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BSO Review and Approval 
This procedure is about how to access, review, and approve awards in the eSRA system. 

 

A. Home Workspace - 
Overview 

1. “My Home”  

B. Award Workspace - 
Overview 

1. Award workspace summary information 

2. Link to proposal 

3. Tabs to Award Information    

C. Access Award 1. Via email notification 

2. Via link in eSRA Home Workspace 

D. Review Award 
Documentation 

1. Reconciliation Sheet 

2. Award Document(s)   

E. Approve 1. Sign Award Document 

2. Sign Award in eSRA 

F. Other Actions Available to 
BSO 

1. Email Team 

2. Request Changes or Info from OSPIP CO 

 

IMPORTANT INFORMATION  
The BSO server is outside of the LBNL firewall.  Users must first access the LBNL server using VPN. 

Information about VPN is found at:  

https://commons.lbl.gov/dosearchsite.action?key=itdivision&searchQuery.queryString=vpn&searchQuery.spaceKey=itdivision  

This procedure contains the specific steps in the review and submission process.   

The sequence is important. 

The front page can be used for reference.  The following pages include step-by-step instructions with screen-shot visuals. 
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A. Home Workspace – Overview  
 

1. “My Home” goes to the user’s home page. 

 

 

 

1a. Your “Inbox” will show proposals and/or awards for which you can or should take action. 

  

1b. Your “Role” will determine what shows up in your “Inbox.”  

  

1c. Some people have more than one role that can be selected.  You will always be able to 
do all of the activities allowable based on your roles.  You can change what appears in 
your inbox by selecting another role. 

  

1d. You can access all awards and proposals (not just the ones requiring your attention) by 
using the general search lists in the upper left corner. 

  

1e. Proposals or awards are selected by clicking on the highlighted link. 
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B. Award Workspace – Overview  
 

1. Award workspace contains summary information.   

 

 
 

 

2. Link to proposal   
 

 

3. Tabs to award information used by the PI, Resource Analyst, and OSPIP CO.   
 
  

1 

2 
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C. Access Award  
 

 

1 Via email notification 
 
 

 
 

1a. Subject line indicates what action is required   

  

1b. Contains a link to the proposal 
 
  

1a 

1b 
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2 Via link in eSRA Home Workspace 
 

 
 
 
 
  

2 
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D. Review Award Documentation 
 

1 Open Reconciliation Sheet  (also contained in the email notification) to review 

2 Open Award Document(s) (also contained in the email notification) to review 
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E. Approve 
 

1 Sign Award Document 
 

 Print award document opened from eSRA.   

  

 Sign, scan and save document on local hard drive. 

 

2 Sign Award in eSRA 
 

2a. Click “Sign Award” activity.   

  

2b. Check box to indicate approval 

  

2c. Enter comments (Optional) 

  

2d. Upload signed document (Required) 

  

2e. Click “OK” 
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F. Other Actions Available to BSO 
 

 

1 Email Team 
 

1a. Select recipients 

  

1b. Enter comments that will be included in the email 

  

1c. Upload attachment (optional) 

  

1d. Click “OK” to send the email 
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2 Request Changes or Info from OSPIP CO 
 

2a. Enter comments that will be included in the email 

  

2b. Upload attachment (optional) 

  

2c. Click “OK” to send the email 
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