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QUICK TIPS 
 

 
 Watch your time. If you are inactive for more than 60 minutes you will be automatically 

logged off and your work will not be saved. 

 Use breadcrumbs to navigate to previous pages.  

 On any page with tabs, please make sure to select “Save” or “Next” before navigating away 
from the page or your data will be lost.  

 Remember to save your work regularly. 

 It is recommended that on pages with tabs you complete the tabs in order, as some 
information is dynamically populated from a previous tab. 

 The “ ” icon appears on every page. If you have questions, select this icon and you will 
be taken to a help page.  

 “*” indicates a required field. Any fields marked with an “*” must be completed before you can 
Save. 

 Submitted files will be scanned for viruses. You are encouraged to submit files as soon as 
possible in order to avoid a potential delay in processing your proposal. 

Follow Breadcrumbs 

Watch your time 
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Registering an Account 
 
In order to submit an Abstract and/or proposal to IARPA, you must first register for an account 
on the IARPA Distribution and Evaluation System (IDEAS). 
 
You must register a separate account for each BAA to which you wish to submit an Abstract or 
proposal. However, you may use the same account to submit multiple Abstracts or proposals to 
each BAA. 
 
 

  
   
 
 

 
 

 
 
Before you register, please take the time to carefully read the Information Systems Security 
Reminder. 
 
 

Select “I Accept” to 
acknowledge that you 
agree to abide by the 

system use terms 
described in the 

warning. 
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After you select “Submit”, a verification email will be sent to the email address you entered. This 
email will contain a link to the IDEAS registration screen.  
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The selected security questions will be used to confirm your identify if you ever need to request 
a forgotten password. Make sure you select questions and answers that you will be able to 
remember later.  

 
 
After selecting “Finish”, a message will appear stating that you have successfully created your 
account. You will also be sent an email containing the following information: 
  

• Confirmation that you have successfully completed registration for your IDEAS account, 
your username, and a “forgot password” link. You will use this username to log-in to the 
system. 
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Logging-In 
 
You will be asked to accept or decline the Information Systems Security Reminder and to log-in 
each time you access the IDEAS website. Please take the time to read both Information 
Systems Security Reminder screens carefully. IDEAS users are reminded to always be aware 
and vigilant when using government information services both inside and outside protected 
environments.  
  
To log-in, you must select a BAA for which you are registered. To learn how to register, please 
refer to the user guide section called “Registering an Account” (pg 4).  
 
 

 
 
 
 

 
 
 
 
 
 
 

If you have questions or are 
unable to log in, select one of 
the help features, such as the 

“Help” content, the Help Desk, 
or “Forgot Password” 
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If you are having trouble logging in, try one of the following solutions: 
 

 If you cannot remember your password, then select the “Forgot Password” link 
located directly below the log-in box. This will take you to a new screen. 
 

 
 

 If you have a question about a page function or feature, then select the  icon 
located at the top right corner of the log-in box. A help page will appear in a new 
window.  
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 If you require additional assistance, select the “Help Desk” link located at the bottom 
left corner of the screen. This will take you to a new screen.   
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Dashboard 
 
The Dashboard serves as your general starting point when you log-in to a BAA. On this page 
you can create new Abstracts and proposals, as well as manage existing ones.  
 
From this page, you can edit or delete existing Abstracts and proposals prior to submission, as 
well as track their completion status.   
 
 

  
  
If you feel that the account summary information is wrong, contact the Help Desk immediately.   
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Submitting an Abstract 
 
Some BAAs encourage you to submit an Abstract in advance of submitting a full proposal. 
Submitting an Abstract enables you to present a description of your idea/concept, its technical 
merit, and its relevance to the Program, in order to receive feedback prior to submitting your 
proposal. However, even if the BAA requests an Abstract, you are not required to submit an 
Abstract in order to submit a proposal. 
 

 
Note: The name on this page is for your reference. 

 
The Checklist screen shows you what information is required to submit an Abstract. The 
Checklist also informs you of the completion status of individual tasks.  
 

 
Note: You may complete tasks in any order, however you must complete all 
required items before you can submit the Abstract. 

To create an Abstract, 
enter a title in the “name 
field, select “Abstract”, 
then select “Add”. The 

Abstract should appear in 
the table. 

Select “Edit” to see the 
checklist for the selected 

Abstract or proposal. 
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Note: Your document will be scanned for malicious activities. If quarantined, 
you may be asked to re-upload your file. 

 
 
 
 
 
 

 
 
 
 
 

 

To upload a document, 
select “Choose File”, find 
the document, and then 

select “Upload”. 
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Note: Once you submit your Abstract, you will not be able to go back and 
edit your submission. 

 
 
Once you confirm your intent to submit the Abstract, you will be taken back to the Dashboard 
where your Abstract status will show as being submitted.  You will also receive a confirmation 
email informing you that you have successfully submitted your Abstract. 

 

Select “Submit” to submit 
your Abstract to IARPA. 

When ready, select 
“Submit”. You will be 

taken to a summary page. 
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Submitting a Proposal 
 
The proposal submission process is where you as the Offeror compile the various documents 
needed to submit a proposal. The proposal submission process can be lengthy, so we 
recommend you start as early as possible. 
 

 
 
The Checklist screen shows you what information is required to submit a proposal. The 
Checklist also informs you of the completion status of individual tasks. You do not need to 
complete the tasks in a specific order. 
 

 
 

 
 

To create a Proposal, enter 
a title in the “name field, 
select “Proposal”, then 

select “Add”. The Proposal 
should appear in the table. 

Select “Edit” to see the 
checklist for the selected 

Abstract or proposal. 
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The Topics/Thrust Areas screen displays all topics/thrust areas related to the BAA. The page 
provides instruction on whether or not you are required to address a particular topic/thrust area 
and/or how many you are required to address. Not all BAAs require Topics/Thrust Areas to be 
specified. 
 
 

 
 
 
 
It is recommended that you begin completing the Coversheet as soon as possible, as it is the 
most time consuming aspect of submitting a proposal through the system. It is important that 
you complete all required fields in each tab. 
 
 

  
 
 

You must select one AIA 
option. If you select “Not 

Included”, you may submit 
the proposal without 

uploading an AIA. 
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You should submit an Academic Institution Acknowledgement (AIA) letter for any team member 
that is part of an academic institution. 
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Place(s) and Period(s) of Performance are optional to complete. You may use this section to 
establish a timeline for your proposal, as well as specifying where the work for the project will 
take place. 
  
 

  
 
 
 
In the Financials tab you are required to break down your proposed cost by option period(s).  
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Contract Agencies is not required information; however, you are encouraged to include this 
information if you know it.  
 

 

 
 
 

 
Selecting “Finish” will take you back to the proposal checklist, where the coversheet section of 
the checklist should now show as “Complete.” If this is not the case, please verify that no 
required information is missing from the Coversheet. 
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You must submit at least one Organizational Conflict of Interest (OCI) file, including either a 
certification of no OCI or an OCI waiver request. You must submit one file for all team members. 
 

 

 
 
You should submit an Academic Institution Acknowledgement (AIA) letter for any team member 
that is part of an academic institution. By submitting an AIA, the institution acknowledges that it 
is aware that it will be engaging in a contractual relationship with IARPA. 
 

 

 

To upload a document, 
select “Choose File”, find 
the document, and then 

select “Upload”. 

To upload a document, 
select “Choose File”, find 
the document, and then 

select “Upload”. 
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To upload a document, 
select “Choose File”, find 
the document, and then 

select “Upload”. 

To upload a document, 
select “Choose File”, find 
the document, and then 

select “Upload”. 

To upload a document, 
select “Choose File”, find 
the document, and then 

select “Upload”. 
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You must complete all required tasks before you will be permitted to submit your proposal. 
Please note that while you are not required to submit AIA letters prior to submitting your 
proposal, if your proposal is selected for an award, you will have to submit any missing AIAs 
prior to contract negotiations. 
 

 
 

 
 
 
 
 
 
 
 

To upload a document, 
select “Choose File”, find 
the document, and then 

select “Upload”. 

When ready, select 
“Submit”. You will be 

taken to a summary page. 
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Note: Once you submit your Proposal, you will only be able to unlock your 
proposal before the Submission Due Date in Program BAAs, and before the 
proposal has been processed by IARPA in Open BAAs. 

 
 
 
Once you confirm your intent to submit the proposal, you will be taken back to the Dashboard 
where your proposal status will show as being submitted.  A confirmation email informing you 
that you have successfully submitted your proposal will also be sent.  
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What Happens Next?  
 
After you have submitted your Abstract/Proposal to IDEAS, all submitted files will be scanned 
for viruses. If a file contains and virus and if it was identified before submission deadline, you 
will be asked to resubmit a new version of the infected file. If the virus is detected post-
submission deadline, IARPA will determine if you will be able to resubmit the file.  
 
Abstracts will be reviewed by the IARPA and feedback will be provided according to the 
evaluation criteria stated in the BAA. 
 
Proposals will be processed for compliance. If your proposal is deemed compliant, then it will be 
reviewed by IARPA. If you proposal is deemed non-compliant, then you will be notified via 
email. You may also be contacted by IARPA to submit missing files/information. 
  
After the review process is complete, IARPA will notify you if your proposal was selected for 
funding, selected for partial funding, or not selected. 
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Requirements 
 
Will Your Computer Work With IDEAS? 
IDEAS is designed to support the operating systems and tools used by the majority of users.  
While IDEAS has been tested on a variety of web browsers and tools, the site is best viewed 
with: 

• Internet Explorer Version 7.0 or higher  
• Firefox Version 3.6 or higher 
• Enabled Cookies and JavaScript 

 
You may have trouble accessing IDEAS using other web browsers, operating systems, and 
devices, such as hand held computers, cell phones, and personal digital assistants.  
 
To upgrade your web browser to a newer version, please visit one of the sites below and 
download the appropriate software for your hardware platform: 

• Microsoft: Internet Explorer 
• Mozilla: Firefox 

 
Uploading Documents  
The following formats are acceptable for upload (.pdf, .doc, .docx, .xls, .xlsx, .ppt, .pptx, .rtf, .txt), 
however, PDF is preferred. Do not encrypt, password protect, or include security layers for files.  
All files must be self-contained, please do not add attachments or embed other files.  
 
Accessibility Policy 
IDEAS is committed to providing access to all individuals, with or without disabilities, seeking to 
submit or evaluate proposals to IDEAS. To provide this accessibility, IDEAS is built to comply 
with Section 508 of the Rehabilitation Act (as amended). Section 508 requires that all individuals 
with disabilities, whether federal employees or members of the general public, have access to 
and use of information and data, comparable to that provided to individuals without disabilities, 
unless an undue burden would be imposed on the provider. 
 
If you use assistive technology, such as a screen reader, eye tracking device, voice recognition 
software, etc., and have difficulty accessing information on IDEAS, please contact the Help 
Desk and provide the URL (web address) of the material you tried to access, the problem you 
experienced, and your contact information. A Help Desk representative will contact you and 
attempt to provide you with the information you are seeking. 

http://www.microsoft.com/windows/ie/downloads/default.mspx
http://www.mozilla.com/
http://www.section508.gov/index.cfm?FuseAction=Content&ID=11
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