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Instruction of Using e-Procurement Bulletin Board

e-Procurement Bulletin Board (EPBB) is a electronic system that can provide you a
different way to access posted electronic Simplified Acquisition Requirements. You can
find this system on e-PIC web site at http://epic.od.nih.gov.
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Part #1: Access the EPBB.

Please go to e-PIC web site home page at http://epic.od.nih.gov/. (See Figure 1-1)
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(Figure 1-1: e-PIC Home Page)
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At e-PIC home page, please scroll down a little bit, you can easily find a line of blue
word e-PIC Bulletin Board, just click that, you will be directed to the EPBB system
automatically. The EPBB system home page

http://epic.od.nih.gov/BBoard/bbindex.asp is shown as Figure 1-2.
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(Figure 1-2: EPBB Home Page)
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Part #2: View what is / are posted on the EPBB.

On EPBB home page shown as figure 1-2, you will find “E-Procurement

Bulletin Board” inside the bulletin image. Please click that and you can see
what is / are posted on EPBB by somebody else or by yourself before. After you
click “E-Procurement Bulletin Board”, you should be able to get to

http://epic.od.nih.qgov/epbb?2/index.asp (See figure 2-1 below)
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(Figure 2-1: EPBB Index Page)

You can scroll down a little bit to see the whole page; it is divided into 3 sections by
2 gray lines.

The first section, there are a blue-underline word “Browse” and a question Mark ©
beside “Browse” at the left side, click either of them, system will give you the same
explanation of this link; See figure 2-2 below.
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(Figure 2-2: Brows Help)

After you read the explanation, you can click “<<Back” to come back to figure 2-1.
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(Figure 2-1: EPBB Index Page)

On the right side, there is a gray button “Browse” | Brawse.. , click that, you can
view what is / are posted on the EPBB,;

Between “Browse” blue word and “Browse” gray button !M, there is a text
box with drop down arrow,

plsrrest = S8 TS by | o- S0 Mumber =

It provides five options for users to choose: e-SAR Number, e-SAR Release Date,
e-SAR Closing Date, Issuing Office, NAICS Code. If you choose one, then click the

_ Browse.. right after it; it will display corresponding e-SAR with the category you
choose just now. For example, | choose “e-SAR Release Date” from the drop down
arrow, see figure 2-3 below.
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(Figure 2-3)

Then | click “Browse” button |M | will be directed to the next page like
following figure 2-4:
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(Figure 2-4: Brief information about e-SARs on EPBB)

You can see it displays brief information about e-SARs, the title and e-SAR Release
Date. If | choose “Issuing Office” from the drop down arrow, then | will get the brief
information of e-SARs, namely, the Title and Issuing Office.

If you need the detail information about this e-SAR, you can click the blue-underline
word, in this case, “Test”, then the page you will get is figure 2-5:
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(Figure 2-5: Detail information about an e-SAR on EPBB)

Page 10 of 39



The second section of EPBB index page (figure 2-1 EPBB index page): searching e-
SARs by e-SAR number.

He-Procurement Bolletin Board System - Microsoft Inbernet Explorer bl | [m] 3
Fit Edt "W Pl Toodk  Hep

etk e s D E A Qe fbwortes e (3 W FICEEL -

Thes syetem poste Smplfied Acqushons betwean 10,000 and §23 000 m valne. and enables
contracters 1o regster for e-mad notfication of ampified 2cqaaten busmess opporumhes

Venders: Find e-8 48

Browse i}l ek p-SA83 bﬁw

Search #% For e-5AR: by e-SAR Mumber |
2\

8] 0me - T i

(Figure 2-1 EPBB index page)

The blue underline “Search” and @’ have the same link to the “Searching by e-SAR

Number Help”, click either of them, you can get the explanation of this search, see
figure 2-6 below.

Page 11 of 39



2§ Help: Browsing - Microsodt Inbemet Enplorer 48] =10] =]

Fle Eck Wew Fosoites Tods  Heln -
wBak - = - D ] A DEewch (sjFaoits Hveds P ]| SISE# R -
ke ss [ ] Fitp e oot rh govjepchz relpyndertl_rurber_hek.as =] P Uk ¥

Fearcimg by e-SAR Humber Help

o Fmd e-3AFs by ther =-5AF mumbers. I wou know the precise e-ZAE momber, enter . The e-ZA%
gearch can alee look for parhal matches I you koowe the boginning of the e-5AF. oamber, enter that, and
the w=arch wall refurn all 2-5ARs wath e-ZAR nwobers begerog anth the characters you zgu. The partal
match 15 #specially ussful far locking up all e-52AF, nberss that begin with a specific code —

oW cetwn recocds avth e-ZAR aumbers "ABEC-17 and TABC-123, bub oot these with e-SATR numbesz
@ ZABC-1" o "EARC-123"

(Figure 2-6: Searching by e-SAR Number Help)

Read the whole explanation then Click “<<Back” to come back to EPBB index page
(figure 2-1) again. If you know the e-SAR number, type it in the text box and click
Search” Button Ep— | which on the right side of second section, the system

will return the brief information about the e-SAR if it is does resident in EPBB.

Page 12 of 39



EPBB provides a “Search for e-SARs by Criteria” function in the third section of
EPBB index page (See figure below).
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You can search by “Keyword”, “Issuing Office” and “NAICS Code”. If you are not
sure what “Keyword” mean or what this Search do, you can click the “Search” it self

or the # to its explanation; See figure 2-7 Search by Criteria Help and figure 2-8
Keyword Search Help below.
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(Figure 2-7: Search by Criteria Help)
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For your convenience, if you are new to NAIC Code, we also provide a link “New to
NAIC Code?”
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Click that, you should be able to learn everything about NAIC code. See figure 2-9
below.
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(Figure 2-9)

Click OK button 0K | the “New to NAICS” page display as figure 2-10 below.
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(Figure 2-10: New to the NAICS? Page)

After you are getting familiar with NAICS code, you can click “Back” to our EPBB
page.

Until here, you may know how to view what is / are posted on EPBB. It is easy,
efficient and quick.
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Part #3: Create an Account in EPBB.

While you have something need to post on EPBB, You must be a registered
Purchasing Agent user first, and then use the administrative functions. For example,
if you are a NIH purchasing agent with an NIH email address, you may register first.
I will show you how to register in EPBB step by step.

First, please go to e-PIC home page at http://epic.od.nih.gov, as we talked

before, scroll down a little bit to find blue-underline words: e-PIC Bulletin Board. See
figure 3-1.
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(Figure 3-1: e-PIC Home Page Bottom)
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http://epic.od.nih.gov/

Click e-PIC Bulletin Board, then you will be directed to page at
http://epic.od.nih.gov/BBoard/bbindex.asp, see figure 3-2 below.
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(Figure 3-2: EPBB Home Page)

Click the “Post Simplified Acquisition Requests”, the EPBB index page
http://epic.od.nih.gov/epbb?2/index.asp show up, scroll to the bottom of the
index page, see figure 3-3a (top of index page) and figure 3-3b (bottom of index
page).
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(Figure 3-3a: Top of EPBB index page)
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(Figure 3-3b: Bottom of EPBB index Page)

Click “Post or Review an e-SAR”, you will come to EPBB login page at
http://epic.od.nih.gov/epbb2/login.asp, see figure 3-4.
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(Figure 3-4: EPBB Login Page)

Let say, you already registered before, then, you need type your NIH email address
in “User ID” field and type your Password in “Password” field, then click “Login”

Login
button g )

If you are new user, you need register first. To register, you need simply click
“Reqister Here” beneath login button. Here is coming the sign page at

http://epic.od.nih.gov/epbb?2/paSignup.asp , see figure 3-5.
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(Figure 3-5: Purchasing Agent Signup Page)

Only thing you need to do is type your email address and then click “ Sign Up”

button Sign Lip |

After that, your password will be sent to your email address, then please use the
assign the password and your email address to login (figure 3-4).
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Note: You should only type your Purchasing Agent email address, like NIH email
address, the system won’t accept your personal email, if you do so, you will get an
error message like figure 3-6. If you encounter that problem, please, retype your NIH

email address again and click Sign Lip | .

+} Pusrchasing Agent Signasp Foem - Microsolt Intermet Enplorer
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Loy Yo password wall be maled b the emul address,

(Figure 3-6: Sign up error message)

At last, if you forget your password, it is very easy to reset a new password for you.
On Login page (Figure 3-4), click “Registration Page” which is in the second

paragraph beneath Login button Logir |

EPBB will direct you to “Sign Up” page (figure 3-5), you just retype in your email
address, and click =~ Sign Lip | you should be able get your new password via your
email address.

You may see that EPBB provide a user-friendly interface to allow user to create
EPBB account and reset their password easily.
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Part #4: Post Simplified Acquisition Requests on EPBB.

In order to post a Simplified Acquisition Requests on EPBB, you should be a
purchasing agent first. To do so, again, you need come to e-PIC web site home
page at http://epic.od.nih.gov, at the bottom of the e-PIC home page, click “e-
PIC Bulletin Board” (see figure 3-1, e-PIC home page); on EPBB home page
http://epic.od.nih.gov/BBoard/bbindex.asp, (see figure 3-2 EPBB home page), click
“Post Simplified Acquisition Requests”; EPBB index page show up at
http://epic.od.nih.qov/epbb?2/index.asp, (see figure 3-3 EPBB index page),
at bottom of this EPBB index page, please click “Post or Review an e-SAR”; then
you are redirected to EPBB login page at
http://epic.od.nih.gov/epbb?2/login.asp, (see figure 3-4 EPBB login page),
enter your purchasing agent email, let say, your NIH email address and your
password. Please go to Step #2 to find the detall instruction.

After your login successfully, you should be able to get to EPBB administration page
at http://epic.od.nih.gov/epbb2/admin.asp, see figure 4-1 below.

T e-Procurement Dulletin Board Admin Page - Micresoft Intermet Explorer . = T
Mo Edt Sew Pavortes Tock Mep [ 4 |
PEad - = - (3 A A Dseach [SFeodes Fress (4 M| BIEERTES -
Bk () bt e od ik goregbbadn. asp | Pee s
1 ol e | eeh
3 ]
pr— ~B%
Mo that you have [ogged in, the fellowang apticns are avalabls to sow
Boeshise your presiclasly posted e-TAR
s
: =
[ bor IR T

(Figure 4-1: EPBB Administration Page)

Page 26 of 39


http://epic.od.nih.gov/
http://epic.od.nih.gov/epbb2/index.asp
http://epic.od.nih.gov/epbb2/login.asp
http://epic.od.nih.gov/epbb2/admin.asp

Because we need post a new e-SAR on EPBB, so please click first option on the
administration page, which is “Post a new e-SAR”. Now you arrive e-SAR posting

page at http://epic.od.nih.gov/epbb2/eSARform.asp, see figure 4-2 below.

3} e-5AR Form - Microsoft Intesmeet Enplorer =T
Fie B vew Favodes Totk  Help [+ |
e+ = - ) ] A Psesch [afeorkes Freda F M) | EITER -

Bk ] herp: ffepicod i goefapbb2jaSaRForm.acp

i

Poat o Mew e-ZAF. 4%

Lzzuing Office:
[—=Choose One— =

Aasugn -2 AR ouenber "?"' |

Cantact Mame: |

Contact Fhone Mumber, [

Contact Email: |

Fracuremsant Tﬂ;:l

(Figure 4-2: New e-SAR Posting Page)

As you can see, it is a long form, so please scroll down to see the whole entire form,
most fields are mandatory, some fields have (Optional) note right after the field
name, for example, “Proposal Instructions”, you will see (Optional) beside it, that
mean this field is optional, if you like, you can leave it blank, but for those fields
without (Optional) note, you must fill in.
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For your convenience, some fields has @ sign, if you click the )
It will give you the explanation of that field. Let say, if | don’t know what “Assign an

e-SAR number” field mean, | click "?), a new page come out, see figure 4-3 below.

‘X e-5AR Form Helps Assign £-5AR Sumder - Microsoft Inbernet Explorer _ jl .|EI J-E|
Fs Edt Vew Faorbes ook Help -
el « = - G ] | seach [SFeoie el (M | SIEERTREC -

| Arckdreis [ 4] hetps frepie o rib goreepbbaheipasar_form_ssarmunie_hed sp | gt ||-i‘ﬂ by
h["F sl I

Fusigm e-0AR Fumber Help

S o enter b number vou wanl ts enilfy wour e-SAF by zothie Beld, in accardmee valh the nisbering
pedicy of your Insttute. I you have no palicy, then just entey the abboewanon For your Insttube. When o
e-SAR 13 posted, a unique umber wil be add as a suffic bo wour number, to ensure that there 15 a sngle
nurmber by which your e-S0F 15 sdentfied amd that this wenber won't be dupbcated Thes sumber that
combings the idepadier that you asagn wnth a wnique number 15 the e-ZAE number. The sestem will provide
b our e-3AF mumber after you click the "Fest e-SAR" button

(Figure 4-3: Assign e-SAR Number Help)

After | read the content, | can “<<Back” at the right bottom corner to come back the
e-SAR form page again. See figure 4-2b below.
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<3 e-SAR Form - Microsoft Internet Explorer 8| =171 x|

File Edit View Favorites Tools  Help

Back ~ = - tat | @l 5earch [GlFavorites GfMedia £4 ﬂ| & EE# 7001 -

Address I@http:Il'll'epic.cu:i.nih.gov,l'epl:-bZ,l'eSARForm.asp j @GD |

Links **

| 2

MATCE Code: I Mew to the MATCS ¢
Shipping Address: 62
=
Jid

Fost e-SAR |@} Cancel |

Categery List | e-Procurement Bulletin Board | Purchasing Agents' Functions

PrintThis Page €%

e-PIC & dministrator/Feedback Form | Disclaimer | Privacy Statement
Hew Profile | Update Profile | Sitnple Search | Smatt Search | Help | Home

]

L]

|@ Done I_ ’_ I_ |ﬂ Internet

(Figure 4-2b: Bottom of New e-SAR Posting Page)

After you complete the e-SAR posting form, please click “Post e-SAR” button
Fost e-SAR

to post it or click “Cancel” button “ancel | to cancel the e-SAR.

Foste-54AR

As soon as you click , that mean you finish the whole process of
posting a e-SAR on EPBB. But in addition, if you would like to see what does my e-
SAR look like in EPBB, you can test it by yourself by doing the following steps.
Come to EPBB home page at http://epic.od.nih.gov/BBoard/bbindex.asp,
(See figure 3-2:EPBB home page), click “E-Procurement Bulletin Board” to come to

EPBB index page at http://epic.od.nih.gov/epbb2/index.asp (see figure 3-
3a: EPBB index page), you can view your e-SAR by either click | Browse.. | or

utton find out the e- your posted. For the detail, please go back to
~S==e | button find out the e-SAR ted. For the detail, pl back t
Step #2 View what is / are posted on EPBB.
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Part #5: Update / modify your e-SAR on EPPB.

1. After you post a e-SAR on EPBB, you can also make any modification / update

from EPBB. First, please go to e-PIC web site at http://epic.od.nih.qgov/
see figure 5-1 below.

Fla Edt VWew Favwisd  Took  Help

ek - = - () 2] 4 DBsewn SjFwedes Jveds 4§ 8 BIEEETE -
sz |8 bt feicod . pov] x| a0 | ks =
0

The e-PIC logo navigates this sike,

Welcome o e-Portals in Commerce (e-PICY system, sponsored by the
Mational Institutes of Health,

Fegister to profile information about products and servces.
Search ta locate profile infarmation.
Bepistration is rat reguirad to perfarm searches in the g-PIC system.

Last Updabed; 12-2-2006
Hew b0 the MAICS Oblect Classification Cogs
A-TE Srmall Business Sourcgs

E=-FIC Builetin Board <::|

Ep|Print This Page i

2-PIC AdmmistratorFeadnack Fom | Desclzsimar | Privacy Statamant :I
3] [T T wneemes

B

(Figure 5-1 e-PIC Home Page)

2. Click “e-PIC Bulletin Boar” which is near the bottom of the e-PIC home page. You
are directed to EPBB home page at

http://epic.od.nih.qgov/BBoard/bbindex.asp. See figure 5-2 below.
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wmind - ow - 5 2] £ | Dsewcn SFsodes veds (§ X SIEEETE -
Adbes .ﬂmurﬂmwmm:cm - =| o | ks ¥

(T (
M. of HEBE!@E !
ety

E-Frocurement Bulletin Board

Welcoms 1o e-frogurement Bulletin Board
Spansared by the Nationsl Institutes of Basith Offce af
Pogt Sirwlified S guisiticn Bagquasis

insLratian

(Figure 5-2: EPBB Home Page)

3. Click “Post Simplified Acquisition Requests” at the bottom of the bulletin board.
You will get to http://epic.od.nih.qov/epbb2/index.asp. See figure 5-3a

(Top of EPBB index page) below.
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§ e-Prorerement Dulletin Board System - Microsalt Internet Explarer
Fle Edt 'Yiew Fevoites  Tool  Help

ek - = - D) A Doewh alFevetss Fred 3 ¥ FICEE -

e-Procurement Bulletin Board System

This system posts Simalfied Acgsions between §10.000 and 25,000 2 value, and enables
tetrachoes bo remeter for e-mald notficaban of senphfied acopmshen busness epgorheshes.

Vendors: Find e-SAHs

Browse ¥ curenr¢-SARs by [eSAR Number =] Brawsa |

Addhass L) hetp:{fepic.od.nin oirvlepth Zlindec. 2sp | e Les ®
for e - | 4
i —— s (4]

firtem 0 IE o 1 1‘!'1‘ . E D :
R (YWY, 2
RUNE S W % . Y

Search @ for &-SARs by e-S AR Humber. Search |

& smascrtrragl ey U T g et

(Figure 5-3a: Top of EPBB Index Page)
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Scroll to the bottom of the page, you can find a blue underline words
“Post or Review an e-SAR”, See figure 5-3b (Bottom of EPBB index page).

- e-Procurement Bulletin Board Syskem - Ficrosoft [nternet Explorer
Fle Edk Wew Fierkes Toos  Hilo

dapack = = - ) [2] A | @Asearch [iyPavorte:s (Fiteds o M) SITHE#m -

Adeirmss 8] notp: fingic. o rib eepbis2 findiee. asp

Search g% for 2-SAFs by caten
Enyward 3 |

Isguing Office: | — Al Offices —
MATCS Cade: |

Search |

Purchasing Agents: Post or Review an e SAH. <::|

[T—— =T

-

Clatepary List | e-Frocurement Bulletin Board | Purchasing Azents' Functicns

Epnm This Page §8
£-PIC & dministratonFaedhack Forn | Disclanes | Privay Stalsmant _
f Hew Prodile | Ugdite Profls | Staple Sewch | Smist Sewch | Heip | Homs ﬂ:
4
&] L [ rteme 4

(Figure 5-3b: Bottom of EPBB Index Page)

4. Click “Post or Review an e-SAR”, you are redirected to EPBB login page at
http://epic.od.nih.gov/epbb2/login.asp. See figure 5-4 below.
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:I'Iﬂ.l'i'll:' Administralion Login - Microsoll Dnlentsel Expharer :L-_..JEJEI
Fe Eit vew Faortes Toss Hep [ @ |
Sbak - o - ) [ A fseach dfFmoites Hreds P M SIEEtTm -
dukdrmss [§8] bitpsbepic. o reh o fepbbogin. a5 | e |Llrl-=s a
10 R T = Y. o -
itk R )
= VW

o-Procurement Bullets Board Login -ﬁr

Enter Your User ID and Password

User D |

Pazsward |

Lo N

You must be a regstered Purchasng Agert user to use the admpestratvs finckons IFyow are an MIH
pur chazung agent with an FIH emed address, vow may Begster Hee

I e are abeady regstered bot bave frgetien vour password, wou mmay resel o eo the regmsirabon
[RRs =|

[T T e et i

(Figure 5-4: EPBB Login Page)
The page above provides you three functions:

First, if you already registered in EPBB before, just type your User ID (your NIH
email address) and your password, then click “Login” button;

Second, if you has never register before, then you should register first by click
“Register Here”, then you will be directed to the Purchasing Agent Sign Up page at
http://epic.od.nih.qgov/epbb?2/paSignup.asp. (For detail, please see Step
#3 Register or Create Account in EPBB);

Third, if you registered before but forget your password, please click “registration
page” at http://epic.od.nih.qov/epbb2/paSignup.asp and after you input
your NIH email address, click “Sign Up”, your new password will be sent to your NIH
email after several seconds. Then, please go to EPBB Log in page shown as above;
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After you Input your NIH email address and new password, then click “login”, you
can get to page http://epic.od.nih.gov/epbb2/paSignup.asp. See figure 5-
5 below.

; e-Procorement Buletin Board Admie Page - Microsell Tnlemel Bxplorer :L' .dﬂlﬁl
Fie Edt ‘Wew Favoites Took  Help

sk - o - D [2 A | Bsewch aifwactes Frem o B SEEGTE - |
Address ] hetp: flepe, o b goviepbb2adn asp z] e s

e '|'1|"- T I ‘ ! ! "'"-;.: ____.‘T_T_'i = Ll%%
:I '.I_ T .L ) i = By

Mo that yea have lopged m, the fallveng ephons ars available te o

Post anew g-SAR

Revew yoor preaously noshed &5 8 <::|

] [ [ [y meerret 4

(Figure 5-5: EPBB Administration Page)

5. You can see, this page provide two links, one is “Post a new e-SAR” if you need
to do so; the other is “Review your previously posted e-SAR”, in this case, please
click the second one, you will be directed to Review your e-SAR page at

http://epic.od.nih.gov/epbb?2/review all.asp. See figure 5-6 below.
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(Figure 5-6: EPBB Review Your e-SAR Page)

On the page above, you can do two things, one is view detail information of your
eSAR by click “View more”, the other is modify / update your e-SAR by clicking
“revise”. Please see the following figure, | show both function in figures.
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First, view my e-SAR by clicking “view more”. See figure 5-7 below.

'3 Reviewn e-SaR: Test - Microsolt Intemet Enplorer

Fig Edt W Favortes  Took  Help

wiak oo - D [0 | Dseach @Fxades Pred o W SSRGS -
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B-SAR Claging:

MAICS Code:

Issuing Office;
Bhipping Addrass:

ngii:'ter Contact:

e-RAH: Tast

Erwse this 2-SAR
test]- 158
4006
TR200E
123434
e of the Dereotar (0D}
123 Bor. Rockdl, MD 20874
fujn Wang
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|1 e
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(Figure 5-7: Review e-SAR Page)
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Second, modify / update my e-SAR by clicking “revise”, see figure 5-8 below.

2} e-5S&H Form - Microsolt Entennet Enplorer | =8 -10] =]

Fie Edt ‘Yew Faorbes  Tooks  Melp
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i el

R

Bovite i e-ZAR 4

i.,_‘ Tesisng Office;

8 | Oiies of the Direciar (30)

Aesign e-SAR nevber. ¥ fteen 158
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Ceatact Phesie Humber, |123456 7850
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L [ weenet 7

(Figure 5-8: Revise an e-SAR Page)

On this “Revise an e-SAR page”, review your e-SAR and made any changes you
need, then scroll down, you will find the “update” button, see figure 5-9 below.
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(Figure 5-9: Bottom of Revise an e-SAR Page)

Catzgory Lzt | e-Procuremsnt Eullenn Eoard | Buchasing Agerts' Funchons

Lzl

[ inbeme

Click = Mpdz=h= | , then your e-SAR is updated. To double-check your modification,
please come to Step #2: View what is on the EPBB to see whether you update your

e-SAR successfully or not.
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