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1 Document Purpos e  

The purpose of this document is to provide detailed instructions for completing the process of electronically 
submitting a “Supplemental Funding” request through the HRSA Electronic Handbooks (EHBs). 

2 Proces s  Overview 

In order to submit a supplemental funding request, you must do so through the HRSA Electronic Handbooks 
(EHBs). Within the EHBs, you must prepare and submit the supplemental funding request using the “Prior 
Approvals” function available within the handbook for your Health Center Cluster grant. This means you 
must be a registered user in the EHBs, you must be registered with your organization’s Health Center Cluster 
grant, and you must have appropriate permissions from the Project Director (or Financial Reporting 
Administrator) for the grant. Please review the remaining portion of this user guide to understand the 
process of submitting Prior Approval Requests within the EHBs. 

3 Regis te ring  in  the  HRS A Elec tron ic  Handbooks  

If you are already registered in the HRSA EHBs, you may skip to Section 4 below. 

To submit a prior approval request within the EHBs, you must first be a registered user and your user 
account must be associated with your organization. 

• Registration with the EHBs is required for each user. 

• 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. You may associate your user account with 
more than one 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. 
Choose the role that best reflects your participation in the grants process in the context of your 
organization (not necessarily in the context of the grant). 

3. Associate your user account with your organization. Use the 10-digit grant number from box 4b of the 
last Notice of Grant Awards (NGA) of your grant 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). 

https://grants.hrsa.gov/webexternal/RegistrationWizard.asp�
http://www.hrsa.gov/grants/apply/userguide.pdf�
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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. 

4 Adding  the  Hea lth  Cente r Clus te r Grant to  Your Portfo lio  

If your organization’s Health Center Cluster grant is already in your portfolio, you may skip to Section 5 
below. 

To submit a Prior Approval Request for a grant, you must be registered to that grant. This is in addition to 
your registration in the Electronic Handbooks. You register to a grant by adding that grant to your grant 
portfolio. 

To add a grant to your portfolio, take the following steps: 

1. Point your Web browser to the HRSA Electronic Handbooks: 

https://grants.hrsa.gov/webexternal/Login.asp 

2. The Login page opens. Log in to the HRSA Electronic Handbooks, entering your username and password 
into the appropriate fields. This places you on the Grants Home page (Figure 1). 

Figure 1: Grants Home Page – View Portfolio 

 

3. Choose View Portfolio under Grants Portfolio from the left side menu. The Grants List opens. 

4. If your Health Center Cluster grant is not in the list, choose Add to Portfolio from the left side menu. 

Choose View Portfolio 

mailto:callcenter@hrsa.gov�
https://grants.hrsa.gov/webexternal/Login.asp�
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5 Roles  and  Privileges  for Prior Approva l Reques ts  

If you already have appropriate privileges for Prior Approval Requests, you may skip to Section 6 below. 

The process of registering to a grant (that is, adding the grant to your portfolio) varies depending on your 
role in the context of the grant. When adding a grant to your portfolio, you must choose a role. This is in 
addition to the role you chose when you registered in the EHBs. There are basically two roles: 

• Project Director (or Financial Reporting Administrator). The Project Director and Financial Reporting 
Administrator need simply to complete the electronic process of adding the grant to their portfolio. 
At the end of the process, the grant is added to their portfolio and they have all privileges for the 
grant. 

• Other Users. All other users should complete the electronic process of adding the grant to their 
portfolio. The system will alert the Project Director, who will then give them access to the grant. 

5.1 Privileges  for Prior Approva l Reques ts  

The Project Director, Financial Reporting Administrator, or any user who has been granted the ability to 
administer the grant can grant users permission to view, edit or submit Prior Approval Requests (Figure 2). 

Figure 2: Manage User Privileges Page (Partial) 

 

Permissions associated with the above-mentioned privileges are given in Table 1. 

Table 1: Privileges and Permissions for Prior Approval Requests 

Privilege Permissions 

View  Prior Approval Requests  Access the read-only version of any prior approval requests 
started by others 

 Access read-only submitted versions of past prior approval 
requests  

Edit Prior Approval Requests All permissions associated with the “View” privilege plus 
 Enter and save the data in the electronic forms  
 View reviewer change requests and comments  
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Privilege Permissions 

Submit Prior Approval Requests All permissions associated with the “Edit” privilege plus 
 Submit the request once the data has been entered  

5.2 As s igning  Privileges  for Prior Approva l Reques ts  

Users who will need to work on Prior Approval Requests should request appropriate permissions from the 
Project Director for the grant. Section 5.2.1 describes how the Project Director (or any user who has the 
ability to administer the grant) grants privileges to users who have requested them. 

The Project Director need not wait for a user to request privileges. Section 5.2.2 describes how the Project 
Director can grant privileges to any user associated with the grantee organization. 

5.2.1 Granting Prior Approval Privileges to a Newly Registered User 
The Project Director can grant access to users from the grant handbook. To grant access to new users, take 
the following steps: 

1. Log in to the HRSA Electronic Handbooks. This places you on the Grants Home page. 

2. Choose View Portfolio under Grants Portfolio from the left side menu. The Grants List opens. 

3. Locate your Health Center Cluster grant in the list. Click Open Grant Handbook. The handbook for this 
grant opens. 

4. Choose New/Existing Users under Administer from the left side menu (Figure 3). 
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Figure 3: Navigation to Administer New User 

 

5. A list of users that have requested access to the grant is displayed. 

6. For any user who has requested access, click the Go button next to Approve Grant Access (Figure 4). 

Choose New/Existing 
Users under Administer 
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Figure 4: Administer Privileges for New User 

 

7. The Manage User Privileges page opens (Figure 5). 

Figure 5: Manage User Privileges  

 

8. Check boxes to grant (or take away) privileges as desired. 

9. Click the Update Privileges button. Confirm the action on the next screen (Figure 6). 

Click Go to Approve 
Grant Access 

Click Update Privileges 

Choose appropriate privileges in 
the Privileges section 
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Figure 6: Confirm Granted Privileges  

 

5.2.2 Granting Prior Approval Privileges to a Registered User with Current Access to the Grant 
The Project Director can grant access privileges to any user in the organization. To grant access to existing 
users, take the following steps: 

1. Log in to the HRSA Electronic Handbooks. This places you on the Grants Home page. 
2. Choose View Portfolio under Grants Portfolio from the left side menu. The Grants List opens. 
3. Locate your Health Center Cluster grant in the list. Click Open Grant Handbook. The handbook for this 

grant opens. 
4. Choose New/Existing Users under Administer from the left side menu (Figure 7). 

Click 
Continue 
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Figure 7: Navigation to Administer Existing User 

 

5. The Administer New Users page opens (Figure 8). 

Choose New/Existing 
Users under Administer 
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Figure 8: Administer Existing Users 

 

6. Locate the existing user to whom you wish to grant Prior Approval privileges. Click the Go button next to 
Update Privileges. 

Figure 9: Select Existing User for Access Privileges 

 

7. Follow steps 7, 8, and 9 from Section 5.2.1 above to complete the process. 

Click Go  

Click Existing 
Users 
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6 Naviga ting  to  Prior Approva l Reques ts  

Take the following steps to navigate to Prior Approval Requests in the handbook for your Health Center 
Cluster grant. 

1. Point your Web browser to the HRSA Electronic Handbooks: 
https://grants.hrsa.gov/webexternal/Login.asp 

2. The Login page opens (Figure 10).  Enter your username and password in the appropriate fields. 

Figure 10: HRSA EHB Login Screen 

 

3. The Grants Home page opens (Figure 11). On the left side menu, under Grants Portfolio, click View 
Portfolio. 

Enter Username 
and Password 

https://grants.hrsa.gov/webexternal/Login.asp�


 
 

 15 of 27 Prior Approval User Guide 

Figure 11: Grants Home Page 

 

4. The View Portfolio page opens (Figure 12). In the Grants List, click Open Grant Handbook for your 
Health Center Cluster grant. 

Choose View Portfolio 
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Figure 12: Grants List Page 

 

5. The Overview page in the grant handbook opens (Figure 13). On the left side menu, under Prior 
Approval Requests, click New/Existing. 

Figure 13: Overview Page in Grant Handbook Showing Navigation to Prior Approval Request Page 

 

Choose New/Existing to 
Access Prior Approvals 

Locate the grant in the Grants List 

Click Open Grant Handbook 
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6. The New/Existing Prior Approval Requests List page opens (Figure 14). Pending Prior Approval Requests 
(if any) are listed on this page. 

Figure 14: Prior Approval Requests List page 

 

Any pending prior approval requests will appear in 
the New/Existing Prior Approval Request List Page 
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7 Crea ting  Prior Approva l Reques ts  

Take the following steps to begin a new Prior Approval Request: 

1. From the New/Existing Prior Approval Requests List page, click the Go button next to Begin New 
Request. 

Figure 15: Prior Approval List Page-New Request  

 

2. On the next screen, check the box to acknowledge that you have reviewed the guidance, and then click 
Continue. 

3. On the Create new Prior Approval Request page (Figure 16), choose Administrative Supplement for your 
Prior Approval Request type, and then click the Continue button. 

Click Go to create a 
Prior Approval 

Request. 
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Figure 16: Create Prior Approval Request  

 

4. A confirmation message is displayed (Figure 17), indicating that you have successfully created a Prior 
Approval Request. Take note of the Tracking Number. Use the Tracking Number in any correspondence 
with HRSA concerning this Prior Approval Request. 

Figure 17: Confirmation Message and Tracking Number for Prior Approval Request  

 

5. Click the Continue button. 
 
NOTE: 

• Grant information is automatically populated for your Prior Approval Request. 

• You must select Administrative supplements from the list provided for the Prior Approval Request 
type. 

Click Continue 

Note Tracking Number 

Click Continue 
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• Once you choose the request type and click the Continue button, your Prior Approval Request will 
be created and you will be provided with the tracking number for the request. 

You can complete your Prior Approval Request now or you can come back and complete it later. In either 
case, you do not have to complete it in a single sitting. To return to a Prior Approval Request in progress, see 
Section 8 below. For details on completing the request, see Section 9 below. 

8 Acces s ing  Exis ting  Prior Approva l Reques ts  

Take the following steps to access a Prior Approval request which is not yet submitted: 

1. Navigate to Prior Approval section using the steps given in Section 8 above. 

2. In the New/Existing Prior Approval Request List page, locate the Prior Approval request which you 
created in Section 7 above. 

• If there are existing prior approval requests which are not yet submitted, they will appear in the 
New/Existing Prior Approval Request List page as shown below (Figure 18). 

 Figure 18: Prior Approval Requests in Progress in New/Existing Prior Approval Requests List  

 

3. Click the Edit button to open the request. 

Click Edit to update the request 
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9 Comple ting  and  Submitting  a  Prio r Approva l Reques t 

9.1 Comple ting  the  Prior Approva l Reques t 

When you open a Prior Approval Request, the request opens to the Status page (Figure 19). The Status page 
is the “Home” page for a Prior Approval Request. 

All prior approval requests consist of two sections: 

• General Information Section – Collects Point of Contact and Authorizing Official Information 

• Details Section – Collects information needed based on the type of request. 
 
To go to any section of the request, use the side menu as shown below (Figure 19). 

Figure 19: Status Page and Navigation between Prior Approval Sections 

 

Use the side menu to jump to any 
section of the request  
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9.1.1 Prior Approval Request  – Status Overview 
The Status Overview table on the Status page (Figure 20) displays the completion status of each section of 
the request. 

Figure 20: Prior Approval Request – Status Overview 

 

Completion statuses are described in Table 2. 

Table 2: Prior Approval Request Status 

Status  Denotes  

Not Started  
All the sections are initially in the “Not Started” status. Once any data is entered on a page 
and saved, the status will change to In Progress  

In Progress  
The page will remain in this status until all the data has been entered and has been saved. 
The data on the page will be saved as long as there are no errors on the page  

Completed  
Once you have entered all the data within each page and there are no errors on the page, 
the page status will be changed to ‘Completed’  

 

9.1.2 Prior Approval Request – General Information Section  
The General Information section asks for a Point of Contact and Authorizing official. 

To access the General Information page, choose General Information from the left side menu or click Update 
next to General Information in the Status Overview table on the Status page. 

The Status page shows all 
the sections of the request 

and the completion status of 
each section  

Click update to 
open a section 

for editing. 
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Figure 21: Prior Approval Request – General Information Section 

 

For each contact, click the Add button and enter the information. 

Figure 22: Completed – General Information Section 

 

When you have entered all required information, click Save and Continue. 

Both Point of Contact and 
Authorizing official are required 

in the General Information 
Section  
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9.1.3 Prior Approval Request – Details Section 
The Details section asks for the information HRSA requires to process your request. 

• Complete the Noncompeting Request section. 

• Attach a document containing the information requested by HRSA. Refer to detailed instructions 
received in the email. 

• In the Description section, type “Refer to attached document for details on the Supplemental 
Funding Request.” 

Note that amount of supplement funds required should NOT be more than the amount mentioned in the 
email sent by HRSA.  

Figure 23: Prior Approval Request – Detail Section 

 

 

 

Enter the Required 
Amount 

Click to attach  
the required document 

Type “Refer to attached document for 
details on the Supplemental Funding 

Request” in the Description field 
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9.2 Submitting  the  Prior Approva l Reques t  

For each of the two sections (General Information and Details), enter the information requested, and then 
click the Save and Continue button at the bottom of the page. The system will validate your entries. If there 
are no problems, the system will mark the section as complete. 

When both sections are complete, you may submit your Prior Approval Request. To do this, take the 
following steps: 

1. Choose Submit from the left side menu to open the Submit page (Figure 24). 

Figure 24: Submit Page  

 

2. Click the Proceed to Submit Request button. The Submit Request Confirmation page opens (Figure 25). 

Figure 25: Submit Request Confirmation Page 

 

Ensure Status is 
Complete 

Click Proceed to Submit Request 

Check the certification box 
Click Submit Request 
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3. Check the box to certify that your request is complete, and then click the Submit Request button. 
4. A confirmation message is displayed, indicating that you have successfully submitted your Prior 

Approval Request (Figure 26). 

Figure 26: Confirmation Message 

 

Confirmation message is 
displayed. 
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10 Cus tomer Support Information  

Use your Request Tracking Number for all correspondence. 

10.1 BPHC Help  Des k 

For assistance with completing the prior approval request, please contact BPHC Help Desk: 

 By email: BPHCHELPLINE@hrsa.gov  

OR  

 By phone: 1-877-974-BPHC (2742) (between 9:00 am to 5:30 pm ET) 

DO NOT call the BPHC Help Desk for programmatic questions. Contact Anna Poker at 301-443-1866 or 
APoker@hrsa.gov if you have any programmatic questions while completing your request. 

10.2 HRSA Call Cente r 

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’  

DO NOT call the Call Center for any questions on programmatic questions that you might have when 
completing your application. 

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