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1.0 Receive Notification of Award/Contract 
If your proposal has been selected for award/contract, the point of contact will 
receive a notification via e-mail from DHS Technical Support. The e-mail 
content will contain the following information:  

• The identifying number of the proposal/white paper that was selected 
for award/contract 

• Instructions on how to access the Awardee Portal 

• Your Award/Contract number and Passcode 

Below is an example of the information contained in a notification of 
award/contract e-mail: 

 
Congratulations! 
 
The proposal, BAA11-01.BKL-001-0009-I, submitted by ACME CO. has 
been awarded.  You may gain access to this award/contract by 
adding it to your list of award/contracts. 
 
You may log onto the system using the existing credentials used 
to submit this proposal (if you have them), or create a new user, 
if needed. 
 
Please login to the portal at: 
https://baa2.st.dhs.gov. Click on the Add Contracts link to start 
submitting deliverables to the contract.  Please note that only 
one person from your company may have access to this award, so do 
not register access to it if you do not plan to be the POC 
regarding any expected deliverables.  Use the following 
award/contract number and passcode to verify your contract: 
Award/Contract: 88888888888 
Passcode: Q-n7a3vc 
 
Thanks, 
DHS Technical Support 

 

Figure 1: Example of a BAA award/contract e-mail message 

https://baa2.st.dhs.gov/
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2.0 Access the Awardee Portal 
Only one person from your company may access this award, so do not 
register access to it if you do not plan to be the POC regarding any expected 
deliverables.   

1. For BAA awards, go to the https://baa2.st.dhs.gov site.  

For SBIR awards, go to the https://sbir2.st.dhs.gov site.  

2. To login, click on the Portal Login link, located at the top-right corner of 
the page. 

 
3. Log in to the system using the existing credentials used to submit the 

proposal (if you have them), or create a new user, if needed. 

a. Read the Security Agreement. If you agree to the security 
agreement, click the I agree to the terms check box. If you do 
not agree, do not enter the site. Contact the Technical Support if 
desired. (Technical Support information is displayed in footer)   

b. In the Username field, enter your user name. 

c. In the Password field, enter your password. 

d. Click the Sign In button. 

https://baa2.st.dhs.gov/
https://sbir2.st.dhs.gov/
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Note: If you have not yet registered, click the Register Now button. 

Note:  If you do not know your password, click the Forgot Your Password? 
link. You will be prompted to submit your username and the answer to 
your Security Question. Upon verification, your password will be reset and 
e-mailed to you 
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3.0 Access My Contracts 
Your proposals and your contracts are now available under the same view. 

Based on your last session, you may see one of the below sessions 
expanded: 

• My Proposals 

• My Contracts 

1. To access your contracts, click on My Contracts heading. 

2. This will expand or contract My Contracts view based on your settings. 

 
3. Once expanded, notice that the Contracts are separated into two 

categories: 

• Current (Contracts) 

• Past (Contracts) 

4. If you are planning to add a new Contract, refer to the Add Contracts 
section below. 

5. If you are working on an existing contract, please refer to the My Contracts 
and Submit Deliverables section below. 
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4.0 Add Contracts  
To begin, you must first add the awarded contract to your list of contracts. 
You only need to do this once and it will be saved to your contract list.  

1. When you are logged in, from the main menu, click the Add Contracts link. 
The Add Contracts page opens (shown below). 

In the Award/Contract Number field, enter the award/contract number 
included in the notification e-mail. 

In the Passcode field, enter the Passcode included in the notification e-
mail.  

 

 
Figure 2:  Example of the Add Contracts page 
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2. Click the Add Contract button. The confirmation message displays 
informing that you’ve successfully added the contract, listing the Contract 
Number. 
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5.0 My Contracts and Submit Deliverables 

5.1 View Contracts 
1. To view your awarded contracts, click the My Contracts header to expand 

the dashboard.  

2. The My Contracts dashboard displays (shown below). 

 
Figure 3:  Example of the My Contracts dashboard 
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5.2 Submit Deliverables to a Contract 
1. From the My Contracts dashboard (shown above), click the 

award/contract number link. 

2. The Submit Deliverables page opens (shown below).  

Identify the row containing the deliverable you desire to submit, then click 
the associated Submit icon in the Action column (highlighted in the 
screenshot below) 

 
Figure 4:  Example of the Submit Deliverables page 
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3. The My Contracts > Submit Deliverable window displays (shown below).  

 
Figure 5: Example of the Submit Deliverable page 

The award/contract information displays at the top of the page. 

The Submission History (if any) displays beneath the award/contract 
information.  
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Enter information in the Deliverable Information section. Below are the 
descriptions of each field. 

Field  Description 

File to be uploaded Click the Browse or Choose File button to 
locate and select the desired PDF document 
to upload. 

Deliverable submitted 
on 

Enter the date on which the deliverable was 
submitted. 

Comments Enter applicable comments about the 
deliverable.  

 

4. Click the Submit button. A confirmation message displays (shown below).  

5. Notice that the uploaded File Name and associated details display in the 
Submission History section. 
 
In addition, you will receive an e-mail confirmation message. If you do not 
receive an e-mail confirmation, check your e-mail account’s Spam/Junk 
folder and/or contact the Help Desk immediately. 
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Figure 6: Example of the Submit Deliverable Success confirmation page 

6. When done, simply close the pop-up window by clicking X at the top-right 
corner of the pop-up window. 

7. The My Contracts > Submit Deliverables page displays, with the 
deliverable now available to view (shown below). Click the deliverable title 
to view it. 
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Figure 7: Example of the Submit Deliverable page 
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6.0 Send Notification 
To notify other users about contract-related activities:  

1. From the My Contracts dashboard, select the desired Award/Contract link. 

2. The My Contracts > Submit Deliverables page displays. 

3. Click on the Send Notification icon located at the right-side of the Contract 
POCs row (as shown below) 

 
Figure 8:  Example of the Submit Deliverables page > Send Notification icon 

4. The Send Notification page displays (shown below). 

a) Click the award/contract number. 

b) Select the users to notify by checking the appropriate check boxes.  

c) In the CC field, enter any additional e-mail addresses to which the 
notification should be sent.  

d) Check the CC yourself? check box to receive a copy of all 
notification e-mails sent. 

e) In the Subject field, enter the subject of the e-mail. 

f) In the E-mail Text field, enter the content of the e-mail. 

g) Click the Send Email button at the bottom of the email-form. 
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Figure 9: The Send Notification page 
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5. The Send Notification confirmation message displays (shown below). 

 
Figure 10: The Send Notification Success page 

To close this window, simply click on the X at the top-right corner of the 
Send Notification pop-up window. 

You will be returned to the My Contracts > Submit Deliverables page. 

6. Continue performing other actions on My Contracts. 

7. Once done, log out by selecting Logout from the arrow icon next to your 
login name at the top-right corner of the page. 

 
Figure 11: Portal Logout option 
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7.0 Change Password 
1. From the main menu, click the Change Password link, accessible by 

clicking on the arrow located next to your login name at the top-right 
corner of the window (shown below) 

 
Figure 12: The Change Password option 

Important Information about the password: 
 

• Passwords are case sensitive.  
• Your password must be at least 8 characters long and must have an 

upper case character, a lower case character, a number, and a special 
character.  

• Your new password cannot repeat any of your 8 previous passwords. 
 

2. In the Current Password field, enter your current password (the password 
you would like to change). 

3. In the New Password field, enter the new password.  

4. In the Confirm New Password field, re-enter the new password.  

5. Click the Change Password button. 

You will receive a confirmation message. If you do not receive an e-mail 
confirmation, check your e-mail account’s Spam/Junk folder and/or 
contact the Help Desk immediately. 
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8.0 My Account 
1. From the main menu, click the My Account link, accessible via the arrow 

next to your login name at the top-right corner of the window (shown 
below) 

 
Figure 13: Example of accessing My Account 

 

2. The My Account page displays (shown below).  

i. In the Company Information section, if any of the information should 
be updated, click the E-mail us link to contact the Technical 
Support (contact info provided in the footer).  

ii. In the Personal Information section, update your personal and 
contact information. Check the PIN Contact check box if you want 
to list yourself as a contact for the company’s PIN. 

iii. In the Additional Authentication section, select your security 
question to answer if you ever forget your password. The answer 
you provide will be used to authenticate your identity. 

iv. Click the Save button. You will receive a confirmation message that 
your information has been updated. If you do not receive an e-mail 
confirmation, check your e-mail account’s Spam/Junk folder and/or 
contact the Technical Support (contact info provided in the footer).  
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