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

 

A. Home Workspace - 
Overview 

1. “My Home”  

B. Proposal Workspace - 
Overview 

1. Proposal workspaces are divided into tabs 

2. Proposal Information Tab   

3. DOE Tab   

4. Approvals Tab   

5. Attachments Tab   

6. History Tab   

C. Access Proposal for 
Review 

1. Via email notification 

2. Via link in eSRA Home Workspace 

D. Review DOE Information 1. DOE Tab   

E. Approve 1. Approve Science 

2. Approve FAC Waiver, if required 

3. Approve Proposal (after other approvals are complete) 

F. Special Note about FAC 
Waiver eMail 

1. View of form 

G. Other Action 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.  User 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” 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. Proposal Workspace – Overview  
 

1. Proposal workspaces are divided into tabs of related information.   

 

 
 

 

2. Proposal Information Tab   
 

2a. Proposal Information 

  

2b. Budget Totals  

  

2c. SF424 Submission Information 
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3 DOE Tab   
 

3a. General Proposal Information 

  

3b. Budget Details (year by year) 

  

3c. Brief Statement of Work 

  

3d. Review Information 
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4 Approvals Tab   
 

4a. Lists all Approvals possible for a proposal 

  

4b. The status of the Approval 

  

4c. Who approved 

  

4d. Date Approved 
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5 Attachments Tab   
 
 
 
 
 

5a. Links to specific PDF documents contained within the proposal 
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6 History Tab   
 
 
 
 
 

6a. Lists all activities taken on this proposal.   

  

6b. The eApplication contains the entire application as submitted to the sponsor. 
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C. Access Proposal for Review 
 

 

1 Via email notification 
 

 
 
 

1a. Subject line indicates what action is required   

  

1b. Contains a link to the proposal 
 

 

2 Via link in eSRA Home Workspace 
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D. Review DOE Information 
 

 

1 DOE Tab   
 

1a. General Proposal Information 

  

1b. Budget Details (year by year) 

  

1c. Brief Statement of Work 

  

1d. Review Information 
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E. Approve 
 

 

1 Approve Science 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

1a. Enter comments (Optional) 

  

1b. Upload document (Optional) 

  

1c. Click “OK” 
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2 Approve FAC Waiver, if required 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

2a. Check box to indicate approval 

  

2b. Enter comments (Optional) 

  

2c. Upload document (Optional) 

  

2d. Click “OK” 
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3 Approve Proposal (after other approvals are complete) 
 

3a. Confirm all required reviews have been completed in history 

  

3b. Review the Approvals Tab 

  

3c. Approve Proposal 
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3d. Check box to indicate approval 

  

3e. Enter comments (Optional) 

  

3f. Upload document (Optional) 

  

3g. Click “OK” 
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F. Special Note about FAC Waiver eMail 
 

 

1 This email contains all of the information previously contained in the RAPID approval form for FAC 
Waiver so it can be signed and sent on. 
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G. 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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