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1. Introduction

Eligible applicants for the EXPANDED SERVICES funding supplement will receive program-specific
instructions by email and are advised to read them carefully. This document provides system-specific
instructions to help applicants complete the EXPANDED SERVICES application package and submit it
electronically. It is not meant to provide programmatic instructions or guidance.

This document is a supplement to Health Resources and Services Administration’s (HRSA) Electronic
Submission User Guide, available at http://www.hrsa.gov/grants/apply/userguide.pdf. Note, however, that to
apply for this opportunity, you do NOT use Grants.gov; hence some steps in this document will be unique to
this opportunity.

2. Before You Apply

2.1. General Information

In order to complete your application, you will have to access the HRSA Electronic Handbooks (EHBs). To do
this, you must register with the EHBs.

If you are a new user, complete the following steps to register with the HRSA EHBs:

1. Create a user account: https://grants.hrsa.gov/webexternal/ReqistrationWizard.asp.

2. Choose a role. EHBs offer three roles — Authorizing Official, Business Official, and Other Employee.
To submit an application, an Authorizing Official role is required.

3. Associate your user account with your organization. Use the 10-digit H80 grant number from box 4b
of the NGA to search for your organization.

You may associate your user account with more than one organization. Registration with the EHBs is required
only once for each user regardless of how many organizations they represent. If you already have a user
account and need to associate it with a new organization, log into the EHBs and associate your account with
the organization. Do not create a new user account.

For detailed steps on registration information, see HRSA's Electronic Submission User Guide
(http://www.hrsa.gov/grants/apply/userguide.pdf).

For assistance in registering with HRSA EHBs, call 877-GO4-HRSA (877-464-4772) between 9:00 am to 5:30
pm Eastern or email callcenter@hrsa.gov.

2.2. Process Overview

Eligible applicants will need a special Web link and eligibility code to create, access, and complete the
EXPANDED SERVICES application. The link and the eligibility code will be emailed to key officials registered
with HRSA’s EHBs from the grantee organization.

To access the EXPANDED SERVICES application, someone from the applicant organization must click on
the Web link in the email. The system will direct the user to a screen where he or she will be required to
provide the eligibility code to start the application process.

The first user who creates the EXPANDED SERVICES application using the steps mentioned in the next
section becomes the owner of the application and will be responsible for controlling which users from the
organization can view and update this application.
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The application package consists of structured forms and forms that ask you to upload documents. The
application includes standard forms and forms to collect program specific information. It is recommended that
you complete the EXPANDED SERVICES application in the following order:

1. Add in the service expansion (SE) projects you want to propose (if any) on the Projects page under
program specific information. See Section 4.5.1.

2. If you are requesting the maximum eligible amount of EXPANDED SERVICES funding, skip to Step
3. If you are requesting less than the maximum eligible amount of funding, enter the amount of
Federal funding requested, broken down (if applicable) by target population funding (i.e., 330(e),
330(qg), 330(h), and 330(i)), on the Budget Summary page in SF-424. See Section 4.4.1.

3. Enter the amount of Federal funding requested for individual projects and sub-programs on the
Budget Details page under Program Specific Information. See Section 4.5.3.1.

4. Complete the remaining program-specific forms and then complete the remaining face-page forms.
For information on navigating the application, see Section 4.3 below.

All forms are required and you must complete them all electronically before you can submit the EXPANDED
SERVICES application.

Assign an authorizing official (AO) to the application. Only the AO or an authorized delegate can submit the
application to HRSA. Refer to the online help or contact the HRSA Call Center for additional help on this step.

Review all the forms and print them if necessary. After the review, submit the application electronically. You
will still be able to view, but not edit, the application in the EHB even after you submit it.

3. Creating the Application

To submit an EXPANDED SERVICES application through the EHBSs, you must first create it. To do this, you
must have the Web link and eligibility code given in the email notification sent out by HRSA regarding the
EXPANDED SERVICES application.

One user from the organization can create the application by following the steps given here. That user is then
responsible for giving others access to the application, using the “Manage Peers” capability in the EHBs.
Other users can then access the application by following the steps in Section 4.2 below.

1. Click on the Web link provided in the email.

2. Log into EHBs, using your current username and password. NOTE: If you have forgotten your
username and password contact HRSA Call Center.

3. Enter the eligibility code you received via email (Figure 1), and then click the “Continue” button.
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Figure 1. Enter Eligibility Code

»

4. The system displays the Application Tracking Number (Figure 2). Make a note of this number, and
then click the “Continue” button.

Figure 2: Application Tracking Number

5. The application opens to the Status Overview page (Figure 3).

Figure 3: Status Overview Page
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This page lists the face-page forms and provides a link to the program-specific forms that you must
complete before you can submit the application. It also shows useful information about your
application such as the deadline and list of users that may have access to the application.

6. Complete the application package by following the instructions outlined in Section, below 4 below.

£  Users new to the EHBs should be mindful that the system “times out” after 30 minutes of inactivity. Some
forms may take a long time to complete. Saving work at regular intervals is strongly recommended.

4. Completing the Application

4.1. Overview

The EXPANDED SERVICES application consists of a standard face page (SF-424) and program-specific
forms. Within the program-specific forms, you may create up to five service expansion (SE) projects in
addition to the Expanded Medical Capacity (EMC) project that has been created for you. For each project,
you will complete a set of project-level forms. You will be asked to enter budget information for the application
as a whole and broken out for projects and target population funding (if applicable). This information is cross-
checked within the application to ensure consistency. To make completing the application as easy as
possible, we recommend that you follow the steps below.

Step 1: Go to the Projects page under Program Specific Information and add in the service expansion
projects you intend to propose (if any).

e Everyone must propose one EMC project. This one has been created for you. You may also propose
up to five service expansion projects.

e Allyou need to do at this point is to create the projects; you can add in the rest of the information
later.

Step 2: Go to the Budget Summary page in SF-424 and enter the amount of Federal funding requested. If
applicable, break it down by sub-program.

e Funding information will be pre-populated for you based on the maximum eligible amount and current
sub-program distribution.

e The Budget Summary page shows sub-programs for which you are currently funded.
e You may only request Federal funding for sub-programs for which you are currently funded.

e You may, if you desire, request less than the maximum amount of Federal funding for which you are
eligible to apply.

Step 3: Go to the Budget Details page under Program Specific Information and enter the amount of Federal
funding requested for individual projects and sub-programs.

e For each project, enter the amount of Federal funding requested by sub-program. (Or, for each sub-
program, enter the amount of Federal funding requested by project. It's the same thing.)

e For each sub-program, the total Federal funding you enter on this page must equal the Federal
funding you requested on the Budget Summary page.

Step 4: Complete the rest of the application, as detailed below.
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6.

Go to the Projects page under Program Specific Information and add in the rest of the information for
each project.

Complete the Consolidated Proposal Information page under Program Specific Information.
Review all program specific information.

Complete the remaining application face page (SF-424) forms.

Review the application face page.

Submit the application.

4.2. Access the Application

EHB allows you to create your application, work on it in parts, save it and return to complete it later. If you are
returning, you will have to log in and navigate to the application.

1.

Point your browser to https://grants.hrsa.gov/webexternal/home.asp. Enter your username and
password to log in.

The Home page opens (Figure 4). Click the “View Applications” link under Manage Applications on
the left side menu (or click Work on My Application under Manage Competing Applications).
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Figure 4: Home Page in HRSA EHBs

Grants Home
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3. The View Applications page opens (Figure 5). Find the EXPANDED SERVICES application in the list.

Figure 5: View Applications Page

4. Click the “Edit” link for the EXPANDED SERVICES application.

5. The application opens to the Status Overview page (Figure 3 above).
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6. Under Action, click Update for the section of the application you want to work on.

4.3. Navigate the Application

The EXPANDED SERVICES application includes a face page and program-specific forms. Within the
program-specific forms, you may propose 1-6 Expanded Services project types. For each project, there is a

set of project-level forms.

Navigating the application may seem difficult at first, but it is really very easy if you use the menus that appear
on the left side of the screen. These menus are described below.

4.3.1 Application Process Left Side Menu

Figure 6: Application
Process Left Side Menu

Application Tracking

# 00082202

Overview

i~ Process

P Status

Face Page
Application
Applicant
Project
Budget Summary

Program Specific

Information
Program Specific
Information

Review and Submit

Review

Submit

The Application Process left side menu (Figure 6) appears when you open the
application. It also appears whenever you access any form that is part of the face
page for the application.

You can use the Application Process left side menu to navigate to any face-page
form in the application.

To access the program-specific information section of the application, click
Program Specific Information in this menu.

When you are ready to review all the information you have entered in the face-
page forms, click Review under Review and Submit in the Application Process
left side menu.

When you are ready to submit the application to HRSA, click Submit under
Review and Submit in the Application Process left side menu.
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4.3.2 Program Specific Information Left Side Menu

The Program Specific Information left side menu (Figure 7) appears when you
Figure 7: Program access the program-specific information section of the application. A second
Specific Information menu, the All Forms left side menu, always appears just below it.
Left Side Menu
You can use the Program Specific Information left side menu to navigate to any
Application Tracking  program-specific form in the application.
#

00082202 When you are ready to review all the information you have entered in the
Program Spedific program-specific information forms, click Program Specific Information under
Information Review in the Program Specific Information left side menu.

To return to the Status page for the application, click Complete Status under

Project Information Overview in the All Forms left side menu.

- Projects
Budget Information
Budget Details

Consolidated
Information

. Consolidated Line

i Item Budget
Consolidated
Proposal Information

Review
Program Specific
Information

Overview

Complete Status
Review and Submit
- Submit
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4.3.3 Project Information Left Side Menu

The Project Information left side menu (Figure 8) appears when you open the

Figure 8: Project Projects page under Program Specific Information and click the Update button
Information Left Side for a project. The Program Specific Information left side menu always appears
Menu just below it.
Project # You can use the Project Information left side menu to navigate to any project-
00082202 level form for the current project.

Project Information i i ) . L
Overview To return to th-e.PI’OJGCtS page, C|IC!< Projects under Project Information in the
b Project Status Program Specific Information left side menu.

Basic Information

- Project Impact

Budget Information

- Line Item Budget

i~ Budget Justification

Service Information

i~ Form 5 - Part A

| Add Specialty
Service Checklist

Service Site
Information

Service Sites

To return to the Status page for the application, click Complete Status under
Overview in the All Forms left side menu.

Program Spedfic
Information
Overview
- Status
Project Information
- Projects
Budget Information
Budget Details
Consolidated
Information
.. Consolidated Line
Item Budget
Consolidated
Proposal Information
Review
Program Specific
Information

Overview
Complete Status

Review and Submit

i~ Submit

Attachments

i~ Attachments
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4.4. Application Face Page

The EXPANDED SERVICES application package includes the SF-424 grant application Face Page form,
broken into four sections within EHBs to assist in navigation and data entry. Some information for your
EXPANDED SERVICES application is pre-populated from your Health Center Grant profile. Verify the
information that has been entered and enter additional information as appropriate. Data entry is required in
any field marked with an asterisk (*).

For each section, complete data entry and then click the “Save and Continue” button. The system will save
the information and take you to the next section of the application. If there are any data entry errors the HRSA
EHBs will display messages to help you correct the information.

You should go to the Projects page under Program Specific Information and add in the expanded services
projects before you complete any part of the application face page.

After you add in the projects, you should complete the Budget Summary page. This is the page on which you
will enter the total amount of Federal funding requested, broken down (if applicable) by sub-programs for
which you are currently funded.

After you complete the Budget Summary page, you should return to the Program Specific Information section
and complete the Budget Details page, breaking down the amout of Federal funding requested for each sub-
program by project.

4.4.1 Budget Summary Page

The Budget Summary page (Figure 9) opens when you click Budget Summary on the left side menu. (If you
are in the program specific information area of the application, click Complete Status on the left side menu,
and then click Budget Summary.)

Figure 9: Budget Summary Page

The Budget Summary page shows all sub-programs for which you are currently funded. Select a sub-
program, and then click the Update Budget Information button. The Update Budget Information page opens
(Figure 10).
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Figure 10: Update Budget Information Page

Complete the form and then click the Save and Continue button.

4.5. Program Specific Information

The “Program Specific Information” section contains the forms associated with the expanded services
projects you propose. You must propose to utilize at least two thirds of the requested funding for one EMC
project in your application, and you may propose to utilize remaining funds for as many as five more Service
Expansion (SE) projects (one for each SE type), for a total of up to six projects. For each project, you must
complete a set of forms.

Click “Program Specific Information” under Program Specific Information on the side navigation menu (or
click “Update” for Program Specific Information under Application Forms Status) to access the Program
Specific Information section. The first time you do this, a process overview page describing the application
process will appear (Figure 11). Please print this page to use as a guide as you complete the other
application forms.
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Figure 11: Process Overview Page

Click the Continue button. The Program Specific Information Status Overview page opens (Figure 12).

Figure 12: Program Specific Information Status Overview Page

From the Program Specific Information Status Overview page, click Update to access the form you want to
work on (or use the left side menu).

For each section, complete data entry and then click the “Save and Continue” button. The system will save
the information and take you to the next section of the application. If there are any data entry errors the HRSA
EHBs will display messages to help you correct the information.
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You should go to the Projects page (section 4.5.1 below) and add in any SE type projects (if you are
proposing additional projects beyond the required EMC project) before you do anything else.

If you are requesting less than the maximum eligible funding amount, you should complete the Budget
Summary page. This is the page on which you will enter the total amount of Federal funding requested,
broken down (if applicable) by target populations for which you are currently funded. If you are requesting the
maximum eligible funding amount, then you do not need to access the Budget Summary at this time.

You should then complete the Budget Details pagein the Program Specific Information section, breaking
down the amout of Federal funding requested for each applicable target population by project.

451 Projects Page

The Projects page (Figure 13) lists all expanded services projects proposed. It is a “landing” page for projects;
that is, it is the page from which you start when you complete forms related to a specific project, and the page
to which you return when you have finished completing the forms related to that project.

Figure 13: Projects Page

From the Program Specific Information Status Overview page, click “Projects” under Project Information on
the side navigation menu (or click “Update” for Projects under Project Information) to access the Projects

page.
Since every applicant is required to propose one EMC project, your application is pre-populated with one
EMC project record. You may not delete this record. You may create additional projects. You may delete
projects you create.
You may create one of each of the following project types (maximum six projects per application):

e Service Expansion—Oral Health (SE-OH)

e Service Expansion—Behavioral Health (SE-BH)

e Service Expansion—Comprehensive Pharmacy Services (SE-P)
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e Service Expansion—Enabling Services (SE-E)

e Service Expansion—Vision Care (SE-V)

To create a project record, click the “Add Project” button. Choose a project type from the list and enter a
project title. You may not change the project type once you have created a project record. If you need to
change a project type, you will have to delete the project and create a new one with the correct type. You will
lose any information you may have entered for the deleted project.

£ The completion status will be displayed in the upper right corner for each project listed. Once all the forms
associated with the project are complete, the project status will be COMPLETE.

&2 When the status of all projects is COMPLETE, the status of the Projects page will move to COMPLETE.

45.2 Project-Level Forms

For any project on the Projects page, click the “Update” button to access the forms associated with that
project. The Project Status Overview page opens (Figure 14).

Figure 14: Project Status Overview Page

From the Project Status Overview page, click Update to access the form you want to work on. A brief
description of the purpose of each form follows.

4.5.2.1 Project Impact: Patients Impact

This form asks that you enter numbers representing patients by population type for a two-year period. You
must also describe need, response and impact, as detailed in the on-screen instructions (Figure 15).
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Figure 15: Patients Impact for EMC Project Page

For your EMC project, you will enter numbers representing new patients only. For EMC projects, applicants
will also be provided with a calculated number of “expected” patients, based upon an applicant’s UDS data
and the amount of ES funds proposed for the EMC project. If the variation in “Projected Increase in Patients
by End of Calendar Year 2012” is 5% less than the “Expected Increase in Patients,” or if the “Projected
Increase in Patients by end of Calendar Year 2012" is 25% greater than the “Expected Increase in Patients,”
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the applicant will be required to provide justification within the application. See Expanded Services
instructions for additional information.

For service expansion projects, you will enter numbers representing new and existing patients (Figure 16).

Figure 16: Patients Impact for SE Projects Page (Top)

4.5.2.2 Project Impact: Staffing Impact

This form asks that you enter numbers representing new full-time equivalent (FTE) staff in major service
categories for those positions relevant to the current project (Figure 17). A list of positions typically associated

with the current project is given at the top of the screen.

Figure 17: Staffing Impact Page

4.5.2.3 Line Iltem Budget
This form asks that you enter a line-item breakdown of revenue and expenses for the project (Figure 18).
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Figure 18: Line Item Budget Page

e The system will pre-populate the Federal EXPANDED SERVICES grant for the project, based upon
the amount you entered for the project in the Budget Details form.

e The system will calculate Total Revenue and Total Expenses.
e Total Revenue should be equal to Total Expenses.
e Neither Total Revenue nor Total Expenses can be zero.

e The Construction Line for expenses is disabled since construction costs are unallowable under the
ES opportunity. Applicants may not propose to spend more than $100,000 of the total EXPANDED
SERVICES budget/award on equipment and supplies. See EXPANDED SERVICES Instructions for
additional information.

4.5.2.4 Budget Justification

The Budget Justification page (Figure 19) is where you will upload a budget justification document. Refer to
the EXPANDED SERVICES Instructions and relevant appendix section for more information on developing
the budget justification. Click the “Attach” button to do this.
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Figure 19: Budget Justification Page

45.25 Form 5A: Services Provided

This form is on two screens: Required Services and Additional Services. You can use the dropdown list to
navigate between the two.

In general, you may use this form to propose certain changes to the mode of provision for those required or
additional services that are relevant to the current project. You may also propose adding additional services
relevant to the project, as detailed below. Note that for some projects, especially EMC, you may not need to
make any changes to this form since many applicants already provide the listed services directly. In this
case, you simply need to click “Save and Continue.”

Form 5 - Part A: Required Services displays required services (Figure 20). Those services that are relevant to
the current project can be updated; others are “grayed out.”
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Figure 20: Form 5 - Part A (Required Services) Page

For Expanded Medical Capacity projects, you will be able to propose certain changes to the mode of
provision for relevant required services. For relevant additional services, you will be able to propose changes
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to the mode of provision if you currently provide the service. You will not be able to propose adding the
service.

For Service Expansion projects, you will be able to propose certain changes to the mode of provision for
relevant required services. For relevant additional services, you will be able to propose certain changes to the
mode of provision if you currently provide the service or propose adding the service if you do not.

For example, an applicant has proposed a Service Expansion—Oral Health (SE-OH) project. The only
relevant required service is “Preventive Dental.” On Form 5 - Part A: Required Services this service is
editable; the others are not (Figure 21).

Figure 21: Relevant Required Service on Form 5 - Part A (Required Services)

There are two relevant additional services. On Form 5 - Part A: Additional Services, these services are
editable (Figure 22, Arrow 1). To make changes, click the checkbox to select the services, and then click the
Update button (Figure 22, Arrow 2).
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Figure 22: Relevant Additional Services on Form 5 - Part A (Additional Services)

5

B
5

It is also possible to propose adding certain relevant additional services if you do not currently provide them.
Click the Add button (Figure 22, Arrow 3) to do this.

For detailed information on allowable changes to Form 5A, please refer to Table 2 in the EXPANDED
SERVICES Instructions.

4.5.2.6 Add Specialty Service Checklist
Applicable only if you propose adding a specialty service (Figure 23).
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Figure 23: Add Specialty Service Checklist Page

Click the Update Checklist button and complete the checkilist.
The checklist will be deleted if you subsequently remove a specialty service.

4.5.2.7 Service Sites

This form lists service delivery sites currently in scope (Figure 24). You must choose one or more sites to
associate with the current project. You may not propose new sites. You may propose more than one site per
project. The same site(s) may be associated with more than one project, if applicable.

Figure 24: Service Sites Page
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4.5.3 Additional Program Specific Application-Level Forms

In addition to the forms associated with specific projects, there are forms that cover all projects. These are the
Budget Details, Consolidated Line Item Budget, and Consolidated Proposal Information forms. Access these
forms from the Program Specific Information Status Overview page.

4.5.3.1 Budget Details

The Budget Details form (Figure 25) captures the breakdown of federal funding requested for each project by
sub-program. You should complete this form after you have created the projects and entered budget
information on the Budget Summary page.

Figure 25: Budget Details Form

e The screen shows all target populations for which you receive Federal funding and what percent of
Federal funding currently received is applied to each target population.

e Target Federal Funding shows how the Federal funding you requested on the Budget Summary page
is to be distributed among target populations, since the distribution is to match the distribution of your
current funding by percent.

e For each target population, Federal Funding Requested should be equal to Target Federal Funding.

e Atleast 2/3" of the Total Federal Funding Requested must be allocated to the Expanded Medical
Capacity (EMC) project. See Table 1 of the ES Instructions for additional information.

4.5.3.2 Consolidated Line Item Budget

The Consolidated Line Item Budget form displays budget information for all projects (Figure 26). This form is
read-only.
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Figure 26: Consolidated Line Item Budget Page

4.5.3.3 Consolidated Proposal Information

This form asks that you describe need, response and impact as they relate to all proposed projects taken
together. This form also displays a read-only roll up of individual project(s) Patient and Staffing Impacts.
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Figure 27: Consolidated Proposal Information Page
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5. Reviewing and Submitting the Application

5.1.

Reviewing the Application

You should review your application before you submit it to HRSA. The system provides a screen from which
you may review program-specific information (Figure 28) and one from which you may review face-page
information. The information contained on these pages is read-only and will be populated from other pages in
the application.

Figure 28: Review Page for Program Specific Information

To review program-specific information:

1.

Click the “Program Specific Information” link under “Review” in the Program Specific Information
left menu of the “Program Specific Information” page.

The “Table of Contents” page opens, listing all sections of the program-specific information section of
the application (including project-level forms). Use the “View” links in the “Action” column to view any

section.
Click “Print” button to get a printable version of the Table of Contents.

To print a specific section, select that section in the ‘Table of Contents’ drop-down and click “GO”
button to display the section. Then click “Print” button to print that section.

Click “Print All HTML Forms” button to print all forms which are HTML, i.e., which were not filled
using attachments. Attachments can be printed by clicking on individual “View” link for DOCUMENT
(attachment) type forms.

To review face-page information:

1.

From the Program Specific Information section of the application, click the “Complete Status” link
under “Overview” in the All Forms left menu.

The application Status Overview page opens. Click the “Review” link under Review and Submit in the
Application Process left menu.
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3. The “Table of Contents” page opens, listing the SF-424 section of the application. Use the “View” link
in the “Action” column to view this section.

4. Click “Print” button to get a printable version of the Table of Contents.

5. To print a specific section, select that section in the ‘Table of Contents’ drop-down and click “GO”
button to display the section. Then click “Print” button to print that section.

6. Click “Print All HTML Forms” button to print all forms which are HTML i.e. which were not filled using
attachments. Attachments can be printed by clicking on individual “View” link for DOCUMENT
(attachment) type forms.

Once all the sections are “Complete” you will be ready to submit the application to HRSA. Click the “Submit”
link on the left side menu.

5.2. Submitting the Application

Before submitting, you should review the application as a whole. Click the “Review” link on the side
navigation menu to open the Review page for the application.

1. Click the “Submit” link in the left navigation menu of the “Status Overview” page.

2. You can submit the application only when all the forms show the status of “Complete.”

3. You can only submit the application if you have the “Submit Application” privilege. This privilege is
available to all authorizing officials of the organization or authorized delegates. If you do not have the

“Submit Application” privilege, you will see the “Submit to AO” option.

4. Submitting to AO does not mean that your application has been received by HRSA. The AO must still
submit the application to HRSA.

5. Ifyou are the AO or if you have the Submit Application privilege, you can directly submit the
application to HRSA.

£  Submitting to AO does not mean that the application has been received by HRS A. The AO must still submit
the application to HRS A.

£ You may only submit the application to HRS A if you are authorized to do so. If you are not authorized to
submit the application to HRS A, the button at the bottom of your submit page will say “Submit to AO.”

£  Clicking this button alerts the AO that the application is ready to be submitted. The AO must then login to the
HRSA EHB and submit the application.

6. Customer Support Information

£  Use your Application Tracking Number for all corres pondence. Do not contact the program point of contact,
project officer or the administrative contact with system-related technical ques tions.

£ Refer to ‘Contact Information’ section in EXPANDED SERVICES application instructions received by email
from HRS A. This section provides details on customer support information.

6.1. BPHC Help Line

For assistance with completing Standard and Program Specific forms within the application, please contact
the BPHC Help Line:
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» By email: mailto:BHCMISYS@hrsa.gov

OR
» By Phone: 1-877-974-BPHC (2742) (between 8:30 am to 5:30 pm Eastern)

DO NOT call the BPHC Help Line for any questions on application instructions or programmatic questions that
you might have when completing your application

6.2. HRSA Call Center
For assistance with registering in HRSA EHBs, or access/password related issues please call the HRSA Call

Center:
» By Phone: 877-GO4-HRSA (877-464-4772) or 301-998-7373 (between 9:00 am to 5:30 pm Eastern)

OR
» By Email: callcenter@hrsa.gov

Please visit HRSA EHBs for additional online help.

» Go to: https://grants.hrsa.gov/iwebexternal/home.asp
» Click on ‘Help’

DO NOT call the BPHC Help Line for any questions on application instructions or programmatic questions that
you might have when completing your application

6.3. HRSA Program Support

For any questions on application instructions or programmatic questions that you might have when
completing your application, please contact the Program Point of Contact within Bureau of Primary Health
Care (BPHC) Office of Policy and Program Development (OPPD)—as noted within the application
instructions.

7. FAQs

7.1. Software

7.1.1 What are the software requirements for HRSA EHBs?

HRSA EHBs can be accessed over the Internet using Internet Explorer (IE) v5.0 and above and Netscape
4.72 and above. HRSA EHBs are 508 compliant.

IE 6.0 and above is the recommended browser.

HRSA EHBs use pop-up screens to allow users to view or work on multiple screens. Ensure that your
browser settings allow for pop-ups.

In addition, to view attachments such as Word and PDF, you will need appropriate viewers.

7.1.2 What are the system requirements for using HRSA EHBs on a Macintosh computer?

Mac users are requested to download the latest version of Netscape for their OS version. It is recommended
that Safari v1.2.4 and above or Netscape v7.2 and above be used.
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Note that Internet Explorer (IE) for Mac has known issues with SSL and Microsoft is ho longer supporting IE
for Mac. HRSA EHBs do not work on IE for Mac.

In addition, to view attachments such as Word and PDF, you will need appropriate viewers.

7.1.3 What document types can | upload?
The following document types are supported in HRSA EHBs:

.DOC - Microsoft Word

.RTF - Rich Text Format

TXT - Text

WPD - Word Perfect Document

.PDF - Adobe Portable Document Format

XLS - Microsoft Excel

& HRSA EHBs currently do not support MS Office 2007 formats (.docx, .xIsx, etc.).
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