization does net have a TIN or does not require to have a TIN, you may generate an ID here and use this in lieu of TIN. You must not use this ID
for IRS purposes. Use this ID in place of TIN through out the proposal(s). Make sure you generate an ID only once for your company/erganization. If you are submitting
multiple proposals, you must use the same ID fer all of them. If you are not sure your company already has an ID or net, contact your company/organization POC (Point of

Contact). If you have generated an ID, please let your company/organization POC know.

4. Review the message 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 / crganization does net have a TIN or does net require to have a TIN, you may generate an ID here and use this in lieu of TIN. You must not use this ID
for IRS purposes. Use this ID in place of TIN through out the proposal(s). Make sure you generate an ID only ence for your company/organization. If you are submitting
multiple proposals. you must use the same ID for all of them. If you are not sure your company already has an ID or not, contact your cempany/organization POC (Point of
Contact). If you have generated an ID, please let your company/crganization POC know

Generated Company 1D: 823500872

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

You must know your Company's/Organization's Taxpayer Identification Number (TIN) to be able to register for the BAA Proposal Submissicn Handbook. This is the
number required by the IRS to be used by the offerer in reporting income tax and other retums. 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 employed by the Research Institution, enter the Company's/Organization's TIN and State.
Enter your 823500872 (No hyphens allowed, example: 123456789)
Company's/Organization's

Taxpayer ldentification

Number (TIN):

State where your company is v
registered as a Taxpayer:

Check here if Outside of United States

Figure 6: Example of entering TIN and state information

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 Proposal Submission Handbook.”

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

with TIN 823500872 and State CA is being registered for the BAA Propesal Submission Handbook. If you want to continue with the
egistration button below

This is the first time your company
registration, click on the Proceed

Proceed with Registration

If you mistyped your TIN or selected a different state, please click on Back to try again.

Click the Proceed with Registration button.

10.The Registration Form page displays.

Refer to the “Complete the Registration Form” chapter of this manual.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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2.3 Complete the Registration Form

2.3.1 Identify Your Company Point of Contact (POC)

If you are a new user whose company has already been registered, you will
need to contact your company’s Point of Contact (POC).

Some users, however, may not know their company’s POC. If you do not
know who your company’s POC is, and you do know your company’s TIN,
follow the instructions below.

If you do not know either your company’s POC or your company’s TIN, call
the Technical Support.

1. On the home page of the portal, in the navigation menu on the far left,
click the Submission link.

2. The Proposal Submissions Portal page displays. At the top of the page,
click Register link.

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

Registration

You must know your Company's/Organization’s Taxpayer Identification Number (TIN) to be able to register for the BAA Proposal
Submission Handbook. This is the number required by the IRS to be used by the offeror in reporting income tax and other returns. If
your companyforganization does not have a TIM, click here.

Ewven if you are employed by the Research Institution, enter the Company's/Organization’s TIM and State.

Enter your Company's/Organization's Taxpayer ldentification (Mo hyphens allowed;
Number (TIN): exmaple: 123456763)

State where your company is registered as a Taxpayer:

Check here if Outside of United States [

Figure 7: Example of the TIN registration page

4. Inthe Enter your Company’s/Organization’s Taxpayer Identification
Number (TIN) field, enter your TIN. Do not enter any hyphens; e.g.,
123456789.

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

SBIR-BAA Public Portal: Registration and Submissions Training Guide
11



December 2015

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

6. Click the Continue button.

7. The Registration page (shown below) displays.

REGISTRATION

ith TIN 823500872 and State CA is being registered for the BAA Proposal Submission Handbock. If you want to continue with the
egistration button below.

This is the first time your company w
registration, click on the Proceed

Proceed with Registration

If you mistyped your TIN or selected a different state, please click on Back to try again

Figure 8: Example of the Registration page for new users

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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2.3.2

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.” At
a later time, when you submit your white paper/full proposal, you can edit the
information to reflect your specific department/division identification.

Note that required fields are marked with an asterisk. Additional guidance
about each field is provided on the far right side of the form.

If you are a new user whose company has already been registered, the
Company Information and Point of Contact Information sections will
automatically be populated. Proceed to the User Information section.

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

Please do not register yourself MORE THAN ONCE! Fill in your registration information below. If there are errors on the registration

form, you will be asked to re-enter the user password.

(Note: For securtty reason, this page will expire after 20 minutes of inactivity.)

* Required Information

Company Information

*Company Name:

TIN:
E-mail us if you need to modify the TIN.

“Address (Line 1):

Address (Line 2):
*City:

State:

*ZIP+4:

*Phone:
Company's Phone and Fax. Numbers only

Fax:
*CEOQ/President's E-mail:

DUNS + 4:

9-digit Data Universal Number System plus
a 4-digit suffix given by parent concern

CAGE Code:

Company URL:
Provide Full URL
(httpfeww.example.com)

*Year of Company Founded:

345345345

Cco

- Get ZIP+4

- What is DUNS?

How do | get a CAGE?

Figure 9: Example of the Company Information Section of the Registration Form

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

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 The Standard Industrial Classification (SIC)

(BAA Registrations cla§s_|f|es establishments by the primary type of

only) activity.

FICE The Federal Interagency Committee on Education

(BAA Registrations .(FIC.:E). 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 This is a required field. Enter the date with four

founded numerical characters, e.g., 2010.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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2.3.3  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.

If you are a new user whose company has already been registered, the
Company Information and Point of Contact Information sections will
automatically be populated. Proceed to the User Information section.

Company Point of Contact Information

*Salutation: | Choose an oplionﬂ
“First Name:
Middle Mame:
“Last Name:
“Title:

“Phone: Ext:
Enter only numbers

Fax:

“E-mail Address:
Impartant! Fill out carefully

*Confirm E-mail Address:

Figure 10: 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.

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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Phone is a required field, but the extension is not.
Phone/Ext Enter only numbers in each field (no symbols, such
as dashes).

Fax Enter only numbers in this field.

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

address

E-mail address

2.3.4 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.

This section also includes fields for Passwords and Secret Questions. The
information 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 that required fields are marked with an asterisk.

User Information 7

[] Check here if you are also the Company Point Of Contact. (This will pre-populate your information.)
*Salutation: | Choose an option ﬂ
“First Name:
Middle Name:
“Last Name:
*Title:

“Phone: Ext:
Numbers only

Fax:

*E-mail Address:
Important! Fill out carefully

“Confirm E-mail Address:

“Username:

Only and underscores are
allowed. Username must be at least § characters.

“Password:

Minimum 10 characters. Must contain: a upper
case, lower case, number, and special characier.
assword cannol repeat your 8 previous
Passwords.

*Confirm Password:

*Security question: | Select your question [v]
You will be prompted with this question and a new
password wil be issued automatically if your
answer matches the one you give here

“Security Question Answer:

[cgiver ) ot

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

Confirm e-mail

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

address

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

Password These are required fields. The Passwords must be

Confirm 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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Select your
guestion

This is a required field.

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

e What is your mother’s maiden name?

e What is your pet’'s name?

What city were you born in?

e Who is your favorite person?

Answer to above
guestion

This is a required field. Enter the answer to the
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.

2.4 Change Password

Once you’ve logged onto the portal with your username/password. You can
updated 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)

Homeland
Security

Session Timeout wil occur in 19 min in as: Georgette Zee Zange §} ¥

SOLICITATIONS NEWS & EVENTS AWARDS RESO @ Change Password '

Figure 12: The Change Password option

Important Information about the password:

e Passwords are case sensitive.
e Your password must be at least 8 characters long and must have an
upper case character, a lower case character, a number, and a special

character.

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

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

SBIR-BAA Public Portal: Registration and Submissions Training Guide
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2.5

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 the Help Desk immediately.

My Account

Once you’ve logged onto the portal with your login credentials. You can
updated 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 Timeout will occur in 19 min 04 sec A Logged in as: Georgetle Zee Zango i ¥

Homeland
Seclu]t\ HOME SOLICITATIONS NEWS & EVENTS AWARDS

Figure 13: Example of accessing My Account

The My Account page displays (shown below).

I. In the 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.

ii. In the 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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To update your account information, enterin the desired changes and click the Save button.

1.0

COMPANY INFORMATION |

Company: TIN:
Zango ABC Inc. 54587545
4585 Southem Street DUNS + d:
Warm
MD 12365 - 4585 CAGE:
FERSONAL INFORMATION
Username: baaPublic1
Salutation:* Mrs. ¥
First Mame:* Georgette
Middle Name: Fee
Last Mame:* Zango
Title:* CEOD
Phone:* [Enter only numbers) || ddsidgii Ext:
Fax: [Enter only numbers)
E-mail Address:*
ADDITIOMAL AUTHENTICATION o Torget your password)
You will be prompted with this guestion w password will be ssved avtomatically il your answer matches the one you give here
Select your question:* Who is your favorite person? v
Answer to above guestion:®

* Required Infermation

Figure 14: Example of accessing My Account Profile page
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3.0

3.1

BAA Pre-Submission Inquiry, White Paper and
Proposal Submissions

Overview

You may submit a pre-submission inquiry (applicable to LRBAA only), a white
paper and/or a proposal in response to a specific solicitation topic.

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 a white paper or proposal, you may choose to
remove it from the system and not submit it.

You will need to submit a white paper or proposal in order for it to be
reviewed by the BAA program office.
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3.2 Submit a Pre-Submission Inquiry (LRBAA only)
Follow the instructions below to submit a pre-submission inquiry.

1. To submit a pre-submission inquiry for a LRBAA solicitation, go to the
BAA Public Portal at https://baa2.st.dhs.gov/.

2. Click on the Solicitations tab, select Current Solicitations from the
dropdown menu. Alternatively, you could select the desired Solicitation
from the BAA Homepage, Current S&T BAA Solicitations section (skip to
Step 6 below).

The Current Solicitations page will display listing all open solicitations.
Locate/click on the desired Solicitation Number link.

The selected Solicitation page will display.

2

Click on the Submit a Pre-Submission Inquiry button (shown below) to
initiate a pre-submission inquiry, if applicable.

CURRENT SOLICITATION

DHSST-LRBAA14-02 HOWTOAPPLY | key Dates

Pre-Solicitation Open Date:

2014 DHS S&T LRBAA 0172612014

Pre-Solicitation Close Date:

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa. Cum sociis natoque 12/31/2018 11:59 PM ET

penatibus et magnis dis parturient montes, nascetur ridiculus mus. Donec quam felis, ultricies nec, pellentesgue eu, pretium quis,
sem. Nulla consequat massa quis enim. Donec pede justo, fringilla vel, aliquet nec, vulputate eget, arcu. In enim juste, rhoncus ut
imperdiet a, venenatis vitae, justo. Nullam dictum felis eu pede mollis pretium. Integer tincidunt. Cras dapibus. Vivamus elementum |~ White Paper Regisiration Deadline:
semper nisi. Aenean vulputate eleifend tellus. Aenean leo ligula, porttitor eu, consequat vitae, eleifend ac, enim. Aliqguam lorem 12/31/2018 11:59 PM ET

ante, dapibus in, viverra quis, feugiat a, tellus. Phasellus viverra nulla ut metus varius lacreet. Quisque rutrum. Aenean imperdiet. White Paper Submission Deadline:
12/31/2018 11:59 PM ET

Submission Deadline:
See Notice on FedBizOpps

Solicitation Open Dat
01/26/2014

Etiam ultricies nisi vel augue. Curabitur ullamecorper ultricies nisi. Nam eget dui. Etiam rhoncus. Maecenas tempus, tellus eget
condimentum rhoncus, sem quam semper libero, sit amet adipiscing sem neque sed ipsum. Nam quam nunc, blandit vel, luctus
pulvinar, hendrerit id, lorem. Maecenas nec odio et ante tincidunt tempus. Donec vitae sapien ut libero venenatis faucibus. Nullam
quis ante. Etiam sit amet orci eget eros faucibus tincidunt. Duis leo. Sed fringilla mauris sit amet nibh. Donec sodales sagittis
magna. Sed consequat, leo eget bibendum sodales, augue velit cursus nunc -
Documents and Links

Pre-Solicitation:

| Notice on FedBizOpps
Solicitation:
Notice on FedBizOpps

Figure 15: Submit a Pre-Submission Inquiry

e-Submissior
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7. A Pre-Submission Inquiry page is displayed as seen below.

PRE-SUBMISSION INQUIRY

Prior to preparing and submitting White Papers, potential Offerors may submit infermal inquiries using the DHS Science and Technology (S&T) Directorate's Pre-
Submission Inquiry form below. S&T personnel cannot assist in the preparation of a White Paper, nor can they propose any ideas th uld like potential Offerors to
address. S&T personnel can indicate whether an idea appears to be within the scope of the division's interests and this LRBAA.

Pre-submission inquiries shall include a brief description of the technology, the proposed research, how it is new and different from what is currently available, and its
proposed applications. Fully developed products are not considered under this LRBAA unless: 1) the Offeror is proposing a totally different application for the product or
2) a modification is needed and some research is required to determine whether it will be successful

Pre-submission inquiries may only be submitted here through the Pre-Submission Inquiry form below. You must select a single research topic area from the drop down
box to ensure it is routed to the appropriate subject matter expert

A Pre-Submission Inquiry is optional, and Offerors may submit a White Paper to the LRBAA irrespective of the feedback received from it
Important Note: All information provided must be non-proprietary and unclassified.

* Required Information
Point of Contact Information

"First Name

*Last Name
*Organization

*E-mail Address
*Confirm E-mail Address
*Address (Line 1):
Address (Line 2):

“City:

Figure 16: An example of the LRBAA Pre-Submission Inquiry page (partial view)

8. Complete the form and when finished click the Submit button as bottom of
the screen.

9. A Pre-Submission Inquiry confirmation page will be displayed.

10. An email notification is sent out to the submitter acknowledging the receipt
of pre-submission inquiry.
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3.3 Start a New White Paper or Proposal

Follow the instructions below to start a new proposal.

1. Torespond to a BAA 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.

PORTAL LOGIN

HOME SOLICITATIONS  NEWS & EVENTS AWARDS RESOURCES

Al PORTAL LOGIN

me of submissions due July 22nd for the following CSD calls, we strongly encourage you to submit your white paper(s) as early as'possible
HQDC-14-R-B0015; HSHQDC-14-R-B0016; HSHQDC-14-R-B0017; 11.01.2015

Figure 17: Example of the BAA Portal > Portal Login

3. The Portal Login page will display, as shown below. To enter the portal,
you must agree to the security agreement, and enter your company’s
username and password that you created during registration.

Note: If you have not yet registered, click the Register Now link and refer
to the Registration portion of this manual for detailed instructions.

Note: If you do not know your password, click the Forgot Your Password?
link. You will be prompted to submit your username and the answer to
your Security Question. Upon verification, your password will be reset and
e-mailed to you.

a. Read the Security Agreement. If you agree to the security agreement,
click the I agree to the terms check box. If you do not agree, do not
enter the site. Contact the Technical Support if desired. (Technical
Support information is displayed in footer)

b. In the Username field, enter your user name.
c. Inthe Password field, enter your password.
d. Click the Sign In button.

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
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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.

PORTAL LOGIN

(Haven't Registered? )

DHS ST Security Agreement

You are about to access a DHS computer system. This computer system
and data therein are property of the U.S. Govemment and provided for official
U.S. Government information and use. There is no expectation of privacy
when you use this computer system. The use of a password or any other
security measure does not establish an expectation of privacy. By using this
system, you consent to the terms set forth in this notice. You may not
process classified national security information on this computer
system. Access to this system is restricted te authorized users only.
Unauthorized access. use, or medification of this system or of data contained
herein, or in transit to/from this system. may constitute a violation of section
1030 of title 18 of the U.S. Code and other criminal laws. Anycne who
accesses a Federal computer system without authorization or exceeds
access authority, or obtains, alters, damages, destroys, or discloses
infermatien, or prevents autherized use of infermation on the computer
system, may be subject to penalties, fines or imprisonment. This computer
system and any related equipment is subject to monitering for administrative
oversight, law enforcement, criminal investigative purpeses, inquiries into
alleged wrongdoing or misuse, and to ensure proper performance of applicable
security features and procedures. DHS may conduct monitoring activities
without further notice

/’Ycu must agree to the security agreement to continue to the login page\

#| | agree to the terms

Login
Username:

Password:

(orgot Your Password? — Not Registered? )

L/

Figure 18: Example of the login page of the BAA Proposal Submission Portal

4. The Submissions Portal Dashboard displays, an example shown below.

"/ My Proposals N
i oo
ess Submitted Past Due

[

Show| 5 entries Search:
0
Proposal Number Solicitation Type FY Due Date Completion Due In A
(Days)
No data available in table
Showing 0 to 0 of 0 entries First Previous Next Last

e /

» My Contracts

Figure 19: An example of Submissions Dashboard (Proposal Activity Worksheet) >
Proposals In Progress view

5. My Proposals section has three tabs:
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I. In Progress: Includes all whitepapers/proposals that are in-
progress (initiated but not submitted).

In the screenshot above, no white papers or proposals are in-
progress,

ii. Submitted: Includes all whitepapers/proposals that have been
submitted to S&T for review.

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

6. To initiate a new whitepaper or proposal, click on Add New Proposal,
located in top-right corner of the My Proposals section, the Add New
Proposal pop-up displays:

|' 1
Select a proposal type:
() White Paper () Full Proposal ] [ ]

| Submitted ‘

Show | 5 ﬂ entries search:
/
Showing 0 to 0 of 0 entries t Previous Next Last

My Contracts
Add Proposal to Activity Worksheet

7. Select the desired option: White Paper or Full Proposal

8. Based on the option (White paper or Full Proposal) selected, a Solicitation
drop-down is displayed listing all open/applicable Solicitations.

9. Select the desired Solicitation from the drop-down list; upon selection,
additional fields will display, listing the Topics and an input field for
Proposal Title, as shown below.
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10. Select the desired Topic from the list, enter a Proposal Title and click on
Add Proposal to Activity Worksheet.

Cadien Poposal 3

Select a proposal type:
(@) White Paper () Full Proposal

Solicitation:

J— DHSST-LREAAT 4-02 Mote: Only open solicitations are available to initiate a proposal.
Submission Deadline: 12/31/18 11:59 PM EST

. Registration Deadline: 12/31/18 11:59 PM EST

Topic:

PGP 1.1

Title: Lorem ipsum dolor sit amet

Proposal Title:
Proposal Title Test 123

Add Proposal to Activity Worksheet

l DHS Form 10067 (12/10) '

Jirmmy gy

11.The updated My Proposal > In Progress page displays, listing the recently
initiated white paper or proposal, as seen below.

My Proposals

Manage Proposals Add New Proposal

[ In Progress Submitted Past Due
Search:

Show | 5 entries
0
Proposal Number Solicitation Type = Due Date Completion Due In "
(Days)
(DHSST—LRBAAM—OZPGP 1.1-0010-WP  DHSST-LRBAA14-02 White Paper 2014 12/31/2018 11:59 PM 0% 1119 @ )
EST

Showing 1 1o 1 of 1 entries First Previous 1 Next Last

» My Contracts

12.This view provides you a summarized view of the white paper/proposal
information along with the percentage completion based on your input.

13.To continue working on your white paper/proposal submission, click on the
Proposal Number listed in the 15t column.

14. A Proposal Activity Worksheet displays, similar to the screenshot below:
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Overall Completion Due Date Requirements Status Last Updated Date Action

; 12/31/2018 11:59 PM
Not Yet Submitted = Caverithioet 2
Due in White Paper Upload =Y
1119 days
Submission
€9 Dalete n SURMIT

Figure 20: Example of the BAA Proposal Activity Worksheet > Proposals In Progress
dashboard

15.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.

16.Important: Different components of the proposal or white paper must be
completed before it can be successfully submitted. In the example above,
Cover Sheet and White Paper 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.”

17.1f 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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3.4 Complete/Submit a BAA White Paper
Important Note: If a BAA solicitation does not require a White Paper, you will
submit a Full Proposal. Refer to the instructions in the “Complete a BAA
Proposal” chapter.

3.4.1 BAA White Paper/Proposal Cover Sheet

1. From the Proposal Activity Worksheet page, click the Cover Sheet link.

Not Yet Submitted

Overall Completion

Due Date

12/31/2018 11:59 PM
EST on

White Paper Upload

Status

Incomplete
Incomplete

Last Updated Date

Action

€) Delete

Due in C =3
1119 days
Submission Incomplete

2. The BAA Proposal Cover Sheet form displays (shown below).

There are six different data entry sections.

i.
ii.
iii.
iv.

V.

Company

POC (Company Point of Contact)

PI1 (Principal Investigator Information)
Participants

Other

vi. Summary

In each section, fields marked with an asterisk are required fields.

3. Complete/edit the appropriate fields in the Company tab.

I. The Company Information section displays the information you
entered about your company during registration (example shown
below). If you need to change any of the non-editable information,
contact the BAA Technical Support, information provided in the
footer.
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COVER SHEET

For details, please refer to the solicitation details lecated at FedBizOpps website.
Be sure to click "Save” before changing tabs.

Company POC Pl Participants Other Summary

‘Company Information

Proposal Number: DHSST-LRBAA14-02-PGP 1.1-0010-WP

DHSST-LRBAA14-02-PGP 1.1-0010-WP

Topic: PGP 1.1 - Lorem ipsum dolor sit amet

Proposal Title:* Proposal Title Test 123

Company Name: Zango ABC Inc.

Mailing Address (Line 1):* 4565 Southern Street

Mailing Address (Line 2):

City:* Warm

State & Zip Code:" MD ﬂ 12365 -| 4865 Need help for ZIP+47
Phone:* 1212212120000

Fax:

TIN: 654587545

DUNS + 4: What is DUNS? (9-digit Data Universal Number System plus a 4-digit suffix given by parent concern)
CAGE Code: How do | get a CAGE?

SIC: What is a SIC?

FICE: What is a FICE?

::I'-Irftl))f;sﬁi:::j-:fnains Proprietary No [v]

Amount Requested (in dollars):* (2 decimal places) example: 1234.99
Duration:* months

Requested Starting Date:* (mmiddlyyyy) example: 01/01/2009

Business Type:® (Hold CTRL to select more than one)

- Select Busniess Type —

8a Program Participant

HUB Zone Firm

Historically Black College/University

Minerity Institution

Minarity Owned - Subcontinent Asian (Asian-Indian) American
Minority Owned - Asian Pacific American

Minority Owned - Black American

[]Small Business Concern
- Select One -

v

* Required Information

m Go to Activity Worksheet Go to Dashboard

Figure 21: Example of the BAA Proposal Cover Sheet form
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Enter/Edit information into each of the fields, as appropriate. Below is a description of
each field:

Field Description

Proposal Number This field is automatically populated with the
proposal number and cannot be edited.

Topic This field is automatically populated with the
topic and cannot be edited.

Proposal Title This field is automatically populated, but you
may edit it. It is a required field. The title may
consist of digits, letters, and spaces. Use a
maximum of 200 characters.

Company Name This field is automatically populated with your
company’s name and cannot be edited.

Mailing Address (Line 1) | This field is automatically populated, but you
may edit it. It is a required field. The Line 1
mailing address may consist of digits, letters,
and spaces. Use a maximum of 100
characters.

Mailing Address (Line 2) | This field is automatically populated, but you
may edit it. The Line 2 mailing address may
consist of digits, letters, and spaces. Use a
maximum of 100 characters.

City This field is automatically populated, but you
may edit it. It is a required field. The city may
consist of letters and spaces. Use a maximum
of 50 characters.
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State & Zip Code These fields are automatically populated, but
you may edit them. These are required fields.
Select the state from the drop-down list. Enter
the ZIP + 4 code. If you do not know the + 4
code, click the Need help for ZIP+47? link to be
directed to the Zip Code Lookup page of the
United States Postal Service web site.

Phone This field is automatically populated, but you
may edit it. It is a required field. Enter your
phone number (10 digits) without any hyphens
or parentheses, e.g., 5555555555.

Fax This field is automatically populated, but you
may edit it. Enter your fax number (10 digits)
without any hyphens or parentheses, e.g.,
5555555555.

TIN This field is automatically populated with your
company’s TIN and cannot be edited.

DUNS + 4 Enter your 9-digit Data Universal Number
System (DUNS) plus a 4-digit suffix. If you do
not know your DUNS + 4 number, click the
What is DUNS link to be directed to a helpful
web site.

CAGE Code Enter your Commercial And Government Entity
(CAGE) code (which is issued by the Central
Contractor Registration (CCR). If you do not
have or know your CAGE code, click the How
do | get a CAGE? link to be directed to a
helpful web site.

SIC Enter your Standard Industrial Classification
code. If you do not know your SIC code, click
the What is a SIC? link to be directed to a
helpful web site.
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FICE Enter your Federal Interagency Committee on
Education (FICE) code, which is the six-digit
institutional identifier assigned to each higher
education institution. If you do not know the
FICE code, click the What is a FICE? link to be
directed to a helpful web site.

Proposal Contains This is a required field. Select your answer of
Proprietary Information Yes or No.

Amount Requested (in This is a required field. Enter the amount
dollars) requested.

Duration This is a required field. Enter the duration of
the project, in months.

Requested Starting Date | Enter the start date of the project. The required
format is mm/dd/yyyy, e.g., 02/14/2011.
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Business Type

This is a required field. Select the appropriate
business type(s) for your business. You may
select more than one. The options are:

8a Program Participant

HUB Zone firm

Historically Black College/University
Minority Institution

Minority Owned — Subcontinent Asian
(Asian-Indian) American

Minority Owned — Asian Pacific American
Minority Owned — Black American
Minority Owned — Hispanic American
Minority Owned — Native American
Minority Owned — No Representation/None
of the above

Large Business

Small Business

Small Disadvantaged Business

Veteran Owned Business

Veteran Owned Business/Service Disabled
Woman Owned Business

Educational Institution

Nonprofit Institution

Research Institution

Government — Federal

Government — State

Government — Local

Government — Foreign

Federally Funded Research and
Development Center

If applicable, click the Small Business Concern
check box and select the concern.

4. Click the Save and Continue button.

5. The POC tab will display, as shown below.
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COVER SHEET

For details, please refer to the solicitation details located at FedBizOpps website
Be sure to click "Save” before changing tabs.

DHSST-LRBAA14-02-PGP 1.1-0010-WP

Company POC Participants Other Summary
Company POC Information
Salutation:* Mrs. ﬂ
First Name:* Georgette
Middle Name:
Last Name:* Zango
Title:* President
Phone:* 7033333333 Ext:

Fax:

E-mail Address:*

ssundrani@reisystems com

* Required Information

m Save and Continue Go to Activity Worksheet Go to Dashboard

Figure 22: Example of BAA Cover Sheet - POC page

6. .Enter data in each of the data entry sections, where applicable. Fields

marked with an asterisk are required fields

7. The Company Point of Contact Information section (shown below)
displays the information entered about you company’s point of contact
during the registration process. If necessary, update the point of contact

information.

8. When finished with this tab, click on Save and Continue.

9. The BAA Proposal Cover Sheet Pl page displays.

10.In the Principal Investigator Information section (shown below), enter

information about the proposal’s Principal Investigator.

SBIR-BAA Public Portal: Registration and Submissions Training Guide

37



December 2015

COVER SHEET

Company POC

Pl

Principal Investigator Information

Participants

Other

For details, please refer to the solicitation details located at FedBizOpps website.
Be sure to click "Save” before changing tabs.

Summary

DHSST-LRBAA14-02-PGP 1.1-0010-WP g

[] Check here if you are the Principal | ig (This will pre-populate your name, email and phone ONLY.)
Salutation:* - Choose an option [ v|
First Name:*
Middle Name:* [INo Middle Name
Last Name:*
Title:"
Address: (®) United States Address
Address (Line 1):*
Address (Line 2):
City:*
State:* [v]
Zip Code:* Need help for ZIP+47?
(O Address is Qutside of the United States
Address (Line 1):*
Address (Line 2):
City*
State/Province™
Mail C