Subcontracting Reporting System – Contractor Quick Reference Card


This reference card is intended for users of the “Contractor Role”.  This allows the user to prepare and submit SF294 and SF295 reports via the internet.  Your registration request must be approved before you will be allowed to access SRS.

· Registration

· Register as “Contractor Role” using your DUNS number

· Choose your own loginID and password

· Your registration must be approved by your local HCA Office before you can access SRS

· You will be emailed automatically when your registration is approved

· Login

· Enter your loginID and password

· The main menu of the contractor role will display

· Create SF294

· Select SF294 menu

· The SF294 Worklist menu will appear.

· Select “Create SF294 for Prime Contractor” (or Subcontractor)

· A list of Awards associated with your DUNS will be displayed

· Select the desired Award number from the list

· The SF294 data entry form will appear

· Complete the required/optional fields

· Save the SF294 as a draft

· The SF294 menu will appear again displaying an entry for the draft SF294 you just created

· Update SF294

· Select the desired SF294 by clicking on the radio button next to the SF294 entry

· Click on the “Update SF294” button.

· The draft SF294 will appear with the information you entered when it was created

· Make the appropriate changes (if any) and save the draft SF294

· The SF294 menu will reappear

· Submit SF294

· When you are ready to submit the SF294, select the desired draft SF294 and press the “Submit” button

· The SF294 will be sent to the HCA Office designated by the system

· The SF294 menu will reappear without the entry you just submitted

· SF294 Review Process

· The SF294 will be reviewed by the HCA Office

· If approved, it will be forwarded to DOE Headquarters

· If there is a problem, the SF294 will be returned to you (you will be notified by email if that option is selected by the HCA).  The SF294 will reappear in your SF294 menu worklist.

· Follow the process for “Update SF294”.  Fix the problem with the SF294 and resubmit.

· Create SF295

· Select SF295 menu

· The SF295 Worklist menu will appear.

· Select “Create SF295”

· The SF295 data entry form will appear

· Complete the required/optional fields

· Save the SF295 as a draft

· The SF295 menu will appear again displaying an entry for the draft SF295 you just created

· Click on the “SIC” button to add the SDB breakdown information on the Supplemental SF295 form.

· Update SF295

· Select the desired SF295 by clicking on the radio button next to the SF295 entry

· Click on the “Update SF295” button.

· The draft SF295 will appear with the information you entered when it was created

· Make the appropriate changes (if any) and save the draft SF295

· The SF295 menu will reappear

· Submit SF295

· When you are ready to submit the SF295, select the desired draft SF295 and press the “Submit” button.   You will not be able to submit the SF295 until the Supplemental form is completed (SDB breakdown by Major SIC).

· The SF295 will be sent to the HCA Office that approved your registration request

· The SF295 menu will reappear without the entry you just submitted

· SF295 Review Process

· The HCA Office that approved your registration request will review the SF295.

· If approved, it will be forwarded to DOE Headquarters

· If there is a problem, the SF295 will be returned to you (you will be notified by email if that option is selected by the HCA).  The SF295 will reappear in your SF295 menu worklist.

· Follow the process for “Update SF295”.  Fix the problem with the SF295 and resubmit.
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