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Creating BDR Portal Account
Module 1 Creating a BDR Portal Account
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Creating a BDR Portal Account
• Open browser and navigate 

to:
• 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

For optimal experience, please use Google Chrome 
as your browser when accessing the BDR Portal. 
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Verifying a BDR Portal Account

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

• Enter the Verification 
code and click Verify 
Code.

• Click Continue. 

l 
t 
.

Test.User@test.com

Test.User@test.com

******

Test.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 BAA Home to access the BAA Submission page.

To request an update to the email address associated with your 
account, please reach out to BDR_Admin_Inbox@hhs.gov.
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Creating a BDR Portal Profile
• From any page, click on Your 

Name and Profile to access 
your profile page.

• Within the profile page, a 
user can update contact 
information such as their 
name, phone number, title, 
and referral source. Click 
Update to save changes.

• Click the Home icon (   ) to 
return to the BDR Portal 
landing page.
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Module 2 General BDR Navigation

General BDR Navigation 
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Logging into the BDR Portal 
• After creating a BDR Portal account, log-

in by clicking Sign In at:

• Enter Email Address and Password, click
Sign In.

• Click Send verification code.
• Enter the security code, click Verify code.
• Click Continue.

https://bdr.hhs.gov/
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Test.User@test.com

Test.User@test.com

Test.User@test.com

Test.User@test.com

https://bdr.hhs.gov/
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Accept Privacy and Security Notification
• Click Accept to accept the Privacy and Security Notification.
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BDR Portal Landing Page
• After logging in, the BDR Portal

landing page is presented.
• From the landing page, a user

can access the following:
• TechWatch
• EZ-BAA
• BAA
• Collaborator Portal

• Navigate back to the BDR Portal
landing page by clicking the
home icon (   ) on the top
navigation toolbar.

10
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Navigating to the EZ-BAA Home
• From the BDR Portal Landing Page 

click EZ-BAA Home to access EZ-
BAA Submission Dashboard.
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EZ-BAA Submission Dashboard
• After clicking EZ-BAA Home, 

Applicants are directed to their 
submission dashboard page.

• Review any previously 
submitted abstract and full 
proposal records and continue 
any in-progress submissions 
from this page.

• For faster navigation, filter 
submissions by their status 
within the left-hand filter 
menu.
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Submitting an Abstract in BDR
Module 3 Submitting an Abstract in BDR
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• From the EZ-BAA Submission Dashboard, click New Submission 
to start a new Abstract submission.

Starting an EZ-BAA Abstract Submission 
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Abstract Submission– Contact Tab
• The Contact tab displays basic 

information from the user 
profile data. Update 
information as appropriate.

• Confirm or click 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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Abstract Submission– Contact Tab

• Note: The How did you learn 
about the DRIVe 
program? question is 
required to continue to the 
next page.

• Click Next to move to the 
Organization tab.
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Abstract Submission – Organization Tab
• Within the Organization tab, 

provide the Organization related 
data, required data fields are 
populated.

• Some organization data will 
prepopulate based on the 
Organization record within the 
BARDA database; data can be 
modified on the submission 
record.

• After entry and review is 
complete, click Next to continue 
or

• Select Save & Close to continue 
entering data at another time.
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Abstract Submission – Funding Tab
• Within the Funding tab, provide

the funding related data, the
required data fields are
populated.

• Funding data will prepopulate
based on the Organization
record within the BARDA
database; data can be modified.

• After entry and review is
complete click Next to continue
or

• Select Save & Close to continue
entering data at another time.
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Abstract Submission – Abstract Tab
• In the Abstract tab, 

enter the Abstract 
related data including, 
Title, Solicitation 
Number, Area of Interest, 
Contact Info, Funding 
Details, Description.

• In the Conflict of 
Interest section, click 
Add to enter Potentially 
Conflicted Individuals, 
Key Personnel, and Key 
Organizations.
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Abstract Submission – Abstract Tab, continued
• Within the Abstract tab, to add

Key Personnel, click Add, fill in
the requested information, then
click Submit or Submit &
Create New.

• To add Key Organizations, click
Add, fill in the requested
information, then click Submit o
Submit & Create New.

• After entry and review is
complete, click Next or

• Click Save & Close to continue
entering data at another time.

r 
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Abstract Submission– Documents Tab 
• Within the Documents tab upload 

documents relevant to the Abstract 
submission such as a Rough Order of 
Magnitude (ROM).

• Click on EZ-BAA ROM Template to 
save a ROM template on your device.

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

the Add files window. Click Add 
Files.

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

entering data at another time.
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EZ-BAA Abstract – Submit Tab
• Within the Submit tab, 

review all the data entered 
and documents uploaded 
throughout the submission 
entry.

• After the review is 
complete, confirm 
submission data via the 
checkbox at the bottom of 
the page and click Submit.
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Abstract – Submission Complete 
• After completing the submission

of the EZ-BAA Abstract under the
Submit tab, the application
returns to the Submission
dashboard where the EZ-BAA
Abstract record is displayed with a
Submitted status.

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

• The EZ-BAA Abstract submission
process is now complete.

The Submission ID may take a few minutes to populate.  Refresh 
the screen if needed.  
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Submitting a Full Proposal
Module 4 Submitting a Full Proposal
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Converting Abstract to Full Proposal 
• After BARDA review is complete and an

“Invited to Submit Full Proposal”
determination is given, the abstract
record within the submission dashboard
will reflect this status and the Applicant
can convert the Abstract record into a
Full Proposal submission.

• Click on the Abstract title.
• Click Convert to Full Proposal.
• The system will copy the Abstract data

and populate it into a newly created Full
Proposal record that will be displayed in
the submission dashboard.

• A notification that the Full Proposal was
successfully created will appear, click
Close.
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EZ-BAA Abstract Converted to Full Proposal 

• The original Abstract record
submission status is now
Complete.

• The new Full Proposal record
is created with the status
Started.

• Click the Full Proposal Title to
open the record.
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EZ-BAA Full Proposal – Contact Tab
• The Contact tab pre-

populates with data provided
in the abstract submission.

• This data is locked and
cannot be modified; however,
the Applicant should contact
the Contracting Group if the
information needs to be
updated.

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

continue entering data at
another time.
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EZ-BAA Full Proposal – Organization Tab
• Within the Organization tab 

Organization related data is displayed.
• Select data will prepopulate based on 

the Organization record within the 
BARDA database; data can be added 
or modified.

• See Slides 15-16 for how to find/add 
an organization.

• After entry and review is complete, 
click Next to continue or

• Select Save & Close to continue 
entering data at another time.
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EZ-BAA Full Proposal – Full Proposal Tab
• Within the Full Proposal tab

select fields will pre-populat
with data from the abstract 
record. Fields such as the 
Project Title and Project 
Description can be updated.

• After entry and review is 
complete, click Next to 
continue or

• Select Save & Close to 
continue entering data at 
another time.

 
e 
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• Within the Funding tab all fields 
will pre-populate with data from 
the abstract record. Fields can 
be updated.

• After entry and review is 
complete, click Next to 
continue or

• Select Save & Close to continue 
entering data at another time.

EZ-BAA Full Proposal – Funding Tab
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• Within the Location tab, the 
organization location will pre-populate 
with data provided from the Abstract; 
data can be updated.

• To add location data, click Add.
• Use the dropdown to choose 

organization, enter data, and click 
Submit.

• After entry and review is complete, 
click Next to continue or

• Select Save & Close to continue 
entering data at another time.

EZ-BAA Full Proposal - Location Tab
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EZ-BAA Full Proposal - Team Tab

• Within the Team tab, add a Team
Member by clicking Add, enter 
information, click Submit.

• When added, Team Members 
will receive an email notification 
and will be given access to the 
full proposal record.

• After entry is complete, click 
Next to continue or

• Select Save & Close to continue 
entering data at another time.  
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EZ-BAA Full Proposal - Team Tab, continued
• Within the Team tab, add 

subcontractors by clicking Add, 
entering information, clicking Submit.

• After entry and review is complete, 
click Next to continue or

• Select Save & Close to continue 
entering data at another time.  

Budget totals within the Team tab must match budget 
totals entered within Full Proposal and Budget tabs.
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EZ-BAA Full Proposal - Budget Tab

 

 
d 

 

• Within the Budget tab add funding 
details for budget categories.

• Click Add to add a new category.
• Click dropdown to specify category,

enter funding amounts.  Click 
Submit.

• Budget totals within the Budget tab
need to match budget totals entere
within the Full Proposal and Team 
tabs.

• After entry and review is complete, click
Next to continue or

• Select Save & Close to continue 
entering data at another time.
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EZ-BAA Full Proposal – Documents Tab 
• Within Documents tab, upload 

documents relevant to the full 
proposal submission.

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

to the Add Files widow. Click 
Add Files.

• Click Next to continue or
• Select Save & Close to continue 

at another time.
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Full Proposal – Submit Tab
• Within the Submit tab all 

data and documents entered 
for the submission are 
shown.

• Review the submission data 
ensuring, at a minimum, the 
required data fields are 
accurate and complete.

• After the review is complete, 
confirm submission data by 
clicking the checkbox at the 
bottom of the page.

• Click Submit.
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Full Proposal – Submission Complete 
• The EZ-BAA Submission 

Dashboard now shows the Full 
Proposal status as Submitted.

• Applicant will also receive a 
system generated email 
confirming the submission has 
been received by BARDA.

• The Full Proposal submission 
process is now complete.

• Submission status will be 
updated as the Full Proposal 
progresses through the BARDA 
review process.
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For assistance using the BDR Portal, please reach out to 

Questions?
BDR_Admin_Inbox@hhs.gov

mailto:BDR_Admin_Inbox@hhs.gov
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