
 

 

 

 

 

HRSA EHB USER GUIDE 

 
Planning Grant (PG) 
User Guide for Grant Applicants 
 

Last updated on: 13 January 2011 

 

 

 

 



 

 i  Planning Grant FY 2011 User Guide 
for Applicants 

 

Table of Contents 
1. INTRODUCTION   ..................................................................................................................................... 1

1.1. DOCUMENT PURPOSE AND SCOPE   .................................................................................................... 1

1.2. DOCUMENT ORGANIZATION AND VERSION CONTROL   .......................................................................... 1

2. BEFORE YOU APPLY   ............................................................................................................................ 2

2.1. GRANTEE ORGANIZATION MUST REGISTER WITH GRANTS.GOV   ........................................................... 2

2.2. PROJECT DIRECTOR AND AUTHORIZING OFFICIAL MUST REGISTER WITH HRSA EHBS   ....................... 2

3. APPLYING THROUGH GRANTS.GOV   .................................................................................................. 3

3.1. LOCATE FUNDING OPPORTUNITY   ....................................................................................................... 3

3.2. DOWNLOAD APPLICATION PACKAGE AND INSTRUCTIONS   .................................................................... 5

3.3. COMPLETE THE APPLICATION   ............................................................................................................ 6

3.4. SUBMIT APPLICATION   ........................................................................................................................ 7

3.5. TRACK STATUS OF APPLICATION   ....................................................................................................... 9

3.6. REVIEW GRANTS.GOV ERRORS   ......................................................................................................... 9

4. COMPLETE THE APPLICATION IN HRSA ELECTRONIC HANDBOOKS   ........................................ 11

4.1. LOG IN AND ACCESS THE APPLICATION   ............................................................................................ 11

4.1.1 Log In to the HRSA Electronic Handbooks   ............................................................................. 11

4.1.2 Initiating the Application for the First Time   .............................................................................. 12

4.1.3 Reviewing Grants.gov Errors   .................................................................................................. 16

4.1.4 Navigating within the Application  ............................................................................................. 18

4.1.5 Accessing the Application   ....................................................................................................... 20

4.2. STANDARD FORMS (SF-424)   .......................................................................................................... 21

4.3. PROGRAM SPECIFIC FORMS   ............................................................................................................ 23

4.3.1 Form 1 – Part A: General Information Worksheet   ................................................................... 24

4.3.2 Form 12:  Contact Information   ................................................................................................. 32

4.3.3 Project Work Plan   .................................................................................................................... 34

4.4. REVIEW APPLICATION   ..................................................................................................................... 57

4.4.1 Program Specific Information   .................................................................................................. 57

4.4.2 All Forms   ................................................................................................................................. 60

4.5. SUBMIT APPLICATION   ...................................................................................................................... 64

5. CUSTOMER SUPPORT INFORMATION   ............................................................................................. 68

5.1. BPHC HELP DESK   ......................................................................................................................... 68

5.2. HRSA CALL CENTER   ...................................................................................................................... 68

5.3. HRSA PROGRAM SUPPORT   ............................................................................................................ 68



 

 ii  Planning Grant FY 2011 User Guide 
for Applicants 

 

6. FREQUENTLY ASKED QUESTIONS   ................................................................................................... 69

6.1. SOFTWARE   ..................................................................................................................................... 69

6.1.1 What are the software requirements for HRSA EHBs?  ........................................................... 69

6.1.2 What are the system requirements for using HRSA EHBs on a Macintosh computer?   ......... 69

6.1.3 What document types can I upload?   ....................................................................................... 69

 



 

 iii  Planning Grant FY 2011 User Guide 
for Applicants 

 

Table of Figures 
Figure 1: Grants.gov Home   ..................................................................................................................................3

Figure 2: Apply for Grants Page (at Grants.gov)   .................................................................................................4

Figure 3: Download Application Package Page (at Grants.gov)   ..........................................................................4

Figure 4: Select Grant Application to Download Page (at Grants.gov)   ...............................................................5

Figure 5: Download Opportunity Instructions and Application Page (at Grants.gov)   ..........................................6

Figure 6: Grant Application Package Page (at Grants.gov)   .................................................................................6

Figure 7: Command Buttons in the Grant Application Package (at Grants.gov)   .................................................7

Figure 8: Grants.gov Log In   .................................................................................................................................7

Figure 9: Application Submission Confirmation Page (at Grants.gov)   ................................................................8

Figure 10: Application Submission Confirmation Page,  showing Tracking Number (at Grants.gov)   .................8

Figure 11: Application Status Page (with Grants.gov Data Validation Comments Link)   .....................................9

Figure 12: Grants.gov Data Validation Comments Window   ............................................................................. 10

Figure 13: Section of Login Screen   ................................................................................................................... 11

Figure 14: HRSA EHB Home Page   .................................................................................................................. 12

Figure 15: Left Side Menu on HRSA EHB Home Page   .................................................................................... 13

Figure 16: View Applications Page (before Grants.gov Application is added)   ................................................. 13

Figure 17: Validate Grants.Gov Application Page   ............................................................................................ 14

Figure 18: Grants.gov Application Validated Successfully Page   ...................................................................... 14

Figure 19: Application Status Overview Page   ................................................................................................... 15

Figure 20: Status Overview Page, Program Specific Information   ..................................................................... 16

Figure 21: Application Status Page (with Grants.gov Data Validation Comments Link)   .................................. 17

Figure 22: Grants.gov Data Validation Comments Window   ............................................................................. 18

Figure 23: Menu Progression for Planning Grant Applications   ......................................................................... 19

Figure 24: Left Side Menu of HRSA EHB Home Page   ..................................................................................... 20

Figure 25: View Applications Page   ................................................................................................................... 20

Figure 26: Application Status Overview Page   ................................................................................................... 21

Figure 27: Application Forms Status Table   ....................................................................................................... 22

Figure 28: Left Side Menu of Application Status Overview   ............................................................................... 23

Figure 29: Program Specific Status Overview   .................................................................................................. 24

Figure 30: Form 1 – Part A: General Information Worksheet   ........................................................................... 24

Figure 31: Form 1 – Part A, Applicant Information   ........................................................................................... 25

Figure 32: Form 1 – Part A, Proposed Service Area   ........................................................................................ 25

Figure 33: Add Service Area Zip Codes Page   .................................................................................................. 26



 

 iv  Planning Grant FY 2011 User Guide 
for Applicants 

 

Figure 34: Form 1 – Part A, Target Population   ................................................................................................. 27

Figure 35: Form 1 – Part A, Funding Priorities   ................................................................................................. 27

Figure 36: Form 4: Community Characteristics   ................................................................................................ 29

Figure 37: Form 4, Race   ................................................................................................................................... 30

Figure 38: Form 4, Hispanic or Latino Identity   .................................................................................................. 30

Figure 39: Form 4, Income as Percent of Poverty Level   .................................................................................. 30

Figure 40: Form 4, Primary Third Party Payment Source   ................................................................................. 31

Figure 41: Form 4, Special Population   .............................................................................................................. 31

Figure 42: Form 12, Contact Information   .......................................................................................................... 32

Figure 43: Contact Information, Chief Executive Officer   ................................................................................... 32

Figure 44: Contact Information, Contact Person  ............................................................................................... 33

Figure 45: Sample Contact Information Data Entry Page for Form 12   ............................................................. 33

Figure 46: Menu of Project Work Plan Sections   ............................................................................................... 34

Figure 47: Project Work Plan - Section A   ......................................................................................................... 35

Figure 48: Project Work Plan – Section A: Add Objective   ................................................................................ 36

Figure 49: Project Work Plan – Section A: Add Goal   ....................................................................................... 36

Figure 50: Project Work Plan – Section A: Add Additional Goal  ....................................................................... 37

Figure 51: Project Work Plan – Section A: Add Additional Goal Page   ............................................................. 37

Figure 52: Project Work Plan – Section A: Actions Links   ................................................................................. 38

Figure 53: Project Work Plan – Section A: Update Objective   ........................................................................... 38

Figure 54: Project Work Plan – Section A: Delete Objective   ............................................................................ 38

Figure 55: Project Work Plan – Section A: View Objective Details  ................................................................... 39

Figure 56: Project Work Plan – Section A: Add Objective   ................................................................................ 39

Figure 57: Project Work Plan – Section A: View Goal Details   .......................................................................... 40

Figure 58: Project Work Plan – Section A: Key Action Steps   ........................................................................... 40

Figure 59: Project Work Plan – Section A: Add Key Action Step(s)   ................................................................. 41

Figure 60: Project Work Plan – Section A: Add Key Action Step Area   ............................................................. 41

Figure 61: Project Work Plan – Section A: Add Key Action Steps  .................................................................... 42

Figure 62: Project Work Plan – Section A: Add Additional Key Steps   .............................................................. 42

Figure 63: Project Work Plan – Section A: Update Key Action Step Area   ....................................................... 43

Figure 64: Project Work Plan – Section A: Update Key Action Steps   .............................................................. 43

Figure 65: Project Work Plan – Section A: Delete Key Action Steps Area   ....................................................... 43

Figure 66: Project Work Plan – Section A: Delete Key Action Steps   ............................................................... 44

Figure 67: Project Work Plan – Section A: Expected Outcomes   ...................................................................... 44

Figure 68: Project Work Plan – Section A: Add Expected Outcomes   .............................................................. 44



 

 v  Planning Grant FY 2011 User Guide 
for Applicants 

 

Figure 69: Project Work Plan – Section A: Add Expected Outcomes Area   ...................................................... 45

Figure 70: Project Work Plan – Section A: Add Expected Outcomes   .............................................................. 45

Figure 71: Project Work Plan – Section A: Add Additional Outcomes   .............................................................. 46

Figure 72: Project Work Plan – Section A: Update Expected Outcomes Area   ................................................. 46

Figure 73: Project Work Plan – Section A: Update Expected Outcomes   ......................................................... 47

Figure 74: Project Work Plan – Section A: Delete Expected Outcomes Area   .................................................. 47

Figure 75: Project Work Plan – Section A: Delete Expected Outcomes   .......................................................... 47

Figure 76: Project Work Plan – Section A: Data Evaluation and Measurement   ............................................... 48

Figure 77: Project Work Plan – Section A: Add Data Evaluation and Measurement   ....................................... 48

Figure 78: Project Work Plan – Section A: Add Data Evaluation and Measurement Area   ............................... 48

Figure 79: Project Work Plan – Section A: Add Data Evaluation and Measurement   ....................................... 49

Figure 80:  Project Work Plan – Section A: Add Additional Data Evaluation and Measurement   ..................... 50

Figure 81: Project Work Plan – Section A: Update Data Evaluation and Measurement Area   ......................... 50

Figure 82: Project Work Plan – Section A: Update Data Evaluation and Measurement   .................................. 51

Figure 83: Project Work Plan – Section A: Delete Data Evaluation and Measurement Area   ........................... 51

Figure 84: Project Work Plan – Section A: Delete Data Evaluation and Measurement   ................................... 51

Figure 85: Project Work Plan – Section A: Person/Area Responsible   ............................................................. 52

Figure 86: Project Work Plan – Section A: Add Person/Area Responsible   ...................................................... 52

Figure 87: Project Work Plan – Section A: Add Person/Area Responsible Area   ............................................. 52

Figure 88: Project Work Plan – Section A: Add Person/Area Responsible   ...................................................... 53

Figure 89: Project Work Plan – Section A: Add Additional Person/Area Responsible   ..................................... 54

Figure 90: Project Work Plan – Section A: Update Person/Area Responsible   ................................................. 54

Figure 91: Project Work Plan – Section A: Update Person/Area Responsible   ................................................. 55

Figure 92: Project Work Plan – Section A: Delete Person/Area Responsible Area   ......................................... 55

Figure 93: Project Work Plan – Section A: Delete Person/Area Responsible   .................................................. 55

Figure 94: Project Work Plan – Section A: Comments   ..................................................................................... 56

Figure 95: Project Work Plan – Section B: Goal B2   ......................................................................................... 56

Figure 96: Status Overview Page for Program Specific Information Forms   ..................................................... 57

Figure 97: Status Overview Page for Program Specific Forms   ........................................................................ 58

Figure 98: Program Specific Forms Link   ........................................................................................................... 58

Figure 99: Program Specific Forms Review   ..................................................................................................... 59

Figure 100: Complete Status Link in the All Forms Left Side Menu   ................................................................. 60

Figure 101: Status Overview Page for the Entire Application   ........................................................................... 61

Figure 102: Review Link in the Application Process Left Side Menu   ............................................................... 62

Figure 103: Review Page for the Entire Application   ......................................................................................... 63



 

 vi  Planning Grant FY 2011 User Guide 
for Applicants 

 

Figure 104: Status Overview Page for the Entire Application   ........................................................................... 64

Figure 105: Ready for Submission Page   .......................................................................................................... 65

Figure 106: Submit – Certifications and Acceptances Page   ............................................................................. 66

Figure 107: Application Submission Confirmation Page   ................................................................................... 67



 

 1 of 76 Planning Grant FY 2011 User Guide 
for Applicants(PG) 

 

11..  IInnttrroodduuccttiioonn  

11..11..  DDooccuummeenntt  PPuurrppoossee  aanndd  SSccooppee  
The purpose of this document is to provide detailed instructions to help applicants and grantees complete 
program-specific forms for Planning Grant (PG) applications in Health Resources and Services 
Administration (HRSA) Electronic Handbooks (EHB). It is intended as a supplement to HRSA’s Electronic 
Submission User Guide, available at http://www.hrsa.gov/grants/userguide.htm.  

This document is not meant to replace program guidance documents for funding announcements; 
applicants and grantees are directed to follow program guidance documents for all programmatic 
questions. 

11..22..  DDooccuummeenntt  OOrrggaanniizzaattiioonn  aanndd  VVeerrssiioonn  CCoonnttrrooll  
This document contains five sections in addition to the Introduction. Following is the summary: 

Section Description 

Before You Apply Provides information grantees need to know before 
they submit applications. 

Applying through Grants.gov Describes the steps necessary to complete and 
submit an application through Grants.gov. 

Completing the Application in HRSA Electronic 
Handbooks 

Describes the steps necessary to complete and 
submit an application in the Electronic Handbooks. 

Grant Attachments Forms: Changes from Previous 
Versions 

Summarizes, in tabular form, changes from 
previous versions of the forms. 

Customer Support Information Provides contact information to address technical 
and programmatic questions. 

FAQs Provides answers to frequently asked questions by 
various categories. 

 

http://www.hrsa.gov/grants/userguide.htm�
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22..  BBeeffoorree  YYoouu  AAppppllyy  

22..11..  GGrraanntteeee  OOrrggaanniizzaattiioonn  MMuusstt  RReeggiisstteerr  wwiitthh  GGrraannttss..ggoovv  

  IIff  aann  aapppplliiccaanntt  oorrggaanniizzaattiioonn  hhaass  aallrreeaaddyy  ccoommpplleetteedd  GGrraannttss..ggoovv  rreeggiissttrraattiioonn  ffoorr  aannootthheerr  FFeeddeerraall  
aaggeennccyy,,  tthhiiss  sseeccttiioonn  ccaann  bbee  sskkiippppeedd..  

Grants.gov requires all applicant organizations to complete a one-time registration. This registration will 
provide the individuals from the organization the required credentials to apply. The registration process 
can take up to two weeks to complete, so applicants should register as soon as possible. 

For those applicant organizations needing to register with Grants.gov, registration information can be 
found at http://www.grants.gov/applicants/get_registered.jsp. 

Please direct questions regarding Grants.gov registration to the Grants.gov Contact Center. Visit the 
following URL: http://www.grants.gov/contactus/contactus.jsp.  

22..22..  PPrroojjeecctt  DDiirreeccttoorr  aanndd  AAuutthhoorriizziinngg  OOffffiicciiaall  MMuusstt  RReeggiisstteerr  wwiitthh  HHRRSSAA  EEHHBBss    

  RReeggiissttrraattiioonn  wwiitthh  HHRRSSAA  EEHHBBss  iiss  iinnddeeppeennddeenntt  ooff  GGrraannttss..ggoovv  rreeggiissttrraattiioonn..  DDoo  nnoott  ccoonnffuussee  tthhee  ttwwoo..  

In order to complete your application, you will have to access the HRSA EHBs, which requires you to 
register with the EHBs. The purpose of the registration process is to collect consistent information from all 
users, avoid collection of redundant information, and allow for the unique identification of each system 
user. Note that registration within HRSA EHBs is required only once for each user for each 
organization they represent.   

For registration information, see HRSA’s Electronic Submission User Guide 
(http://www.hrsa.gov/grants/userguide.htm). 

For assistance in registering with HRSA EHBs, call 877-GO4-HRSA (877-464-4772) or 301-998-7373 
between 9:00 am to 5:30 pm ET or email callcenter@hrsa.gov.   

http://www.grants.gov/applicants/get_registered.jsp�
http://www.grants.gov/contactus/contactus.jsp�
http://www.hrsa.gov/grants/userguide.htm�
mailto:callcenter@hrsa.gov�
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33..  AAppppllyyiinngg  tthhrroouugghh  GGrraannttss..ggoovv  

To submit an application through Grants.gov, you must do the following: 

1. Go to Grants.gov and locate the funding opportunity. 

2. Download the application package and instructions. The program guidance is also part of the 
instructions that must be downloaded. 

3. Save a local copy of the application package on your computer and complete all the forms based on 
the instructions provided in the program guidance. 

4. Submit the application package through Grants.gov. (Requires registration) 

5. Track the status of your submitted application at Grants.gov until you receive a notification from 
Grants.gov that your application has been received by HRSA. 

Figure 1: Grants.gov Home 

 

33..11..  LLooccaattee  FFuunnddiinngg  OOppppoorrttuunniittyy  

  TThhee  ffoolllloowwiinngg  iinnssttrruuccttiioonnss  aassssuummee  tthhaatt  yyoouu  kknnooww  tthhee  FFuunnddiinngg  OOppppoorrttuunniittyy  NNuummbbeerr  ((FFOONN))  oorr  CCaattaalloogg  
ooff  FFeeddeerraall  DDoommeessttiicc  AAssssiissttaannccee  ((CCFFDDAA))  nnuummbbeerr  ffoorr  tthhee  ggrraanntt  yyoouu  aarree  aappppllyyiinngg  ffoorr..  IIff  tthhiiss  iiss  nnoott  tthhee  
ccaassee,,  ggoo  ttoo  hhttttpp::////wwwwww..ggrraannttss..ggoovv//aapppplliiccaannttss//ffiinndd__ggrraanntt__ooppppoorrttuunniittiieess..jjsspp  ttoo  llooccaattee  tthhiiss  iinnffoorrmmaattiioonn..  

1. Point your browser to http://www.grants.gov/applicants/apply_for_grants.jsp . The Grants.gov portion 
of the application process is described on this page. 

2. Click the Download a Grant Application Package link. 

http://www.grants.gov/applicants/find_grant_opportunities.jsp�
http://www.grants.gov/applicants/apply_for_grants.jsp�
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Figure 2: Apply for Grants Page (at Grants.gov) 

 
1. On the download page, enter the CFDA number in the field CFDA Number, or the announcement 

number in the field Funding Opportunity Number. (Example announcement number: HRSA-08-113) 

2. Click the Download Package button. 

Figure 3: Download Application Package Page (at Grants.gov)  

 

Click Download a Grant Application Package. 

Enter search criteria. 
Click Download Package. 



 

 5 of 76 Planning Grant FY 2011 User Guide 
for Applicants(PG) 

 

33..22..  DDoowwnnllooaadd  AApppplliiccaattiioonn  PPaacckkaaggee  aanndd  IInnssttrruuccttiioonnss  

  TToo  vviieeww  aapppplliiccaattiioonn  ppaacckkaaggee  aanndd  iinnssttrruuccttiioonnss,,  yyoouu  wwiillll  nneeeedd  ttoo  ddoowwnnllooaadd  aanndd  iinnssttaallll  tthhee  PPuurreeEEddggee  
VViieewweerr  aanndd  AAddoobbee  RReeaaddeerr  88..11..11..  TThheessee  ffrreeee  pprrooggrraammss  wwiillll  aallllooww  yyoouu  ttoo  aacccceessss,,  ccoommpplleettee,,  aanndd  ssuubbmmiitt  
aapppplliiccaattiioonnss  eelleeccttrroonniiccaallllyy  aanndd  sseeccuurreellyy..    

  PPlleeaassee  rreevviieeww  tthhee  ssyysstteemm  rreeqquuiirreemmeennttss  ffoorr  tthheessee  pprrooggrraammss  aatt  
hhttttpp::////wwwwww..ggrraannttss..ggoovv//aapppplliiccaannttss//aappppllyy__ffoorr__ggrraannttss..jjsspp..    

1. Click the download

Figure 4: Select Grant Application to Download Page (at Grants.gov) 

 link for the funding opportunity. 

 
2. The Download Opportunity Instructions and Application page (Figure 5) opens. 

3. Click the links to download the application package and instructions. 

Click download. 

http://www.grants.gov/applicants/apply_for_grants.jsp�


 

 6 of 76 Planning Grant FY 2011 User Guide 
for Applicants(PG) 

 

Figure 5: Download Opportunity Instructions and Application Page (at Grants.gov) 

 

33..33..  CCoommpplleettee  tthhee  AApppplliiccaattiioonn  

  YYoouu  ccaann  ccoommpplleettee  tthhee  aapppplliiccaattiioonn  oofffflliinnee  ––  yyoouu  ddoo  nnoott  nneeeedd  ttoo  bbee  ccoonnnneecctteedd  ttoo  tthhee  IInntteerrnneett..    

1. Click the  Save  button to save a copy of the application on your computer. 

Figure 6: Grant Application Package Page (at Grants.gov) 

 
 

Click the links to download 
the application package and 
instructions. 

Click Save  to save a copy on 
your computer. 
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2. Complete the application using both the built-in instructions and the instructions provided in the 
program guidance.  

For assistance with program guidance related questions, please contact the program contact listed on the 
program guidance. 

33..44..  SSuubbmmiitt  AApppplliiccaattiioonn  

  YYoouu  mmuusstt  bbee  ccoonnnneecctteedd  ttoo  tthhee  IInntteerrnneett  aanndd  mmuusstt  hhaavvee  aa  GGrraannttss..ggoovv  uusseerrnnaammee  aanndd  ppaasssswwoorrdd  ttoo  
ssuubbmmiitt  tthhee  aapppplliiccaattiioonn  ppaacckkaaggee..  

  PPlleeaassee  ddiirreecctt  qquueessttiioonnss  rreeggaarrddiinngg  aapppplliiccaattiioonn  ssuubbmmiissssiioonn  ttoo  tthhee  GGrraannttss..ggoovv  CCoonnttaacctt  CCeenntteerr  aatt  TTeell..::  
11--880000--551188--44772266..  CCoonnttaacctt  CCeenntteerr  hhoouurrss  ooff  ooppeerraattiioonn  aarree  MMoonnddaayy--FFrriiddaayy  ffrroomm  77::0000  aa..mm..  ttoo  99::0000  pp..mm..  
EEaasstteerrnn  TTiimmee,,  eexxcclluuddiinngg  FFeeddeerraall  hhoolliiddaayyss..  

The  Submit  button on the application package cover page will become active once you have 
downloaded the application package, completed all required forms, attached all required documents, and 
saved your application package. 

Follow these steps when you have done all this and are ready to send your completed application to 
Grants.gov. 

1. Click the  Submit  button on the application package cover page.  

Figure 7: Command Buttons in the Grant Application Package (at Grants.gov) 

 
2. When prompted, log into Grants.gov. 

Figure 8: Grants.gov Log In  

 

Click Submit to submit to Grants.gov. 

Log in to submit your application. 
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3. Your application package is uploaded to Grants.gov. A confirmation screen will appear once the 
upload is complete. 

Figure 9: Application Submission Confirmation Page (at Grants.gov) 

 
4. A Grants.gov Tracking number is provided on this screen. Please record this number so that you may 

refer to it for all subsequent help.  

Figure 10: Application Submission Confirmation Page,  
showing Tracking Number (at Grants.gov) 

 

Take note of the 
Grants.gov tracking 
number. 
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33..55..  TTrraacckk  SSttaattuuss  ooff  AApppplliiccaattiioonn  

  IItt  iiss  rreeccoommmmeennddeedd  tthhaatt  yyoouu  cchheecckk  tthhee  ssttaattuuss  ooff  yyoouurr  aapppplliiccaattiioonn  iinn  GGrraannttss..ggoovv  uunnttiill  tthhee  ssttaattuuss  iiss  
cchhaannggeedd  ttoo  ““AAggeennccyy  TTrraacckkiinngg  NNuummbbeerr  AAssssiiggnneedd””..  

Visit Grants.gov to check the status of your application(s) any time after submission: 
http://www.grants.gov/applicants/track_your_application.jsp. 

If there are no errors, the application will download automatically. On successful download at HRSA, the 
status of the application will change to “Received by Agency” and you will receive an email from 
Grants.gov. Subsequently, within two to three business days, the status will change to “Agency Tracking 
Number Assigned.” At this point, your application is ready for review and submission in HRSA EHBs. 

33..66..  RReevviieeww  GGrraannttss..ggoovv  EErrrroorrss  
HRSA EHB’s business rules are applied to any application received through Grants.gov. All validation 
errors are recorded and displayed to the applicant. 

1. To view the validation errors click the Grants.gov Data Validation Comments
Figure 11

 link on the Application 
Status Overview Page in HRSA EHBs ( ). 

Figure 11: Application Status Page (with Grants.gov Data Validation Comments Link) 

 
2. A summary of validation errors (Figure 12) opens in a new window. 

Grants.gov Data Validation Comments link 

http://www.grants.gov/applicants/track_your_application.jsp�
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Figure 12: Grants.gov Data Validation Comments Window 

 
3. Review the errors and make changes if necessary. 

 

Invalid entries in 
SF-424 
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44..  CCoommpplleettee  tthhee  AApppplliiccaattiioonn  iinn  HHRRSSAA  EElleeccttrroonniicc  HHaannddbbooookkss  

The next step is to complete your application in the HRSA EHBs. You need to submit the remaining 
information in HRSA EHBs within two weeks of the application due date in Grants.gov. The new due date 
will be listed in HRSA EHBs. 

  UUsseerrss  nneeww  ttoo  tthhee  EEHHBBss  sshhoouulldd  bbee  mmiinnddffuull  tthhaatt  tthhee  ssyysstteemm  ttiimmeess--oouutt  aafftteerr  3300  mmiinnuutteess  ooff  iinnaaccttiivviittyy..  
SSoommee  ffoorrmmss  mmaayy  ttaakkee  aa  lloonngg  ttiimmee  ttoo  ccoommpplleettee..  UUsseerrss  sshhoouulldd  bbee  iinn  tthhee  hhaabbiitt  ooff  ssaavviinngg  tthheeiirr  wwoorrkk  aatt  
ffrreeqquueenntt  iinntteerrvvaallss..  

  TThhee  aapppplliiccaattiioonn  ffaaccee  ppaaggee  mmuusstt  bbee  pprriinntteedd,,  ssiiggnneedd,,  aanndd  mmaaiilleedd  ttoo  HHRRSSAA..  TThhiiss  mmuusstt  bbee  ddoonnee  ffrroomm  
HHRRSSAA  EEHHBBss,,  nnoott  ffrroomm  tthhee  GGrraannttss..ggoovv  aapppplliiccaattiioonn..    

44..11..  LLoogg  IInn  aanndd  AAcccceessss  tthhee  AApppplliiccaattiioonn  

4.1.1 Log In to the HRSA Electronic Handbooks 
1. Point your browser to https://grants.hrsa.gov/webexternal/login.asp.  

2. Enter your username and password. 

Figure 13: Section of Login Screen 

 

3. Click the  Login  button. 

 The HRSA EHB Home Page (Figure 14) opens. 

https://grants.hrsa.gov/webexternal/login.asp�
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Figure 14: HRSA EHB Home Page  

 

4.1.2 Initiating the Application for the First Time  
When you access the application for the first time, you need to ‘initiate’ it. This procedure correlates your 
previously submitted Grants.gov application with a new HRSA EHB application. During this process, 
certain information is copied from the Grants.gov application to the HRSA EHB application.   

In order to initiate a new HRSA EHB application, you need to ‘add’ the Grants.gov application to the list of 
pending applications:   

1. On the HRSA EHB Home Page, select the View Applications link under the Manage Applications 
heading on the left side menu. 

The side menu appears on every 
screen. Use it to navigate through 
your application. 
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Figure 15: Left Side Menu on HRSA EHB Home Page 

  

2. The View Applications Page (Figure 16) opens. If you are accessing your application for the first 
time, you will find it under the Grants.gov Application Status heading.  

3. Click the Add Grants.gov Application

Figure 16: View Applications Page (before Grants.gov Application is added) 

 link to add your application to the list of pending applications. 

 
 The Validate Grants.Gov Application Page (Figure 17) opens.  

4. Enter the required validation information: 

• Announcement Number (from the Grants.gov submission confirmation page) 

• Grants.gov Tracking Number (from the Grants.gov submission confirmation page) 

• HRSA EHBs Application Tracking Number (from the email notification) 

5. Click the  Validate  button.  

Click Add Grants.gov Application. 
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Figure 17: Validate Grants.Gov Application Page 

 
6. The Grants.gov Application Validated Successfully Page (Figure 18) opens.  

7. Click the  Continue  button, after reading the advisory. 

Figure 18: Grants.gov Application Validated Successfully Page 

 
8. The application opens to the Application Status Overview Page (Figure 19). 

  TThhee  ssccrreeeenn  ccoonnttaaiinnss  aa  ddiiffffeerreenntt  lleefftt  ssiiddee  mmeennuu  tthhaann  iitt  ddiidd  bbeeffoorree..  UUssee  tthhiiss  lleefftt  ssiiddee  mmeennuu  ttoo  nnaavviiggaattee  
tthhrroouugghh  tthhee  aapppplliiccaattiioonn..  

Enter the required validation information. 

Click Validate. 

Read the advisory. Click Continue. 
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Figure 19: Application Status Overview Page 

 
9. Click the Application Process left side menu item (or click the corresponding Update

 The corresponding page will be displayed. 

 link) for the 
form you want to enter or revise. 

 (The Application Process forms are described in the SSttaannddaarrdd  FFoorrmmss  ((SSFF--442244)) portion of this 
document, page 21.) 

10. Click the Program Specific Information left side menu item (or the corresponding Update

 The Status Overview Page (for Program Specific Information) (

 link) to enter 
or revise any of the program specific information forms, 

Figure 20) will be 
displayed. 

  NNoottee  tthhaatt  tthhee  ssccrreeeenn  ccoonnttaaiinnss  aa  ddiiffffeerreenntt  lleefftt  ssiiddee  mmeennuu  tthhaann  iitt  ddiidd  bbeeffoorree..  UUssee  tthhiiss  lleefftt  ssiiddee  mmeennuu  ttoo  
nnaavviiggaattee  tthhrroouugghh  tthhee  PPrrooggrraamm  SSppeecciiffiicc  IInnffoorrmmaattiioonn..  
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Figure 20: Status Overview Page, Program Specific Information 

 
 

The details of the Program Specific Information forms are covered in the PPrrooggrraamm  SSppeecciiffiicc  FFoorrmmss  
portion of this document, page 23. 

4.1.3 Reviewing Grants.gov Errors 
HRSA EHB’s business rules are applied to any application received through Grants.gov. All validation 
errors are recorded and displayed to the applicant. 

1. To view the validation errors click the Grants.gov Data Validation Comments
Figure 21

 link on the Application 
Status Overview Page in HRSA EHBs ( ). 
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Figure 21: Application Status Page (with Grants.gov Data Validation Comments Link) 

 
2. A summary of validation errors (Figure 22) opens in a new window. 

Grants.gov Data Validation Comments link. 



 

 18 of 76 Planning Grant FY 2011 User Guide 
for Applicants(PG) 

 

Figure 22: Grants.gov Data Validation Comments Window 

 
3. Review the errors and make changes, if necessary. 

4.1.4 Navigating within the Application  
A navigation menu appears on the left side of every screen in the HRSA Electronic Handbook. Use these 
menus to log in, access applications, application forms, and program specific forms (Figure 23).   

To view the status of the application as a whole from any page, click Complete Status in the All Forms 
left side menu (Figure 102). To view the status of the program specific information forms from any page, 
click Status in the Program Specific Information left side menu (Figure 97).  

Invalid entries in 
SF-424 



 

 19 of 76 Planning Grant FY 2011 User Guide 
for Applicants(PG) 

 

Figure 23: Menu Progression for Planning Grant Applications 

 
 

 

Log in 

Access applications 

Access application forms Access program specific 
information forms 
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4.1.5 Accessing the Application  
Users who have already added initiated their application and added it to the list of pending applications in 
the EHBs, should follow these steps to access their application. 

1. Click the View Applications link under Manage Applications on the left side menu of the HRSA EHB 
Home Page (Figure 24). 

Figure 24: Left Side Menu of HRSA EHB Home Page 

 

2. The View Applications Page (Figure 25) opens.  

3. Locate the Planning Grant application in the list of pending applications, and click its Edit 

Figure 25: View Applications Page 

link. 

 
 

  TThhee  ssccrreeeenn  ccoonnttaaiinnss  aa  ddiiffffeerreenntt  lleefftt  ssiiddee  mmeennuu  tthhaann  iitt  ddiidd  bbeeffoorree..  UUssee  tthhiiss  lleefftt  ssiiddee  mmeennuu  ttoo  nnaavviiggaattee  
tthhrroouugghh  tthhee  SSFF--442244  aapppplliiccaattiioonn  ffoorrmmss..  

Locate the grant application. 
Click Edit under Action. 
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 The Application Status Overview Page (Figure 26) will be displayed. 

Figure 26: Application Status Overview Page 

 

44..22..  SSttaannddaarrdd  FFoorrmmss  ((SSFF--442244))  
When you open your application, the first screen that appears is the Application Status Overview Page 
(Figure 26), showing the various sections of SF-424. Note that this contains information that was imported 
from Grants.gov that has undergone a data validation check as discussed in the Reviewing Grants.gov 
Errors section (pageError! Bookmark not defined.). 

The Application Form Status Table on the screen (Figure 27) shows the status of each standard form. 
You cannot submit your application until all forms in all sections are complete. 

To update any Standard (SF-424) Application Form,  

1. Click the appropriate link within the left side menu of the Application Status Overview Page.  

2. Click the Update Figure 27 link corresponding to the form in the Application Forms Status Table ( ).   

Follow the standard procedures for updating the Standard (SF-424) Application Forms. 

  FFoollllooww  tthhee  gguuiiddaannccee  ddooccuummeenntt  ttoo  uuppddaattee  tthhee  ssttaannddaarrdd  ((SSFF--442244))  ffoorrmmss..  
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Figure 27: Application Forms Status Table 

 

An application cannot 
be submitted until all 
application forms are 
complete (including 
Program Specific 
Information forms. 

Click this link to access 
Program Specific 
Information forms. 
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44..33..  PPrrooggrraamm  SSppeecciiffiicc  FFoorrmmss  
To access Program Specific Information forms,  

1. Click the Program Specific Information link within the left side menu of the Application Status 
Overview Page (Figure 28). 

Figure 28: Left Side Menu of Application Status Overview 
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2. Click the Update
Figure 29

 link for Program Specific Information in the Application Forms Status Table 
( ) 

Figure 29: Program Specific Status Overview 

 

4.3.1 Form 1 – Part A: General Information Worksheet 
Form 1 – Part A:  General Information Worksheet provides a summary of information related to the 
applicant’s organization, service area, and funding priorities. The following instructions are intended to 
clarify the information to be reported in each section of the form. 

1. Click Update in the Action column or click Form 1 – Part A on the Program Specific Information left 
side menu to access this form (Figure 30). 

Figure 30: Form 1 – Part A: General Information Worksheet 

 
Enter the information into the form. Fields marked with an asterisk (*) are required. 
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2. Under Applicant Information, select your Business Entity, the organization characteristics that best 
describe your organization, and indicate whether you are a current recipient of Bureau of Primary 
Health Care (BPHC) funding..  

Figure 31: Form 1 – Part A, Applicant Information  

 

  AApppplliiccaannttss  ccuurrrreennttllyy  rreecceeiivviinngg  ffuunnddss  ffrroomm  BBPPHHCC  ffoorr  TTeecchhnniiccaall  AAssssiissttaannccee  ttoo  CCoommmmuunniittyy  aanndd  MMiiggrraanntt  
HHeeaalltthh  CCeenntteerrss  aanndd  HHoommeelleessss  ((UU3300)),,  SSttaattee  aanndd  RReeggiioonnaall  PPrriimmaarryy  CCaarree  AAssssoocciiaattiioonnss  ((UU5588)),,  HHeeaalltthh  
CCeenntteerr  CClluusstteerr  ((HH8800)),,  HHeeaalltthh  CCeenntteerr  NNeettwwoorrkk  ((HH22HH,,  HH22LL  aanndd  HH22KK))  aanndd  HH88AA  ((AARRRRAA  ––  NNeeww  AAcccceessss  
PPooiinnttss))  aarree  nnoott  eelliiggiibbllee  ttoo  aappppllyy  ffoorr  PPllaannnniinngg  GGrraannttss..  

Enter the ZIP codes and census tracts that you propose to serve in the Proposed Service Area (Figure 
32). 

Make only one selection for 
Business Entity. 

Multiple selections are allowed 
for Organization Type. 
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Figure 32: Form 1 – Part A, Proposed Service Area 

 

  ZZIIPP  CCooddeess  aarree  rreeqquuiirreedd  ffoorr  sseerrvviiccee  ssiitteess..  MMuullttiippllee  eennttrriieess  uunnddeerr  SSeerrvviiccee  AArreeaa  ZZIIPP  CCooddeess  aanndd  SSeerrvviiccee  
AArreeaa  CCeennssuuss  TTrraaccttss  aarree  aalllloowweedd..  SSeerrvviiccee  AArreeaa  CCeennssuuss  TTrraaccttss  aarree  nnoott  rreeqquuiirreedd  ffoorr  aaddmmiinniissttrraattiivvee  oonnllyy  
ssiitteess..  

To enter new ZIP codes: 

1. Click the  Add  button under Zip Codes. 

 The Add Service Area Zip Codes Page opens (Figure 33). 

Figure 33: Add Service Area Zip Codes Page 

 
2. Add the ZIP codes.  

 Fields marked with an asterisk (*) are required. 

3. Click the  Save Zip Codes  button to save entries 

4. Click the  Finished Adding Zip Codes  button when you have entered all ZIP codes. 

 You will be returned to Form 1A. 

To update ZIP codes, Click the Update   button under Zip Codes. Repeat the steps for adding new ZIP 
codes. 

To enter a new census tract: 

1. Click the  Add  button under Census Tracts to add a census tract. 

 The Add Service Area Census Tracts Page opens 
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2. Add the census tracts.  

 Fields marked with an asterisk (*) are required. 

3. Click the  Save Census Tracts  button to save entries 

4. Click the Finished Adding Census Tracts  button when you have added all census tracts. 

 You will be returned to Form 1A. 

When you have finished adding ZIP codes and census tracts, select the target population type (urban or 
rural) that you plan to serve.   

 
5. Under Target Population, select the population(s) you plan to serve. Multiple selections are 

permitted. 

Figure 34: Form 1 – Part A, Target Population  

 
6. Under Funding Priorities, indicate whether you are requesting a funding priority for a sparsely 

populated area or an area with a poverty rate that is greater than the national poverty rate, as 
determined by the Bureau of Census.  
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Figure 35: Form 1 – Part A, Funding Priorities  

 
7. Click the  Save and Continue  button at the bottom of the screen to save your work and proceed to 

the next form when you have finished your entries. 

  FFuunnddiinngg  pprriioorriittiieess  aarree  ffaaccttoorrss  tthhaatt  ccaauussee  aa  ggrraanntt  aapppplliiccaattiioonn  ttoo  rreecceeiivvee  aa  ffiixxeedd  aammoouunntt  ooff  eexxttrraa  rraattiinngg  
ppooiinnttss,,  wwhhiicchh  mmaayy  ssiimmiillaarrllyy  aaffffeecctt  tthhee  oorrddeerr  ooff  aapppplliiccaannttss  oonn  aa  ffuunnddiinngg  lliisstt..  

  AA  ssppaarrsseellyy  ppooppuullaatteedd  aarreeaa  iiss  aa  ggeeooggrraapphhiiccaall  aarreeaa  wwiitthh  sseevveenn  ppeeooppllee  oorr  lleessss  ppeerr  ssqquuaarree  mmiillee  ffoorr  tthhee  
eennttiirree  sseerrvviiccee  aarreeaa..  IInn  oorrddeerr  ttoo  bbee  ccoonnssiiddeerreedd  ffoorr  aa  ffuunnddiinngg  pprriioorriittyy,,  aann  aapppplliiccaanntt  mmuusstt  ddeemmoonnssttrraattee  
tthhaatt  tthhee  eennttiirree  sseerrvviiccee  aarreeaa  ttoo  bbee  sseerrvveedd  bbyy  tthhee  pprrooppoosseedd  ggrraanntt  hhaass  sseevveenn  oorr  lleessss  ppeeooppllee  ppeerr  ssqquuaarree  
mmiillee..  
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4.3.1.1  Form 4: Community Characteristics 
Form 4: Community Characteristics (Figure 41) reports service area and target population data for the 
entire scope of the project (i.e., all sites) for the most recent period for which data are available. 

Click Update in the Action column or click Form 4 on the Program Specific Information left side menu 
to access this form. 

Figure 36: Form 4: Community Characteristics 

 
Enter the information into the form. Fields marked with an asterisk (*) are required. 

1. Under Race,  

a. In the Service Area Number (#) column, enter the number of patients of a given race who live 
within the service area. 

b. In the Target Population Number (#) column, enter the number of patients of a given race who 
can be included in your target population. 

Example: Your service area has a population of 100,000 people and your target population is 
migrant/ seasonal farm workers. There are 20,000 African Americans in the Service Area (Service 
Area Number), but only 5,000 African American migrant/seasonal farm workers (Target Population 
Number). 
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Figure 37: Form 4, Race  

 

  WWhheenn  ccoommpplleettiinngg  tthhiiss  ffoorrmm,,  pplleeaassee  nnoottee  tthhaatt  aallll  iinnffoorrmmaattiioonn  pprroovviiddeedd  rreeggaarrddiinngg  rraaccee  aanndd//oorr  eetthhnniicciittyy  
wwiillll  bbee  uusseedd  oonnllyy  ttoo  eennssuurree  ccoommpplliiaannccee  wwiitthh  ssttaattuuttoorryy  aanndd  rreegguullaattoorryy  GGoovveerrnniinngg  BBooaarrdd  rreeqquuiirreemmeennttss..  
DDaattaa  oonn  rraaccee  aanndd//oorr  eetthhnniicciittyy  ccoolllleecctteedd  oonn  tthhiiss  ffoorrmm  wwiillll  nnoott  bbee  uusseedd  aass  aann  aawwaarrddiinngg  ffaaccttoorr..  

2. Enter the number of patients for each item in the service area and the corresponding target 
population for each item under the section headings:  

• Hispanic or Latino Identity  

Figure 38: Form 4, Hispanic or Latino Identity 

 
• Income as a Percent of Poverty Level 

Figure 39: Form 4, Income as Percent of Poverty Level 
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• Primary Third Party Payment Source  

Figure 40: Form 4, Primary Third Party Payment Source 

 
3. Under Special Population, enter the number of patients for each item in the service area and the 

corresponding target population for each item. 

4. In the Other field, specify the category and then enter the number of patients for the category and the 
target population for that category. 

Figure 41: Form 4, Special Population 

 
5. Click the Save and Continue  button at the bottom of the screen to save your work and proceed to 

the next form. 
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4.3.2 Form 12:  Contact Information  
Use Form 12: Contact Information to list contact information in your current project scope. 

Click Form 12 on the Program Specific Information left side menu to access this form, if you are not 
already on the form (Figure 43). 

Figure 42: Form 12, Contact Information 

 
Applicants should enter a chief executive officer and a contact person. The contact person should be the 
primary communications liaison for any program specific information being submitted as part of this 
application. Fields marked with an asterisk (*) are required. 

To add a Chief Executive Officer, 

1. Click the Add Chief Executive Officer button 

 The Contact Information Page opens (Figure 43). 

Figure 43: Contact Information, Chief Executive Officer 

 
2. Complete the information fields.  

3. Click the Save and Continue button. 

The Title of Position field is 
prepopulated with the title Chief 
Executive Officer when you click the 
Add Chief Executive Officer button. 
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To add a contact person, 

1. Click the Add Contact Person button 

 The Contact Information Page opens (Figure 44).  

Figure 44: Contact Information, Contact Person 

 
2. Complete the information fields.  

3. Click the Save and Continue button. 

To update contact information, 

1. Click the  Update Information   button to update the information for either the Chief Executive Officer 
or contact person. 

 The Contact Information Data Entry Page (Figure 45) will be displayed for the contact you 
are adding. 

2. Enter the information on the page. Fields marked with an asterisk (*) are required. 

Figure 45: Sample Contact Information Data Entry Page for Form 12 

 
 

Click  Update Information  to update 
information for each point of contact. 

The Title of Position field is blank when 
you click the Add Contact Person 
button. 
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1. Click the  Save and Continue  button at the bottom of the screen to save your work and return to 
Form 12: Contact Information (Figure 42). 

2. Click the Save and Continue button at the bottom of Form 12: Contact Information to save your 
work and proceed to the next form after you have added all the contacts,. 

4.3.3 Project Work Plan  
The Project Work Plan describes how the new health care center plans to meet the needs of the target 
population. The Project Work Plan consists of five sections. Complete each section before proceeding to 
the next section. 

Each section includes standard goals and additional goals. You are required to complete the standard 
goals. You can provide additional goals that will allow you to achieve the objective. 

  CCoommpplleettee  aallll  tthhee  SSttaannddaarrdd  GGooaallss  iinn  eeaacchh  SSeeccttiioonn..  

  AAddddiittiioonnaall  GGooaallss  aarree  ooppttiioonnaall..    

Complete each section of the Project Work Plan as follows: 

4.3.3.1 Section A 
1. Select Section A from the dropdown menu at the top of the screen (Figure 46). 

Figure 46: Menu of Project Work Plan Sections 

 

2. Click the Go  button. 

 The screen displays the section’s home page (Figure 47). 
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Figure 47: Project Work Plan - Section A 

 
3. Enter information as follows: 

Goals 

1. To add a goal, click the Add Objective link to open the Add Objective Page (Figure 48). 

  YYoouu  ccaann  aadddd  aa  mmaaxxiimmuumm  ooff  1100  OObbjjeeccttiivveess  ttoo  eeaacchh  ggooaall..    

  OOppttiioonnaall::  YYoouu  ccaann  aadddd  aa  mmaaxxiimmuumm  ooff  ffiivvee  AAddddiittiioonnaall  GGooaallss..  
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Figure 48: Project Work Plan – Section A: Add Objective 

 
2. Enter a description of the goal in the space provided (Figure 49). 

Figure 49: Project Work Plan – Section A: Add Goal 

 
 

 
Click  Save  to save the 
description of the goal. 
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3. Click the  Save  button at the bottom of the Goal section. 

Add Additional Goals 

If necessary, you may add additional goals to your application.  

  AAddddiittiioonnaall  GGooaallss  aarree  nnoott  rreeqquuiirreedd..    

1. Click the Add Additional Goal button to add a goal (Figure 50). 

Figure 50: Project Work Plan – Section A: Add Additional Goal 

 
 The Project Work Plan – Add Goal Page opens (Figure 51). 

Figure 51: Project Work Plan – Section A: Add Additional Goal Page 

 
2. Enter the goal description in the space provided. 

3. Click the Save and Continue button to save your work and proceed to the next form. 

Update and Delete Objectives 

Once you have added objectives to the application, use the Actions links to update or delete them 
(Figure 52). 

Click  Add Additional Goal  to 
add an additional goal. 
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Figure 52: Project Work Plan – Section A: Actions Links 

 
Update the Objective  

1. Click the Update Objective link. 

2. Modify the Objective Description (Figure 53). 

Figure 53: Project Work Plan – Section A: Update Objective 

 
3. Click the Save button. 

Delete Objective  

1. Click Delete Objective link. 

 The Project Work Plan – Delete Objective confirmation page opens (Figure 54). 

Figure 54: Project Work Plan – Section A: Delete Objective 

 
2. Click the Confirm Delete button. 

View Objective Details  

Click the View Objective Details link to see a summary of the objective (Figure 55). 
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Figure 55: Project Work Plan – Section A: View Objective Details 

 
Add Objective 

1. Click this link to add an objective to the goal  

 The Project Work Plan - Add Objective page opens (Figure 56). 

Figure 56: Project Work Plan – Section A: Add Objective 

 
2. Enter the new objective.  

3. Click the Save button. 

View Goal Details 

Click the View Goal Details link to see a summary of the goal and the objective (Figure 57). 
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Figure 57: Project Work Plan – Section A: View Goal Details 

 
 

Key Steps 

1. Click the Add Step(s)  button to enter key action steps necessary to achieve the objective (Figure 58). 

Figure 58: Project Work Plan – Section A: Key Action Steps 

 
2. Enter key action steps in the Add Key Action Steps Page (Figure 59). 
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Figure 59: Project Work Plan – Section A: Add Key Action Step(s) 

 

  NNoottee::  AAdddd  aatt  lleeaasstt  oonnee  KKeeyy  AAccttiioonn  SStteepp  

Add Additional Key Action Steps 

To add additional Key Action Steps, click the Add button in the Key Action Steps area (Figure 60). 

Figure 60: Project Work Plan – Section A: Add Key Action Step Area 

 
The Add Key Action Step(s) page opens. Enter the Key Action Steps (Figure 61).  
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Figure 61: Project Work Plan – Section A: Add Key Action Steps 

 
Once you have entered five Key Action Steps, click the Add More Steps button if you need to add more 
steps. The next five steps appear below the first five steps (Figure 62). 

Figure 62: Project Work Plan – Section A: Add Additional Key Steps 
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Update Key Action Steps 

To update the Key Action Steps, select the Key Action Steps you wish to update and click the Update 
button in the Key Action Steps area (Figure 63). 

Figure 63: Project Work Plan – Section A: Update Key Action Step Area 

 
Revise the Key Action Steps on the Update Key Action Step(s) page (Figure 64). 

Figure 64: Project Work Plan – Section A: Update Key Action Steps 

 
Click the Save and Continue button. 

Delete Key Action Steps 

To delete the Key Action Steps, select the Key Action Steps you wish to delete and click the Delete 
button in the Key Action Steps area (Figure 65). 

Figure 65: Project Work Plan – Section A: Delete Key Action Steps Area 

 
The Delete Key Action Step(s) confirmation page opens. Click the Confirm Delete button (Figure 66). 
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Figure 66: Project Work Plan – Section A: Delete Key Action Steps 

 

Expected Outcomes 

1. Click the Add Outcome(s)  button to enter the expected outcome of the objective (Figure 67). 

Figure 67: Project Work Plan – Section A: Expected Outcomes 

 
2. Enter expected outcomes in the Add Expected Outcomes page (Figure 68). 

Figure 68: Project Work Plan – Section A: Add Expected Outcomes 

 

  NNoottee::  AAdddd  aatt  lleeaasstt  oonnee  OOuuttccoommee  
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Add Additional Expected Outcomes 

To add additional Expected Outcomes, click the Add button in the Expected Outcomes area (Figure 69). 

Figure 69: Project Work Plan – Section A: Add Expected Outcomes Area 

 
The Add Expected Outcomes page opens. Enter the Expected Outcomes (Figure 70).  

Figure 70: Project Work Plan – Section A: Add Expected Outcomes 

 
Once you have entered five Expected Outcomes, click the Add More Outcomes button if you need to add 
additional outcomes. The next five outcomes appear below the first five outcomes (Figure 71). 
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Figure 71: Project Work Plan – Section A: Add Additional Outcomes 

 
Update Expected Outcomes 

To update the Expected Outcomes, select the Expected Outcomes you wish to update and click the 
Update button in the Expected Outcomes area (Figure 72). 

Figure 72: Project Work Plan – Section A: Update Expected Outcomes Area 

 
Revise the Expected Outcomes on the Update Expected Outcomes page (Figure 73). 
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Figure 73: Project Work Plan – Section A: Update Expected Outcomes 

 
Click the Save and Continue button. 

Delete Expected Outcomes 

To delete the Expected Outcomes, select the Expected Outcomes you wish to delete and click the Delete 
button in the Expected Outcomes area (Figure 74). 

Figure 74: Project Work Plan – Section A: Delete Expected Outcomes Area 

 
The Delete Expected Outcomes confirmation page opens. Click the Confirm Delete button (Figure 75). 

Figure 75: Project Work Plan – Section A: Delete Expected Outcomes 
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Data Evaluation and Measurements 

1. Click Add Measurement(s)  button to describe how you will measure progress toward achieving the 
goal (Figure 76). 

Figure 76: Project Work Plan – Section A: Data Evaluation and Measurement 

 
2. Enter measurements in the Add Data Evaluation and Measurement(s) page (Figure 77). 

Figure 77: Project Work Plan – Section A: Add Data Evaluation and Measurement 

 
 

  NNoottee::  AAdddd  aatt  lleeaasstt  oonnee  MMeeaassuurreemmeenntt  

 

Add Additional Data Evaluation and Measurement 

To add additional measurements, click the Add button in the Data Evaluation and Measurement area 
(Figure 78). 

Figure 78: Project Work Plan – Section A: Add Data Evaluation and Measurement Area 
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The Add Data Evaluation page opens. Enter the measurement criteria (Figure 79).  

Figure 79: Project Work Plan – Section A: Add Data Evaluation and Measurement 

 
Once you have entered five measurement criteria, click the Add More Measurements button if you need 
to add additional measurements. The next five measurements appear below the first five measurements 
(Figure 80). 
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Figure 80:  Project Work Plan – Section A: Add Additional Data Evaluation and Measurement 

 
Update Data Evaluation and Measurement 

To update the measurement criteria, select the measurement you wish to update and click the Update 
button in the Data Evaluation and Measurement area (Figure 81). 

Figure 81: Project Work Plan – Section A: Update Data Evaluation and Measurement Area 
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Revise the measurement on the Update Data Evaluation page (Figure 82). 

Figure 82: Project Work Plan – Section A: Update Data Evaluation and Measurement 

 
Click the Save and Continue button. 

Delete Data Evaluation and Measurement 

To delete a measurement criterion, select the measurement you wish to delete and click the Delete 
button in the Data Evaluation and Measurement area (Figure 83). 

Figure 83: Project Work Plan – Section A: Delete Data Evaluation and Measurement Area 

 
The Delete Data Evaluation and Measurement(s) confirmation page opens. Click the Confirm Delete 
button (Figure 84). 

Figure 84: Project Work Plan – Section A: Delete Data Evaluation and Measurement 
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Area/Person Responsible 

1. Click the   Add Area/Person Responsible   button to describe the individual(s) responsible for 
achieving the goal and measuring the progress (Figure 85). 

Figure 85: Project Work Plan – Section A: Person/Area Responsible 

 
2. Enter the area or person responsible in the Add Person/Area Responsible page (Figure 86). 

Figure 86: Project Work Plan – Section A: Add Person/Area Responsible 

 

  NNoottee::  AAdddd  aatt  lleeaasstt  oonnee  AArreeaa//PPeerrssoonn  rreessppoonnssiibbllee..  

 

Add Additional Person/Area Responsible 

To add additional persons or areas, click the Add button in the Person/Area Responsible area (Figure 
87). 

Figure 87: Project Work Plan – Section A: Add Person/Area Responsible Area 
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The Add Person/Area Responsible page opens. Enter the person or area (Figure 88).  

Figure 88: Project Work Plan – Section A: Add Person/Area Responsible 

 
Once you have entered five persons or areas, click the Add More People/Area Responsible button to add 
additional people or areas. The next five people or areas appear below the first five people or areas 
(Figure 89). 
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Figure 89: Project Work Plan – Section A: Add Additional Person/Area Responsible 

 
Update Persons/Area Responsible 

To update the Person/Area Responsible, select the person or area you wish to update and click the 
Update  button in the Person/Area Responsible area (Figure 90). 

Figure 90: Project Work Plan – Section A: Update Person/Area Responsible 
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Revise the person or area on the Update Person/Area Responsible page (Figure 91). 

Figure 91: Project Work Plan – Section A: Update Person/Area Responsible 

 
Click the Save and Continue button. 

Delete Person/Area Responsible 

To delete a person or area, select the person or area you wish to delete and click the Delete button in the 
Data Evaluation and Measurement area (Figure 92). 

Figure 92: Project Work Plan – Section A: Delete Person/Area Responsible Area 

 
The Delete Person/Area Responsible confirmation page opens. Click the Confirm Delete button (Figure 
93). 

Figure 93: Project Work Plan – Section A: Delete Person/Area Responsible 
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Complete Section A 

After you have entered information in all parts of Section A, complete the following steps to finish the 
form: 

1. Add comments if necessary (Figure 94). 

Figure 94: Project Work Plan – Section A: Comments 

 
2. Click the   Save and Continue  button to return to section’s home page.  

3. When you have completed all sections of the form, click the   Save and Continue   button at the 
bottom of the screen to save your work and return to the Project Work Plan page. 

4.3.3.2 Section B 
1. Select Section B form the dropdown menu. 

  GGooaall  BB22  iiss  aapppplliiccaabbllee  aanndd  rreeqquuiirreedd  oonnllyy  iiff  yyoouu  aarree  ppllaannnniinngg  ttoo  sseerrvvee  ssppeecciiaall  ppooppuullaattiioonn..  

2. Is Goal B2 applicable? 

 Yes 

a. Answer YES to the Goal B2 question and click the   Save   button to save the response to 
the question.  

b. Complete the objective details by following Steps 2 - 5 in section 4.3.3.1. 

 No 

a. Answer NO to the Goal B2 question and click the   Save  button to save the response to the 
question. 

b. You do not need to provide objective details for Goal B2. 

Figure 95: Project Work Plan – Section B: Goal B2 

 

4.3.3.3 Section C 

1. Select Section C form the dropdown menu. 

2. Follow the steps for completing Section A of the application in Section 4.3.3.1. 
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4.3.3.4 Section D 

1. Select Section D form the dropdown menu. 

2. Follow the steps for completing Section A of the application in Section 4.3.3.1. 

4.3.3.5 Section E 

1. Select Section E form the dropdown menu. 

2. Follow the steps for completing Section A of the application in Section 4.3.3.1. 

44..44..  RReevviieeww  AApppplliiccaattiioonn  
The status and review pages are provided as a convenient place from which you can check the 
completion status of all or any part of your application, as well as view or print your application. 

4.4.1 Program Specific Information  
To view the status of the program specific information forms from any page, click Status in the 

Program Specific Information left side menu (Figure 96).  

  FFoorrmm  11  --  PPaarrtt  AA::  GGeenneerraall  IInnffoorrmmaattiioonn  WWoorrkksshheeeett  wwiillll  hhaavvee  aa  ssttaattuuss  ooff  IInnccoommpplleettee  iiff  iinnccoorrrreecctt  
iinnffoorrmmaattiioonn  hhaass  bbeeeenn  eenntteerreedd  iinn  SSFF--442244..  TThhiiss  wwiillll  ooccccuurr  eevveenn  iiff  aallll  sseeccttiioonnss  ooff  FFoorrmm  11  ––  PPaarrtt  AA  hhaavvee  
bbeeeenn  ccoommpplleetteedd..    

Figure 96: Status Overview Page for Program Specific Information Forms 

 
 The Status Overview Page for Program Specific Forms opens (Figure 97). 

The Program Specific Form Status Overview shows the completion status of each program specific 
information form. All must be complete before you can submit your application. 

Click Status on the Program Specific 
Information side menu from any page. 
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Figure 97: Status Overview Page for Program Specific Forms 

 

To view or print program specific information forms, click Program Specific Forms in the Review section 
on the Program Specific Information left side menu (Figure 98). 

Figure 98: Program Specific Forms Link 

 
 The Program Specific Forms Review Page will open in a Table of Contents format (Figure 

99). 

Click Program Specific Forms in the 
Review section on the side menu. 
to view or print forms. 



 

 59 of 76 Planning Grant FY 2011 User Guide 
for Applicants(PG) 

 

Figure 99: Program Specific Forms Review 

 
 

 

The Table of Contents lists all sections in the application.  

1. Use the View

2. Click the   Print  button to get a printable version of the Table of Contents. 

 links in the Action column to view any section. 

3. Click the  Print All HTML Forms  button to print all program specific information forms that are HTML 
(i.e. that were not entered using attachments). Attachments can be printed by clicking on an individual 
View link for DOCUMENT (attachment) type forms, and then printing the document. 

Click View to see individual forms. 

Click  Print All HTML Forms  to get a 
printable copy of all HTML forms. 

Click  Print  to get a printable copy of 
the table of contents. 



 

 60 of 76 Planning Grant FY 2011 User Guide 
for Applicants(PG) 

 

4.4.2 All Forms 
To view the status of the application as a whole from any page, click Complete Status in the All Forms 
left side menu (Figure 100). 

Figure 100: Complete Status Link in the All Forms Left Side Menu 

 

 The Status Overview Page for the Entire Application opens. 
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The Status Overview Page for the Entire Application (Figure 101) shows the completion status of each 
SF-424 application form. All must be complete before you can submit your application. 

Figure 101: Status Overview Page for the Entire Application 

 
To view or print any application form, click Review in the Review and Submit section of the Application 
Process left side menu (Figure 102).  
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Figure 102: Review Link in the Application Process Left Side Menu 

 

 The Review Page for Entire Application will open in a table of contents format (Figure 103). 
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Figure 103: Review Page for the Entire Application  

 

The Table of Contents lists all sections in the application.  

1. Use the View

2. Click the Print  button to get a printable version of the Table of Contents. 

 links in the Action column to view any section. 

3. Click the Print All HTML Forms button to print all forms that are HTML i.e. which were not filled using 
attachments. Attachments can be printed by clicking on individual View

4. Click the Proceed to Submit Page  button (not shown), at the bottom of the screen, to go to the 
Status Overview Page for the Entire Application to initiate the Submit Application process.   

 link for DOCUMENT 
(attachment) type forms and then printing the document. 

Click View links to view individual 
sections of your application. 

Click  Print All HTML Forms  to get a 
printable copy of all HTML forms. 

Click  Print  to get a printable copy of 
the table of contents. 
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44..55..  SSuubbmmiitt  AApppplliiccaattiioonn  
Once all forms are complete, the application can be submitted to HRSA. 

  TToo  ssuubbmmiitt  tthhee  aapppplliiccaattiioonn,,  yyoouu  mmuusstt  hhaavvee  tthhee  ‘‘SSuubbmmiitt’’  pprriivviilleeggee..    

1. Click the Submit link under Review and Submit on the Application Process left side menu of the 
Status Overview Page for the Entire Application (Figure 104) to start the Submit Application 
process. 

Figure 104: Status Overview Page for the Entire Application 

 

2. If all the forms are marked COMPLETE, the Status Overview Page for the Entire Application will 
be re-displayed (as Ready for Submission), containing a  Submit to HRSA  button at the bottom of 
the screen (Figure 105). 

  IIff  yyoouu  ddoo  nnoott  hhaavvee  tthhee  ‘‘SSuubbmmiitt’’  pprriivviilleeggee,,  aa  SSuubbmmiitt  ttoo  AAOO    bbuuttttoonn  wwiillll  bbee  ddiissppllaayyeedd  iinnsstteeaadd..  

Click Submit on the side menu to 
proceed to the Submission page. 
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Figure 105: Ready for Submission Page  
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3. Click the  Submit to HRSA  button. 

 The Submit –Certifications and Acceptances Page (Figure 106) will be displayed. You 
must answer all the questions on the screen. 

Figure 106: Submit – Certifications and Acceptances Page 

 

4. Select the checkbox indicating that the ‘data in the application is correct’. 

5. Check the Yes options regarding ‘compliance’ and ‘certifications’. 

6. Click the  Submit Application  button to submit your application to HRSA. 

 The Application Submission Confirmation Page (Figure 107) will be displayed. 
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Figure 107: Application Submission Confirmation Page 

 
7. Take note of the Application Number 

 Option: Click the  Print  button to print the confirmation page. 

8. Click the  Go Back to Home Page  button to go to the HRSA EHB Home Page to perform additional 
work. 
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55..  CCuussttoommeerr  SSuuppppoorrtt  IInnffoorrmmaattiioonn  

  UUssee  yyoouurr  AApppplliiccaattiioonn  TTrraacckkiinngg  NNuummbbeerr  ffoorr  aallll  ccoorrrreessppoonnddeennccee..  

55..11..  BBPPHHCC  HHeellpp  DDeesskk  
For assistance with completing Standard and Program Specific forms within the application, please 
contact the BPHC Help Desk: 

 Phone: (877) 974-2742 (8:30 am - 5:30 pm ET) 

OR  

 Email: bphchelpline@hrsa.gov  

  DDOO  NNOOTT  ccaallll  tthhee  BBPPHHCC  HHeellpp  DDeesskk  ffoorr  aapppplliiccaattiioonn  gguuiiddaannccee  oorr  pprrooggrraammmmaattiicc  qquueessttiioonnss  wwhheenn  
ccoommpplleettiinngg  yyoouurr  aapppplliiccaattiioonn..  

55..22..  HHRRSSAA  CCaallll  CCeenntteerr  
For assistance with registering in HRSA EHBs, or access/password related issues, please contact the 
HRSA Call Center: 

 Phone: 877-GO4-HRSA (877-464-4772) or 301-998-7373 (9:00 am - 5:30 pm ET) 

OR 

 Email: callcenter@hrsa.gov 

Visit HRSA EHBs for additional online help.  

 Go to: https://grants.hrsa.gov/webexternal/home.asp 

 Click on ‘Help’  

  DDOO  NNOOTT  ccaallll  tthhee  CCaallll  CCeenntteerr  ffoorr  aapppplliiccaattiioonn  gguuiiddaannccee  oorr  pprrooggrraammmmaattiicc  qquueessttiioonnss  wwhheenn  ccoommpplleettiinngg  
yyoouurr  aapppplliiccaattiioonn  

55..33..  HHRRSSAA  PPrrooggrraamm  SSuuppppoorrtt  
For any application guidance or programmatic questions, 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 guidance. 

mailto:bphchelpline@hrsa.gov�
mailto:callcenter@hrsa.gov�
https://grants.hrsa.gov/webexternal/home.asp�
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66..  FFrreeqquueennttllyy  AAsskkeedd  QQuueessttiioonnss  

66..11..  SSooffttwwaarree  

6.1.1 What are the software requirements for HRSA EHBs? 
HRSA EHBs can be accessed over the Internet using Internet Explorer 6.0 and above and Netscape 4.72 
and above. HRSA EHBs are Section 508 compliant. 

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

6.1.2 What are the system requirements for using HRSA EHBs on a Macintosh computer?   
Macintosh users are requested to download the latest version of Netscape for their operating system 
version. It is recommended that Safari v1.2.4 and above or Netscape v7.2 and above be used. 

  SSiinnccee  IInntteerrnneett  EExxpplloorreerr  ffoorr  MMaacc  hhaass  kknnoowwnn  iissssuueess  wwiitthh  SSSSLL,,  MMiiccrroossoofftt  iiss  nnoo  lloonnggeerr  ssuuppppoorrttiinngg  
IInntteerrnneett  EExxpplloorreerr  ffoorr  MMaacc..  HHRRSSAA  EEHHBBss  ddoo  nnoott  wwoorrkk  oonn  IInntteerrnneett  EExxpplloorreerr  ffoorr  MMaacc..    

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

6.1.3 What document types can I 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 
 

  HHRRSSAA  EEHHBBss  ccuurrrreennttllyy  ddoo  nnoott  ssuuppppoorrtt  MMiiccrroossoofftt  OOffffiiccee  22000077  ffoorrmmaattss  ((..ddooccxx,,  ..xxllssxx,,  eettcc))..  
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