HRSA EHB USER GUIDE

Planning Grant (PG)
User Guide for Grant Applicants

Last updated on: 13 January 2011



US. Deporiment of Health ond Heman Services

Health Resources and Services Administration

Table of Contents
1. INTRODUGTION L.ttt ettt e e e e e e e e e e e e s s b e b e et e e e e s e s R b b e se et e e e e aaasnbb e et e e e e e e s nnnbreeeaaeseaanns 1
1.1. DOCUMENT PURPOSE AND SCOPE ......uuttiiiiieiiiiitrrrieieesssiiirrsseetesssssisrasetesesssssssresesesesssessrnresesessssnans 1
1.2. DOCUMENT ORGANIZATION AND VERSION CONTROL ....cceiiiuutrrriiieeeiiiiirrneteiesssssiinnnerese s s s snnneneneses s 1
2. BEFORE YOU APPLY .ottt ettt ettt et e e o4 e s et e et e e e s ek bbb e e e e e e e e s bbb re et e e e e e e sannrnneeeeens 2
2.1. GRANTEE ORGANIZATION MUST REGISTER WITH GRANTS.GOV....cccciiiiiirriiiiieeeiiiiirneineee s srnneeenee e 2
2.2. PROJECT DIRECTOR AND AUTHORIZING OFFICIAL MUST REGISTER WITHHRSAEHBS ........cccccvvnene. 2
3. APPLYING THROUGH GRANTS. GOV ... sbassesessnnnees 3
3.1.  LOCATE FUNDING OPPORTUNITY ...tuttiutteteesteesueesusesusessteeseesseesteessseasseasseesseesseesseesssessnessbeenbeenseesseenes 3
3.2. DOWNLOAD APPLICATION PACKAGE AND INSTRUCTIONS .....cciuriiriairianteeteenieesieesinesinesneebeesseeseeeseeees 5
3.3, COMPLETE THE APPLICATION ...uttttutteuttettesteesueesusesaseasbeesteeabeesbeeasseasseesbeenbe e sbeesbeesbness bt asbeenbeebeenbee e 6
B4, SUBMIT APPLICATION . ..ceuttettettestttauttesseeteesbeesheesaseaaseaa bt eabe e be e ke e ehe e ehe e eab e e bt e nbeenbeenbbenb bt as b e enbeebeenre e 7
3.5, TRACK STATUS OF APPLICATION ...ittiiiiiitttieeteteeeiitureetteeesssarsrsssteesssssrare et re s s s s snrare et nessssssnraneeeeens 9
3.6.  REVIEW GRANTS.GOV ERRORS .....ciiiiiiiiiiiiiiiiie ettt 9
4. COMPLETE THE APPLICATION IN HRSA ELECTRONIC HANDBOOKS. ........cetiiiiiiiiiiiieeeee e 11
4.1. LOG IN AND ACCESS THE APPLICATION ....utttiiiiteeesiittrteeie e e s s sirrree et e e s s s siraneeene e s s e sbnrnseeene s s s sennnees 11
4.1.1 Log Into the HRSA Electronic HandbooKS ............ccccviiiiiiiii i a e 11
4.1.2 Initiating the Application for the First TIME .......cccciiiiiiiiirie e e e 12
4.1.3 ReVIieWINg GrantS.gOV EITOIS ........uuiiiiiiiiiiieie ettt e e e e et ee e e e e e e s e seabbeeeaaaeeeaans 16
4.1.4 Navigating within the APPlICATION.........coiiiiii e 18
4.1.5 Accessing the APPLICALION ...........uiiiiiiie et e e e e e e e e e e 20
4.2.  STANDARD FORMS (SF-424) .....eeiieiiiee ettt e e e e e e e e e s e e e e e e s s snnbeee e e e e e e e e nnnnnees 21
4.3, PROGRAM SPECIFIC FORMS......ceittiiittittittesteestee sttt sttt et sbe e sbeesheesasesa bbb e et e e sbe e nbe e aaeeenneenneennis 23
4.3.1 Form 1 — Part A: General Information WOrksheet............cccooiiiiii i 24
4.3.2 Form 12: Contact INFOrMELION..........cooiiiiiieiee et 32
TR T = o] [=Tox A YAV o] 4 Q- o SR RRRR 34
4.4, REVIEW APPLICATION ..utttttttttiiiitttteeteeesssatarssttaee s s srs st te e e s e ss e seteeeesse s b s e s e e e te s s s e sebnre st e eaeessasnnrees 57
4.4.1 Program SpPecifiC INfOrMEAtioN .........oeviiiiiiiiiii e s e e e e e e e aans 57
O A | I o 4 o PP PPRPRP 60
4.5, SUBMIT APPLICATION . ...eeuttettesttesteesuteauteasteeteesteesteeaseeasseasee e bt e sbeesheeshbeah e ea bt e nbe e beenbeesbeessneanneeneens 64
5. CUSTOMER SUPPORT INFORMATION ... 68
5.1, BPHGC HELP DESK ...ttiitiiiiiiititit ittt ettt e e e s ekt e e e e e e s s e e et e e e e e e s b b e e et e e e e e s nannrnreeeeeas 68
5.2, HRSA CALL CENTER ..ttt etteiteesteestet ettt autteste e bt e sbeeseeesaeeas b e s bt ea bt e bt e bt e ek e e ebe e ehe e ese e e beesbeesbeenbeenbnennneas 68
5.3, HRSA PROGRAM SUPPORT ....ucittitttatttautt et esteesteesieesaeesaseasbe et e be e beesbe e aseeaseeasbeenbeesbeesbeenbeesinesnneas 68

i Planning Grant FY 2011 User Guide

for Applicants



US. Deporiment of Health ond Heman Services

Health Ressurces and Services Administration
6. FREQUENTLY ASKED QUESTIONS. ... .otttiiitiiteiiiiiee sttt e ssiteeeessteaeeessssaeeesnntaeaesssaeeesseaeeesssneessssnes 69
LT S Yo o Y] PSP STPRR 69
6.1.1 What are the software requirements for HRSA EHBS?..........c.uueeiiiiiiiiiiiiiiieeee e 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 | UPl0ad? ...........ooveiiiiiiiiiiiii e e 69
ii Planning Grant FY 2011 User Guide

for Applicants



US. Deporiment of Health ond Heman Services

Health Resources and Services Administration

Table of Figures
FIQUre 11 GrantS.gOV HOME ... .ottt e ettt et e e e e e o kbbb e e e e e e e s e aanbbeeeeeaaesaaasnbaeneaaaeeeaannnes 3
Figure 2: Apply for Grants Page (At GIantS.gOV) ......cuui e iieiiiiieee ettt e e et e e e e e e e sbbeae e e e e e s s e snbbeaeeeaaeeaaanne 4
Figure 3: Download Application Package Page (at GrantS.gOV).......cc.uueiiiiiaaiiiiiiiieee et e e e e e e e e e e 4
Figure 4: Select Grant Application to Download Page (at GrantS.goVv) .........ooiuuiiiiiieeiniiiiieee e e 5
Figure 5: Download Opportunity Instructions and Application Page (at GrantS.goVv) .......cccuueeveeeeriiiiiiieeeeeenenes 6
Figure 6: Grant Application Package Page (at GrantS.gOV).......ueeciiiuiieiiee e e e iiiieteeee e e e s s sstereeeeeessssnnnsnaeeeeeessnnnes 6
Figure 7: Command Buttons in the Grant Application Package (at GrantS.goVv) .......ccccoevcvvvieereeeesiniinnieeeee e e 7
[T 01T €] = U ¢=3 [ AV AN 1 Yo N 1 PR 7
Figure 9: Application Submission Confirmation Page (at GrantS.goVv) ........cccviicuririieeeiniiiiiiieer e e e e s ssvereeeeee e s e 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 LinkK) ........ccccccoevviiiineereeennnns 9
Figure 12: Grants.gov Data Validation CommentS WINGOW ..........ooiuuiiiiiiiiiiiiiiiieee e inbeeee e e 10
Figure 13: SECtioN Of LOGIN SCIEEN........uiiiiii ittt e e e e e e e e e e e e e e e s e asabbeseeaaeesaanbbbeeeaaaaeaanns 11
Figure 14: HRSA EHB HOME PAJE .. ..uiiiiiiiiiiiiiieiie ittt ettt e e e e e ettt e e e e e e s e asab b e e e e e e e e e s nbbbeeeaaaeeaanns 12
Figure 15: Left Side Menu on HRSA EHB HOME PAge ........uuiiiiiiiiiiiiii ettt 13
Figure 16: View Applications Page (before Grants.gov Application is added) ..........ccccccooiiiiiiiiiiiiiniiiiiieeeeeenn, 13
Figure 17: Validate Grants.GOV APPlICAtION PAGE ....cocoiiiiiiiiiiii ettt e e ee e e e e 14
Figure 18: Grants.gov Application Validated Successfully Page .........cuvevviieiiiiiiiiiiiee e 14
Figure 19: Application Status OVEIVIEW PagE.........uuuiiiiiiiiiiiieiiie e e s st ee e e s s s streer e e e e e s s ssnstraeeeaeeessssnrenereaeesanns 15
Figure 20: Status Overview Page, Program Specific INformation................cccvviiiiieeiiiiciiieece e 16
Figure 21: Application Status Page (with Grants.gov Data Validation Comments LinK) ...........ccccccvvvveeeninnnns 17
Figure 22: Grants.gov Data Validation CommentS WINAOW .........cccuvuiiiieeeiiiiiiiiieeie e s s s ciiineee e e e s e s snnnneeeseeesennnes 18
Figure 23: Menu Progression for Planning Grant AppliCatioNS............coiiiiiiiiiiiieie e 19
Figure 24: Left Side Menu of HRSA EHB HOME PAQE .......eiiiiiiiiiiiieiii ettt e e 20
Figure 25: VieW APPIICAtIONS PAGE .......ciiiiiiiiiiiiiiiee ettt ettt e e e e e e et e e e e e e e e s e s aanbbeeeaaaeeaaannnes 20
Figure 26: Application Status OVEIVIEW PAgE........coua ittt e e e e e e e e e e e e e e e e e aanes 21
Figure 27: Application FOrms Status Table...........oooii e e e 22
Figure 28: Left Side Menu of Application StatuS OVEIVIEW.........coiuuiiiiiiiaai ittt e e e e 23
Figure 29: Program SPecCifiC StatUS OVEIVIEW ........cciiiiuriiiieieeeiesiiieeeeee e e s sstateeee e e e s s ssntnreeeeeeeassnnstnseeeaeessnnnnnnes 24
Figure 30: Form 1 — Part A: General Information WOrkSheet ...........ocuvviiiiiii i 24
Figure 31: Form 1 — Part A, Applicant INfOrMation ..........cccvviiiiiieo i e e e e e e e e 25
Figure 32: Form 1 — Part A, PropoSEd SEIVICE ATCa .....c..cccuuueiiiiieeiiiiieeee e e e e s sstte e e e e e s s senaaeen e e e s e snnrsneeeeeeeaen 25
Figure 33: Add Service Area Zip COUES PAQE .....cuiii ittt s s er e e e e s s tee e e e e e s s s nntare e e e e e e s e annnees 26

iii Planning Grant FY 2011 User Guide

for Applicants



US. Deporiment of Health ond Heman Services

Health Resources and Services Administration

Figure 34: Form 1 — Part A, Target POPUIALION .......cciiiiii e e s seee e e e e e s s e e e e e e s s nnnnreneeeaeeeanns 27
Figure 35: Form 1 — Part A, FUNAING PriOMTIES ....uuuviiiiiii ittt ee e s s s e e e e e s s s e e e e e e s s s nnnnreneeeaeeeanns 27
Figure 36: Form 4: Community CharacCteriStiCS ........uuiiiiiiiiiuiiiiiiee e i e e e s s s e e e e e s s s e e e e e e s s nnnrrreraaeeeans 29
FIQUIE 37: FOIMM 4, RACE ... ettt ettt e e e oo okttt e e e e e e e o e o h b b ee e e e e e e e s e amnbbeeeeeaeeeaasbbbeeaaaaeeaanns 30
Figure 38: Form 4, Hispanic or LatinO IAENTILY .........coiiii it e e e e e e e e e e 30
Figure 39: Form 4, Income as Percent of POVErty LEVEI ..........ooo e 30
Figure 40: Form 4, Primary Third Party Payment SOUICE.........cooiiiiiiiiiiaa ittt 31
Figure 41: Form 4, Special POPUIALION ...t ettt e e e e e e be e e e e e e e e e aanneees 31
Figure 42: Form 12, Contact INfOrM@atioN ...........ueeiiiiiiiiie ettt e e e e e e e e e e e e e enaees 32
Figure 43: Contact Information, Chief EXECULIVE OffiCer.......uiiiiiiiiiiieiiic e 32
Figure 44: Contact Information, CONtACT PEISON..........iiiiiiiiiee e e e s e e e e e s e er e e e e e s eannes 33
Figure 45: Sample Contact Information Data Entry Page for FOrm 12.........cccovivvieeiiiiciiiieeec e e 33
Figure 46: Menu of Project WOrk Plan SECHONS ..........oiiiiiiiiee e e et e e e e s e s e e e e e e s e nnnes 34
Figure 47: Project Work Plan - SECHON A ...ttt e e sttt e e e e s st e e e e e s e s st e e e e e e s s annntnnneeaeeeannnnnes 35
Figure 48: Project Work Plan — Section A: Add ODJECHIVE ........coi i 36
Figure 49: Project Work Plan — Section A: Add GOal ..........cooiiiiiiiiiiiiee et 36
Figure 50: Project Work Plan — Section A: Add Additional Goal.............ccouiiiiiiiiiiiiiiiiieeee e 37
Figure 51: Project Work Plan — Section A: Add Additional Goal Page ..............ueeiieaiiiiiiiiiiiieeiieeeee e 37
Figure 52: Project Work Plan — Section A: ACtIONS LINKS ........oooiiiiiiie e 38
Figure 53: Project Work Plan — Section A: Update ODJECHIVE...........uuiiiiiaiiiiiiiiee e 38
Figure 54: Project Work Plan — Section A: Delete ODJECHVE ........c.uuuiiiiiiiie e 38
Figure 55: Project Work Plan — Section A: View Objective DetailS............cooociiiiiiieeiiiiiiiieecc e 39
Figure 56: Project Work Plan — Section A: Add ODBJECHIVE .......uiviieiiiccieieee s r e e 39
Figure 57: Project Work Plan — Section A: View Goal DetailS ..........cccvveiririeiiiiiiiiiece e er e e e e ssinnenee e e 40
Figure 58: Project Work Plan — Section A: KeY ACHION STEPS ...cvieiiiiciriieiiee e s iiiieir e e e e e s s ssnireee e e e e e sssnnreeeneaeseans 40
Figure 59: Project Work Plan — Section A: Add Key ACtION STEP(S) ..uvvrrrrrreeiiiiiriiiiieeeesseitviieere e e s s ssnvsneeeeeeeanan 41
Figure 60: Project Work Plan — Section A: Add Key ACtiON STEP AF€a.........couiiiuiiiiiieeieiiiiiiiie e 41
Figure 61: Project Work Plan — Section A: Add Key ACHION STEPS........uuiiiiiiiiiiiiiiieiee e 42
Figure 62: Project Work Plan — Section A: Add Additional Key StepS........ccouiiiiiiiiieiiiiiiiieeee e 42
Figure 63: Project Work Plan — Section A: Update Key ACtion Step Ar€a .......c.uveeeeieeeiiiiiiiiiieee e 43
Figure 64: Project Work Plan — Section A: Update Key ACLION SEPS ....coviiiiiiiiiiiiieiee et 43
Figure 65: Project Work Plan — Section A: Delete Key ACtiON STEPS Ara..........uueeeiieiiiiiiiiiiieiee e 43
Figure 66: Project Work Plan — Section A: Delete Key ACHION STEPS ...vvvvieeiiiiiiiiiiiee e ereeee e s e e 44
Figure 67: Project Work Plan — Section A: EXpected OULCOMES ........uuuiiiieeiiiiiiiiiireeeeesesinieeereeeesssnnnnreeeeeeeseanns 44
Figure 68: Project Work Plan — Section A: Add EXpected OULCOMES ......cccciviiuiiiriereeeiiiiiieeeeeeeesssnenieeeeeeeseanns 44

iv Planning Grant FY 2011 User Guide

for Applicants



US. Deporiment of Health ond Heman Services

Health Resources and Services Administration

Figure 69: Project Work Plan — Section A: Add Expected OUtCOMES AF€a.........uuuveveeeiiiiiuiieereeeeeiisinireeneaesaans 45
Figure 70: Project Work Plan — Section A: Add EXpected OULCOMES .....cccceviiiiiiiiriieeeisiiiiieeeeeeessssenieeeeeaeeeanns 45
Figure 71: Project Work Plan — Section A: Add Additional QUICOMES.........ccoviuiiriiiiee i a e 46
Figure 72: Project Work Plan — Section A: Update Expected OUICOMES Al€a.......ccceeeiiiiuiiiiieiaeeiiiiiiiieeeaee e 46
Figure 73: Project Work Plan — Section A: Update Expected OUICOMES ...........euveieieeiiiiiiiiiieeee e e e 47
Figure 74: Project Work Plan — Section A: Delete Expected OUtCOMES AF€a.......cceieeeiiiiiiiieieieeaiiiiiieieeeae e 47
Figure 75: Project Work Plan — Section A: Delete Expected OULCOMES ........ccuuviiiiiiieiiiiiiiiiieee et 47
Figure 76: Project Work Plan — Section A: Data Evaluation and Measurement.............cccuvveeieieeiiiiiiieieneeeeennne 48
Figure 77: Project Work Plan — Section A: Add Data Evaluation and Measurement ............ccccccoviiviieeneaennnne 48
Figure 78: Project Work Plan — Section A: Add Data Evaluation and Measurement Area............cccccvveeeeeeennns 48
Figure 79: Project Work Plan — Section A: Add Data Evaluation and Measurement ...........ccccccevvevvvveeereeenennns 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 ...........ccccceeeenn. 50
Figure 82: Project Work Plan — Section A: Update Data Evaluation and Measurement ..............cccccvveeveeennns 51
Figure 83: Project Work Plan — Section A: Delete Data Evaluation and Measurement Area...........ccccccveeeeennn. 51
Figure 84: Project Work Plan — Section A: Delete Data Evaluation and Measurement ...........cccoocvvveeeeeeennne 51
Figure 85: Project Work Plan — Section A: Person/Area ResSpoNSIDIE ... 52
Figure 86: Project Work Plan — Section A: Add Person/Area ResponsibIe ... 52
Figure 87: Project Work Plan — Section A: Add Person/Area Responsible Area ...........cccuveeieieiiiiiiiiiieeeenennne 52
Figure 88: Project Work Plan — Section A: Add Person/Area ResponsibIe ... 53
Figure 89: Project Work Plan — Section A: Add Additional Person/Area Responsible...........cccccooiiiiiinnnn. 54
Figure 90: Project Work Plan — Section A: Update Person/Area Responsible...........cccoccvvveeieieiviiciiinineee e, 54
Figure 91: Project Work Plan — Section A: Update Person/Area Responsible...........ccoccvvvvvieiiiiiiiiieenne s 55
Figure 92: Project Work Plan — Section A: Delete Person/Area Responsible Area .........cccccceveiviiciiieieneennin, 55
Figure 93: Project Work Plan — Section A: Delete Person/Area Responsible ...........ccoocvvveeiiieiiiccciiiinee e, 55
Figure 94: Project Work Plan — Section A: COMMENTS ........uuiiiiieeiiiiiiiieee e e e s s siieeeeeae e e s s snnteeeeeaeesssssnrenereaessans 56
Figure 95: Project Work Plan — Section B: GOal B2 ...ttt 56
Figure 96: Status Overview Page for Program Specific Information FOrmMs ..o 57
Figure 97: Status Overview Page for Program Specific FOMMS ........ccuuiiiiiiiiiiieie e 58
Figure 98: Program Specific FOIMS LiNK.......oooiiiii ettt e e e e e e e 58
Figure 99: Program Specific FOIMS REVIEW .........uuiiiiiiiiiiii ettt e e e e e e e e e 59
Figure 100: Complete Status Link in the All FOrms Left Side MeNU ...........oooiiiiiiiiiiiiiiiieee e 60
Figure 101: Status Overview Page for the Entire AppliCation............uveviieiiiiiiiiec e 61
Figure 102: Review Link in the Application Process Left Side MENU ..........ccccviieiieeiii i 62
Figure 103: Review Page for the Entire APPICALION ..........uvviiiiiiiiiieiic e s e e e e e s ennnes 63

v Planning Grant FY 2011 User Guide

for Applicants



US. Deporiment of Health ond Heman Services

Health Ressurces and Services Administration
Figure 104: Status Overview Page for the Entire APPliCatioN..........ccvvviiiiieiiiiiieece e e 64
Figure 105: Ready for SUDMISSION PAQE ....cccoiiiiiiiiiiie ettt e s s st et e e s s st e e e e e e s s snn e e e e aeessnnnnnreeneeeeseanns 65
Figure 106: Submit — Certifications and ACCEPLANCES PAQE.......ccciiiiiuriiiiiie i e e s s errrer e e e e e s s sanrereraae e 66
Figure 107: Application Submission Confirmation Page...........ccooo e 67
Vi Planning Grant FY 2011 User Guide

for Applicants



1. Introduction

1.1. Document Purpose and Scope

US. Deporiment of Health ond Heman Services

Health Resources and Services Administration

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

guestions.

1.2. Document Organization and Version Control

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.

1of 76

Planning Grant FY 2011 User Guide
for Applicants(PG)



http://www.hrsa.gov/grants/userguide.htm�

US. Deporiment of Health ond Heman Services

Health Resources and Services Administration

2. Before You Apply

2.1. Grantee Organization Must Register with Grants.gov

» If an applicant organization has already completed Grants.gov registration for another Federal
agency, this section can be skipped.

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.

2.2. Project Director and Authorizing Official Must Register with HRSA EHBs

» Registration with HRSA EHBs is independent of Grants.gov registration. Do not confuse the two.

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 EHBSs, 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.

20f 76 Planning Grant FY 2011 User Guide
for Applicants(PG)
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3. Applying through Grants.gov

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.

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

/
L
= GRANTS.GOV"

FOR APPLICANTS
Find Grant Opportunities

Get Registered

Apply for Grants
Track Your Application =

| ABOUT GRANTS.GOV i Find. App[y. Succeed.
FOR AGENCIES

APPLICANT SYSTEM-TO-
SYSTEM

Grants.gov is your source to FIND and APPLY for federal government grants. The U.5. Department of Health and Human

s — Services is proud to be the managing partner for Grants.gov, an Initiative that Is having an unparzlleled Impact on the grant
RESOURCES community. Learn mgre about Grants.gov.
HELP
= To find out If you are eligible for grant opportunities offered on this site, click here.
CONTACT US
SITE MAP What's New This Week at Grants.gov

3.1. Locate Funding Opportunity

» The following instructions assume that you know the Funding Opportunity Number (FON) or Catalog
of Federal Domestic Assistance (CFDA) number for the grant you are applying for. If this is not the
case, go to http://www.grants.gov/applicants/find grant opportunities.jsp to locate this information.

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.

30f 76 Planning Grant FY 2011 User Guide
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Figure 2: Apply for Grants Page (at Grants.gov)

4
5 = GRANTS.GOV™ Click Download a Grant Application Package.

FOR APPLICANTS =
Sign up lor our

Find Grant Opportunities T “Sucoeed™
APPLY FOR GRANTS mﬂ
swsletter

Got Registered

» Apply lor Grants PLEASE NOTE: You must
Track Your Apphcation ply for

ABOUT GRANTS.GOV

d from a € ial Provider to

registered with a username and

Quick Link

Step 1: Download a Grant Appitcaliion Package

FOR AGENCIES

APPLICANT SYSTEM-TO- = allows you to complete It offfine and route it through your organization for review

SYSTEM before submitting.

~ » You will need the Funding Opportunity Number (FON) and/or CFDA number of the desired grant. To search for this FON

RESOURCES and/or CFDA information, click hece,

HELP » In order to view the downloaded application package, you will neaed to install the PureEdge Viewer (Windows EXE File) and
[ T Adobe Reader §.1.1*. There are basic system requirements for using the PureEdge Viewer and there are basic system
__r_{_)!‘ e us — requirements [EXIT Disclaimer] for Adobe Reader 8.1.1. If you are a non-Windows user, please refer to this support page.

SITE MAP
= =5 — *Grants.gov recommends downloading both PureEdge and Adobe Reader 8.1.1 (current standard version for Grants.gov) to

seamilessly apply for grants. Grants,gov is currently transitioning to phase out of PureEdge software to using Adobe Reader
software exclusively. For a period of time applicants will still be able to use PureEdge as it Is applicable

Step 2: Complete the Grant Application Package

Now that you have finished Step 1, complete the grant application offline,

Instructions on how to open and use the forms in the package are on the application package cover sheet. You will also
have access to agency application Instructions, which will include what Is required for your submission.

Save changes to your application as you go. Grants.gov does NOT automatically save changes.

The package cannot be submitted until all required fields have been completed.

View a narrated tutorial on how to complete a grant application package using PuraEdge Viewer,

View a narrated tutorial on how to comolets a grant apolication package using Adobe Reader.

View a narrated tutorial on how to complete a grant application package using the New Adobe forms.

If you're having problems completing the package, view our Frequently Asked Questions,

.

"e e

Step 3: Submit the Completed Grant Application Package

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)

g
s
= GRANTS. GOV™

FOR APPLICANTS

Find Gran! portunitics

Get Registered DOWNLOAD APPLICATION PACKAGE

+ Apply for Grants
Track Your Applcation Note: You will need to download and nstall PureEdge Viewer / Adobe Reader, pror to downloading an Applcation Package.

ABOUT GRANTS.GOV
FOR AGENCIES
APPLICANT SYSTEM-TO- CFDA Number:

SYSTEM

Funding Opportunity Number:

To download an application package, enter the iate CFDA oR ing Opportunity ber and chick the "Dy Package” button.

RESOURCES

HELP Funding Opportunity Competition 1D:
CONTACT US [ Download Package ]

SITE MAP

I you do not remember the Funding o&a-tum' Number for the gralit opportunity, return to the Fi

Lizs section to locate the grant opportunity and then

Enter search criteria.
Click Download Package.
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3.2. Download Application Package and Instructions

» To view application package and instructions, you will need to download and install the PureEdge
Viewer and Adobe Reader 8.1.1. These free programs will allow you to access, complete, and submit
applications electronically and securely.

» Please review the system requirements for these programs at
http://www.grants.gov/applicants/apply for grants.isp.

1. Click the download link for the funding opportunity.

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

[ ==
= GRANTS.GOV"

SELECTED GRANT APPLICATIONS FOR DOWNLOAD Click download.

Download the applcation and its ondng download knk. Save these fles to your computer for future reference and use. You do not need Internet accefsito read the instructions

to complete the apphcation o

Before you can view and complete an application package, you must have the Purefdge viewer or Adobe Reader installed. Apphcation packages may be in either Purel dge YeAdobe format and
applicants are encouraged to have both. Click here to download the required Purel dge Viewer and Adobe Reader if you do not have it installed already,

Below s a kst of the applcation(s) currently avalable for the CFDA and/or Funding Op you entered

To download the appication instructions or package, cicic the comresponding download link. You will then be able to save the files on your computer for future reference and use

Instructi ws &

Applicatic =

sz HASAD8.113 nn Naw AccessPoint Heath Resources & Servces Admnitration dawnload
o] HRSA08.112 na: Service mwm Haakh R & Sarvicis A

a2 5.H8D.08.008 »n e Cale Pre MHeath Resources & Services Administration dawniond
W32 5.HE0.08-000 273 m“‘“"‘w Program Non- = otk

a2 HRSA08.107 1081 Hoo S Aes. 0 Heoath & Serces dovnioad

24 HRSA-08.076 e HeathSubstance Abuse, Oral Heath Healh B Barcicas Admi downioad

sz HRSA08.108 082 i Oral Huatr R & Sanices omrokiad

Servces
w324 HRSA08-078 2628 Expanded Medical Capacity (EMC) Heath & & Servces downioad

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

3. Click the links to download the application package and instructions.
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Figure 5: Download Opportunity Instructions and Application Page (at Grants.gov)

»
| -
= GRANTS.GOWV"

DOWNLOAD OPPORTUNITY INSTRUCTIONS AND APPLICATION
You have chosen to download the instructions and application for the following opportunity:

CFDA ber: 93.224: C lid Health Centers (Community Health Centers, Migrant Health Centers, Health Care for the Homeless, Public Housing Primary Care, and
School Based Health Centers)

Opportunity Number: HRSA-08-113: Service Area Competitions-Additional Areas

Competition ID: 3123

Competition Title: Service Area Competitions-Additional Areas

Agency: Health Resources & Services Administration

Opening Date: 01/08/2008

Closing Date: 02/11/2008

If you would like to be notified of any changes to this opportunity please enter your e-mail address below, and you will be e-mailed in the event this opportunity is changed and
republished on Grants.gov before its closing date.

| Subemit J

Download the instructions and application by selecting the download links below. While the instructions or application files may open directly, you may save the files to your
computer for future reference and use. You do not need Internet access to read the instructions or the application once you save them to your computer.

1. Download Application Instructions

2. Download Application Package = [

Click the links to download
the application package and
instructions.

3.3. Complete the Application

» You can complete the application offline — you do not need to be connected to the Internet.

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

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

http ffapply grants.gov/onnartunitiac/nackasac/annHRSA-NR-112.~Fd203 224-cid3123.xfd - Windows Internet Expl... E|Elg]

Click Save|to save acopy on  fussisas v ¢ x o -
your computer.

_1'_11 S5 all| @ of v~ o] NI @ dses |

| ﬂtj Cancell Check Package for Errors |

- Grant Application Package

. GRANTS.GOWV™

»

ﬁ * EJ i‘q’] * ;; Page v iCJf Tools ¥

-

Opportunity Title: | Planning Grarts This electronic grants application is intended to
Offering Agency: |Health Resources & Services Administration be used to apply for the specific Federal funding
opportunity referenced here.
CFDA Number: [o3.224
CFDA Description: IConsoIidaled Health Centers (Community Health Centers. If the Federal funding opportunity listed is not the
. ) HREA11-021 opportunity for which you want to apply, close
Opportunity Number: I this application package by clicking on the
Competition ID: |3123 "Cancel” button at the top of this screen. You will
i . [ot/08r2008 then need to locate the correct Federal funding
Opponun!ty Open Date: 211172008 opportunity, download its application and then
Opportunity Close Date: apply.
Agency Contact: Nicole Amado ~
Public Health Analyst
Bureau of Primary Health Care G
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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.

3.4. Submit Application

» You must be connected to the Internet and must have a Grants.gov username and password to
submit the application package.

» Please direct questions regarding application submission to the Grants.gov Contact Center at Tel.:
1-800-518-4726. Contact Center hours of operation are Monday-Friday from 7:00 a.m. to 9:00 p.m.
Eastern Time, excluding Federal holidays.

The 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 button on the application package cover page.

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

Click Submit to submit to Grants.gov.

Subm| ml Cancel| Check Package for Errors

2. When prompted, log into Grants.gov.

Figure 8: Grants.gov Log In

s
-
»= GRANTS.GOV~

For Applicants About Grants.gov Resources For Agendes

Welcome to the section of the site that is dedicated to Federal Government grant applicants.

To submit your application, please enter your Username and Password in the box below and then press
the Login button.

To log out of the system, simply close your browser window from the Receipt Confirmation page.

Please enter your Username and Password
to login to the Grants.gov system.

Username

hrsaapplicant

Password

eenssene \ Login |
Warning Noticel

This is a U.S. Govemment computer system, which may be accessed and used only foRguthornz ovemment business by authorized
personnel, ire l fi ative action

personnel for official

Allinformation on this computer system may be intercepted, recorded, read, c
ch fidentiakty and priva.

purposes, including criminal inves ludes sensitive dats ted t
requirements. Access or use of this compu! ystem by any person, whether authorized or una

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)

rd For Applicants About Granis.gov Resources For Agencies

-
= GRANTS.GOV"

CONFIRMATION

Thank you for submitting your grant application package via Grants.gov. Your application is currently being processed by the Grants.gov system. Once your submission has been
processed, Grants.gov will send emall messages to advise you of the progress of your application through the system. Over the next 24 to 48 hours, you should recelve two emalls.
The first will canfirm receipt of your application by the Grants.gov system, and the second will indicate that the application has either been successfully validated by the system prior
to transmission to the grantor agency or has been rejected due to errors.

Please do not hit the back button on your browser

ool "

If your app is y val d and q ly retrieved by the grantor agency from the Grants.gov system, you will recelve an additional email, This emall may be
delivered several days or weeks from the date of submission, depending on when the grantor agency retrieves it.

You may also monitor the processing status of your submission within the Grants.gov system by using the following steps:

1. Goto hitp://www.grants.gov

2. Click on the "Applicants” link at the top of the Grants.gov home page
3. Login to the system using your AOR user id and password

4, Click on the "Application Status® link at the left of your screen.

Note that once the granter agency has retrieved your application from Grants.gov, you will need to contact them directly for any subsequent status updates. Grants.gov does not
participate in making any award decislons.

IMPORTANT NOTICE: If you do not receive a receipt confirmation and either a validation confirmation or a rejection email message within 48 hours, please contact us. The
Grants.gov Contact Center can be reached by email at supportidigrants.gov, or by telephone at 1-800-518-4726. Always include your Grants.gov tracking number in all
corraspondence. The tracking numbaers Issued by Grants.gov look like GRANTXXXXXXXXX. Contact Center hours of cperation are Monday-Friday from 7:00 A.M. to 9:00 P.M, Eastern
Standard Time.

The following application tracking information was generated by the system:

Grants.aov ‘lrackini Number : GRANTO00103832

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)

The following application tracking information was generated by the system:

Grants.gov Tracking Number : GRANTO00103832

CFDA Number : 93.22%

CFDA Description : Community Healt™Centers

Funding Opportunity Number : HRSA-11-021

Funding Opportunity Description : Opportunity Title SF424 Take note of the
Agency Name : Health Resources & Servicd Grants.gov tracking
Application Name of this Submission : PG number.
Date/Time of Receipt : 2008.01.14 3:50 PM, EST

It is suggested you Save and/or Print this response for your records.
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3.5. Track Status of Application

» Itis recommended that you check the status of your application in Grants.gov until the status is
changed to “Agency Tracking Number Assigned”.

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.

3.6. Review 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 link on the Application
Status Overview Page in HRSA EHBs (Figure 11).

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

= TFeatty ang Humen Services

Gl :
Resoorces ind E+tvices AGRIRHIrSi0n Application SF424 for FY2011 \
E-HANDBOOK HOME Appiicstions wed

Welcome Catherine Rada to HRSA EHB utl5 environment (Last login date and time 7/6/2010 5:58:00 FM) ~Tools Menu- ¥ [Go

Application Tracking  Status )
# 00079760 home | logout | contact us | glossary | help | questions/comments

The table below shows the status of the application. The application is currently INCOMPLETE and cannot be submitted in it's current state.

Overview
|~ Process . . - . i i idati
b Status This application was originally submitted through Grants.gov (tracking# ). Summary of HRSA business rules validation comments
Basic Information is available below by clicking "Grants.gov Data Validation Comments’ link.
|- application Read Complete Note
Applicant -
Project STATUS OVERVIEW L
Performance Site ¢
| Locations SUGGESTED NEXT STEP | e
- Program Narrative Assian AQ
Budget Information . . .
|- Budget Summary 7| Grants.gov Data Validation Comments link 5
|~ Budget Categories APPLICATION PROCESS STATUS I
Forecasted Cash .
i Sep 20 2J10°5:00PM ET
| Needs Dt ee (ou ha‘-.E% doys to complete and submit the application.) X
|- Federal Resources
i B Full Announcement . 5/ o i
|- Other Information (Includes Program Guidance) o] |gm/announcement posted on 06/15/2010..... View Details y
|- Budget Narrative N/A J\f
Assurances and Assigned AQ . o ’
Certifications (onfformore A0's currently registered. Assign AQ) !
Assurances Created On 7;,-’2010 1:18:24 PM ET 1
Ce-*tmcatlons_ Last Updated By i J'
| Disclosure of - - .
| Lobbying Activities Peer Information ND D! aagied with this Application. J#
Other Information view: Application @nts.aov Data Validation Comments f
Checklist
- ;;?(?,ﬁ;‘gﬁec‘r‘( APPLICATION FORMS STATUS
I~ Appendices Section ‘ Action Status
IReview and Submit Basic Information
|~ Review
Submit Applcation Update NOT COMPLETE
Applicant Update NOT COMPLETE
Logout Project Update NOT COMPLETE
Performance Site Locations Update NOT COMPLETE
Program Narrative Update NOT COMPLETE
Budget Information
Budget Summary Update NOT COMPLETE
Budget Categories Update NOT COMPLETE
Forecasted Cash Needs Update PLETE
Federal Resources Update APLETE
T et o L L@ antonation. 4Nt e T e s P E e ETE L

2. A summary of validation errors (Figure 12) opens in a new window.
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Figure 12: Grants.gov Data Validation Comments Window

2 hap 168.3.31

HRSA - Portal - Windows internet Explorer

kBB - e Geer@-o il 3

[P

n

HRSA EHBs software has applied HRSA specific business rules to the data received through Grants.gov.
Note that some data may not have passed the validation rules and you must review and make necessary
corrections. A summary of the data validation comments Is avallable below.

GRANTS.GOV (TRACKING# GRANT00057671) DATA VALIDATION COMMENTS (HRSA EHBs

TRACKING# 00079760)

Fogm Field Name Value Error Description
State Review 1001-01-
Available Date |01 Invalid date

SFea E::';::Ct Person xyz Emiail is invalid

Coder Page

- o HRSA requires the authorizing official to be

.;\]urkt::'?r:;ulu:jgjofhmal Unknown |registered. Please follow the instructions and assign
! ' the A to this application.

gll'lgékllsl Erl:f;;\[ess Officlal unknown  [Email is II]M

AN

| B

N\

Invalid entries in
SF-424

@ Internet H, 100%
—

3. Review the errors and make changes if necessary.

US. Deporiment of Health ond Heman Services

Health Resources and Services Administration
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4. Complete the Application in HRSA Electronic Handbooks

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.

» 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. Users should be in the habit of saving their work at
frequent intervals.

» The application face page must be printed, signed, and mailed to HRSA. This must be done from
HRSA EHBSs, not from the Grants.gov application.

4.1. Log In and Access the Application

4.1.1 Log Into 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

LOGIN

Already Registered?

*Username |

*Password |

Forgot yvour password?

3. Click the button.
» The HRSA EHB Home Page (Figure 14) opens.
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Figure 14: HRSA EHB Home Page

HRSA Electronic Handbooks for Applicants/Grantee

RSCCINECT R B VIS A MENDOCINO COMMUNITY HEALTH CLINIC, INC., Ukiah, CA
== E-HANDBOOK HOME

?;e)l(ome Catherine Rada to HRSA EHB utl5 environment (Last login date and time 7/6/2010 3:38:00 —Tools Menu— r ‘ Go

Grants Home

home | logout | contact us | glossary | help | guestions/comments
HRSA Portal I I I

} Grants Home

Contact Us:

[~ FQHC LA Home Phone: Time: Email:
877-God-HRSA/877-464-4772; 9:00 a.m. to 5:30 p.m. Eastern Time CallCenter@HRSA.GOV

m 301-998-7373 (E.T.), Monday through Friday

b Welcome

M Applicati
aFnUarg]]grngp rearons Applicant/Grantee Electronic Handbook (EHB) provides all potential and existing grantees a means to conduct
FrparuTires various activities electronically.

-~ View Applications
- Peer Access

Grants Portfolio ® Manage Competing Applications ® Manage Grants Portfolio
-~ Add to Portfolio

WHAT WOULD YOU LIKE TO DO TODAY?

o . [2] Read Electronic Submission Guide [2] read About Grant Registration
-~ View Portfolio

Manage Organization Verify Grants.gov Application (if required per Add a Grant to My Portfolio
Profile i )

L v . Guidance View Grants in My Portfolio
i e il Work on My Application

-~ Performance Sites Work on a Grant

‘Manage Personal Profile
-~ Update Profile

-~ Change Password

. My Registered

| QOrganizations

Allow Other Members of My Organization to

Work on My Application Work on My Noncompeting Progress Report

Search Funding Opportunities Work on Other Post Award Submissions

fila & Manage Organization Profile

The side menu appears on every ead About Organization Profile Management
screen. Use it to navigate through pdate Qrganization Information on File
your application.

Logout

hange Communication Contact for
rganization (Why is the link disabled?)

Manage Users of My Organization (Why is the link

> ) ] R
B Associate My Account with Another Organization disabled?)

Set My Default Organization

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. Onthe HRSA EHB Home Page, select the View Applications link under the Manage Applications
heading on the left side menu.
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Figure 15: Left Side Menu on HRSA EHB Home Page

b Welcome
(Manage Applications
| Funding
|_Opportunities
- View Applications
- Peer Access
Grants Portfolio

-+ Add to Portfolio
- View Portfolio
Manage Organization
Profile

-+ View/Update Profile
Performance Sites
[Manage Personal Profile

- Update Profile

i~ Change Password

| My Registered
Organizations

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

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

HRSA Electronic Handbooks for Applicants/Grantee
Legal Name, Herndon, VA

HELP|

Grants Portiolio
Add to Portfolio
View Portfolio

Walcoms Barnali sahu to HRSA EHB Test environmant (Last login date and tima 9/19/2007 3:49:00 PM) --Tools Menu-- -
View Applications
m home | logout | contact us | glossary | help | guestions/d . ) )
Click Add Grants.gov Application.
Welcome The following table lists the current status of your applicy q pp N been submitted or view
Manage Applications applications that have been submitted to HRSA.
Funding
Opportunities Grants.Gov Application Status |11
P View Applications "
Peer Access # Grants.Gov Applications Pending Addition [ aclo

1

manage

Profile
View/Update Profile

Manage Personal Profile
Update Profile
Change Password
My Registered
Organizations

Logout

PENDING APPLICATIONS

No Pending Application(s) Found for the current working organization

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

4. Enter the required validation information:

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

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

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

5. Click the | Validate | button.

13 of 76 Planning Grant FY 2011 User Guide

for Applicants(PG)



US. Deporiment of Health ond Heman Services

Health Resources and Services Administration

Figure 17: Validate Grants.Gov Application Page

HRSA Electronic Handbooks for Applicants/Grantee
Legal Name, Herndon, VA '
HELP

--Tools Menu-- b

‘Welcome Bamali sahu to HRSA EHB Test environment [Last lgin date and time 9/19/2007 3:49:00 PM)

View Applications

mments

Enter the required validation information. |

ions to work on this Grants.gov application, you must enter the following validation infarmation

i

OPPOrEItIES. VALIDATE GRANTS.GOV APPLICATION 11
P View Applications

Peer Access ‘
Grants Portiolio Announcement Information ) ‘

Add to Portfolio
View Portfolio
Manage Organization
Profile Grants.gov A ion

Announcement Number
e FRe 0 toTTT A0 HRSA-07-088 {From submitted Grants.gov application)

View/Update Profile

Grants.gov Tracking Number
Manage Personal Profile (Examples GRANTODISO980) | GRAN (From Grants.gov
Update Profile
Change Password HRSA EHBs Application Information

ed
Organizations

(Exampla: (From email natification)

Click Validate. | == e | '

HRSA EHBs Application Tracking Number | 00043345

Logout

6. The Grants.gov Application Validated Successfully Page (Figure 18) opens.
7. Click the button, after reading the advisory.

Figure 18: Grants.gov Application Validated Successfully Page

Grants.Gov Application Validated Successfully

IMPORTANT NOTE

This app was originally d through Grant.gov (trackings GRANT00099228). HRSA has received this application and assigned it the tracking number listed below. Please note it
down and use it for future correspondence or inquiries from HRSA.

HRSA EHBs tracking number: 00043345

HRSA EHBs software has applied HRSA specific business rules to the data received through Grants.gov. Note that some data may not have passed the validation rules and you must review and
make necessary corrections. A summary of the data validation comments is available on the application status page by clicking 'Grants.gov Data Validation Comments' link.

You must complete all the required forms and submit this application in HRSA EHBs by the d

| Read the advisory. Click Continue. N\

Click on the "Continue’ button to view the application status page.

1 Continue

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

» The screen contains a different left side menu than it did before. Use this left side menu to navigate
through the application.
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Figure 19: Application Status Overview Page

HRSA Electronic Handbooks for Applicants/Grantee

Application SF424 for FY2011
Applications

Welcome Catherine Rada to HRSA EHB utl5 environment (Last login date and time 7/6/2010 3:35:00 PM)

[~ Program Narrative
.Budget Information

[~ Budget Summary

|~ Budget Categories
| Forecasted Cash

| Needs

|- Federal Resources
Other Information
- Budget Narrative

|- Certifications

| Disclosure of

| Lobbying Activities
|Other Information

N e

SUGGESTED NEXT STEP

Assign AD

APPLICATION PROCESS STATUS

Deadline

Sep 20 2010 5:00PM ET

(¥ou have 76 days to complete and submit the application.)

Full Announcement
(Includes Program Guidance)

Original announcement posted on 06/15/2010..... View Details

MNiA

2:;“;;?.:“;;?.,5"35"‘1 el AT (One or mare AO's currently registered. Assign AQ)
|- Assurances Created On 7/6/2010 1:18:24 PM ET

Last Updated By

M

Peer Information

Mo peers associated with this Application.

View: Application | Grants.gov Data Validation Comments

-

|- Checklist
N T EEET APPLICATION FORMS STATUS
| Information
- Appendices Section Action Status
Review and Submit Basic Information
[~ Review
§ i il NOT COMPLETE
- Submit Application Update T COR T
Applicant Update
Logout Project Update
Performance Site Locations Update
Program Narrative Update
Budget Information
Budget Summary Update
Budget Categories Update
Forecasted, Cash Needs . . L Update
- lﬂ WW\T’"""WI“"““’ o A v b

9. Click the [Nelelile=tilolg i S felel=i5 left side menu item (or click the corresponding Update link) for the
form you want to enter or revise.

» The corresponding page will be displayed.

(The ojallieriilelgfEdelel=EE forms are described in the Standard Forms (SF-424) portion of this
document, page 21.)

10.

or revise any of the program specific information forms,

Click the Program Specific Information left side menu item (or the corresponding Update link) to enter

» The Status Overview Page (for Program Specific Information) (Figure 20) will be
displayed.

~-Tools Menu-— - |@
Application Tracking  Status L
# 00079760 home | logout | contact us | glossary | help | guestions/comments o
_ plication Process
Ovrview The table below shows the status of the application. The application is currently INCOMPLETE and cannot be submitted in it's current state. ?
Process
P Status This application was originally submitted through Grants.gov (tracking# ). Summary of HRSA business rules validation commentsf
Basic Inf i is available below by clicking 'Grants.gov Data Validation Comments' link. {
|Pasic ntormation Read Complete Note
[~ Application
- Applicant
|- Project STATUS OVERVIEW
| Performance Site
| Locations

{
}
Jf
{
!

» Note that the screen contains a different left side menu than it did before. Use this left side menu to
navigate through the Program Specific Information.
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Figure 20: Status Overview Page, Program Specific Information

Fields marked with an asterisk {*) are required.
STATUS OVERVIEW

PROGRAM SPECIFIC FORM STATUS

Section | Action | Status
General Information
Form 1: Part A - General Information Worksheet | Update | COMPLETE

Community Characteristics
Form 4: Community Characteristics | Update | COMPLETE
Other Forms

Form 12: Contact Information | Update | COMPLETE
Project Work Plan
Section A - Comprehensive Needs Assessment Update COMPLETE
Section B - Service Delivery Update COMPLETE
Section C - Securing Financial, Professional and Technical = =,
Actietane Update NOT COMPLETE
Section D - Developing Community Involvement/Participation Update NOT COMPLETE
Section E - Establishing Collaborative Working Relationships s
With Other Area Undate COMELELE

The details of the [gfele]E s sl=eiile [iieldakz10lelg) forms are covered in the Program Specific Forms
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 link on the Application
Status Overview Page in HRSA EHBs (Figure 21).
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Figure 21: Application Status Page (with Grants.gov Data Validation Comments Link)

Application Tracking
# 00079760

Application Process

Overview

[~ Process

P Status

|Basic Information

|- Application

- Applicant

|- Project
Performance Site
Locations

- Program Narrative

Budget Information

I Budget Summary

I~ Budget Categories
Forecasted Cash

| Needs

|- Federal Resources

- Other Information

|- Budget Narrative

|Assurances and
|Certifications

Assurances

- Certifications

| Disclosure of

| Lobbying Activities

Other Information

[ Checklist

| Program Specific
Information
Appendices

IReview and Submit
Review

[~ Submit

Logout

Applications

HRSA Electronic Handbooks for Applicants/Grantee

Application SF424 for FY2011

Welcome Catherine Rada to HRSA EHB utl5 environment (Last login date and time 7/6/2010 5:58:00 PM]

Status
home | logout | contact us | glossar

| help | guestions/comments

~Tools Menu-

The table below shows the status of the application. The application is currently INCOMPLETE and cannot be submitted in it's current state.

This application was originally submitted through Grants.gov (tracking# ). Summary of HRSA business rules validation comments

is available below by clic
Read Complete Note

ng 'Grants.gov Data Validation Comments' link.

STATUS OVERVIEW

h"\ A B ,\"*

SUGGESTED NEXT STEP
Assign AQ |
71 Grants.gov Data Validation Comments link.

APPLICATION PROCESS STATUS I
Deadline g’eoe hzﬂzgslgafs:?oofo”mg;rta and submit the application.)
E‘;ﬂﬁgggﬂ;fﬁrgmame] orighal announcement posted on 06/15/2010..... View Details
Asswgned A0 %& or more AQ's currently registered. Assign AQ)
Created On l?;’&;’ZOlU 1:18:24 PM ET
Last Updated By VAR
Peer Information = " F“._E&ciated with this Application.
View: Agghcatlcn( ants.gov Data Validation Commenth
APPLICATION FORMS STATEE |

Section \ Action Status )
Basic Information
Application Update NOT COMPLETE ‘(.
Applicant Update NOT COMPLETE -
Project Update NOT COMPLE H
Performance Site Locations Update NOT COMPLETE {J
Program Narrative Update NOT COMPLE
Budget Information (
Budget Summary Update NOT COMPLETE ‘i’
Budget Categories Update NOT COMPLET!
Forecasted Cash Needs Update NOT COMPLETE
Federal Resources Update NOT COMPLETE

ol @ Intopitation, AN g8 ane s el e B st L N ET SRR ETE L

2. A summary of validation errors (Figure 22) opens in a new window.
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Figure 22: Grants.gov Data Validation Comments Window

/~ HRSA - Portal - Windows internet Explore:

168.3.31

& hap

r

wiR B-B w-

e Gross- @~ O £ 3

~ |5 Certficate Error

jestion n

HRSA EHBs software has applied HRSA specific business rules to the data received through Grants.gov.
Note that some data may not have passed the validation rules and you must review and make necessary
corrections. A summary of the data validation comments Is avallable below.

Prim |
GRANTS.GOV (TRACKING# GRANT00057671) DATA VALIDATION COMMENTS (HRSA EHBs
TRACKING# 00079760)
=T Field Name Entase Error Description
State Review 1001-01-
Available Date |01 Invalid date
SFa24 E:,'.E:Ct ferson |y Email is invalid
Cover Page
- o HRSA requires the authorizing official to be
.;\]ur:::-?r:;lll:jgjﬁfflﬂal Unknown |registered. Please follow the instructions and assign
! ' the A to this application.
glllgéklisl Erl:‘s;![}ess Officlal unknown  |Email is Invalid
Invalid entries in
= SF-424

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
left side menu (Figure 102). To view the status of the program specific information forms from any page,

click Status in the [gele]lis sleiiler lplieldagkzlilely] left side menu (Figure 97).
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Already
Registered?

Login I

Forgot Username?

AN

Log in

» Grants Home
- FQHC LA Home

HRSA Portal |

P Welcome

Manage Applications
r Funding

| Opportunities

- View Applications
- Peer Access
Grants Portfolio

I~ Add to Portfolio

- View Portfolio

Manage Organization
Profile

i~ View/Update Profile
Update

-~ Communication

| Contact

- Manage Users

- Performance Sites
Manage Personal Profile
- Update Profile

- Change Password

| My Registered

| Organizations

Application Process

Overview iiLE

- Process Overview

P Status _’ b Status

Basic Information General Information

|- Application - Form 1 - Part A

- Applicant Community

Project Characteristics
Performance Site Form 4

| Locations OtherForres

i Program Narrative i~ Form 12

Budget Information L p’_-OJeCt Work Plan

-~ Budget Summary Sevee =

|- Budget Categories Erogram Specific

| Forecasted Cash EERRNS

| Needs

i Federal Resources m

- Other Information Ouenhaw

i Budget Narrative Comp.lete Status

Assurances and i~ Submit

Certifications

|- Assurances

- Certifications

| Disclosure of

| Lobbying Activities

Other Information

- Checklist

_ Program Specific
Information

- Appendices

Review and Submit

- Review

/

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 EHBSs, 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

P Grants Home
FQHC LA Home

P Welcome

Manage Applications
Funding

| onarbunitiog

| View Applications |
Peer Access

Grants Portfolio

- Add to Portfolio

= View Portfolio

Manage Organization
Profile

- View/Update Profile
Performance Sites
Manage Personal Profile

Update Profile
Change Password
My Registered
Organizations

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

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

Figure 25: View Applications Page
AN e\ S PN e NN TN g p N e P N A et E TN pprmn S f NN p P N O i A Il AN

HRSA-09-218: ARRA - Increased Demand for Services Deadline: 03/16/2009 ET
Update 1 for Original Announcement posted on 03/09/2009: Modification was made to Funding Cycle name for administrative purposes only...... View Details
Grant / Application Status Creator Action
HRSA EHBs Tracking No: 00061074
Grants.Gov Tracking #: N/A Grants.Gov Received Date: N/A
Application Type: New Application Submitted to HRSA
Title (Discipline]: ARRA - Increase Services to Health Centers |Created By: Terri Trimble on 03/09/2009 NO
(N/AY Date Submitted: 03/13/2009
Proposed Period: 3/26/2009 - 3/31/2011 Signed Face Page Received: Mo

AOQ Name: Terri Lynne Trimble

HRSA-11-167: Planning Grant (HCPG) | Deadline: 01/12/2011 ET
Original announcement posted on 10/01/2010..... View Details

Grant / Application Status Creator Action
HRSA EHBs Tracking No: 00085260
GranEs;Cov, fracking £oN/h Grants.Gov Received Date: N/A

Application Type: New

Title (Discipline): Health Center Cluster Planning Grants{N/A) éffggj;gn 'Irjl';;:g‘l'rreisfble on 11/30/2010 Yes elete
Proposed Period: 10/1/2010 - 9/30/2011 ¥: = Submit
AQ Name:

Locate the grant application.
Click Edit under Action.

» The screen contains a different left side menu than it did before. Use this left side menu to navigate
through the SF-424 application forms.
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> The Application Status Overview Page (Figure 26) will be displayed.
Figure 26: Application Status Overview Page

i

s = ) o= ) I s L A cant
Lm!.gﬂ-mm et Application SF424 for FY2011
== E-HANDEQOK HOME Applications

Welcome Terri Trimble to HRSA EHB utl10 environment (Last login date and time 12/1/2010 3:3%:00 FM) --Tools Menu-

Application Tracking
# 00085260

|Overview
[~ Process
b Status
Basic Information
Application
- Applicant
Project
Performance Site
Locations
Program Marrative
Budget Information
Budget Summary
Budget Categories
Forecasted Cash
Needs
Federal Resources
+ Other Information
Budget Narrative

Assurances and
Certifications

* Assurances
Certifications
Disclosure of
Lobbying Activities

Other Information
- Checklist
Program Specific
Information
- Appendices

Review and Submit

i Review

[ - Submit

Logout

4.2. Standard Forms (SF-424)

Status

home | logout | contact us | glossary | help | guestions/comments

The table below shows the status of the application. The application is currently INCOMPLETE and cannot be submitted in it's current state,

STATUS OVERVIEW

‘SUGGESTED NEXT STEP

‘ASS\QH A

APPLICATION PROCESS STATUS

Jan 12 2011 5:00PM ET

Sl (¥eu have 41 days to complete and submit the application.)

(FIL‘lIE“jdmerloir;;fawfgﬁ‘damg‘ Original announcement posted on 10/01/2010..... View Details
N/A

Assgped o (One or more AQ's currently registered. Assign AQ)

Creator Terri Trimble

(The creator is responsible for managing peers for the application. Manage Peers )

Last Updated By

N/A

Peer Information

No peers associated with this Application.

View: Application

APPLICATION FORMS STATUS

o B e I N VN PN BV e S AP

Section Action Status
Basic Information
Application Update MOT COMPLETE‘}
Applicant Update NOT COMF‘LETE&
Project Update NOT COMPLETE
Performance Site Locations Update HOT COMF‘LETE&
Program Marrative Update NOT COMF‘LETEg

Budget Information

\MMWMWWwaWW‘WW\NW

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

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

» Follow the guidance document to update the standard (SF-424) forms.
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Figure 27: Application Forms Status Table
APPLICATION FORMS STATUS
Section | Action | Status

Basic Information o~

Application Update NOT/OMPLENG

Applicant Update ngff COMPLETE\

Project Update npT compLeTe \

Performance Site Locations Update IOT COMPLETE \

Program Narrative Update I\OT COMPLETE \

Budget Information I

Budget Summary Update NOT COMPLETE

Budget Categories Update NOT COMPLETE

Forecasted Cash Needs Update NOT COMPLETE

Federal Resources Update NOT COMPLETE

Other Information Update NOT COMPLETE

Budget Narrative Lodate / NOT COMPLETE

Assurances and Certifications An application cannot —

Assurances be submitted until all NOT COMPLETE

Certifications application forms are NOT COMPLETE

Disclosure of Lobbying Activities complete (including NOT COMPLETE

Other Information Preram- Specific

Information forms.

Checklist r NOT COMPLETE
Checklist A I Update NOT COMPLETE
Checklist B Click this link to access |\ Update NOT COMPLETE
Checklist C Program Specific "\, Undate \NOT COMPLETE
Checklist D Information forms. N\ Update \oT compLETE
Inventions Update NpT compLeTe [

Program Specific Information @Qdate ) \-N’ COMF‘_ETE/

Appendices el NONcoMPLEZ
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4.3. Program Specific Forms

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

Overview

- Process

[P Status

Basic Information

+ Application

- Applicant

- Project

_ Performance Site
Locations

= Program Marrative

Budget Information

- Budget Summary

- Budget Categories

_Forecasted Cash
MNeeds

- Federal Resources

= Other Information

= Budget Narrative

Assurances and
Certifications

= Assurances

- Certifications

_ Disclosure of
Lobbying Activities

Other Information

- Checklist

_ Program Specific
Information

- Appendices

Review and Submit

= Review

= Submit
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2. Click the Update link for Program Specific Information in the Application Forms Status Table
(Figure 29)

Figure 29: Program Specific Status Overview

PD4:Health Center Cluster Planning Grants (93.224)

Planning Grants Application for FY 2011

Welcome Terri Trimble (Last login date and time 12/1/2010 3:38:00 PM) Tools Menu—
Application Tracking Status
# home | logout | contact us | help | guestions/comments
00085260
= = The table below shows the status for the PG Program Specific. The application is currently INCOMPLETE and cannot be submitted in it's current state.

Program Specific 9 P PP ¥
ey Your session will remain active for 30 minutes since your last activity. Please save your work every 5 minutes to avoid unexpected behavior.
b St ) Fields marked with an asterizk (*) are required.
General Information
B T STATUS OVERVIEW g
Community 5
Characteristi
) ':;:ﬁ :"'s 1es PROGRAM SPECIFIC FORM STATUS 4
Other Forms Section ‘ Action | Status }
- Form 12 General Information é
-~ Project Work Plan
eicw Form 1: Part A - General Information Worksheet ‘ Update | COMPLETE ﬁ
| . Program Specific Community Characteristics é

Ectin Form 4: Community Characteristics ‘ Update | COMPLETE ‘}
Overview Farm 12: Contact Information [ Update [ NOT COMPLETE &
-~ Complete Status Project Work Plan <
e Section A - Comprehensive Needs Assessment ‘ Update | COMPLETE </

e

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 |[glielsl gt siooiilen [giielfak1ilely) left
side menu to access this form (Figure 30).

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

P04:Health Center Cluster Planning Grants (93.224)

Planning Grants Application for FY 2011

welcome Terri Trimble (Last login date and time 12/1/2010 3:39:00 PM) --Tools Menu-- v

® Form 1 - Part A
Application Tracking home | logout | contact us | help | guestions/comments

00085260 Provide General Information related to the application in this form. Note that certain data is preloaded from the saved profile. Please refer to
- the guidance for more inform... (Show Full Instruction)
Program Spedific
nformauon- Fields marked with an asterisk (*) are required.

Overview

Status GENERAL INFORMATION }
General Information Form 1 - Part A: General Information Worksheet Status: COMPLETE\
» Form 1 - Part A 7
C i =
cﬁ:}:;:ﬁzﬁcs 1. Applicant Information !
- Form 4 Applicant
other Forms faas WELSH MOUNTAIN MEDICAL & DENTAL CENTER, New Holland, PA
- Form 12 Icatl
s Application

Project Work Plan T{,Jge New E
Review
| Program Specific ® Tribal
| Forms *Business Q© Urban Indian
m Entity O Private, non-profit (non-Tribal or Urban Indian)

3 O Public (non-Tribal or Urban Indian)
Overview
- Complete Status Falth based
S5HbmIIE O Hospital
Logout [ state government
W”"“—W

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

Fields marked with an asterisk (*) are required.

GENERAL INFORMATION

Form 1 - Part A: Ge

neral Information Worksheet Status: NOT COMPLETE

1. Applicant Information

Applicant Name

Virginia Department of Health, Richmond, VA

Application Type

—

New Make only one selection for

' Business Entity

© Tribal

© Urban Indian

© Private, non-profit (non-Tribal or Urban Indian)
© Public (non-Tribal or Urban Indian)

Business Entity.

Organization Type
Select all that apply)

O Faith based
O Hospital

[ State government

)Wal Governmment or Municipality
O University

O Community based organization

0O Other

If "Other", please specify:

Multiple selections are allowed
for Organization Type.

* Are you a current
recipient of BPHC
Funding?

C Yes O No

Warning: Applicants currently receiving funds from BPHC for Technical Assistance to Community and Migrant Health Centers and Homeless
(U30), State and Regional Primary Care Associations (U58), Health Center Cluster (H80), Health Center Network (H2H, H2L and H2K) and
HBA (ARRA — New Access Points) are not eligible to apply for Planning Grants.

If current recipient
of BPHC funding,
explain funding
received.

(Maximum 200 Characters)

qluwwm*mw\m,mw"\“_\,,(\,-v-m-\_‘_’__._,\vww“wWmewﬁw‘mJ\«W-thf

> Applican

Center C

ts currently receiving funds from BPHC for Technical Assistance to Community and Migrant

Health Centers and Homeless (U30), State and Regional Primary Care Associations (U58), Health

luster (H80), Health Center Network (H2H, H2L and H2K) and H8A (ARRA — New Access

Points) are not eligible to apply for Planning Grants.

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

32).
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Figure 32: Form 1 — Part A, Proposed Service Area

2. Proposed Service Area
"Za, Service Araa Zip Codes

Select Zip Codes
0 99999
Updata Delate
2b. Service Area Cansus Tracks (as applicable)
Select | Census Tracts
No Census Tracts Added
*2¢. Target Population Type 1 @ urban O Rural

» ZIP Codes are required for service sites. Multiple entries under Service Area ZIP Codes and Service
Area Census Tracts are allowed. Service Area Census Tracts are not required for administrative only
sites.

To enter new ZIP codes:
1. Click the button under Zip Codes.
» The Add Service Area Zip Codes Page opens (Figure 33).

Figure 33: Add Service Area Zip Codes Page

Fields marked with an astensic (*) are required.

ADD SERVICE AREA ZIP CODES
Add Zip Codes
* Zip Code(s)

Iust of Existing Zip Codes |
|99999 |

[ Fmshed Ading 7 Coer__]

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 button under Census Tracts to add a census tract.

» The Add Service Area Census Tracts Page opens
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Fields marked with an astensk (*) are reguired,
ADD SERVICE AREA CENSUS TRACTS
Add Census Tracts
Census Tract(s) Save Census Tracts
List of Existing Census Tracts J
Go to Previous Page Finished Adding Census Tracts ]

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.

[ Add

*2c. Target Population Type | @ Urban © Rural

*

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

Figure 34: Form 1 — Part A, Target Population

*3. Target Population
Indicate the population(s) you are planning to serve?

General Community
[ Migrant/Seasonal Farmworkers

O public Housing Residents

O Homless Persons

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

4. Funding Priorities
d4a. Indicate if the following prionity is requested:

[J "The entire proposed service area has seven or less people per square mile as determined by the Bureau of Census. (persans/square mile: i)

Flease attach evidence that supports your prionty reguest (e.g., U.5. Census Bureau data)

Funding Priority Attachments {Maximum one Attachmants)

Select | Purpose Document Name l Size Uploaded By

Mo attached document exists.

Attach

4b.

Indicate if the following priority is requested:

[ The proposed service area for the Planning Grant funding has a poverty rate which is greater than the national poverty rate of 14.3% as determinad by the
Bureau of Cansus.

Poverty rate of service area: %

Funding Priority Attachments (Maximum one Attachments)
Salact |_ Purpose ]_ Document Mame I Size J

Uploaded By

Mo attached document exists,

| Attach

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.

» Funding priorities are factors that cause a grant application to receive a fixed amount of extra rating
points, which may similarly affect the order of applicants on a funding list.

» A sparsely populated area is a geographical area with seven people or less per square mile for the
entire service area. In order to be considered for a funding priority, an applicant must demonstrate

that the entire service area to be served by the proposed grant has seven or less people per square

mile.
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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 |glfele]gzlg s el=leflile [ghielgnnkztifely) left side menu
to access this form.

Figure 36: Form 4: Community Characteristics

P04:Health Center Cluster Planning Grants (93.224)

Planning Grants Application for FY 2011

welcome Terri Trimble (Last login date and time 12/2/2010 3:02:00 PM) _Tools Menu-- =
® Form 4
Application Tracking home | logout | contact us | help | questions/comments
#
00085260 Please provide information for the 'Community Characteristics'. Refer to the guidance for further information pertaining to the 'Community
Characteristics' document.
Overview y B‘J Note: When completing this form, please note that all information provided regarding race and/or ethnicity will be used only to
Status ensure compliance with statutory and regulatory Governing Board requirements. Data on race and/or ethnicity collected on this form
Cevieral In R raation will not be used as an awarding factor.
- Form 1 - Part A
Community
Characteristics Fields marked with an asterisk (¥} are required.
P Form 4 COMMUNITY CHARACTERISTICS
:mp:::';"; Form 4: Community Characteristics Status: COMPLETE
, Project Work Plan
ol TARGET
|2 Egﬂrr%f:m Specific RACE SERVICE AREA # POPULATION #
*Native Hawaiian 22 | 10 |
Overview *Qther Pacific Islander 10 | 110 |
~ Complete Status -
- Submit *Asian o | o |
Logout *Black/African American \0 | \0 |
*American Indian/Alaskan Native ‘0 | ‘0 |
*White lo | o |
A AT T T il *More than one.rac \/\WMU

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

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

b. Inthe 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
[t s NS s N s gt o s oSN PN o s P e st N i oo g it T ol N p il AN N e T et

RACE SERVICEAREA # | bonil RITON #

*Native Hawallan 22 10

*QOther Pacific Islander 10 10

*Asian 0 0

*Black/African American 0 0

*American Indian/Alaskan Native 0 0

*White 0 0

*More than one race 0 0
*Unreported/Refused to report (if applicable) i] 0

Total:

Click "Save" button to save all information within this page.

wWWWﬂVW{PWWﬁML&FWWMB%fM

» When completing this form, please note that all information provided regarding race and/or ethnicity
will be used only to ensure compliance with statutory and regulatory Governing Board requirements.
Data on race and/or ethnicity collected on this form will not be used as an awarding factor.

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

Pt B A Mt b e et T e TV P T TS P S e oy A P A A ST e et et P TR
HISPANIC OR LATINO IDENTITY SERVICEAREA # | L bafStl, o
*Hispanic or Latino 22 10
*Non-Hispanic or Latino 10 10
*Unreported/Refused to report 0 0
Total:
Click "Save" button to save all information within this page.
WWWWWMWWW»MWWAM

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

MR T8 A T SV T OT e BT W bt rea i PrerJ T " i TN it o e e A 08—

INCOME AS A PERCENT OF POVERTY LEVEL

SERVICE AREA #

TARGET

*Below 100%

4

POPULATION #

4

*100-199 percent 0 0
*200 percent and above 0 0
*Unknown 0 0
Total:

Click "Save" button to save all information within this page.

MWW%WMWWWW
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e Primary Third Party Payment Source

Figure 40: Form 4, Primary Third Party Payment Source

N T U P O P | e S e o e e T VA C N
PRIMARY THIRD PARTY PAYMENT SOURCE SERVICE AREA # | oo nRCED .

*Medicaid/Capitated & ]

*Medicaid/Not Capitated 0 10

*Medicare 0 0

*Qther Public Insurance [o [o

*Private Insurance, including capitation 0 10

*None/Uninsured 0 0

Total: |

Click "Save" button to save all information within this page.
Nww%wmwmmm

w

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

(" € on Yo ) 1) in this )
SPECIAL POPULATION SERVICE AREA # | o 0RCET .
*Migrant/Seasonal Farmworkers and Families 0 0
*Homeless 0 0
*Residents of Public Housing o [0
*HIVAIDS-Infected Persons o o
*Persons with Behavioral Health/Substance Abuse Needs 0 0
*School Age Children 0 10
*Infants Birth to 2 years of Age 0 0
*Women Age 25-44 o [0
*Persons Age 65 and Older o 0
*Qther
Please specify:
(maximum 200 characters)
o 0
Total:
i st it e I e T N e S T VO e Vo

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 [giels=lnls oclelilelaiielfa=ilely] left side menu to access this form, if you are not
already on the form (Figure 43).

Figure 42: Form 12, Contact Information

ields marked with an asterisk (*} are reguired.
CONTACT INFORMATION
Form 12: Contact information

Status: NOT COMPLETE

Chief Executive Officer

Mo Contact Added

Add Chisf Executive Officer

* Contact Person

No Contact Added

Add Contact Persen |

Go to Previous Page Save and Continue

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

Fialds marked with an asterisk {*] are raquirad.

CONTACT INFORMATION
*Title of Position Chief Executive Officer
Prefix Sele:‘l_Dne N,
*First Name \_
*Last Name \
Middle Iritial \
Suffix Select One If N‘ner, please specify
Highast Dagres Seiscs One \
If "Other', please speci
\
[Contact Address V| The Title of Position field is
b i prepopulated with the title Chief
e Number ( ) : Ext: Executive Officer when you click the
IAdd Chief Executive Officer button.
(GeBack | s |

2. Complete the information fields.

3. Click the [Save and Continuel 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
Felds mariced with an astensk (*) are required.
CONTACT INFORMATION
*Title of Position
Prefix Select e #
*First Name \
*Last Name \
Middle Irutial \
Suffix Select One ¥ Nﬁ]ther', please specify
Salect One ¥
Hightst Degres f'Other’, please s k : e : :
= helyipeae fo8 The Title of Position field is blank when
ContAddesE you click the |Add Contact Person| EE
*Email Address button
*Phone Number { ) - Ext:
(GoBee ]

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

Fields marked with an asterisk (*) are required.

CONTACT INFORMATION
Form 12: Contact information Status: COMPLETE

Chief Executive Officer
Select| Title of Position Name Highest Degree Phone Email
@ Chieg%ﬁf&’tive Taylor Cosgrove Ph.D. 201-019-9391 taylorc@dharma.org
I | UpdateInformation | | i Delete Chief Executive Officer |
* Contact Person
Select| Title of Position Name\ Highest Degree Phone Email
Chief
@® Communications Alessandra Lim  — - k dral@dharma.org
Offi . :
sk 1 Click | Update Information | to update
Undate Ifomatl  jnformation for each point of contact.
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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 Continuel 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.

» Complete all the Standard Goals in each Section.

» Additional Goals are optional.

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

' Section A - Comprehensive Needs Assessment

Section A - Comprehensive Needs
1Section B - Senice Delivery
{Section C - Securing Financial. Professional and Technical Assistance
|Section D - Developing Community Invalvement/Participation

|Section E - Establishing Collaborative Working Relationships With Other Area

ssessment

2. Click the [Gd| button.

» The screen displays the section’s home page (Figure 47).

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



US. Deporiment of Health ond Heman Services

Health Ressurces and Services Administration
Figure 47: Project Work Plan - Section A
Section A - Comprshensive loeds Assessment ]

PROJECT WORK PLAN SECTION A

Status: NOT COMPLETE

ction A - Compr ive Needs

Standard Goals

Goal Al: Identifying major health issues for the populations to be served, unmet need, barmers to care, etc.

Status: NOT COMPLETE

Please add at least one objective.

Actions: &30 Objecine

Goal A2: Applying for MUA/MUP designation.

Status: NOT COMPLETE

Please add at least one objective.

Actions: L3¢

Additional Goals
Mo additional geals have been added.
Add Additional Goal
G0 1o Previous Page Sove| | Saw and Continue

3. Enter information as follows:

Goals

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

» You can add a maximum of 10 Objectives to each goal.

» Optional: You can add a maximum of five Additional Goals.
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Fislds markad with an astansk (*) ata raquired.

PROJECT WORK PLAN - ADD OBJECTIVE Al.1

A-C Needs

|Goal A1

lGoaI Description l!denhmng major health issues for the populations to be served, unmet nead, barriers to care, etc.

*Objective Description

Maximum line(s) allowed app : 4 (400 (s) re

Click "Save" to save your information,

*Key Action Steps

[ No Key Action Step Added

‘ [ Add Stepis) |

[ o Expected Dutcome Added

‘ Add Outcomels) |

Click "Save™ to save your information.

*Data and Measurement

‘ No Data Evaluation and Measurement Added

[ [ Add i ]

*Person/ Area Responsible

[ e Person/Area Responsible Added

{ [ Add Person/Area Responaible

=

Maximum line(s) allowed approximately: § (500 character(s) remaining)

S

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

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

PROJECT WORK PLAN - ADD OBJECTIVE Al1.1

Section A - Comprehensive Needs Assessment

Goal A1

Goal Description |Idemt|fy|ng major health issues for the populations to be served, unmet need, barriers to care, etc.

*Objective Description

Maximum line(s) allowed approximately: 4 (400 character{s) remaining}

Click "save" to save your information.

Click to save the

description of the goal.

/I_
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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.
» Additional Goals are not required.
1. Click the |Add Additional Goall button to add a goal (Figure 50).
Figure 50: Project Work Plan — Section A: Add Additional Goal
PROJECT WORK PLAN SECTION A Seclmn A C.llamprelhensi-.i lfl.eedsl Asgessment b
A - Compi ive Needs Status: NOT COMPLETE
d Goals
| Lol A e s e bl et tha oo ations to be sarved, unmet need, barmers to care, etc. Status: NOT COMPLETE
CI'Ck | Add Addltlonal Goal | to \ Please add at least one objective.
add an additional goal. \
. \
Goal A2: Applying for MUA/MUP. designation. \ Status: NOT COMPLETE
PIe:r\dd at least one objective.
Actions: A4dd Objsstioe \
\
N\
Additional Goals \
Mo additional goals \awe been added.
Go 106 Privious Page Sove | | Save and Continue
» The Project Work Plan — Add Goal Page opens (Figure 51).
Figure 51: Project Work Plan — Section A: Add Additional Goal Page
Fields marked with an astersk (*) are required
PROJECT WORK PLAN - ADD GOAL A3
Section A - Comprehensive Needs Assessment
Goal A3
Maximum line(s) allowed approximataly: 2 (200 character[s) remaining)
*Goal Descrption
S| [ Save and Continue

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).
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Figure 52: Project Work Plan — Section A: Actions Links
Actions: Update Objective | Delete Objective | View Objective Details <
Actions: Add Objective View Goal Details z
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
Fizlds masicad with an astarnds () &fs reguined.
PROJECT WORK PLAN - UPDATE OBJECTIVE Al1.1
Section A - Comprehensive Needs
Goal A1
Goal Description [iden:.ﬁ,.-:ng major health issues for the populations to be served, unmet need, barmers to care, atc.
*Objective Description
Maximum ling{s} allowed approximately: 4 {372 character(s) remaining)
igdentily mAJCT Dealth lasuss
Click "Save” to save your information. Sz
3. Click the 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
This is a confirmation page! You MUST click the appropriate button to complete this action.
PROJECT WORK PLAN - DELETE OBJECTIVE Al1.1
tion A - Comp Ive Needs Ass
Delete Objective Al.1
Goal Description Identifying major health issues for the populations to be served, unmet nead, barrers to carg, atc.
Objactiva Descripbion Idantify health issues
Actions: \iew Qbjective Details
2. Click the |Confirm Delete| button.
View Objective Details
Click the View Objective Details link to see a summary of the objective (Figure 55).
38 of 76 Planning Grant FY 2011 User Guide

for Applicants(PG)



US. Deporiment of Health ond Heman Services

Health Resources and Services Administration

Figure 55: Project Work Plan — Section A: View Objective Details

VIEW OBJECTIVE DETAILS

Objective A1.1

Objectrve Descnplion

Identify health issuwes

Key Action Steps

. Kay step 2
. Key stap 4

Expected Qutcomes

. Expected outcome d

1
F
3. Mey step &
1
2. Expected outcome e

Daka Evaluation and
Maasurament

1. Identifying major health issues

Person/area Responsible

1. Kate

2. Sawyer
3. Benjamin
4, John

Add Objective

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

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

Fields marked with an asterisk (*] are reguired.

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

PROJECT WORK PLAN - ADD OBJECTIVE Al1.2 h

Section A - Comprehensive Needs Assessment

Goal A1

Goal Description

|Identih-'ing major health issues for the populations to be served, unmet need, barriers to care, etc.

*Objective Description

Maximum line(s) allowed approximately: 4 (400 character(s) remaining)

Click "Save" to save your information.

Swwe

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

Chck the "Close Window' button to close this window,

VIEW GOAL DETAILS
Goal Al: Identifying major health issues for the populations to be served, unmet need,
barriers to care, ete.
Objective Al1.1
Objective Descnption | ldenbfy health issues
1. Key step 3
Key Action Steps 2. Key step 4
3 Keystep s
1. Expected cutcome d
Expected Ouicomes 2. Expacted outcome e
Data Evaluation and - .
A 1. Tdentifying major health issues
1. Kate
Person/area 2. Sawyer
Respongible 3. Benjaman
4. John
Comments
Close Window
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

*Key Action Steps.

Mo Key Action Step Added

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)
ADD KEY ACTION STEP({S) - OBJECTIVE Al.1
Objective AL.1
Objective Descrpton Objective 1
Key Action Step(s)
Description
10 Humbar (Mecamum 200 characters)
Maxmum line(s) allowed approximately: 2 {200 character(s) remaining} )
1 |
.I
Maamum me(s) allowed approximately: 2 (200 character(s) remaming)
2 |
Maximum line(s) allowed approximately: 2 (200 character(s) remaining) ;
3 |
Maamum nefs) allowed approximately: 2 (200 charactar(s) remaining)
4
Maamum lne(s) allowed approximately: 2 (200 character(s) remaining)
5 |
Add More Steps
I Cancel Save and Continue

> Note: Add at least one Key Action Step

Add Additional Key Action Steps

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

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

*Key Action Steps
Select Key Action Step
O 1 Kay step 3
jm] 2 Key step 4
0 3 Key step § P
[ ) ) (o)

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

ADD KEY ACTION STEP(S) - OBJECTIVE Al.1

Objective A1.1

Objective Description

Key Action Step(s)

Description
e g (Maximum 200 characters)

You have 200 characters remaining out of maximum limit of 200

1 | |
You have 200 characters remaining out of maximum limit of 200

2 | |
You have 200 characters remaining out of maximum limit of 200

3 | |
You have 200 characters remaining out of maximum limit of 200

' | |

Maximum line(s) allowed approximately: 2 (200 character(s) remaining)
5 | |

Add More 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

ADD KEY ACTION STEP(S) - OBJECTIVE Al.1
Objective Al.1
Objactive Descripbion
Key Action Step(s)
& &
Item Number (Maximum 200 charactars)
Maximum kine(s) allowed approximately: 2 (190 character{s} remaining)
1
Maximum Ene(s) allowed approxmately: 2 (190 character{s] remaming)
2
Maximum Enals) allowed approximataly: 2 (190 charactar(s) ramaining)
3
Mawximum Ene(s) allowed approximately: 2 (190 character(s) remaining)
4
Maximum Bne(s) allowed approximately: 2 (190 character(s) remaiming)}
5
Maximum Bna{s) allowed approximately: 2 (200 characters) remaining)
.1
Maximum kne(s) allowed approximately: 2 (200 character{s} remaining)
7
Maximum hne(s] allowed approxmately: 2 (200 character{s) remaming)
a
Maximum Bne(s) allowad approximataly: 2 (200 charactar{s) remaining)
a
Maximum kne(s) allowed approximately: 2 {200 characten({s) remaining)
10
Add More Steps

Save and Continue
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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
button in the Key Action Steps area (Figure 63).

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

*Key Action Steps
Select Number Key Action Step
1 Key step 1
= 2 Key step 2
O 3 Kay step 3
O 4 Key step 4
0 5 Key step 5
[ e | o)

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

UPDATE KEY ACTION STEP(S) - OBJECTIVE Al.1
Objective A1.1
Objective Description [
Key Action Step(s)
Ttem Number Debcrpian ;
(Maxsmurm 200 charactars)
Maamum fnefs) allowed approximately: 2 (190 character{s) remaining)
1 Frey step 1
Maamum (ing(s) allowed approximately: 2 (190 charactar(s) remaining)
2 Fey atep 2

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

*Key Action Steps
Select Number Key Action Step
0 1 Key step 3
= 2 Kay step 4
= 3 Key step 5
o]

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

This is a confirmation page! You MUST click the appropriate button to complate this action.

DELETE KEY ACTION STEP(S) - OBJECTIVE Al.1

Objective A1.1
Objective Description |

Key Action Step(s)

Dascription

Item Number ot s
(Maxsmum 200 chargctens)

1 Key step 1

2 Key step 2

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

*Expected Qutcomes

Mo Expected Qutcome Added

Add Qutcome{s)

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

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

ADD EXPECTED OUTCOME(S) - OBJECTIVE Al.1

Objective AL.L
Objective Descrption |0b3a.:tme 1

Expected Qutcomae(s)

Item Number

Description
(Mexmurm 200 characters)

Maamum line{s) allowed approamately: 2 (200 character(s) remaining)

Maximum line(s) allowed approximately: 2 (200 character(s) remaining)

2

Maximum line(s) allowed approximately: 2 (200 character(s) remaining)
3

Mammum line(s) allowed approcamately: 2 (200 character{s) remaining)
4

Maximum ling(s) allowed approximately: 2 {200 character(s} remaining)
5

Add More Outcomeas

» Note: Add at least one Outcome
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Add Additional Expected Outcomes

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

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

' Expected Outcomes
Select Number Expected Outcome
O 1 Expectad outcome d
O 2 Expacted outcoms &
=

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

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

ADD EXPECTED OUTCOME(S) - OBJECTIVE Al.1

Objective Al.1
Objective Descrption
Expected Outcome(s)
Descripbon
Ttem Numbar (Maoamurm 200 characters)
ou have 182 characters remaining out of maximum limit of 200
1
You have 182 characters remaimng out of maxmunm hmit of 200
ri
You have 182 characters remaining out of maximum limit of 200
E}
You have 182 characters remaining out of maximum flimit of 200
You have 182 characters remaining out of maximum limt of 200
5
Add More Outcomas
Cancel Save and Continue

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

ADD EXPECTED OUTCOME(S) - OBJECTIVE Al.1
Objective Al.1
Objective Descnption |
Expected Outcome(s)
Description
Item Number {Maximum 200 characters)
Maximum hine{s) allowed approwimately: 2 (182 character(s) ramaining)
1 Expested sutcoms &
Mawimum line(s} allowad approximately: 2 (182 character(s) remaining)
] Expected outoome b
Maximum line{s} allowed approximately: 2 {182 character(s) remaining)
3 ExpesTed cutoome o
) Maximum line(s) allowed approxmately: 2 {182 character(s) remaining)
4 Expected cuccome d
Maximum lina(s) allowed approximately: 2 {182 character(s) remaining)
g Expected cutcoze &
Maximum hine{s) allowed appromately: 2 (200 character(s) remaning)
]
Maximum line{s) allowed approximately: 2 {200 character(s) remaining)
7
Maximum lina(s) allowad approximataly: 2 (200 character(s) ramaining)
]
Maamum line{s} allowead approxmately: 2 (200 character{s) remaining)
g9
Maximum line(s) allowed approximately: 2 {200 character(s) remaining)
10
Add More Outcomes

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

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

D@Eg
i

b Expected Outcome.
1 Expected outcoma d
2 Expected outcome &

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

UPDATE EXPECTED OUTCOME(S) - OBIECTIVE Al.1

Objective A1.1
Objective Description |
Expected Outcome(s)
Item Mumber A Description
(Maximum 200 characters)
Maximum kne(s) allowad approximately: 2 (182 character{s} remaming}
1 Expected putcome a
Maximum Bre(s) allowed approximataly: 2 (182 character(s) remaining)
2 Expactad cuccome b
|
Maximum line(s) allowed approximately: 2 (182 character{s) remaining)
3 Expected cutcome ¢ |

Click the [Save and Continuel button.

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

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

*Expected Outcomes
Select Number Expected Outcome
(=] 1 Expected outcome d
P
(] 2 Expected outcome &
=3

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

Figure 75: Project Work Plan — Section A: Delete Expected Outcomes

This is a confirmation page! You MUST click the appropriate button to complete this action.

DELETE EXPECTED OUTCOME(S) - OBJECTIVE Al.1

Objective Al1.1
Objective Description |
Expected Outcome(s)
Descripbon
Ttam Numbar {Masximurn 200 charscters)

p 1 Expected outcome a

2 Expected outcome b

3 Expected outcome ¢
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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

*Data Evaluation and Measurement

No Data Evaluation and Measurement Added

[ Add Measurement(s) ]

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

ADD DATA EVALUATION AND MEASUREMENT(S) - OBJECTIVE A1.1

Objective A1.1

Objective Description |

Data Evaluation and Measurement(s)

Description
(Maccimum 200 characters)

Mamum ing(s) allowad approximataly: 2 (200 character(s) remaining)

ltemn Mumber

Maxamum ine(s) allowed approxmately: Z (200 character{s) remaining)

Maxmurn kna(s) allowed approximately: 2 (200 character(s] remaining)

Maamum line(s) allowed approximately: 2 (200 character(s) remaining)

Maamum ne(s) allowed approximately: 2 (200 character(s) remaining)

|_ Add Maore Measurenents ]

Cancal Sar-e] Save and Continue E

» Note: Add at least one Measurement

Add Additional Data Evaluation and Measurement

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

Figure 78: Project Work Plan — Section A: Add Data Evaluation and Measurement Area

*Data and Measurement
Select Number Data E ion and rent
[m] 1 Idantifying major health issues
[Eese]
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Figure 79: Project Work Plan — Section A: Add Data Evaluation and Measurement

ADD DATA EVALUATION AND MEASUREMENT(S) - OBJECTIVE Al.1

Objective Al.1
Objective Description I
Data Evaluation and Measurement(s)
Description
ARAm: BACHYoRG (Maximum 200 characters)
Maximum liné(s} allowed approximately: 2 (200 character(s) remaining)
1
Maximum line(s} allowed approwmately: 2 (200 character(s) remamning)
2
Maximum line{s) allowed approcsmately: 2 (200 character(s) remaning)
3
Maximum lina(s} allowed approximately: 2 (200 character(s) remaining)
&4
Maximum line(s) allowed approcamately: 2 (200 character(s) remaining)
5

[

Add More Measuraments |

Cancel

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

ADD DATA EVALUATION AND MEASUREMENT(S) - OBJECTIVE Al1.1
Objective A1.1
Objective Description |
Data Evaluati ion and ement(s)
Description
Item Numbec (Maximum 200 characters)
Maximum line{s) allowed approximately: 2 (167 character(s) remaining)
1 Data Evaluation and Measurement 1
Maximum line{s) allowed approximately: 2 (167 character(s) remaining)
2 Data Evaluation and Measurement 2 |
|
Maximum line(s) allowed approximately: 2 (167 character(s) remaining)
3 Data Evaluation and Measurement 3 i
Maximum line(s) allowed approximately: 2 (167 character({s) remaining)
& |pata =valuation and Measurement 4
Maximum line(s) allowed approximately: 2 (167 character({s) remaining)
5 Data Evaluation and Measurement § I
|
Maximum line(s) allowed approximately: 2 (200 character(s) remaining)
5 | |
| |
Maximum line(s) allowed approximately: 2 (200 character(s) remaining)
’ | |
Maximum line(s) allowed approximately: 2 (200 character(s) remaining)
8 | i
|
Maximum line(s) allowed approximately: 2 (200 character(s) remaining)
9 | |
Maximum line(s) allowed approximately: 2 (200 character(s) remaining)
10 | [
|
[ Add Mare Measurements I

Cancel

Update Data Evaluation and Measurement

Save and Continue

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

Figure 81: Project Work Plan — Section A: Update Data Evaluation and Measurement Area

‘Data

and

ement

Select

Number

Data Evaluation and Measurement

1 Identifying majer health issues

[Add] | Update .-|[ Delete |
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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

UPDATE DATA EVALUATION AND MEASUREMENT(S) - OBJECTIVE Al.1

Objective AL.1
Objective Description |]dentif~,- health issues
Data E and M (=)

Item Number - Descrptian .

{Maximum 200 characters)
Maximum kna(s) allowad approximately: 2 (169 charactar(s) remaining)
1 Tasntifying majsy health fsaues

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
button in the Data Evaluation and Measurement area (Figure 83).

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

*Data tion and it
Select Numiber Data E tion and t
] 1 Identifying major health ssues
(298] [Updote )| [Deite ]|

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

This is a confirmation page! You MUST click the appropriate button to complete this action.

DELETE DATA EVALUATION AND MEASUREMENT(S) - OBJECTIVE Al.1

Objective A1.1
Objective Dascription ]Iaent:fy health issues

Data Evaluation and Measurement({s)

Descrpbion
Item Number (Meaximum 200 characters)
1 Identifymg major health issues
Cancal Confirm Delete
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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

*Person/Area Responsible

Mo Person/Area Responsible Added

[ Add 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

ADD PERSOMN/AREA RESPONSIBLE - OBJECTIVE Al.1

Objective AL.1

Objective Description

Person/Area Responsible

Description

Item Number E o ¥
(Maximum 200 characters)

Maximum kne(s) allowed approximately: 2 (200 character(s) remaimng)

Maximum ne(s) allowad approximately: 2 (200 character(s) remaining)

Maximum line(s) allowed approximately: 2 (200 characker(s) remaining)

Maximum lne(s) allowed approximately: 2 (200 character(s) remaining)

Maximum nels) allowad approximataly: 2 (200 characrer(s) remaining)

L Add More People/Area Responsible ]
Cancal Save and Continue

> Note: Add at least one Area/Person responsible.

Add Additional Person/Area Responsible

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

Figure 87: Project Work Plan — Section A: Add Person/Area Responsible Area

'PersonfArea Responsible
Select Number ParsonfAres Responsihl

a 1 Kate

O 2 SawyeEr
O 3 Benjamin
a 4 John

@] Update | [ Detete
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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

ADD PERSON/AREA RESPONSIBLE - OBJECTIVE Al.1
Objective A1.1
Objective Dascription |
Person/ Area Responsible
Dascnption
Foar: Mok {Maxirmum 200 characters)
Maximum line(s) allowed approxmately: 2 (200 character]s) remaming}
1
Maximium ine(s) alowed approamately: 2 (200 character({s) remaining)
2
Maximum line(s) aliowed approximately: 2 (200 character(s) remaining)
3
Maximum line(s) allowed approcamately: 2 (200 character|s} ramaming)
3
Maximum ling(s) alliowad approcamataly: 2 (200 character(s] ramaming)
5
Add More People/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

Dascription

(Mamimum 200

characiers)

Mammum knels) allowed approximately

i 2 {197 character(s) remaining)

Maximum fine(s) allowad approximataly:

2 (196 charactar(s) remaining)

Maximum ne(s) allowed approximately:

2 (194 charactar(s) remaining)

Mammum nefs} allowed approximately:

2 (192 character(s) remaining)

Maamum lna(s) allowad approximataby:

2 (196 character(s) remaining)

Maxdinmum rn_ei_s:. al_l_owgd app_rux_i_m;_t_ely:

2 (200 character(s) remaining)

Mammum nefs) allowed approximately:

2 {200 character(s) remaining)

Maomum Imels) allowed approximately.

2 (200 character(s] remaining)

Maintum line(s) allowed approximately:

_2 (200 character(s) remaining)

ADD PERSON/AREA RESPONSIBLE - OBJECTIVE AL.1
Objective Al.1
Objeckive Descnption
Person/Area Responsible
Item Numbar
1 e
2 Faze
3 .Saz','e z
4 |Benzaman
5 Jemr
&
v d
8
9
10

Maximum nefs) allowed approximately

: 2 (200 character(s) remaining)

Add More Peogle/Area Responsible ]

Update Persons/Area Responsible

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

Figure 90: Project Work Plan — Section A: Update Person/Area Responsible

' Person/Area Responsible
Select Number Person/Area Resy
a 1 Kate
O 2 Sawyer
O 3 Benjamin
0 4 John
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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

UPDATE PERSON/AREA RESPONSIBLE - OBJECTIVE Al.1

Objective A1.1
Objeckive Dascription

Person/Area Responsible

Item Mumber Description
(Maimum 200 characters)

Maximum ina(s) allowed approximately: 2 (197 character(s) remaining)

| Cancel Save | Save and Continue

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

*PersonfArea Responsibie
Select Number Person/Area Responsible
2] 1 Kate
=] 2 Sawyer
O 3 Benjamin
a 4 John
=

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

This is a confirmation page! You MUST click the appropriate button to complete this action.

DELETE PERSON/AREA RESPONSIBLE - OBJECTIVE Al.1

Objective Al.1
Objective Descrnphion

Person/Area Responsible
Description
Item Mumber {Mesximurn 200 characters)
1 Sun
— Confirm Delate
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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

Comments
Macamurm hne{s) allowed approximately: 5 (500 character(s) remairang)

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.

» Goal B2 is applicable and required only if you are planning to serve special population.

2. Is Goal B2 applicable?
> Yes

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

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

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

Goal B2: If special populabions {e.9., migrant/seasonal agncultural workers, residents of public housing, homelbess persons,
low-income school children) are included in the target population, specifying actvities rafated to the identification of the Status: NOT COMPLETE
unique access problams and health care needs of these populations,

¥ - s &) Y
Is Goal B2 applicable to your organization? Ci¥es CiNo

Pleasa add at least one objective.

Actions:

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.

4.4. Review Application

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

Edele) gl ae il el dhniziilely| left side menu (Figure 96).

» Form 1 - Part A: General Information Worksheet will have a status of Incomplete if incorrect
information has been entered in SF-424. This will occur even if all sections of Form 1 — Part A have
been completed.

Figure 96: Status Overview Page for Program Specific Information Forms

Human Services
.mﬁg%ﬂw Planning Grants Application for FY 2011

— = E-HANDBOOK HOME

Welcome Terri Trimble {Last login date and time 12/3/2010 8:01:00 AM)

@ Status
Application Tracking home | logout | contact us | help | questions/comments

#
00085260 The table below shows the status for the PG Program Specific. The application is currently INCOMPLETE a
. = current state.

Your session will remain active for 30 minutes since your last activity. Please save your work every 5
behavior.

p Status

Fields marked with an asterisk (*) are required.

STATUS OVERVIEW %

PROGRAM SPECIFIC FORM STATUS }‘

_Otlger Fo;nz’ls : - | Action (K
pf;‘}f’;ct e Click Sta}tus on the Program Specific /
owiaw: Information side menu from any page. o [ Undate 5
7 Egorﬁ]rsarn SDECiﬁC | UTTITFTUTITLY LIIOIGLLQ\ LIt %
Form 4: Community Characteristics | Update 5

Other Forms $
ng:vrri*epnlrate — Form 12: Contact Information | Update i
SmeiE - Project Work Plan i

. Section A - Comprehensive Needs Assessment Update ?
o SO vl [P B S0 0DAUINGR e N e A o LR i ]

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

PO4:Health Center Cluster Planning Grants (93.224)

Planning Grants Application for FY 2011

Welcome Terri Trimble (Last login date and time 12/1/2010 3:35:00 PM] ~Tools Menu—

Application Tracking Status
# home | logout | contact us | help | guestions/comments

00085260

The table below shows the status for the PG Program Specific. The application is currently INCOMPLETE and cannot be submitted in it's current state.
Program Specific 9 P PP ¥
Information 3 : i g £ i g8 g ; :

OvetEa Your session will remain active for 30 minutes since your last activity. Please save your work every 5 minutes to avoid unexpected behavior.
b St ) Fields marked with an asterizk (*) are required.
General Information
B T STATUS OVERVIEW g
Community 5
Characteristi
) ':;:ﬁ :"'s ies PROGRAM SPECIFIC FORM STATUS 4
Other Forms Section ‘ Action | Status }
- Form 12 General Information é
-~ Project Work Plan s
eicw Form 1: Part A - General Information Worksheet ‘ Update | COMPLETE ﬁ
| . Program Specific Community Characteristics é

Ectin Form 4: Community Characteristics Update | COMPLETE ‘}
Overview Farm 12: Contact Information [ Update [ NOT COMPLETE &
- Complate Status Project Work Plan <

S Section A - Comprehensive Needs Assessment ‘ Update | COMPLETE </

T T O A == O PSP IOV Ve P S N SV By Sy WO [PPSR

To view or print program specific information forms, click Program Specific Forms in the Review section

on the [ggele] el tsTol=leiilen fplieldgg=iifely] left side menu (Figure 98).

Figure 98: Program Specific Forms Link

P04:Health Center Cluster Planning Grants (93.224)

Planning Grants Application for FY 2011

Welcome Terri Trimble {Last login date and time 12/3/2010 8:01:00 AM)

®© Status
Application Tracking home | logout | contact us | help | guestions/comments
#
00085260 The table below shows the status for the PG Program Specific. The application is currently INCOMPLETE a
— current state.
Program Spedfic
i fnrmauon Your session will remain active for 30 minutes since your last activity. Please save your work every 5 m
[Overview behavior.
P Status
(General Information Fields marked with an asterisk (*) are required.
FELCITEEES PR STATUS OVERVIEW 1
Community
Characteristics .
Form 4 L~ Click Program Specific Forms in the
Other Forms . . . =
- Form 12 ol Review section on the side menu. | Action 5
59 to view or print forms. 9
> Fo | Update i
Program Specific d {
e RLRIe e e e e
Form 4: Community Characteristics | Update 3
Other Forms !
:C)vgg;ni’le;ete Status Forr-n 12: Contact Information | Update (2
|- Submit Project Work Plan f;"
Section A - Comprehensive Needs Assessment Update 3
Eagout: Section B - Service Delivery Update 43
Section C - Securing Financial, Professional and Technical Udate
B A S A S SR Wt & :

» The Program Specific Forms Review Page will open in a Table of Contents format (Figure
99).
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Figure 99: Program Specific Forms Review

P04:Health Center Cluster Planning Grants (93.224)

Planning Grants Application for FY 2011

HELA

Welcome Terri Trimble (Last login date and time 12/2/2010 8:0 0ols Menu-- 3
© Pragianl SEEHRE Formis Click [ Print All HTML Forms]to get a

NsREaGo Tk home | logout | contact us | help | guestiongdfom .
Gl Sl printable copy of all HTML forms.

00085260 The following is the table of contents theprogr:

n for a printable

— version of this page. For a printa.. ow/Full InstrEreerey
Program Spedific
Information ] =
e | Print Al HTML Forms
|- Status
(General Information Note: "™gt All HTML Forms' button will print all program specific HTML forms only.
|- Form 1 - Part A
Community. | TABLE OF CONTSIN1 . 5 . !Tab\e of Contents v|
hentebrier 1 Click | Print | to get a printable copy of - ‘
] Type Action
other Forms program speafic nid  the table of contents.
Project Work Plan Form 1: Part A - GencT o OO o R TeeT HTML View
Review " 5 : — Not
% BT G Form 1: Part A - Funding Priority DOCUMENT Available
Forms
A _ Not
Form 1: Part A - Funding Priority DOCUMENT Available
Form 4: Community Characteristics HTML View
Overview
|- Complete Status Form 12: Contact Information HTML View
L Submit Project Work Plan HTML View

Logout = /
bnle 11 DAli

Click View to see individual forms.

The Table of Contents lists all sections in the application.

1. Use the View links in the Action column to view any section.

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

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.
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To view the status of the application as a whole from any page, click Complete Status in the

left side menu (Figure 100).

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

Program Spedfic

. Information
Overview

- Status
General Information
- Form 1 - Part A

Community
‘Characteristics

Form 4
_Other Forms
- Form 12

Project Work Plan
Review
’ Program Specific
i Forms

Overview
Complete Status |
- Submit

> 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

he table below shows the status of the application. The application is currently INCOMPLETE and cannot be submitted in it's curren

J?;Ttate.

L™ o, LA

SSSTATUS OVERVIEW

SUGGESTED NEXT STEP

Assign AQ

APPLICATION PROCESS STATUS

Deadline

Jan 12 2011 5:00PM ET

(rou have 40 days to complete and submit the application.)

Full Announcement
{Includes Program Guidance)

Original announcement posted on 10/01/2010.....

View Details

Assigned AO

N/A

(One or more AOQ's currently registered. Assign AQ)

Creator

Terri Trimble

{The creator is responsible for managing peers for the application. Manage Peers )

Last Updated By

N/A

Peer Information

No peers associated with this Application.

view: Application

APPLICATION FORMS STATUS

Section Action Status

Basic Information

Application Update NOT COMPLETE
Applicant Update NOT COMPLETE
Project Update NOT COMPLETE
Performance Site Locations Update NOT COMPLETE
Program Narrative Update NOT COMPLETE
Budget Information

Budget Summary Update NOT COMPLETE
Budget Categories Update NOT COMPLETE
Forecasted Cash Needs Update NOT COMPLETE
Federal Resources Update NOT COMPLETE
Other Information Update NOT COMPLETE
Budget Narrative Update NOT COMPLETE

e i e T S e T g S DV

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

Overview
i~ Process

P Status

Basic Information

i~ Application

- Applicant

- Project
Performance Site

. Locations

- Program Narrative
Budget Information

- Budget Summary
i~ Budget Categories
Forecasted Cash

i Needs

- Federal Resources
- Other Information
i~ Budget Narrative

Assurances and
_Certificatiuns

- Assurances

- Certifications

. Disclosure of
Lobbying Activities
Other Information

i Checklist

. Program Specific
Information
Appendices

Review and Submit

Review

Submit

» The Review Page for Entire Application will open in a table of contents format (Figure 103).
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# 00085260

Overview

Application Tracking  Review
home | logout | contact us | glossary | help | guestions/comments

Budget Information
Budget Summary

- Budget Categories

. Forecasted Cash
Needs

Health Resources and Services Administration
Figure 103: Review Page for the Entire Application
mm-m )
Application PHS 5161 for FY2011 g
HELP|
Welcome Terri Trimble to HRSA EHB utl10 environment {Last login date and time 12/3/2010 8:01:00 AM] 7--T00\5 Menu-- b :

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

printable version
ent individually.

e read associated

The application has not been submitted to HRSA as yet.

i~ Process
- S.tatus = The following is the table of contents of the applica
Basic Information of all the HTML forms (forms only, no attachmen
- Application
: App_hcant To print the entire application (HTML for

Project important instructions BEFORE you us

Performance Site
. Locations

Program Narrative I Print ||| Print All HTML Forms

TABLE O NTENLS

i~ Federal Resources

Other Information

Budget Narrative

Assurances and
Certifications

I Assurances

i~ Certifications
Disclosure of

Lobbying Activities

other Information

Checklist

| Program Specific

 Table of Gontents v

Click to get a printable copy of | Ty i
General Information)  the table of contents.
5F-424 Face Page HTML View
SF-424 Performance Site Locations HTML View
Additional Congressional District Document Not Available
PHS-5161-1 Checklist HTML View
Project Information
Project Summary/Abstract Document NiAvaHab\e
Project Narrative Document I)t Available

Information

Budget Information

Appendices

Review and Submit SF-424A Buélqet ynformation - Non-Construction C||Ck View I|nkS to view |nd|V|dua| Vie',fv
p Review EELE sections of your application Bt il
Submit Assurances and Certifications
Logout SF-424B Assurances - Non-Construction Programs HTML View
SF-424LLL Disclosure of Lobbying Activities HTML View
Attachments List
Attachment 1 | Document Not Available

WWMWEMWWNMAWMWAN}MM

The Table of Contents lists all sections in the application.

1. Use the View links in the Action column to view any section.

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

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

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.
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4.5. Submit Application

Once all forms are complete, the application can be submitted to HRSA.

» To submit the application, you must have the ‘Submit’ privilege.

1. Click the Submit link under Review and Submit on the [isJsll{eE1ielgl Zfelo=ES 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
5 Department of ‘and Human Services

= E.HANDBOOK HOME

Application Tracking

SilidS,

Application SF424 for FY2011
Applications
Welcome Terri Trimble to HRSA EHB utl10 environment (Last login date and time 12/3/2010 §:01:00 AM] | ~Tools Menu--

Submit

Program Narrative

Hudget Information
Budget Summary

I~ Budget Categories

| Forecasted Cash

| Needs

i~ Federal Resources

I~ Other Information

I~ Budget Narrative

Assurances and

|Certifications
Assurances

I~ Certifications
Disclosure of
Lobbying Activities

Other Information
Checklist

R N S Vsl

# 00085260 home | logout | contact us | glossary | help | guestions/comments

. ik, The table below shows the status of the application. The application is currently INCOMPLETE and cannot be submitted in it's curre
Ooverview State.

Process
|- Status
Basic Information SRR
I~ Application

Applicant SUGGESTED NEXT STEP
I~ Project 3

- Assign AQ

Performance Site

| Locations

APPLICATION PROCESS STATUS

Jan 12 2011 5:00PM ET

Deadline (You have 40 days to complete and submit the application.)

Full Announcement

(Includes Program Guidance) View Details

Original announcement posted on 10/01/2010.....

N/A
(One or more AQ's currently registered. Assign AQ)

Assigned AO

Terri Trimble
(The creator is responsible for managing peers for the application. Manage Peers )

N/A
No peers associated with this Application.

Creator

Last Updated By
Peer Information

view: Application

APPLICATION FORMS STATUS

2.

L rden Aot | bl oy Ll A e e, Lyt

Program Specific H Action Status
| Information o~ Click Submit on the side menu to
Appendices . — —
Re‘,ﬁ;f;ﬁ,}/ ! proceed to the Submission page. Update NETSOrREE
= Update NOT COMPLETE
Review ~—pdate
Submit Project Update NOT COMPLETE
L Performance Site Locations Update NOT COMPLETE
t
ogou Program Narrative Update NOT COMPLETE
Budget Information
Budget Summary Update NOT COMPLETE
Budget Categories Update NOT COMPLETE
Forecasted Cash Needs Update NOT COMPLETE
Federal Resources Update NOT COMPLETE
Other Information Update NOT COMPLETE
MWW/%MW&WWWNMMWWW

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).

» If you do

not have the ‘Submit’ privilege, a [Submit to AO | button will be displayed instead.
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Figure 105: Ready for Submission Page

. | S L I . D ; B " i PR g
polcant STATUS OVERVIEW T e = o o
- Project [
Performance Site
Locations SUGGESTED NEXT STEP 4
"~ Program Marrative N
Budget Information Assian AQ
- Budget Summary
- Budget Categaries APPLICATION PROCESS STATUS
. Forecasted Cash ; Sep 20 2010 5:00PM ET
MNeeds Deadline (Yeou have 73 days te complete and submit the application.) ‘h
Federal Resources Full Announcement I ' +
Other Information {Includes Program Guidance) TN T D e T I POt i sy 0] Sy aseey i wovang
- Budget Narrative . j N/A I
Assurances and s=xmediig) (One or mare AO's currantly ragisterad. Assian AQ) E
Assurances Created On 7/6/2010 1:18:24 PMET )
Certifications Last Updated By Catherine Rada on 7/8/2010 1:17:27 PM )y
| . Disclosure of B nf & N ted with this Apolicat f
Lobbying Activities eer Information o peers associated wi is Application. 5
Other Information view: Application | Grants.gov Data Validation Comments T
Checklist +
.. Program Specific APPLICATION FORMS STATUS i
Information = =
Appendices Section Action Status ;
Review and Submit Basic Information i
Review : o ’
- Submit Application Updats COMPLETE
= Applicant Updats COMPLETE %
Logout Project Update COMPLETE ﬂf\
Performance Site Locations Update COMPLETE )
Pragram MNarrative Update COMPLETE .
Budget Information ;
Budget Summary Update COMPLETE 4
Budget Categories Update COMPLETE ‘5
Forecasted Cash Needs Update COMPLETE
Federal Resources Update COMPLETE
Other Information Update COMPLETE '
Budget Narrative Updats COMPLETE
Assurances and Certifications f
Assurances Update COMPLETE F
Certifications Update Cco bt
Disclosure of Lobbying Activities Update 3
Other Information (J
Checklist COMPLETE L+
Checklist & Update COMPLETE |
Checklist R Jodate COMPLETE I
Checklist C Update COMPLETE B
Checklist D Update COMPLETE |
Inventions Update COMPLETE |
Program Specific Information Update COMPLETE
Appendices Update COMPLETE i
-
‘ Submit To HI ’ /

b
b
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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

e g i s

HRSA Electronic Handbooks for Applicants/Grantee

[ B e L) Application SF424 for FY2011
==. E-HANDBOOK HOME Appiications HEL

Welcome Willie White, III to HRSA EHB utl5 environment (Last login date and time 6/24/2010 4:53:00 PM)
Application Tracking Submit
# home | logout | contact us | glossary | help | questions/comments
00079760
Program Specific You have chosen to submit this application to HRSA. As an Authorizing Official for the applicant organization, you are required to sign all
Information underlying certifications and acceptances. Note that a copy of the governing body's authorization for you to sign this application as official

U"Sﬂt"'tiﬂw representative must be on file in the applicant’s office. Click on all the check boxes to electronically sign the application.

h atus

General Information

~Form 1 - Part A

Budget Information
Form 1 - Part B

Click the "'Submit Application’ button below to confirm your intent to submit the application. Please be aware that once the application has
been submitted you will not be able to change it.

- Form 1 - Part C If you wish to review your application, or if you do not wish to submit the application at this time, click the 'Cancel’ button to return to the
Form 2 previous screen.
- Form 3
_ 424C Budget This is a confirmation page! You MUST click on the appropriate button to complete your action.
Information
Sites and Services Fields marked with an asterisk(*) are required.
Form & * certifications and Acceptances
~ Form 5 - Part A
R aEE To the best of my knowledge and belief, all data in this application / pre-application are true and correct, the document has
- Form 5 - Part C O *een duly authorized by the governing body of the applicant and the applicant will comply with the attached assurances if the  [View
 Other Requirements ssistance s awarded.
for Sites O Yes
Other Forms Ihcertify that I have read and agree to comply with the requirements of form SF 4248 upon award of funds. View
Form 6 - Part A @ No
~ Form 6 - Part B
Form & O Yes
-~ Form 9 have read and agree with all the above certifications. View
Form 10 @ No
- Form 12
Performance Measures
Cancel

e — .
Submit Application ’
———

. Clinical Performance
Measures

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

HRSA Electronic Handbooks for Applicants/Grantee
Application SF424 for FY2011

Welcome Willis Whits, 111 to HRSA EHB utlS environment (Last |ogin dste =nd time 5/24/2010 4:53:00 PM)

Review

~Tools Menu— ~

home | logout | contact us | glossary | help | guestions/comments

The Application was successfully submitted to HRSA.

To print the face page, click the 'Print’ button below.

APPLICATION FOR FEDERAL ASSISTANCE

Version 7/03F..

APPLICATION FOR
FEDERAL ASSISTANCE

2. Date Submitted

Applicant Identifier

6/24/2010 6:14:04 PM

1. Type of Submission

3. Date Received By State

State Application Identifier

Application

Preapplication

[_1] Construction
[X] Non-Construction

[_] Construction
[_1 Non-Construction

4. Date Received By Federal Agency

Federal Identifier

. ".L,u,«.-n‘v,'-. I

¢ Toplication = 00079760 N

5. applicant Information —

Legal Name: Qrganizational Unit J
DAVID RAINES COMMUNITY HEALTH CENTER Department i
QOrganizational DUNS: |B27769324 Division

Address: {give city, county, state and zip code)

Name and telephone number of the person to be contacted on matters of
invalving this application {give area code)

1625 David Raines Rd

Name Tanika R Nash

Shreveport LA 71107-5899

Tel Number {give area code): (218)425-21321

County |Caddo

Fax Number (give area code): (318)227-8510

6. Employer Identification Number{EIN)

7. Type of Applicant

O: Private Institution of Higher Education

58-2000630

Other (Specify):

8. Type of Application

9. Name of Federal Agency

Ve W

Health Resources and Service Administration

10. Catalog of Federal Domestic Assistance

[X] New [_] Continuation [_] Revision

If Revision: o

[_] A Increase Award [_] C. Increase Duration 11. Dascriptive Title of Applicant’s Projact: ."

18 Decre.ase Award [1D. Decrease Duration School-Based Health Centers Capital Program

Other (Specify): ‘
-

12, Areas Affected by Project (Cities, Counties, States, etc.): ™

Wumber |93.501
Title (Name of Program) |SchqufBased Health Centers Capital Program

State: Arkansas

13. Proposed Project

14. Congressional Districts of

7. Take note of the Application Number
» Option: Click the button to print the confirmation page.

Start Date: [10/1/2010 a. Applicant |LA-D4
Ending Date: l10/1/2013 b. Project |AK-All Districts
15. Estimated Funding 16. Is Applicant Subject To Review by State Executive Order 12372 Process? P
a. Federal %$10,000.00/[_] YES This preapplication fapplication was made available to the state
b. Applicant %$10,000.00 executive order 12372 process for review on: Date :
C. State $0.00
d. Local $0.00|[X] NO [X] Program is not covered by e.0. 12372
e, Other e $0.00 _E[ggram has not been se\e‘cted state for review
. T T—— e T, o .A\\’l ‘7\\—’&“—\.’ 3 b 5 I s R " B

8. Click the [Go Back to Home Page | button to go to the HRSA EHB Home Page to perform additional

work.

67 of 76

Planning Grant FY 2011 User Guide
for Applicants(PG)



US. Deporiment of Health ond Heman Services

Health Resources and Services Administration

5. Customer Support Information

» Use your Application Tracking Number for all correspondence.

5.1. BPHC Help Desk

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

» DO NOT call the BPHC Help Desk for application guidance or programmatic questions when
completing your application.

5.2. HRSA Call Center

For assistance with registering in HRSA EHBSs, 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’

» DO NOT call the Call Center for application guidance or programmatic questions when completing
your application

5.3. HRSA Program Support

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.
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6. Frequently Asked Questions

6.1. Software

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.

» Since Internet Explorer for Mac has known issues with SSL, Microsoft is no longer supporting
Internet Explorer for Mac. HRSA EHBs do not work on Internet Explorer for Mac.

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

6.1.3 What document types can | upload?

The following document types are supported in HRSA EHBs:
e .DOC - Microsoft Word

e .RTF - Rich Text Format

o TXT-Text

e WPD - Word Perfect Document

e .PDF - Adobe Portable Document Format

e _XLS - Microsoft Excel

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