March 12, 2001

Department of Health and Human Services

Federal Business Opportunities (FedBizOpps)

Registration Instructions

Registration for OPDIVs

OPDIVs need to select one person to be the office administrator.  Office administrators manage FedBizOpps activities for entire OPDIVS.  Office administrators enter users and or/register major contractor components (called locations) within the OPDIV.

Office administrators may assign location administrators to manage FedBizOpps activities for major contracting components with the OPDIV.  Location administrators enter users within their contracting component. 

HHS Office administrators and contact information are in Attachment A.

Instructions for Registering OPDIVS

Each OPDIV should e-mail the HHS FedBizOpps Coordinator, Donna Berkowitz, at dberkowi@oc.fda.gov with the following information:

1. Office administrator's name

2. Position title

3. Phone number

4. Fax number

5. E-mail address

6. OPDIV name (for example, National Institutes of Health) 

7. Mailing address where proposals will be delivered to the contracting office.

8. Office's CBD account number and CBD password.   

The HHS coordinator will enter the administrator into FedBizOpps and establish his/her privileges.  She will contact the administrator and help him/her enter FedBizOpps users and establish locations within the OPDIV, such National Institutes of Health (NIH)(National Heart, Lung, and Blood Institute. 

Instructions for Registering Major Contracting Components Located within OPDIVs

Select one person to be the location administrator for the major contracting component.  E-mail the OPDIV office administrator with the following information:

1. Location administrator's name

2. Position title

3. Phone number

4. Fax number

5. E-mail address

6. Contracting component name (for example, National Heart, Lung, and Blood Institute, NIH.) 

7. Mailing address where proposals will be delivered to the contracting office.

8. Contracting component's CBD account number and CBD password.

Office and Location Administrator Instructions

Following are brief instructions for office and location administrators.  Please refer to the FBO Government Buyers Manual, section 15, located on the Internet at http://www2.eps.gov/buyer.html for more details.  

Office and location administrators have privileges to enter new users, edit user information, and delete users for their OPDIV or contracting office.  To login as a government buyer, go to the FedBizOpps (FBO) website at http://www.fedbizopps.gov, select FBO for Government Buyers and enter your login ID and password.  You will see a menu at the top of the next screen.  Select ADMIN.  At the next screen select Maintain Users/POCs.  Scroll down and you will see your OPDIV or contracting office.  Click on "Users" in the far right column and you will see a list of users for your OPDIV/contracting office.  Scroll to the bottom of the page and select "Create New User."  This will take you to a screen where you will enter information for each new user (name, title, phone number, fax number, e-mail, user name, and password).  The agency location is a default setting based on the information in your registration form.  After you enter new user information, select Save at the bottom of the screen.

You will assign the user name (which is the login ID) and the password.  Remember these and provide them to each new user.  After entering a new user, you will see him/her listed as a user under the OPDIV/contracting office location.  On the list in the right hand columns, look for links called "Roles" and "POC."  Click on Roles and you will see a screen that allows you to enter roles for each user.  Give each user the role called "EPS User."  Save your entries by clicking on Save at the bottom of the screen.

From the list of users, click on POC (point of contact) for each new user.  This will make the user's name appear on the pull-down list of potential points of contacts for a solicitation.  This list appears when you create a synopsis in FedBizOpps.  

Once users are entered they may begin using FedBizOpps. 

Government User Instructions

FedBizOpps is designed to be self-guided using the FBO Government Buyers Manual located on the Internet at http://www2.eps.gov/buyer.html. If users have any questions or problems, they may contact the FBO support group at eps.support@gsa.gov or toll-free at 877-495-4849.  

The GSA has created a training website for FedBizOpps at http://demo.eps.gov.  The login ID and passwords for the training module are both "epsdemo."  Users may practice posting contract actions before using the real-time FedBizOpps.  



Attachment A

HHS Agencies

Registration Status for FedBizOpps

	Agency
	Registered
	Office Administrator
	HCA

	Secretary for Health and Human Services
	Yes
	Cheryl Howe

(p) 202-690-5552

cheryl.howe@hhs.gov
	Marc Weisman

	Administration for Children and Families
	Procurements done by PSC
	
	Blair Hayes

	Administration on Aging
	Procurements done by OS
	
	Procurements done by OS

	(Agency for Healthcare Research and Quality
	Yes
	Sherry Baldwin

(p) 301-594-7190

sbaldwin@ahrq.gov
	Jacqueline Carey

	Agency for Toxic Substances and Disease Registry
	Procurements done by CDC
	
	Procurements done by CDC

	(Centers for Disease Control and Prevention
	Yes
	Edward Schultz

(p) 770-488-2804

ejs6@cdc.gov
	John Williams

	(Health Care Financing Administration
	Yes
	Lee Spicher

(p) 410-786-8919

lspicher@hcfa.gov
	Rod Benson

	(Health Resources and Services Administration
	Yes
	Frank Murphy

(p) 301-443-5165

FMurphy@hrsa.gov
	Albert Marra

	Indian Health Service
	No
	No
	Robyn York

	Program Support Center
	No
	No
	Christie Goodman

	(Substance Abuse and Mental Heath Services Administration
	Yes
	Michelle Ringo

(p) 301-443-4983

mringo@samhsa.gov
	Tom Reynolds

	(Food and Drug Administration
	Yes
	Donna Berkowitz

(p) 301-827-7027

dberkowi@oc.fda.gov
	Wayne Slaughter

	(National Institutes of Heath 


	Yes
	Bill Spitz

(p) 301-496-6014

ws32u@nih.gov
	Diane Frasier
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