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Creating a BDR Portal Account

• Open browser and navigate 
to: https://bdr.hhs.gov

• From the BDR Stakeholder 
Portal homepage, click 
Create Account.

• Users are redirected to the 
Registration page.

• Within the Registration page, 
enter the required contact 
fields.

• Click Create when done.

https://bdr.hhs.gov/
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Verifying BDR Portal Account

• Enter your email 
address and click the 
link Send Verification 
Code to receive a 
system-generated email 
with the subject Account 
email verification code.

• Enter the Verification 
code and click Verify 
Code.

• Click Continue. 

User@test.com

******

User@test.com

User@test.com
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Logging into BDR Portal

• Click Accept to accept the Privacy and Security Notification.
• From the BDR Portal Landing Page click RFI Home to access 

the RFI Submission page.

To request an update to the email address associated with your 
account, please reach out to BDR_Admin_Inbox@hhs.gov.

mailto:BDR_Admin_Inbox@hhs.gov
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Create RFI Submission
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Creating RFI Submission 

• Click RFI Home on the BDR Stakeholder Portal.
• Start a submission by clicking New Request for Information.

Name

For optimal experience, use 
Google Chrome as your browser. 
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Contact Tab

• The Contact tab displays 
basic information from the 
user's profile data. Confirm 
or modify as appropriate.

• Select an organization by 
clicking the Organization 
dropdown or

• Associate a new 
organization using Add 
Organization.
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Add New Organization 

• After clicking Add 
Organization, complete 
required information. Use 
the dropdowns to indicate 
Organization Type and 
Legal Structure.

• Once submitted, a window 
will show Organization has 
been created successfully.  
Click close.
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Complete Contact Tab

• Review and confirm the 
Organization was added 
and all information on 
the Contact tab is 
correct then click 
Next.
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Organization Tab

• The Organization tab displays Organization data; ensure required data 
fields are populated.

• Some Organization data will prepopulate; this data can be modified.
• After entry and review is complete, click Next or
• Click Save & Close to continue entering data at another time.  
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Funding Tab

• Within the Funding tab, submitters will be able to provide the funding 
related data, ensuring at a minimum that the required data fields are 
populated.

• After entry and review is complete click Next or
• Click Save & Close to continue entering data at another time.
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RFI Tab

• The RFI tab collects submission-specific information; 
complete all required fields.

• Conflict of Interest:
• Project Individuals and Organizations must be 

reviewed by BARDA to assess for any conflicts of 
interest.

• To add Key Personnel, click Add, fill in required 
information, click Submit or Submit & Create New.

• To add Key Organizations, click Add, fill in the 
requested information, click Submit or Submit & 
Create New.
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Documents Tab 

• Within the Documents tab, upload 
documents relevant to the submission.

• To add a file(s):
• Click Add files.
• Click Choose files.
• Locate file(s), click Open.
• Confirm file has been added to the 

Add files window. Click Add Files.
• Repeat, as necessary.

• Click Next when done or
• Click Save & Close to continue at 

another time. 
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Submit Tab

• Within the Submit tab, review 
all the data and documents 
entered. 

• Review the submission data, 
ensuring the required data fields 
are accurate and populated.

• After the review is complete, 
confirm submission data via the 
checkbox at the bottom of the 
tab, your name will auto-
populate, click Submit.
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RFI – Submission Complete

• After completing the RFI submission, the user is taken back to the Submission 
dashboard where the new record is displayed with a Submitted status.

• The user will receive a system generated email confirming the submission has 
been received. 

• The RFI submission process is now complete. 
• Click the down arrow (    ) to download a PDF of the submission.
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Questions?
For any assistance using the BDR Portal, please reach out to 
BDR_Admin_Inbox@hhs.gov 
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