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CCaappiittaall  DDeevveellooppmmeenntt  ((CCDD))  
BBuuiillddiinngg  CCaappaacciittyy  ((BBCC))    

UUsseerr  GGuuiiddee  
11..  IInnttrroodduuccttiioonn  

11..11..  DDooccuummeenntt  PPuurrppoossee  aanndd  SSccooppee  
The purpose of this document is to provide detailed instructions to help grantees complete the Capital 
Development (CD) program for Building Capacity (BC) application within the HRSA Electronic Handbooks 
(EHBs). The FY 2012 application in the EHBs consists of: 

• Basic Application Information 
• Program-Specific Information 
• Project-Specific Information (maximum of 1 projects) 

This document is a supplement to HRSA’s Electronic Submission User Guide, available at 
http://www.hrsa.gov/grants/apply/userguide.pdf.  
 

NNOOTTEE::    NNoonnee  ooff  tthhee  ssccrreeeennss  ddiissppllaayyeedd  iinn  tthhiiss  uusseerr  gguuiiddee  aarree  ffrroomm  rreeaall  aapppplliiccaattiioonnss..  

11..22..  DDooccuummeenntt  OOrrggaanniizzaattiioonn  aanndd  VVeerrssiioonn  CCoonnttrrooll  
This document contains 5 sections in addition to the Introduction. Following is the summary: 

Section Description 

Before You Apply This section provides information that grantees need 
to know before they initiate Applications. 

Applying Through Grants.gov This section shows the steps involved in submitting 
your application through Grants.gov.  

Completing the Application in HRSA Electronic 
Handbooks 

This section describes the steps necessary to 
complete and submit your Application in the 
Electronic Handbooks. 
 
This section consists of sub-sections that explain 
how to enter the basic information, the program 
specific information, and any project-related 
information. 

Customer Support Information This section provides contact information to address 
technical and programmatic questions. 

FAQs This section provides answers to frequently asked 
questions. 

 

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

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

  IIff  aann  aapppplliiccaanntt  oorrggaanniizzaattiioonn  hhaass  aallrreeaaddyy  ccoommpplleetteedd  GGrraannttss..ggoovv  rreeggiissttrraattiioonn  ffoorr  HHRRSSAA  oorr  aannyy  ootthheerr  FFeeddeerraall  
aaggeennccyy,,  tthhiiss  sseeccttiioonn  ccaann  bbee  sskkiippppeedd..  

Grants.gov requires a one-time registration by the applicant organization. This is a six-step process and 
should be completed by any organization wishing to apply for grants. If you do not complete this registration 
process you will not be able to submit an application. The registration process will require some time (“The 
registration process for an Organization can take between three-five business days or as long as two weeks if 
all steps are not completed on a timely basis,” according to Grants.gov). Therefore, applicants or those 
considering applying at some point in the future should register as soon as possible. Registration with 
Grants.gov provides the individuals from the organization the required credentials to apply. 

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

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

22..22..  UUsseerr  MMuusstt  RReeggiisstteerr  WWiitthhiinn  EEHHBBss  
In order to initiate your application, you will have to access the HRSA Electronic Handbooks (EHBs). To do 
this, you must register within 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.  

  NNoottee  tthhaatt  rreeggiissttrraattiioonn  wwiitthhiinn  HHRRSSAA  EEHHBBss  iiss  rreeqquuiirreedd  OONNLLYY  OONNCCEE  ffoorr  eeaacchh  uusseerr,,  rreeggaarrddlleessss  ooff  tthhee  
oorrggaanniizzaattiioonnss  tthhee  uusseerr  rreepprreesseennttss..    

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

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

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

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

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

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

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

http://www.grants.gov/applicants/get_registered.jsp�
http://www.grants.gov/contactus/contactus.jsp�
https://grants.hrsa.gov/webexternal/RegistrationWizard.asp�
http://www.hrsa.gov/grants/apply/userguide.pdf�
mailto:callcenter@hrsa.gov�
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33..  AAppppllyyiinngg  TThhrroouugghh  GGrraannttss..ggoovv  

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

1. Go to Grants.gov and locate the funding opportunity (below). 

2. Download the application package and instructions (on page 10). 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 (on page 13) 
based on the instructions provided in the program guidance. 

4. Submit the application package (on page 13) through Grants.gov. (Requires registration) 

5. Track the status of your submitted application (on page 15) at Grants.gov until you receive a notification 
from Grants.gov that your application has been received by HRSA. 

 

Figure 1: Grants.gov Home 
 

 

33..11..  LLooccaattee  FFuunnddiinngg  OOppppoorrttuunniittyy  

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

1. Point your browser to http://www.grants.gov/applicants/apply_for_grants.jsp.  

2. The APPLY FOR GRANTS Page (Figure 2) will be displayed. 

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

 
3. Click the Download a Grant Application Package link. 

4. The DOWNLOAD APPLICATION PACKAGE Page (Figure 3) will be displayed. 

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

 
5. Enter the CFDA number in the field CFDA Number, or the announcement number in the field Funding 

Opportunity Number. (Example HRSA-11-127) 

6. Click the Download Package  button. 

7. The SELECTED GRANT APPLICATIONS FOR DOWNLOAD Page (Figure 4) will open.  

Click Download a Grant Application Package. 

Enter search criteria. 
Click  Download Package. 
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33..22..  DDoowwnnllooaadd  AApppplliiccaattiioonn  PPaacckkaaggee  aanndd  IInnssttrruuccttiioonnss  

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

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

Figure 4: Selected Grant Application for Download Page (at Grants.gov) 

 
1. Click the download link for the funding opportunity. 

2. The DOWNLOAD OPPORTUNITY INSTRUCTIONS AND APPLICATION page (Figure 5) will open in a 
separate window. 

Click download. 

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


 

Grantee User Guide for CD-BC 12 of 90             User Guide For Grantees 

 

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

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

4. After you click the Download Application Package link, a dialog box will appear. 

5. Click the Use Plug-in button on the dialog. 

6. The Grant Application Package Page (Figure 6) will be displayed. 

 

Click the links to download 
the application package and 
instructions. 
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33..33..  CCoommpplleettee  AApppplliiccaattiioonn  

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

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

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

2. Complete the application using both the built-in instructions and the instructions provided in the program 
guidance.  

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

33..44..  SSuubbmmiitt  AApppplliiccaattiioonn  

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

  PPlleeaassee  ddiirreecctt  qquueessttiioonnss  rreeggaarrddiinngg  aapppplliiccaattiioonn  ssuubbmmiissssiioonn  ttoo  tthhee  GGrraannttss..ggoovv  CCoonnttaacctt  CCeenntteerr  aatt  11--880000--551188--
44772266,,  2244  hhoouurrss  aa  ddaayy,,  77  ddaayyss  aa  wweeeekk,,  eexxcclluuddiinngg  FFeeddeerraall  hhoolliiddaayyss..  

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

1. Click the Save & Submit  button on the application package cover page (Figure 6), once it’s active, to 
start the submission process.  

TThhee  SSaavvee  &&  SSuubbmmiitt   bbuuttttoonn  oonn  tthhee  aapppplliiccaattiioonn  ppaacckkaaggee  ccoovveerr  ppaaggee  wwiillll  bbeeccoommee  aaccttiivvee  oonnccee  yyoouu  hhaavvee  
ddoowwnnllooaaddeedd  tthhee  aapppplliiccaattiioonn  ppaacckkaaggee,,  ccoommpplleetteedd  aallll  rreeqquuiirreedd  ffoorrmmss,,  aattttaacchheedd  aallll  rreeqquuiirreedd  ddooccuummeennttss,,  aanndd  
ssaavveedd  yyoouurr  aapppplliiccaattiioonn  ppaacckkaaggee..  

2. When prompted, log into Grants.gov. 

Click Save to save a copy on 
your computer. 
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Figure 7: Grants.gov Login Prompt 

 
3. Your application package is uploaded to Grants.gov. A confirmation screen will appear once the upload is 

complete. 

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

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

refer to it for all subsequent help.  

Log in to submit your application. 

Grants.gov tracking 
number. 
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Figure 9: Confirmation Section of Application Submission Confirmation Page (at Grants.gov) 

 

MMaakkee  nnoottee  ooff  tthhee  GGrraannttss..ggoovv  TTrraacckkiinngg  NNuummbbeerr,,  aass  yyoouu  wwiillll  nneeeedd  iitt  llaatteerr,,  wwhheenn  yyoouu  iinniittiiaattee  tthhee  aapppplliiccaattiioonn  ((oonn  
ppaaggee  1188))..  ((TThhiiss  nnuummbbeerr  iiss  uusseedd  ttoo  aassssoocciiaattee  tthhee  GGrraannttss..ggoovv  aapppplliiccaattiioonn  wwiitthh  tthhee  EEHHBB  aapppplliiccaattiioonn..))    

33..55..  TTrraacckk  SSttaattuuss  ooff  AApppplliiccaattiioonn  

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

You can check the status of your application(s) any time after submission, by visiting Grants.gov at 
http://www.grants.gov/applicants/track_your_application.jsp. 

If there are no errors, the application will be automatically downloaded by HRSA. 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. 

Take note of the 
Grants.gov tracking 
number. 

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


 

Grantee User Guide for CD-BC 16 of 90             User Guide For Grantees 

 

44..  CCoommpplleettiinngg  tthhee  AApppplliiccaattiioonn  iinn  HHRRSSAA  EElleeccttrroonniicc  HHaannddbbooookkss  

The next step is to complete your application in the 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 ensure that they save their work at frequent intervals. 

44..11..  LLooggggiinngg  iinn  aanndd  AAcccceessssiinngg  tthhee  AApppplliiccaattiioonn  

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

2. Enter your username and password. 

Figure 10: Section of Login Screen 

 

3. Click the  Login  button 

4. The HRSA EHB Home (Welcome) Page (Figure 11) will open. 

https://grants.hrsa.gov/webexternal/login.asp�
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Figure 11: HRSA EHB Home (Welcome) Page  

 

The side menu appears on 
every screen. Use it to navigate 
through your application. 
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4.1.2 Initiating the Application (First Time Access in the HRSA EHB) 
Users who are accessing their application for the first time should follow the steps in this section to add the 
application to the list of pending applications. 

1. On the HRSA EHB Home (Welcome) page, select View Applications in the “Home” menu, under the 
Manage Applications heading on the side menu. 

Figure 12: Left Side Menu on HRSA EHB Home Page  

 

2. The View Applications page (Figure 13) will open.  

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

 
3. Click the Add Grants.Gov Application link to add your application to the list of pending applications. 

4. The Validate Grants.Gov Application Page (Figure 14) will open.  

Click Add Grants.Gov Application. 
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Figure 14: Validate Grants.Gov Application Page 

 
5. Enter the required validation information: 

• The Announcement Number (aka the Funding Opportunity Number)  
- from the Grants.Gov Submission Confirmation page (Figure 9) 

• The Grants.gov Tracking Number  
- from the Grants.gov Submission Confirmation page (Figure 9) 

• The HRSA EHBs Application Number  
- from the email notification 

6. Click the Validate button. 

7. The Grants.gov Application Validated Successfully page (Figure 15) will be displayed. Read the 
advisory. 

Figure 15: Grants.gov Application Validated Successfully Page 

 
8. Click the  Continue  button. 

  

Read the advisory. Click Continue. 

Enter the required validation information. 

Click  Validate . 
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9. The application will open in the Application Status Overview Page (Figure 16). 

Figure 16: Status Overview Page (for Entire Application) 

 

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

 
10. Click the Application Process link on the left side menu (or the corresponding Update link) for the form 

you want to enter or revise. The corresponding page will be displayed. 

  TThhee  ddeettaaiillss  ooff  tthhee  AApppplliiccaattiioonn  PPrroocceessss  ffoorrmmss  aarree  ccoovveerreedd  iinn  tthhee  EEnntteerriinngg  tthhee  BBaassiicc  IInnffoorrmmaattiioonn  ppoorrttiioonn  ooff  
tthhiiss  ddooccuummeenntt  ((oonn  ppaaggee  2266))..  

 
11. Click the Program Specific Information link on the left side menu (or the corresponding Update link) to 

enter or revise any of the program specific forms. The Status Page (for Program Specific Information) 
will be displayed (Figure 17). 
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Figure 17: Status Overview Page (for Program Specific Information) 

 

  NNoottee  tthhaatt  tthhee  ssccrreeeenn  ccoonnttaaiinnss  aa  ddiiffffeerreenntt  lleefftt  ssiiddee  mmeennuu  tthhaann  iitt  ddiidd  bbeeffoorree..  UUssee  tthhiiss  lleefftt  ssiiddee  mmeennuu  ttoo  
nnaavviiggaattee  tthhrroouugghh  tthhee  PPrrooggrraamm  SSppeecciiffiicc  IInnffoorrmmaattiioonn..      

  AAllssoo,,  wwhheenn  tthhiiss  ppaaggee  iiss  iinniittiiaallllyy  ddiissppllaayyeedd,,  tthhee  ssttaattuuss  ooff  eeaacchh  sseeccttiioonn  wwiillll  bbee  NNOOTT  CCOOMMPPLLEETTEE..  

  TThhee  ddeettaaiillss  ooff  tthhee  PPrrooggrraamm  SSppeecciiffiicc  IInnffoorrmmaattiioonn  ffoorrmmss  aarree  ccoovveerreedd  iinn  tthhee  EEnntteerriinngg  PPrrooggrraamm  SSppeecciiffiicc  
IInnffoorrmmaattiioonn  ppoorrttiioonn  ooff  tthhiiss  ddooccuummeenntt  ((oonn  ppaaggee  4411))..  
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4.1.3 Navigating within the Application 

Figure 18: Application 
Process Left Side Menu  

 

 

Navigation menus (Figure 18, Figure 19) appear on the left side of 
every screen in the Electronic Handbook. Use these menus to access 
the various pages of your application. 

You can always go to the Status page to check your progress toward 
completing your entire submission: (There are also separate Status 
pages for Program Specific Information forms, as well as for each 
project-related form.) 

• To go to the Status Overview Page (for the Entire Application) 
(Figure 16), click Status in the Application Process menu. 
 

• To access the program specific information forms, click Program 
Specific Information in the Application Process menu. This will 
display the Status Overview Page for Program Specific 
Information (Figure 17). Note that when you are on Program 
Specific Forms, there is a different left side menu. (Figure 19) 

 
• To access the project-related forms, first click Projects on the 

Program Specific Information menu (Figure 19) to display the 
Projects Page (Figure 51). Next, click the  Update  button for the 
project you want to access, to display its Project Status Page 
(Figure 53). 

 

Figure 19: Program 
Specific Left Side Menu 
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Figure 20: Menu Progression for CD-BC Applications  
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4.1.4 Accessing and Updating the Application (after it has been initiated) 
The steps detailed below describe the process of returning to an application for editing purposes. 

 
1. On the ‘HRSA EHB Home (Welcome)’ Page, click the View Applications link under the Manage 

Applications heading on the left side of the Home menu (Figure 21). 

Figure 21: Left Side Menu on ‘HRSA EHB Home (Welcome)’ Page 

  
 

2. The Pending Applications Page (Figure 22) will be displayed. 
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Figure 22: Pending Applications Page 

 
 

3. Choose the appropriate application (Capital Development – Building Capacity) and click the Begin or 
Edit link. 

  OOnnccee  aann  aapppplliiccaattiioonn  hhaass  bbeeeenn  ssttaarrtteedd,,  tthhee  BBeeggiinn  lliinnkk  wwiillll  cchhaannggee  ttoo  EEddiitt..  

 
4. The Status Overview Page (for Entire Application) (Figure 16), corresponding to the link you clicked will 

be displayed.   

  NNoottee  tthhaatt  tthhee  lleefftt  ssiiddee  mmeennuu  wwiillll  cchhaannggee  ddeeppeennddiinngg  oonn  yyoouurr  llooccaattiioonn  iinn  tthhee  aapppplliiccaattiioonn  pprroocceessss..  UUssee  tthhiiss  
lleefftt  ssiiddee  mmeennuu  ttoo  nnaavviiggaattee  tthhrroouugghh  tthhee  aapppplliiccaattiioonn..  

 
5. Click the left side menu item or the corresponding Update link for the form you want to enter or revise, as 

per steps 10 – 11 of the “Initiating the Application” section (on page 18). 
 

Click the Edit link for Building 
Capacity Application  
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44..22..  EEnntteerriinngg  tthhee  BBaassiicc  IInnffoorrmmaattiioonn  
After you open your application, the first screen that appears is the Status Overview Page (for Entire 
Application) (Figure 16), showing the various sections of overall application.  

The Status Overview Page (for Entire Application) shows the status of each basic application form as well as 
the summary status of all the “Program Specific Information.” You cannot submit your application until all 
forms in all sections are complete. 

  YYoouurr  sseessssiioonn  wwiillll  rreemmaaiinn  aaccttiivvee  ffoorr  3300  mmiinnuutteess  ssiinnccee  yyoouurr  llaasstt  aaccttiivviittyy..  PPlleeaassee  ssaavvee  yyoouurr  wwoorrkk  eevveerryy  55  
mmiinnuutteess  ttoo  aavvooiidd  uunneexxppeecctteedd  bbeehhaavviioorr..  

Within the “Application Form Status” Table, click the appropriate left side menu item or the Update link to 
open the corresponding form. 

  TThhiiss  ddooccuummeenntt  wwiillll  uussee  tthhee  lleefftt  ssiiddee  mmeennuu  ttoo  ddeessccrriibbee  hhooww  ttoo  aacccceessss  eeaacchh  ffoorrmm..  HHoowweevveerr,,  aass  nnootteedd  aabboovvee,,  
yyoouu  ccaann  aacccceessss  aannyy  aapppplliiccaattiioonn  ffoorrmm  bbyy  rreettuurrnniinngg  ttoo  tthhee  SSttaattuuss  PPaaggee  ((ffoorr  AApppplliiccaattiioonn)),,  aanndd  cclliicckkiinngg  iittss  
UUppddaattee  lliinnkk..  

  WWhheenn  aa  ssccrreeeenn  hhaass  aa  tteexxtt  bbooxx  tthhaatt  iinnddiiccaatteess  tthhee  nnuummbbeerr  ooff  cchhaarraacctteerrss  tthhaatt  aarree  aalllloowweedd  ((ee..gg..,,  44000000  cchhaarraacctteerrss)),,  
tthhee  ssttaatteedd  nnuummbbeerr  ooff  cchhaarraacctteerrss  iinncclluuddeess  ssppaacceess..  

4.2.1 Application  
The “Application Form” contains basic information about your application.     

Click the “Application” on the “Application Process” left side menu to access the “Application 
Information” (Figure 23). 

Figure 23: Application Information 
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1. Complete the required questions on this page. Fields marked with an asterisk (*) are required. 
• If you select “Yes” to the question “delinquent on debt”, you must enter an explanation in the text 

box provided. 
2. After you have completed this page, click the  Save and Continue  button to save your information, and 

proceed to the next page. 



 

Grantee User Guide for CD-BC 28 of 90             User Guide For Grantees 

 

4.2.2 Applicant Organization Information Form 
The “Applicant Organization Information” form contains information about your Organization, in addition to 
contact information for different roles.   

Click “Applicant” on the left side menu to access the “Applicant Organization Information” form. (See 
Figure 24, Figure 25). 

Figure 24: Applicant Organization Information Page (Top Portion) 

 
NOTE: Review the information on the “Applicant Organization Information” page. Fields marked with an asterisk (*) are required. 
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Figure 25: Applicant Organization Information Page (Bottom Portion) 

 
NOTE: Review the information on the “Applicant Organization Information” page. Fields marked with an asterisk (*) are required. 

 

You can perform the following functions on this screen: 
 
 

 

 MODIFY: the Applicant Organization Information and Mailing Address Information, replace the text in the 
text boxes, and select options from the drop-downs, as appropriate. 

 ADD or CHANGE: a contact can be added or changed. 

  FFoorr  tthhee  ppuurrppoossee  ooff  tthhiiss  gguuiiddee,,  tthhee  AAdddd//CChhaannggee  PPDD//PPII  eexxaammppllee  wwiillll  bbee  uusseedd..    HHoowweevveerr,,  tthhee  mmeecchhaanniissmm  wwoorrkkss  
tthhee  ssaammee  ffoorr  aannyy  ccoonnttaacctt  ttyyppee..  

 

1. Select a contact, and click  Add/Change PD/PI . The Choose Person to Add Form (Figure 26) will 
be displayed. 

Figure 26: Choose Person to Add Page 
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a. To ADD the contact, click the  Add New Person  button to make a listed person the contact. The 
(blank) Contact Information Page for the contact (Figure 27) will be displayed. 
 

b. To CHANGE a new/different person as a contact, click the  Add Selected Person  button. The 
Contact Information Page for the contact (Figure 27) will be displayed, listing the current contact 
information for the contact. 

  AAllll  tthhee  ffiieellddss  wwiillll  bbee  bbllaannkk,,  aass  yyoouu  wwiillll  nneeeedd  ttoo  pprroovviiddee  tthhee  iinnffoorrmmaattiioonn  ffoorr  tthhee  nneeww  ppooiinntt  ooff  ccoonnttaacctt..  

Figure 27: Contact Information Page (Details) 

 
Note: Fields marked with an asterisk (*) are required. 

2. Verify and revise the contact information, as necessary. 

3. Click   Save and Continue   button to save your information and return to the “Applicant 
Organization Information” page (Figure 25). 
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The user that you changed or added will be listed in the Name column as the contact. 

 UPDATE:  to update the “Contact information”, you will use the “Update Information” button.  

1. Select a contact from the list “Contact Information” section and click  Update Information. The 
existing contact information page (Figure 27) will be displayed. 

2. Verify and revise the contact information, as necessary. Fields marked with an asterisk (*) are 
required. 

3. Click   Save and Continue   to save your information and return to the “Applicant Organization 
Information” page (Figure 25). 

 

 DELETE to delete a contact from the “Contact Information” list, you will use the “Delete PD/PI”, “Delete 
BO”, “Delete SPOC” or “Delete AO” for the individual intended for deletion.   

1. Select a Contact, and click  Delete PD . 
►You will be returned to the Applicant Organization Information Form (Figure 25). 

The contact that you deleted will not be listed under the Name column 
 

 Click the  Save and Continue  button to save your work and proceed to the “Project” page. 
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4.2.3 Project / Budget Information 
The “Project / Budget Information” page provides general information about the application’s project. 

Click “Project” on the left side menu to access the “Project / Budget Information” page (Figure 28), if you 
did not arrive here from the “Applicant” page. 

Figure 28: Project / Budget Information 

 
Note: Fields marked with an asterisk (*) are required. 

1. Enter a project title in the “Descriptive Title of Applicant Project” in the field provided. 
2. Click the  Attach File  button to attach a document containing a description of the project. 

  FFoollllooww  tthhee  uussuuaall  aattttaacchhmmeenntt  pprroocceedduurreess  ttoo  aattttaacchh  tthhee  ddooccuummeenntt..  

3. Enter the “Proposed Project Period” Start Date and End Date. 

  UUssee  tthhee  ((MMMM//DDDD//YYYYYYYY))  ffoorrmmaatt  ttoo  eenntteerr  tthhee  pprroojjeecctt  ssttaarrtt  ddaattee  aanndd  pprroojjeecctt  eenndd  ddaattee..  

4. You can perform the following additional functions on the screen: 
 

 ADD the “Congressional Districts affected by the Project”:  

a. Click the  Add  button in the “Other Congressional Districts Affected by Project” section. 
b. The Select District Form (Figure 29) will be displayed. 
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Figure 29: Select Congressional Districts 

 
c. Select Congressional Districts using the drop-down menu on the form. 
d. Click the  Save and Continue  button when you are finished. You will be returned to the “Project / 

Budget Information” page (Figure 30). The Congressional Districts you selected will be listed. 
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Figure 30: Project Page (with Congressional Districts Listed) 

 
 
 DELETE the “Congressional Districts affected by the Project”, 

a. Select the Congressional District(s) to be deleted using the checkbox provided. 
b. Click the  Delete  button. 
c. The “Confirm Districts for Deletion” page (Figure 31) will be displayed, listing the districts you 

selected for deletion. 

Figure 31: Confirm Districts for Deletion 

 
d. After confirming the districts to be deleted, click the  Continue  button. You will be returned to the 

“Project / Budget Information” page (Figure 30). The Congressional Districts you deleted will no 
longer be listed. 
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 ATTACH  documentation for “Areas Affected by Project”:  

a. Click the  Attach File  button under “Attach Areas Affected” section. 

  FFoollllooww  tthhee  uussuuaall  aattttaacchhmmeenntt  pprroocceedduurreess  ttoo  aattttaacchh  tthhee  ddooccuummeenntt..  

 
b. You will be returned to the “Project / Budget Information” page (Figure 32). The Areas Affected 

attachment will be listed. 

Figure 32: Project / Budget Information Page  
(With Congressional Districts and Affected Areas Document Listed) 
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 UPDATE  the attachment in the “Areas Affected by Project” section: 

a. Click the  Update  button. The Areas Affected section allows only one attachment; it will be 
selected by default. 

b. The “Update Document Form” screen (Figure 33) will be displayed. 

Figure 33: Update Document Page  

\ 
c. Follow the usual procedures to change the attachment’s description and update the attachment. 
d. Click the  Continue  button when you are finished, you will be returned to the “Project / Budget 

Information” page (Figure 32). 
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 DELETE the attachment in the “Areas Affected by Project” section,  

a. Click the  Delete  button. The Areas Affected section allows only one attachment; it will be 
selected by default.  

b. The Delete Document Confirmation (Figure 34) will be displayed. 

Figure 34: Confirm Deletion of Affected Areas by the Project Document  

 
 

c. After confirming the attachment to be deleted, click the  Confirm Delete  button. You will be 
returned to the “Project / Budget Information” page (Figure 32). 

d. The attachment you deleted will no longer be listed. 
5. After you have completed the “Project / Budget Information” page, click the  Save and Continue  button 

to save your work and proceed to the “Budget Summary” page. 
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4.2.4 Budget Summary 
The “Budget Summary” allows users to specify the Federal and Non-Federal portions of the total budget for 
the grant. In addition, the CFDA number is displayed for the listed Grant Program.   

 

Click “Budget Summary” on the left side menu to access the “Budget Summary” page (Figure 35), if you did 
not arrive here from the “Project / Budget Information” page. 
 

  IInn  oorrddeerr  ffoorr  tthhee  BBuuddggeett  SSuummmmaarryy  FFoorrmm  ttoo  bbee  ccoonnssiiddeerreedd  ccoommpplleettee::  

  TThhee  TToottaall  FFeeddeerraall  AAmmoouunntt  ((iinn  tthhee  NNeeww  oorr  RReevviisseedd  BBuuddggeett  ccoolluummnnss))  MMUUSSTT  BBEE  EEQQUUAALL  ttoo  tthhee  FFeeddeerraall  
AAssssiissttaannccee  RReeqquueesstteedd  ((cceellll  1177cc))  ooff  tthhee  BBuuddggeett  ((SSFF--442244CC))  ppaaggee  ooff  tthhee  PPrrooggrraamm  SSppeecciiffiicc  IInnffoorrmmaattiioonn  sseeccttiioonn..  

  TThhee  TToottaall  aammoouunntt  ooff  SSttaattee  FFuunnddiinngg,,  aass  ssppeecciiffiieedd  iinn  BBuuddggeett  SSuummmmaarryy  FFoorrmm  ((ffoorr  GGrraanntt  PPrrooggrraamm  FFuunnccttiioonn))  
((FFiigguurree  3366))  mmuusstt  bbee  eeqquuaall  ttoo  tthhee  TToottaall  SSttaattee  GGrraannttss  ((rrooww  33aa,,  ccoolluummnn  dd))  ooff  tthhee  FFuunnddiinngg  SSoouurrcceess  ppaaggee  ooff  tthhee  
PPrrooggrraamm  SSppeecciiffiicc  IInnffoorrmmaattiioonn  sseeccttiioonn..  

  TThhee  TToottaall  aammoouunntt  ooff  LLooccaall  FFuunnddiinngg,,  aass  ssppeecciiffiieedd  iinn  BBuuddggeett  SSuummmmaarryy  FFoorrmm  ((ffoorr  GGrraanntt  PPrrooggrraamm  FFuunnccttiioonn))  
((FFiigguurree  3366))  mmuusstt  bbee  eeqquuaall  ttoo  tthhee  TToottaall  LLooccaall  FFuunnddiinngg  ((rrooww  33bb,,  ccoolluummnn  dd))  ooff  tthhee  FFuunnddiinngg  SSoouurrcceess  ppaaggee  ooff  tthhee  
PPrrooggrraamm  SSppeecciiffiicc  IInnffoorrmmaattiioonn  sseeccttiioonn..  

  TThhee  TToottaall  aammoouunntt  ooff  OOtthheerr  aass  ssppeecciiffiieedd  iinn  BBuuddggeett  SSuummmmaarryy  FFoorrmm  ((ffoorr  GGrraanntt  PPrrooggrraamm  FFuunnccttiioonn))  ((FFiigguurree  3366))  
mmuusstt  bbee  eeqquuaall  ttoo  tthhee  TToottaall  OOtthheerr  FFeeddeerraall  FFuunnddiinngg  ((rrooww  33cc,,  ccoolluummnn  dd))  ooff  tthhee  FFuunnddiinngg  SSoouurrcceess  ppaaggee  ooff  tthhee  
PPrrooggrraamm  SSppeecciiffiicc  IInnffoorrmmaattiioonn  sseeccttiioonn..  

  TThhee  TToottaall  aammoouunntt  iinn  ‘‘AApppplliiccaanntt’’  ffiieelldd  iinn  BBuuddggeett  SSuummmmaarryy  FFoorrmm  ((ffoorr  GGrraanntt  PPrrooggrraamm  FFuunnccttiioonn))  mmuusstt  bbee  eeqquuaall  
ttoo  tthhee  ssuumm  ooff  tthhee  TToottaall  aammoouunntt  ooff  tthhee  PPrriivvaattee  33rrdd  PPaarrttyy  ((33dd))  aanndd  TToottaall  ooff  tthhee  OOtthheerr  PPrroojjeecctt  FFiinnaanncciinngg  ((33ee))  iinn  
tthhee  FFuunnddiinngg  SSoouurrcceess  ppaaggee  ooff  tthhee  PPrrooggrraamm  SSppeecciiffiicc  IInnffoorrmmaattiioonn..  

 

 

Figure 35: Budget Summary Page 

 
1. Click  Update Budget Information . The Budget Information page (Figure 36) will be displayed. 
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Figure 36: Budget Summary (Section A – Budget Summary) 

 
Note: Fields marked with an asterisk (*) are required. 

2. Enter the information for each category to complete this page. 

3. Click  Save and Continue . You will be returned to the “Budget Summary” page (Figure 37). 

The Grant Program’s budget summary information will reflect your changes.   

Figure 37: Budget Summary Page Complete 

 
4. When you complete the “Budget Summary”, click  Save and Continue  to save your work and proceed 

to the “Assurances” page. 
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4.2.5 Appendices 
The “Appendices” allows users to attach the assurances documentation required for the CD-BC application.   

Click “Appendices” on the left side menu to access the “Appendices” page (Figure 38), if you did not arrive 
here from the “Budget Summary” page. 

 

Figure 38: Appendices Page 

 
 

  FFoollllooww  tthhee  uussuuaall  aattttaacchhmmeenntt  pprroocceedduurreess  ttoo  aattttaacchh  tthhee  ddooccuummeenntt..  

 

1. Click  Save and Continue  to save your work and proceed to the “Program Specific Information Status 
Overview” page. 
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44..33..  EEnntteerriinngg  PPrrooggrraamm  SSppeecciiffiicc  IInnffoorrmmaattiioonn  
The “Program Specific Information” section will be completed to address the specific requirements of the 
Capital Development – Building Capacity (CD-BC) program. Each section must be completed before the 
overall application can be completed and submitted.  

To get to the Program Specific Information forms, click the “Program Specific Information” link on the left 
side menu link on the Status Overview page if you did not arrive here from the “Checklist” pages. 
 

The “Program Specific Information Status Overview” page (Figure 39) will be displayed. 

Figure 39: Program Specific Information Status Overview Page 
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4.3.1 Proposal Cover Page 
The “Proposal Cover Page” provides for the entry of general information regarding your CD - BC application.   

Click “Proposal Cover Page” on the “Program Specific Information” left side menu to access the 
“Proposal Cover Page” or click the “Update” link in the “Program Specific Information Status” table.  

The “Proposal Cover Page” will be displayed (Figure 40). 

Figure 40: Proposal Cover Page (Top) 

 
Note: Fields marked with an asterisk (*) are required. 

 

1. Answer “Yes” or “No” to the first question, “Is the applicant organization currently an existing health 
center under the Section 330 Program?” 

  WWaarrnniinngg::  EElliiggiibbllee  AApppplliiccaannttss  mmuusstt  bbee  aa  ccuurrrreenntt  ggrraanntteeee  uunnddeerr  sseeccttiioonn  333300  ooff  tthhee  PPuubblliicc  HHeeaalltthh  SSeerrvviiccee  AAcctt..  

 
2. Provide the “H80 Grant Number” in the space provided. 
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  AA  ““SSaavvee””  bbuuttttoonn  hhaass  bbeeeenn  pprroovviiddeedd  aatt  tthhee  bboottttoomm  ooff  qquueessttiioonn  ##33,,  pplleeaassee  uussee  tthhiiss  ttoo  ssaavvee  yyoouurr  wwoorrkk  dduurriinngg  
eexxtteennddeedd  ddaattaa  eennttrryy  sseessssiioonnss..  

3. Answer the remaining questions to complete this page of the application. 

Figure 41: Proposal Cover Page (Bottom) 

 
Note: Fields marked with an asterisk (*) are required. 

 
4. When you have completed the “Proposal Cover Page”, click the  Save and Continue  button to save 

your work and proceed to the “Assurances” page. 
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4.3.2 Assurances 
The “Assurances” page allows you to download a standard assurances form, “certify and sign it”, and then 
attach it to the application. 

Click “Assurances” on the “Program Specific Information” left side menu to access the “Assurances” page 
(Figure 42) if you did not arrive here from the “Proposal Cover Page”. 
 

Figure 42: Assurances Page 

 
1. Click the “Download” link in the “Action” column of the “Download Template” section to download the 

document. 

Figure 43: Download Template Section of Assurances Page 

  
 

2. A “Download Warning” dialog box (Figure 44) will be displayed.  



 

User Guide For Grantees 45 of 90   Grantee User Guide for CD-BC 

 

Figure 44: Download Warning Screen 

 
3. Read the download warning, then click the  Continue button. 

4. A “File Download” dialog box (Figure 45) will be displayed. 

Figure 45: File Download Dialog Box 

  
5. Click the  Save  button to save the document to a folder on your computer. 

6. The “Save As” MS Windows dialog will be displayed (Figure 46). 

Click Save to save the document 
to a folder on your computer. 
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Figure 46: Save As Dialog Box 

 
7. Browse to the location where you want to save the document, using standard Windows browsing 

functionality. 

8. Save the document in Word 97-2003 (.doc) format. 

9. You can now click the  Close  button on the Download Warning Screen (Figure 44). 

10. Open the downloaded file (Figure 47) from the location where you saved it.   

Be sure to save the document in 
Word 97 – 2003 format. 
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Figure 47: Downloaded File - Assurances Document 

 
11. “Certify and Sign” the document by entering the information requested at the bottom of the form.   

  MMaakkee  ssuurree  yyoouu  ssaavvee  tthhee  uuppddaatteedd  ddooccuummeenntt  oonn  tthhee  hhaarrdd  ddrriivvee  ooff  yyoouurr  ccoommppuutteerr..  

 

After completing the document be 
sure to save the document in Word 
97 – 2003 format. 
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12. Click the  Attach  button in the “Assurances” section of the “Assurances” page, as shown in Figure 48 
to upload the document, as an attachment. 

Figure 48: Assurances section on the Assurances Page 

 
 

  FFoollllooww  tthhee  uussuuaall  aattttaacchhmmeenntt  pprroocceedduurreess  ttoo  aattttaacchh  tthhee  ddooccuummeenntt..  

 

13. Use the “Finished Attaching” button to be returned to the “Assurances” page (Figure 42).  The attached 
document will be listed under the “Assurances” heading. 

14. Click the Save and Continue  button at the bottom of the “Assurances” page (Figure 42) to save your 
work and proceed to the “Projects” page. 
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4.3.3 Projects 
The “Projects” page (Figure 49) allows you to add only one (1) project to your “CD-BC” application.  

 

  YYoouu  ccoouulldd  ccoommpplleettee  aallll  tthhee  pprroojjeecctt--rreellaatteedd  ffoorrmmss  bbeeffoorree  yyoouu  ccoonnttiinnuuee  wwoorrkk  oonn  tthhee  rreemmaaiinnddeerr  ooff  tthhee  PPrrooggrraamm--
SSppeecciiffiicc  ffoorrmmss..  

  AA  mmaaxxiimmuumm  ooff  11  pprroojjeecctt  iiss  aalllloowweedd  wwiitthhiinn  tthhee  CCDD--BBCC  aapppplliiccaattiioonn..  

  AApppplliiccaanntt  ccaann  aadddd  AAlltteerraattiioonn//rreennoovvaattiioonn  ((AA&&RR))  ((eexxiissttiinngg  ffaacciilliittyy))  oorr  CCoonnssttrruuccttiioonn  ((nneeww  ssiittee  oorr  eexxppaannssiioonn  ooff  
eexxiissttiinngg  ssiittee))  ttyyppee  ooff  pprroojjeecctt  iinn  tthhee  BBuuiillddiinngg  CCaappaacciittyy  aapppplliiccaattiioonn..  

 

Click “Projects” on the “Program Specific Information” left side menu to access the “Projects” page (Figure 
49), if you did not arrive here from the “Assurances” page. 

Figure 49: Projects Page 

 
 

4.3.3.1 Adding the Project  
1. Click the  Add Project  button. The “Add Project” page (Figure 50) will be displayed. 
2. Select the “Project Type” for the project. 
3. Enter a “Project Title” for the project. 

 
 
 



 

Grantee User Guide for CD-BC 50 of 90             User Guide For Grantees 

 

Figure 50: Add Project Page 

 
4. Click the  Save and Continue  button. 
5. You will then go to the “Add Project – Qualification Criteria” page (Figure 51).   
6. There are 5 required questions. Answer all 5 questions with a “Yes” or “No” and add comments when 

required. 
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Figure 51: Add Project – Qualification Criteria 

 
7. Click the  Save and Continue  button to add the proposed project to the application. You will return to the 

Proposed Projects page (Figure 53). 

  AA  ““SSaavvee””  bbuuttttoonn  hhaass  bbeeeenn  pprroovviiddeedd  aatt  tthhee  bboottttoomm  ooff  qquueessttiioonn  ##33;;  pplleeaassee  uussee  tthhiiss  ttoo  ssaavvee  yyoouurr  wwoorrkk  dduurriinngg  
eexxtteennddeedd  ddaattaa  eennttrryy  sseessssiioonnss..  

  TThhee  ““QQuuaalliiffiiccaattiioonn  CCrriitteerriiaa””  wwiillll  bbee  nnootteedd  wwiitthh  aann  aasstteerriisskk  ((**))  iiff  ssttiillll  iinnccoommpplleettee..    

  TToo  ccoommpplleettee  tthhee  ““PPrroojjeecctt  DDeettaaiillss””  ffoorr  tthhee  pprroojjeecctt  yyoouu  wwiillll  uussee  tthhee  ““UUppddaattee  PPrroojjeecctt  DDeettaaiillss””  bbuuttttoonn  aanndd  
ffoollllooww  tthhee  iinnssttrruuccttiioonnss  bbeellooww..  

  BBootthh  sseeccttiioonnss,,  ““QQuuaalliiffiiccaattiioonn  CCrriitteerriiaa””  aanndd  ““PPrroojjeecctt  DDeettaaiillss””  mmuusstt  bbee  ccoommpplleettee  iinn  oorrddeerr  ttoo  ccoommpplleettee  tthhee  
pprroojjeecctt..  
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Figure 52: Proposed Project Page  

 
 

The “Project” is not complete however, until you complete the “Update Project Details” for the project. 

 

  TToo  ddeelleettee  tthhee  pprroojjeecctt  ffrroomm  tthhiiss  ppaaggee,,  cclliicckk  tthhee   Delete   bbuuttttoonn..  
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4.3.3.2 Completing the Project Details 
The “Project” in the CD-BC application will have “Project Details” that will need to be completed before the 
application can be submitted. Complete the project-related pages for the project. 

  TThhee  bbuuddggeett  iinnffoorrmmaattiioonn  ffoorr  eeaacchh  pprroojjeecctt  wwiillll  bbee  aaddddeedd  aanndd  lliisstteedd  oonn  tthhee  ““BBuuddggeett  ((SSFF--442244CC))””  ppaaggee  ooff  tthhee  
CCDD--BBCC  aapppplliiccaattiioonn..  

  TThhee  FFeeddeerraall  aammoouunntt  rreeqquueesstteedd  sshhoouulldd  nnoott  bbee  lleessss  tthhaann  $$550000,,000000  aanndd  sshhoouulldd  nnoott  bbee  mmoorree  tthhaann  $$55,,000000,,000000..  

 

Click “Update Project Details” button on the “Projects” list page to access the “Project Status”. 

 

Figure 53: Project Status Page  

 
 

  TThheerree  wwiillll  oonnllyy  bbee  oonnee  ““PPrroojjeecctt  SSttaattuuss  PPaaggee””  ffoorr  tthhee  CCDD--BBCC  aapppplliiccaattiioonn..  
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4.3.3.2.1 Project Cover Page  
The “Project Cover Page” will allow you to enter general information about the project. 

Click “Project Cover Page” on the Projects left side menu to access the Project Cover Page (Figure 54) or 
click the “Update” link in the “Project Status” table. 

Figure 54: Project Cover Page  

 
1. Update the “Project Title” if necessary. 

  TThhiiss  iiss  tthhee  oonnllyy  ffoorrmm  tthhaatt  ppeerrmmiittss  yyoouu  ttoo  uuppddaattee  tthhee  PPrroojjeecctt  TTiittllee..  

2. Enter the “Improved Square Footage” under “Site Information” section for the project. 
3. Enter the “Project Description” for the project. 
4. Click the  Add  button in the “Project Management” section to add the “Project Manager” information. 

The “Project Manager Information” page (Figure 55) will be displayed. 
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Figure 55: Contact Information Page (for Project Manager)  
 

 
5. Complete the “Project Manager Information” and click the  Save and Continue  button. You will be 

returned to the Proposal Cover Page (Figure 54). 
The Project Manager will be listed. You can use the  Update Information  and  Delete  buttons to perform 
their respective functions. 

6. Complete the remaining questions on this page, and click the   Save and Continue   button to save your 
information and proceed to the next project-related form. 

  FFoorr  qquueessttiioonn  44,,  ““PPrroojjeecctt  TTiimmeelliinnee””  uussee  tthhee  ddaattee  ffoorrmmaatt  ((MMMM//YYYYYYYY))..      
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4.3.3.2.2 Equipment List Page 
Provide the equipment information requested for the project in the Equipment List page below. 

Click “Equipment List” on the “Projects” left side menu to access the Equipment List Page (Figure 56), if 
you did not arrive here from the “Project Cover Page”. 

Figure 56: Equipment List Page  

 
1. Click the  Add  button to add a piece of equipment. The “Add Equipment Information” page (Figure 57) 

will be displayed.      

Figure 57: Add Equipment Information 

 
2. Select the “Type” of equipment from the drop-down menu. 
3. Enter the “Description”, “Unit Price”, and “Quantity”. 
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  TThhee  ttoottaall  vvaalluuee  wwiillll  bbee  ccaallccuullaatteedd  aauuttoommaattiiccaallllyy  oonn  tthhee  ““EEqquuiippmmeenntt  LLiisstt””  ppaaggee..      

4. When you have completed the entries, click the  Save and Continue  button. You will be returned to the 
“Equipment List” page (Figure 56). 

  RReeppeeaatt  sstteeppss  ffoorr  EEAACCHH  eeqquuiippmmeenntt  iitteemm  tthhaatt  wwiillll  bbee  ppaarrtt  ooff  tthhiiss  pprroojjeecctt..      

Figure 58: Equipment List Page (With Equipment Added) 

 
 

 

  TThhee  eeqquuiippmmeenntt  yyoouu  eenntteerreedd  wwiillll  bbee  lliisstteedd,,  aanndd  tthhee  ““TToottaall””  wwiillll  bbee  ccaallccuullaatteedd  aauuttoommaattiiccaallllyy..      

 
5. At this point, you can perform the following additional functions on the screen: 

 
 To ADD more equipment, repeat steps 1-4.  

 To DELETE equipment, 

a. Select the equipment you want to delete. 

b. Click the  Delete  button. 

c. A “Delete Equipment Information Confirmation” page will be displayed. 

d. Click the  Confirm Delete  button to confirm the deletion. You will be returned to the “Equipment 
List” page (Figure 58). The equipment you deleted will no longer be listed nor included in the 
Total Price. 

 To UPDATE equipment, 

a. Select the Equipment you want to update. 
b. Click the  Update  button. The “Edit Equipment Information” page will be displayed, indicating 

the details of the equipment you selected.  
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c. Make any necessary changes to the fields on the screen, and click the  Save and Continue  
button. You will be returned to the “Equipment List” page (Figure 58). 
The modifications you made to the equipment will be reflected. 
 

6. When you are finished entering all your equipment for this project, click the  Save and Continue  button to 
save your work and proceed to the “Budget (SF-424C) page. 
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4.3.3.2.3 Budget (SF-424C) 
The “Budget (SF-424C)” page allows you to categorize the costs for the project, and specify the amount of 
Federal Assistance requested. 

Click “Budget (SF-424C)” link on the Projects left side menu to access this form (Figure 59), if you did not 
arrive here from the “Equipment List” page. 

Figure 59: Budget (SF-424C) Page (After Entry) 

 
1. Enter the requested information. (The “Costs Not Allowable for Participation” column, the “SUBTOTAL 

ROWS”, and the “TOTAL PROJECT COSTS” row will auto-calculate when you press the tab key)  

2. Enter the “Federal assistance requested” amount and click the  Save  button. 
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  TThhee  aammoouunntt  iinn  cceellll  1100cc  mmuusstt  bbee  eeqquuaall  ttoo  tthhee  TToottaall  PPrriiccee  ooff  aallll  eeqquuiippmmeenntt  lliisstteedd  iinn  tthhee  EEqquuiippmmeenntt  LLiisstt  
PPaaggee  ((FFiigguurree  5588))..  

  TThhee  FFeeddeerraall  aassssiissttaannccee  rreeqquueesstteedd  ((cceellll  1177cc))  sshhoouulldd  bbee  lleessss  tthhaann  oorr  eeqquuaall  ttoo  tthhee  TTOOTTAALL  PPRROOJJEECCTT  CCOOSSTTSS  
((cceellll  1166cc))..    

 

NNOOTTEESS  RREEGGAARRDDIINNGG  TTHHEE  SSUUMM  OOFF  AALLLL  PPRROOJJEECCTTSS::      

11..    TThhee  FFeeddeerraall  AAssssiissttaannccee  RReeqquueesstteedd  ((cceellll  1177cc))  FFOORR  TTHHEE  AAPPPPLLIICCAATTIIOONN  mmuusstt  bbee  lleessss  tthhaann  oorr  eeqquuaall  ttoo  
$$55,,000000,,000000  aanndd  mmoorree  tthhaann  oorr  eeqquuaall  ttoo  $$550000,,000000..  

22..    TThhee  FFeeddeerraall  AAssssiissttaannccee  RReeqquueesstteedd  ((cceellll  1177cc))  FFOORR  TTHHEE  AAPPPPLLIICCAATTIIOONN  sshhoouulldd  bbee  eeqquuaall  ttoo  tthhee  FFeeddeerraall  
AAmmoouunntt,,  aass  eenntteerreedd  iinn  tthhee  BBuuddggeett  SSuummmmaarryy  FFoorrmm..      

 

3. When you have completed this page, click the Save and Continue  button at the bottom of the screen to 
save your work and proceed to the “Funding Sources” page. 
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4.3.3.2.4 Funding Sources 
The “Funding Sources” page allows you to categorize the remaining funding for the project (i.e., the Non-
Federal funding).    

  TThhee  rreemmaaiinniinngg  ffuunnddiinngg  ffoorr  tthhee  pprroojjeecctt  rreeffeerrss  ttoo  tthhee  BBuuddggeett  FFoorrmm  ((FFiigguurree  5599))..  IItt  iiss  tthhee  ddiiffffeerreennccee  bbeettwweeeenn  tthhee  
TTOOTTAALL  PPRROOJJEECCTT  CCOOSSTTSS  ((cceellll  1166cc))  aanndd  tthhee  aammoouunntt  ooff  FFeeddeerraall  AAssssiissttaannccee  RReeqquueesstteedd  ((cceellll  1177cc))..  

Click “Funding Sources” on the Projects left side menu to access this form (Figure 60), if you did not arrive 
here from the “Budget (SF-424C) page. 

Figure 60: Funding Sources Form (After Entry) 

 
1. Enter values in the appropriate boxes to account for the total of “Other Funding Sources” (if there are 

any) for the project.   

  TThhee  TToottaall  ccoolluummnn  aanndd  tthhee  ““TToottaall  OOtthheerr  FFuunnddiinngg  SSoouurrcceess””  rrooww  wwiillll  bbee  aauuttoommaattiiccaallllyy  ccaallccuullaatteedd  wwhheenn  yyoouu  
pprreessss  tthhee  ttaabb  kkeeyy,,  cclliicckk  iinn  aannootthheerr  eennttrryy  bbooxx,,  oorr  cclliicckk  tthhee  SSaavvee  bbuuttttoonn..  

  TThhee  ““TToottaall  OOtthheerr  FFuunnddiinngg  SSoouurrcceess””  ffoorr  tthhee  pprroojjeecctt  ((ii..ee..,,  tthhee  NNoonn--FFeeddeerraall  FFuunnddiinngg))  ccaann  bbee  ccaallccuullaatteedd  ffrroomm  tthhee  
FFuunnddiinngg  SSoouurrcceess  IInnffoorrmmaattiioonn  sseeccttiioonn  oonn  tthhiiss  ffoorrmm  ((aabboovvee  tthhee  eennttrryy  bbooxxeess))..  SSuubbttrraacctt  tthhee  FFeeddeerraall  GGrraanntt  
RReeqquueesstteedd  ((iinn  lliinnee  22))  ffrroomm  tthhee  TToottaall  PPrroojjeecctt  CCoossttss  ((iinn  lliinnee  11))..  
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2. After you have completed the form, click the Save and Continue  button at the bottom of the screen to 
save your work and proceed to the next form.  

3. If there are no other funding sources, you will still need to click the Save and Continue  button at the 
bottom of the screen. This will complete the form. 
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4.3.3.2.5 Budget Justification 
The “Budget Justification” page is used to upload a budget justification document for the proposed project. 
The budget justification is a required document. 

Click “Budget Justification” on the “Projects” left side menu to access this form (Figure 61), if you did not 
arrive here from the “Funding Sources” page. 

 
The “Budget Justification” page will be displayed.  

Figure 61: Budget Justification Page 

 
1. Click the Attach  button in the “Budget Justification” section. 

  FFoollllooww  tthhee  uussuuaall  aattttaacchhmmeenntt  pprroocceedduurreess  ttoo  aattttaacchh  tthhee  ddooccuummeenntt..  

2. When you have completed this page, click the Save and Continue  button at the bottom of the screen 
to save your work and proceed to the “Form 5B: Service Sites” page. 
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4.3.3.2.6 Form 5B: Service Site Page 
The “Form 5B: Service Site” page is used to identify the sites where the project will occur. 

Click “Form 5B: Service Site” on the “Projects” left side menu to access this form (Figure 62), if it is not 
already displayed. 

  IIff  yyoouu  hhaavvee  nnoott  eenntteerreedd  aa  vvaalliidd  HH8800  ggrraanntt  nnuummbbeerr  oonn  tthhee  aapppplliiccaattiioonn  ““PPrrooppoossaall  CCoovveerr  PPaaggee””  yyoouu  wwiillll  nnoott  bbee  
aalllloowweedd  ttoo  sseelleecctt  ssiitteess  oorr  pprroocceeeedd  wwiitthh  tthhee  aapppplliiccaattiioonn..  

 
The “Form 5B: Service Site” page will be displayed; applicant can click the “Pick Site From Scope” button 
to select a site from their existing scope or click on “Add New Site” to propose a new site.  

4.3.3.2.7 Pick Site From Scope 

Figure 62: Form 5B: Service Site Page 

 
 

  IIff  yyoouu  ddoo  nnoott  hhaavvee  aa  vvaalliidd  HH8800  ggrraanntt  nnuummbbeerr,,  tthhee  ‘‘PPiicckk  SSiittee  FFrroomm  SSccooppee’’  bbuuttttoonn  wwiillll  bbee  ddiissaabblleedd..  

  OOnnllyy  SSiitteess  tthhaatt  aarree  ppaarrtt  ooff  yyoouurr  HH8800  ggrraanntt  ssccooppee  aarree  eelliiggiibbllee  ttoo  bbee  aaddddeedd  ttoo  aa  CCDD--BBCC  aapppplliiccaattiioonn..    

1. Click the  Pick Site From Scope  button to propose a site. The “Select Site From Scope” list (Figure 63) 
will open. 

 

  AApppplliiccaanntt  mmaayy  sseelleecctt  aann  AAddmmiinniissttrraattiivvee  oonnllyy  ssiittee..    

  AApppplliiccaanntt  mmaayy  sseelleecctt  aann  AAddmmiinniissttrraattiivvee//SSeerrvviiccee  DDeelliivveerryy  ssiittee..  

  AApppplliiccaanntt  mmaayy  sseelleecctt  aa  SSeerrvviiccee  DDeelliivveerryy  ssiittee..  

  AApppplliiccaanntt  mmaayy  sseelleecctt  aa  DDoommeessttiicc  VViioolleennccee  ssiittee..  
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Figure 63: Select Site From Scope List Page 

 
2. Select the “Site” from the list of sites in “Existing Scope” list, and click the  Save and Continue  button. 

You will be taken to the “Update Site” page. 

  AAddmmiinniissttrraattiivvee  ssiitteess  wwiillll  nneeeedd  ttoo  bbee  ccoonnvveerrtteedd  ttoo  AAddmmiinniissttrraattiivvee//SSeerrvviiccee  DDeelliivveerryy  oorr  SSeerrvviiccee  DDeelliivveerryy  tthhrroouugghh  
aa  CChhaannggee  iinn  SSccooppee  rreeqquueesstt..  

 
3. On the “Update Site” page (Figure 64) you are able to update the “Service Area Zip Codes” if 

necessary.  

a. Click the  Add  button to add additional Service Area Zip Codes. 

b. Click the  Update  button to update the list of existing Service Area Zip Codes. 

c. Click the  Remove  button to remove any Service Area Zip Codes. 

4. Click the  Save and Continue  button. You will be taken to the “Site Confirmation” page. 

  AApppplliiccaannttss  aarree  NNOOTT  aalllloowweedd  ttoo  cchhaannggee  aannyy  ssiittee  ddeettaaiillss  eexxcceepptt  ffoorr  tthhee  zziipp  ccooddeess  ffoorr  tthheeiirr  HH8800  aapppprroovveedd  ssiitteess..  
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Figure 64: Update Site Page 

 
5. On the “Site Confirmation” page (Figure 65), review the information. Use the  Go to Previous Page  

button to modify the “Service Area Zip Codes” if necessary. 

6. Click the  Confirm  button when you are ready to confirm the addition of this site to the “Project”. 
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Figure 65: Confirm Site Page 

 
 

7. You will be returned to the “Form 5B: Service Site” page (Figure 66); click the  Save and Continue  
button to proceed to the “Other Requirements for Sites” page. 
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Figure 66: Service Site Added 

 

  AApppplliiccaannttss  aarree  NNOOTT  aalllloowweedd  ttoo  cchhaannggee  aannyy  ssiittee  ddeettaaiillss  ffoorr  tthheeiirr  HH8800  aapppprroovveedd  ssccooppee  ((wwiitthh  tthhee  eexxcceeppttiioonn  ooff  
sseerrvviiccee  aarreeaa  zziipp  ccooddeess))..  
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4.3.3.2.8 Adding New Sites  

  AApppplliiccaannttss  mmaayy  aadddd  aa  nneeww  ssiittee  ffoorr  eeaacchh  pprroojjeecctt  ttyyppee::  AAlltteerraattiioonn//rreennoovvaattiioonn  ((AA&&RR))  ((eexxiissttiinngg  ffaacciilliittyy))  oorr  
CCoonnssttrruuccttiioonn  ((nneeww  ssiittee  oorr  eexxppaannssiioonn  ooff  eexxiissttiinngg  ssiittee))..  

 
1. Click the  Add New Site  button to propose a site. The “Service Site Checklist” (Figure 67) will open. 

Fields marked with an asterisk (*) are required. 

Figure 67: Service Site Checklist 

 
2. Select the answers to complete the checklist questionnaire and click the  Verify Qualification  button. 

Fields marked with an asterisk (*) are required. The List of Pre-registered Performance Sites at HRSA 
Level page (Figure 68) will open. 

  AApppplliiccaannttss  ccaannnnoott  aadddd  aann  AAddmmiinniissttrraattiivvee  oonnllyy  ssiittee..  

  AApppplliiccaannttss  ccaannnnoott  aadddd  aa  ssiittee  ooppeerraatteedd  bbyy  aa  SSuubb--rreecciippiieenntt..  

  AApppplliiccaannttss  ccaannnnoott  aadddd  aa  ssiittee  ooppeerraatteedd  bbyy  aa  CCoonnttrraaccttoorr..  

  AApppplliiccaannttss  ccaannnnoott  aadddd  aa  MMoobbiillee  VVaann  ssiittee..  
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Figure 68: List of Pre-registered Performance Sites at HRSA Level 

 
 

  AApppplliiccaannttss  ccaann  aadddd  aa  DDoommeessttiicc  VViioolleennccee  ssiittee..  

  AApppplliiccaannttss  ccaann  aadddd  aann  AAddmmiinniissttrraattiivvee//SSeerrvviiccee  DDeelliivveerryy  ssiittee..  

  AApppplliiccaannttss  ccaann  aadddd  aa  SSeerrvviiccee  DDeelliivveerryy  ssiittee..  

 
 

3. To REGISTER the performance site (if the performance site to be proposed and is not pre-registered),  
a. Select the site, and click the  Register Performance Site  button. The first Add 

Performance Site Page (Figure 69) will open.   
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Figure 69: Add Performance Site: Site Name, Site Type, Address Type 

 

b. Provide the site name, site type, select the address type, then click the  Next >  button. 
c.  Depending on the address type selected, an appropriate address form will be presented. 
d. Click the  Cancel  button (or the Cancel link in left menu) to cancel the registration 

process of a performance location  
 

e. If you selected a ‘standard address’,  
i. The Physical Location Address Form (Figure 70) will be displayed. Fields marked 

with an asterisk (*) are required. 
ii. Complete the form.  

Figure 70: Physical Location Address Form 
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iii. Click the  Next >  button. The Add Performance Site Confirmation Page (Figure 
71) will be displayed. 

Figure 71: Add Performance Site Confirmation Page 

 
iv. Click the  Next >  button to confirm the Performance Site. The Site Created 

Successfully Page (Figure 72) will be displayed. 

Figure 72: Site Created Successfully Page 

 
v. Click the  Finish  button. You will be returned to the List of Pre-registered 

Performance Sites at HRSA Level Page (Figure 68). 
The site you registered will be listed. 
 

f. If you selected an ‘existing location’s address’ radio option in figure 69,   
 

g. The Choose Address From Existing Locations Form (Figure 73) will be displayed.  
i. Select an address from one of the existing locations.  
ii. Click the  Next >  button; the Site Created Successfully Page (Figure 72) will be 

displayed. 
iii. Click the  Finish  button. You will be returned to the List of Pre-registered 

Performance Sites at HRSA Level Page (Figure 68). 
iv. The site you registered will be listed. 
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Figure 73: Add Performance Site: Choose Address From Existing Locations 

 
 

h. If you selected a ‘non-standard address’,  
i. The Add Performance Site Form (Figure 74) will be displayed.  

Figure 74: Add Performance Site Form 
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ii. Provide the ‘non-standard address’ with a street address, city, state, and zip-code.  
iii. Click the  Next >  button; the Site Created Successfully Page (Figure 72) will be 

displayed. 
iv. Click the  Finish  button. You will be returned to the List of Pre-registered 

Performance Sites at HRSA Level Page (Figure 68). 
v. The site you registered will be listed. 

 

4. To UPDATE the name of a pre-registered site,  

a. Select the performance site, and click the  Update the Registered Performance Site  button. The 
Update Performance Site Page (Figure 75) will be displayed.   

Figure 75: Update Performance Site Page 

 
b. Modify the name of the Performance Site. 

c. Click the  Next > button; the Site Updated Successfully Page (Figure 65) will be displayed. 

Figure 76: Site Updated Successfully Page 

 
d. Click the  Finish  button. You will be returned to the List of Pre-registered Performance Sites 

at HRSA Level Page (Figure 68). 

The new name for the site you updated will be displayed. 
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5. To SELECT this Location (i.e., propose site),  

a. Select the site, and click the  Select This Location  button. The Update Site Form (Figure 77) will 
be displayed. Fields marked with an asterisk (*) are required. 

  SSyysstteemm  wwiillll  nnoott  aallllooww  aapppplliiccaannttss  ttoo  uuppddaattee  tthhee  ““ssiittee  ooppeerraatteedd””  bbyy  ffiieelldd..  

  AAllll  aapppplliiccaannttss  wwhhoo  aarree  HH8800  ggrraanntteeeess  aarree  aalllloowweedd  ttoo  pprrooppoossee  ssiitteess  ffrroomm  tthheeiirr  aapppprroovveedd  ssccooppee..  

  UUsseerrss  sshhoouulldd  bbee  mmiinnddffuull  tthhaatt  tthhee  ssyysstteemm  ttiimmeess--oouutt  aafftteerr  3300  mmiinnuutteess  ooff  iinnaaccttiivviittyy..  CCoommpplleettiinngg  
FFoorrmm  55BB  ––  UUppddaattee  SSiittee  mmaayy  bbee  aa  lleennggtthhyy  pprroocceessss..  UUsseerrss  aarree  aaddvviisseedd  ttoo  ssaavvee  tthheeiirr  wwoorrkk  aatt  lleeaasstt  
eevveerryy  1155  mmiinnuutteess  ttoo  aavvooiidd  lloossss  ooff  ddaattaa..  SSeeee  tthhiiss  mmeessssaaggee  iinn  UUppddaattee  SSiittee  ffoorrmm  aass  sshhoowwnn  iinn  FFiigguurree  
7777..  

 Figure 77: Update Site Form 

 
b. Update existing information, as allowed, or provide additional information about the site in the 

Update Site form. Fields marked with an asterisk (*) are required. 

• Click the Change Site Name  button to update the site’s name; follow the procedure to 
update the name of a pre-registered site (on page 65). You will be returned to the Update 
Site Form (Figure 77). 

  AApppplliiccaannttss  aarree  NNOOTT  aalllloowweedd  ttoo  cchhaannggee  aannyy  ssiittee  ddeettaaiillss  iiff  tthhee  aapppplliiccaanntt  iiss  aann  HH8800  ggrraanntteeee,,  aanndd  
tthhee  pprrooppoosseedd  ssiittee  iiss  ppaarrtt  ooff  tthhee  ggrraanntteeee’’ss  aapppprroovveedd  ssccooppee  eexxcceepptt  ffoorr  tthhee  sseerrvviiccee  aarreeaa  zziipp  
ccooddeess..    
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4.3.3.2.9 Add Site Checklist 
The “Add Site Checklist” page is required, if the applicant adds a new site in form 5B: Service Site. If the 
applicant has selected a site from the approved H80 scope, simply click the “Save and Continue” button to 
complete the page. 

Click “Add Site Checklist” on the “Projects” left side menu to access this form (Figure 78) if did not arrive 
here from the “Form 5B: Service Site” page or click on ‘Complete Add site Checklist’ link on the Add project 
page displayed under the proposed project section on form 5B: Service Site. 

 
The “Add Site Checklist” page will be displayed.  

Figure 78: Add Site Checklist Page 

 
1. You are exempted from filling out this form if you are not adding a new site. Click the Save and 

Continue  button at the bottom of the screen to save your work and proceed to the “Other 
Requirements for Sites” page. 
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4.3.3.2.10 Other Requirements for Sites Page 
The “Other Requirements for Sites” page contains miscellaneous questions regarding the project’s site, and 
allows you to attach a Statement of Agreement. 

  AApppplliiccaannttss  wwiillll  bbee  aabbllee  ttoo  pprroovviiddee  iinnffoorrmmaattiioonn  oonnllyy  aafftteerr  tthheeyy  hhaavvee  aaddddeedd  aa  ssiittee  iinn  FFoorrmm  55BB..  

Click “Other Requirements for Sites” on the “Projects” left side menu to access the Other Requirements 
for Sites Page (Figure 79), if you did not arrive here from the “Form 5B: Service Site” page. 

Figure 79: Other Requirements for Sites Page 

 
1. Answer the questions on this page. Fields marked with an asterisk (*) are required. 

2. If the property is leased click the  Attach  button to attach “Landlord Letter of Consent”. 

3. If the property is leased or owned click the  Attach  button to attach “Property Information”. 

  UUssee  tthhee  uussuuaall  pprroocceedduurree  ttoo  aattttaacchh  tthheessee  ddooccuummeennttss..  

  TThhee  ““LLaannddlloorrdd  LLeetttteerr  ooff  CCoonnsseenntt””  iiss  rreeqquuiirreedd  wwhheenn  ““LLeeaasseedd””  iiss  sseelleecctteedd  iinn  QQuueessttiioonn  11..  

  TThhee  ““PPrrooppeerrttyy  IInnffoorrmmaattiioonn””  iiss  rreeqquuiirreedd  wwhheenn  ““LLeeaasseedd””  oorr  ““OOwwnneedd””  iiss  sseelleecctteedd  iinn  QQuueessttiioonn  11..  

4. Click the  Save and Continue  button to save your work and proceed to the “EID Checklist” page. 
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4.3.3.2.11 Environmental Information and Documentation (EID) Checklist 
The “Environmental Information and Documentation (EID) Checklist” provides you with a checklist form 
that you must download, complete, and then upload as an attachment. 

Click the “EID Checklist” link on the “Projects” left side menu to access this form (Figure 80), if you did not 
arrive here from the “Other Requirements for Sites” page. 

Figure 80: Environmental Information and Documentation (EID) Checklist Page 

 
1. Follow a similar procedure to the “Budget Justification” section for this page. Click the “Download” link 

to open and save the “Electronic Information and Documentation (EID) Checklist” template on the 
computer’s hard-drive (Figure 81). 

  FFoollllooww  tthhee  uussuuaall  aattttaacchhmmeenntt  pprroocceedduurreess  ttoo  aattttaacchh  tthhee  ddooccuummeenntt..  
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Figure 81: Environmental Information and Documentation (EID) Checklist Template 

 
2. Complete the EID form. 

3. Save the document on the hard drive of your computer. 

4. Follow a similar procedure to steps 12 - 18 (on page 48) in the Assurances Page section (on page 44) 
of this document to attach (i.e., upload) the completed EID Checklist document. 

5. After you have attached the EID Checklist document, and have returned to the Environmental 
Information and Documentation (EID) Checklist Form (Figure 80), 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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4.3.3.2.12 Other Project Documents Page 
The “Other Project Documents” page provides a mechanism for you to attach project-relevant documents. 
You must attach documents for document types marked with an asterisk (*). 

Click the “Other Project Documents” link on the “Projects” left side menu to access this form (Figure 82), if 
you did not arrive here from the “EID Checklist” page. 
 

Fields marked with an asterisk (*) are required. 

Figure 82: Other Project Documents Page 

 
1. Click the  Attach  button and follow the usual attachment procedure for each of the documents you need 

to attach. 

2. When you have finished attaching all the documents, click the  Save and Continue  button to save your 
work. 

3. You will be returned to the “Project Status Overview” page (Figure 83) for the project. 

If all the project-related forms have been correctly entered and are complete, the status of each form will be 
COMPLETE. 
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Figure 83: Project Status Overview Page (All Forms Completed) 
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4.3.3.3 After You Finish Entering a Project 
After you finish entering the information for a “Project”, and you return to the “Project Status Overview” 
page (Figure 83). 

1. Click the  Go Back to Project List  button to return to the “Projects” page (Figure 84). 

2. Click the Save and Continue button in the “Projects” page to proceed to the “Consolidated Budget” 
page and resume entering Program Specific Information for the application.  

Figure 84: Projects Page (Showing Project Completed) 

 
From the Projects Page:  

3. Click the  Update Project Details  (or  Delete Project ) button under a project, to respectively update or 
delete the project. 

4. Click the  Save and Continue  button to proceed to the “Consolidated Budget” page of the “Program 
Specific Information”. 
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44..44..  RReevviieewwiinngg  tthhee  AApppplliiccaattiioonn  
The “Status Overview” page for the “Entire Application” (Figure 85) shows the completion status of each 
application form.  All forms must be complete before you can submit your application. 

Figure 85: Status Overview Page for the Entire Application  

 
You can use this page to perform the following functions (in addition to updating forms): 
1. To review the status of the Program Specific Information, click “Program Specific Information”. The 

“Status Overview” page (for Program Specific Information) will be displayed (Figure 86). 

2. To view or print application-related forms, click “Review” in the “Review and Submit” section on the side 
menu.  The “Table of Contents” for Entire Application will open in a TOC format (Figure 87). 

3. To start the submission process from this page, click the “Submit” link in the “Review and Submit” 
section on the side menu. The “Status Overview” page for the entire application (Figure 88) will be 
displayed. 

o Click “Program Specific Information” to go to the “Status 
Overview” page for the “Program Specific Information”. 
 

o Click “Review” to open the “Review” page for the entire application. 
 
o Click “Submit” to start the submission process. 
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Figure 86: Program Specific Status Overview Page (Complete) 

 
You can also use this page to start the submission process by clicking  Submit to HRSA  on the “Status 
Overview” page for the entire application (Figure 88). 

Figure 87: Review Page for Entire Application 

 
The Table of Contents lists the application-related forms.  
4. Use the View links in the Action column to view a read-only version of a form. 

Click View links to view individual 
sections of your application. 

Click  Print All HTML Forms  to get a 
printable copy of all HTML forms. 
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5. Click  Print  to get a printable version of the Table of Contents. 

6. Click  Print All HTML Forms  to print all forms that are HTML (i.e., forms that were completed within the 
application, not attachments). Attachments can be printed by clicking on individual View links for 
Document (attachment) type forms and then printing the document. 

7. Click  Proceed to Submit Page  to go to the “Status Overview” page for the entire application (Figure 88) 
to begin the submission process.   

  YYoouu  ccaann  aallssoo  cclliicckk  ““SSuubbmmiitt  ttoo  HHRRSSAA””  oonn  tthhee  lleefftt  ssiiddee  mmeennuu  ttoo  bbeeggiinn  tthhee  ““SSuubbmmiitt””  aapppplliiccaattiioonn  pprroocceessss..  
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44..55..  SSuubbmmiittttiinngg  AApppplliiccaattiioonn  
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 left side menu of the “Status Overview” page 
for the entire application (Figure 85) to start the submission process. 

2. If all the forms are marked COMPLETE, the “Status Overview” page (Figure 88) will display the  Submit 
to AO  button at the bottom of the screen. 

  IIff  yyoouu  hhaavvee  tthhee  ‘‘SSuubbmmiitt  ttoo  HHRRSSAA’’  pprriivviilleeggee,,  aa  SSuubbmmiitt  ttoo  HHRRSSAA    bbuuttttoonn  wwiillll  bbee  ddiissppllaayyeedd  iinnsstteeaadd..  

Figure 88: Status Overview Page for the Entire Application 

  
3. Click the  Submit to AO  button. The “Certifications and Acceptances” age (Figure 89) will be 

displayed. 
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Figure 89: Submit – Certifications and Acceptances Page 

 

4. Answer the questions on the form.  (The asterisk (*) next to Certifications and Acceptances means that 
the answers to these questions are required.) 

5. Click the  Submit Application  button to submit your application to HRSA. The “Email Notification Sent 
to AO” will be displayed. 

OR 

Figure 90: Submit – Certifications and Acceptances for AO 

 

6. If you have the “Submit to HRSA” privilege, Click the  Submit Application  button. You will see the 
“Application Submission Confirmation” page (Figure 91) displayed. 
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Figure 91: Application Submission Confirmation Page 

 

7. Take note of the Application Number 

• You may optionally print the confirmation page by clicking the  Print  button. 

8. Click the  Go Back to Home Page  button (at the bottom the screen, not shown) to go to the ‘HRSA EHB 
Home (Welcome)’ Page (Figure 11) to perform additional work. 
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55..  CCuussttoommeerr  SSuuppppoorrtt  IInnffoorrmmaattiioonn  

  UUssee  yyoouurr  AApppplliiccaattiioonn  TTrraacckkiinngg  NNuummbbeerr  ffoorr  aallll  ccoorrrreessppoonnddeennccee..  

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

 By email: BPHCHELPLINE@hrsa.gov  

OR  

 By phone: 1-877-974-BPHC (2742) (between 8:30 AM to 5:30 PM ET) 

DDOO  NNOOTT  ccaallll  tthhee  BBPPHHCC  HHeellpp  DDeesskk  ffoorr  aannyy  qquueessttiioonnss  oonn  aapppplliiccaattiioonn  GGuuiiddaannccee  oorr  PPrrooggrraammmmaattiicc  qquueessttiioonnss  tthhaatt  
yyoouu  mmiigghhtt  hhaavvee  wwhheenn  ccoommpplleettiinngg  yyoouurr  aapppplliiccaattiioonn  

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

 By phone: 877-GO4-HRSA (877-464-4772) or 301-998-7373 (between 9:00 AM to 5:30 PM ET) 

OR 

 By email: callcenter@hrsa.gov 
 

Please visit HRSA EHBs for additional online help.  

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

 Click on ‘Help’  

DDOO  NNOOTT  ccaallll  tthhee  CCaallll  CCeenntteerr  ffoorr  aannyy  qquueessttiioonnss  oonn  aapppplliiccaattiioonn  GGuuiiddaannccee  oorr  PPrrooggrraammmmaattiicc  qquueessttiioonnss  tthhaatt  yyoouu  
mmiigghhtt  hhaavvee  wwhheenn  ccoommpplleettiinngg  yyoouurr  aapppplliiccaattiioonn  

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

mailto:BPHCHELPLINE@hrsa.gov�
mailto:callcenter@hrsa.gov�
https://grants.hrsa.gov/webexternal/home.asp�
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66..  FFAAQQss  

66..11..  SSooffttwwaarree  

6.1.1 What are the software requirements for HRSA EHBs? 
HRSA EHBs can be accessed over the Internet using Internet Explorer (IE) v5.0 and above and Netscape 
4.72 and above. HRSA EHBs are 508 compliant. 

IE 6.0 and above is the recommended browser.  

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

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

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

Note that Internet Explorer (IE) for Mac has known issues with SSL and Microsoft is no longer supporting IE 
for Mac. HRSA EHBs do not work on IE for Mac.  

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

6.1.3 What are the software requirements for GAAM? 
Refer to the software requirements for HRSA EHBs. In addition, you will need Microsoft Word to complete 
GAAM unstructured forms. 

6.1.4 What document types can I upload? 
The following document types are supported in HRSA EHBs: 

.DOC - Microsoft Word  

.RTF - Rich Text Format  

.TXT - Text  

.WPD - Word Perfect Document  

.PDF -  Adobe Portable Document Format  

.XLS -  Microsoft Excel 

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