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Introduction

All participants in the FOA creation, review and management process can self-register in eXCHANGE.
Such participants can include: applicants, merit reviewers (federal and non-federal employees), and DOE
federal and contract employees. The contents of this guide will provide a step by step overview of the
registration process.

To begin the registration process use the following web address to access EERE Funding eXCHANGE:

https://eere-exchange.energy.gov/

< A= https://eere-exchange. energy.gov/ >

View Favorites Tools  Help l

‘= Financial Opportunities: Funding Opportunity Exchange

U.5. DEFARTMENT OF Encrgy Emcic_ncy &

ENERGY | renewatie Energy

Funding Opportunity Exchange

EERE »

Financial Opportunities » Funding Opportunity Exchange

Funding Opportunity

Frequently Asked Questions

Funding Archive Do you have questions specific to your FOA;

Login question has already been asked.

Register

Manuals FUNDING OPPORTUNIT!
Questions & Answers (&) Jump to a FOA:

FOA Number '



https://eere-exchange.energy.gov/

Register as an Applicant

An applicant is defined as any individual who would like to apply for an EERE funding opportunity. To
register as an Applicant, click the Register Tab on the left navigation menu from the landing page. Once
on the landing page, click the ‘Applicant’ button. This will direct the applicant to the registration page to
complete the necessary information.

FUNGINg URpOMUNITIES

Funding Opportunity Exchange

EERE » Financial Opportunities » Funding Opportunity Exchange 5 Printable Version
Funding Opportunity REGISTRATION
Funding Archive | want to register as:
Login
Register ‘ Applicant ! I want to apply to current or future Funding Opportunity Announcements.
Manuals
| am a subject matter expert and would like to be considered to review incoming funding applications.
Questions & Answers

[l S LTS | am a federal DOE employee or contractor and will be a user of the system as a part of my job.

J

Complete the required fields denoted with a red asterisk next to the title of the field. Click the ‘register
button at the bottom of the page once all the required information is filled in. Once registered click the
‘Funding Opportunity’ link and choose the FOA for which you intend to apply. Note that once registered
and logged into the system, an applicant can edit their personal information.

Funding Opportunity REGISTRATION
Funaing Arenive Applicant Registration
Login
Register Salutation 'l
Manuals
Questions & ANSwers First Name: = ‘
Last Name: * [
Country \umu States j
Address: * [
City: = ‘
State: * ‘ j
| ‘
Phone: =
Fax [
\
Email: *

Your Emai address will be your login name.

Email Confirmation: = ‘
|

Passwords must be befween B and 15 characiers ioﬂg contain a lower case letter, a capital letter, one number, and
contan one of the following symbols: |, @, #. 5. % % & * () _ +

Password: =

Confirm Password: * [

[Whl! is your faverite pat's name? :J

Security Question
M you forget your password you will be asked the secunity question you choose here and prompted to enter the
answer you specily below

Security Answer*

Organization [

Title ‘

DUNS Number \

* - required fields




Register as a Reviewer

Reviewers are subject matter experts that would like to be considered to review incoming funding
applications. To register as a Reviewer, click the ‘Reviewer’ button on the registration landing page.

Funding Opportunity Exchange —

EERE » Financial Opportunities » Funding Opportunity Exchange 5 Frintsble Version

Funding Opportunity REGISTRATION

Funding Archive

| want to register as:
Login

Register Applicant | want to apply to current or future Funding Opportunity Announcements.

Manuals —
¢ Reviewer ) | am a subject matter expert and would like to be considered to review incoming funding applications.
Questions & Answers —e—

DOE Employee | am a federal DOE employee or contractor and will be a user of the system as a part of my job.

On the Reviewer registration page, the individual will be required to provide the same personal

information, email and security question as the applicant. After completing the personal and security

information, key details such as organization, education/experience, citizenship, area(s) of expertise and
a resume must be provided in order to register as a reviewer.



Reviewer Registration

Salutation:

First Mame: =

Last MNams: =
Country:
Address: =
City: =

State: =

ZIF: -
Phone: =

Fax:

Emsail: =

Email Confirmation: =

Fasswerd: =

Confirm Password: *

Security Question:

Security Answer”
Do Not Email:

Crganization:

Organization Typs:

Title:

DUNS Numbzr:

Website:

T
|
|

[united States R
|

|

! 1
e

—
—

‘Your Email address will be your login name.

Passwords muest be between 8 and 13 charscters Jong, contain 2 Jower case letier, 3 capital lefter, one number, and
contain one of the following symbals: |, @, %, 5, % % & % [ ). _ +

|What is your favorite pet's name? j

If you forget your password you will be asked the secunty question you choose here and prompied fo enter £
answer you specily below.

Organization Type: Reviewers
will need to provide the type
of organization where
currently employed by
choosing an item from the
drop down menu. Reviewers
should choose the item which
most closely aligns to their
current employer. The options
include: National Lab, Non-
DOE FFRDC, Academic,
Government, Industry, Other,
and Independent Consultant.




Areas of Expertise

Reviewers are expected to align themselves with at least one area of expertise for which they are

considered a subject matter expert.

AREAS OF EXPERTISE

Primary Area of Expertise: * MNone currently selected
Additional Area(s) of Expertise: None currently selected

Functional Area(s) of Expertise: None currently selected

PRIMARY AREA OF EXPERTISE

Select the area of expertise below that best describes your technical experience and background.

48C
Advanced Manufacturing (Industrial)
Biomass

Federal Energy Management
Geaothermal

Hydrogen and Fuel Cells
Nuclear

Other - Functional

VWeatherization and Intergovernmental
Wind

ADDITIONAL AREA OF EXPERTISE

Select any additional areas of expertise below that describes your technical experience and background.

| | area of Expertise Name

Biomass
= Water Power
O
General
O
5O Conventional Hydropower
O Large Hydro
O Small Hydro
O Pumped Storage Hydropower
[ Marine and Hydrokinetic
#-[] Geothermal
-] Solar

5[] Hydrogen and Fuel Cels
- Buildings

8- —  Advancad Manofacturing (Inductriall

Areas of Expertise: The areas of
expertise choices align with the
Department of Energy’s Office of
Energy Efficiency and Renewable
Energy program initiatives and
sub  categories for
solicitation and

opportunities are categorized.

which
funding

Primary Area of Expertise: At
least one primary area must be
chosen. This area should align
with the reviewer’s expertise.
Additional can  be
provided.

areas

Note:
have a program specific area of
but cross
functional, they should choose
the ‘Other-Functional’ option.

If a reviewer does not

expertise more

Additional Areas of Expertise:
While only one primary area of
some
reviewers have other areas of
subject matter expertise. The
additional

expertise is required,

areas of expertise
allow reviewers to self-elect
additional expertise and further
subcategorize themselves for

specific reviews.




FUNCTIONAL AREA OF EXPERTISE

Select any additional areas of expertise below that describes your technical experience and background.

Biology

Business Administration
Chemical Engineering
Chemistry

Civil Engineering
Computer Science
Electrical Engineering
Engineering

Environmental Engineering
Emironmental Science
Finance and Business Management
Industrial Engineering
Manufacturing and Operations
Materials Science
Mathematics

Mechanical Engineering
Petroleum Engineering
Physics

Political Science

Process Engineering
Product Management
Safety Engineering

e e e e e e e e e e o I

Social Science

[ ok | Cancel |

Additional Reviewer Information

Functional Areas of Expertise:
Functional areas of expertise are
cross-cutting areas of expertise
which may be relevant to
numerous  solicitations  and
across program areas. Reviewers
may choose all areas that apply
to their area of expertise.

Reviewers will be required to illustrate they are qualified to be subject matter expert reviewers for
soliciations and funding opportunities. To prove their expertise, reviewers will need to provide
educational and career experience by providing the required information noted below. After registering,
senior management will be notified for approval, once the decision is made, approval or denial, the
system administrator and or program employee will contact you with further instructions.

EDUCATION
Degree: = [=]"
Major: = -
Institution: =
Add Additional Education...
Experience:
|s Federal Employ=e: = Dvas Do
Is U.5. Citizen: = Dves Ono
Iz U.S. Resident: = Dves Ono
Central Contractor B ves Ono
Registiation:
O S T TR
Adfiliations: T
Add Affiliation
= == = (===
Awards: R
Add Award
O N N R
FPublications: R
Add Publication

ADDITIONAL DOCUMENTATION

Choose File | Mo file chosen

Valid file types include .doc, .pdf & .txt. Office 2007/2010 Word documentz [.docx) can be
uplosded, but are not curently full text searchabie.

Resume/CV: =

* —required fields

Education: Reviewers are required to provide at
least one degree, major and institution.
Additional degrees can be added by clicking on
the ‘Add Additional Education’ link at the
bottom of the section.

Experience: Brief overview of your expertise

Additional Information: Reviewers will need to
answer the yes or no questions with red
asterisks that denote required responses.
Additional information can be entered for
affiliations, awards and publications. While
these fields are not required, the input will be
helpful for program employees to search and
assign expert reviewers for future review needs.

Documentation: All reviewers will be required
to provide, via downloadable document, at least
a resume to be considered subject matter
expert reviewers and register in eXCHANGE.




Register as a DOE Employee

DOE employees are federal employees or contractors that use the system as part of their job. To register
as a DOE Employee, click the ‘DOE Employee’ button on the registration landing page.

runaing UppoNUNITIES

Funding Opportunity Exchange

EERE » Financial 0 » Funding 0| Exchange 5 Frintable Version

Funding Opportunity REGISTRATION

Funding Archive | want to register as:
Login
Register Applicant | want to apply to current or future Funding Opportunity Announcements.
Manuals
| am a subject matter expert and would like to be considered to review incoming funding applications.
Questions & Answers

DOE Employee ’ am a federal DOE employee or contractor and will be a user of the system as a part of my job.

[

On the ‘DOE Employee’ registration page, mandatory informational will be needed about the
employment, office alignment, title and role alignment. Click the ‘Register’ button at the bottom of the
page upon completion.

DOE Employee Registration

—
Salutation:

First Mame: = |

Last Name: * |

Country: [ United States [=]

Business Address * | Employees will be
City: * | [ required to provide

State: * | EI
ZIP: = ’7
Phone: = ’7
Fax r

business contact, email
and security information
prior to registration.

Your Email addrezz will be your login name.

Email: =

Email Cenfirmaticn: = |

Pazzwords must be between 8 and 15 characters long, contain & lower case letter, a capital letter, one
number, and contain one of the following eymbolz: |, @, # § %, & S [ L_ +

Password: =

Confirm Password: ~ |

| ‘What is your favorite pet's name? EI

Security Question: I you forget your password you will be seked the securty question you choose here and prompted fo

enter the snzwer you specify below.

Security Answer*




DOE Staf. * =€ DOE Staff: Users will need to

Office Alignment: *

identify, from the drop down

Advanced Manufacturing
Biomass Program
Budget

Building Technologies
Business Services
Federal Energy Management sre 3 Contracting Officer, Grants 3
Fuel Cell Technologies functions.

Geothermal Technologies
Role Alignment: * Golden Field Office

Title:
menu, their staff affiliation

with the DOE, either Federal
or Contractor.

[ore a federal employee MNgill be reviewing appications independently
Inel.
gresments Specislist, or &

your primary function i to manage and revieMgyiswer information, or
petion.

Information and Business Management the technical lead or co-lead, Federsl Merit Review Manag
National Energy Technology Laboratory one of these functions.

Other Field Office m Manager or designated Acting Program Manager for an EERE Progn

Project Management and Evaluation
Solar Energy Technologies
Strategic Programs ns available to Federal Employees.
Sustainability Performance
Vehicle Technologies

Weatherization and Intergovernmental
Wind & Hydropower Technologies 9

Office Alignment: The
dropdown menu provides

* — required fields

options for employees to
self-identify their office/lab
or program affiliation.

DOE Staff * | = Role  Alignment: As
Office Alignment. * | = eXCHANGE is a role based
system, new users will need

Title:

Description

to register for a specific role.

You zre 2 Federz| Reviewer i you are 2 federal employee wha wil be reviewing applications independentfy

Federsl Reviewer™ | i /or as 2 part of a consensus panel,

A description is provided for

You are 3 FOA Administrator i you are a Contracting Officer, Grants and Agresments Spacislist, or a
contractor supporting one of these functions.

zi":;‘"r‘:':{r [You are a FOA Administrator if you are a Contracting inction i to manage and review reviewer information, or
(Officer, Grants and Agreements Specialist, or a contractor
FOA M supporting one of these functions, or co-lead, Federal Merit Review Manager or Co-
lznag -
[Enager, or contractor sUPpArtng one of thess functions.

Program Manager® | This roke is reserved for the Program Manager or designated Acting Program Manager for an EERE Program.

FOA Administrator™

employees to better

Role Alignment: *

oo oo

determine their primary use

|

of the system. Note users can

*Support contractors in a role will not have all functions available to Federal Employeses.

have multiple roles in the

* — required fields

system and will need to have

approval for all roles.

Becoming a System User and Role Selection
Once registered in the system, all EERE employees and contractors must contact an EERE System
administrator to be granted user rights. The preferred method of contact is a brief email.

10



