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1 Document Purpose

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 Process 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 Registering in the HRSA Electronic 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.

e Registration with the EHBs is required for each user.

e |f 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).
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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 Health Center Cluster Grant to Your Portfolio

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

HRSA Electronic Handb

== E-HANDBOOK HOME
Welcome s meem T RN Eeesmmemeel (Last login date and time 5/6/2011 4:01:00 PM
Grants Home
HRSA Portal home | logout | contact us | glossary | help | questions/comments | | EE0] knowledge base |

:b Grants Home
I~ FQHC LA Home

m @Knowledge Base has been launched! You can review articles, frequently asked questions

P Welcome
Manage Applications Contact Us:
__Funding Phone: Time:
Opportunities 877-Go4-HRSA/877-464-4772; 9:00 a.m. to 5:30 p.m.
- \iew Applications 301-998-7373

i~ Peer Access
Grants Portfolio
- Add to Portfolio

- View Portfolio | — ODAY?
ansge Organization ‘I Choose View Portfolio L

- View/Update Profile Read Electronic Submission Guide

Applicant/Grantee Electronic Handbook (EHB) provides all potential and existing grantees a mes

Update
- Communication Bl Verify Grants.qov Application (if required per Guidance)
Contact Bl Work on My Application
- Manage Users
- Performance Sites Bl Allow Other Members of My Organization to Work on My Application
Manage Personal Profile Bl Search Funding Opportunities

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.
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5 Roles and Privileges for Prior Approval Requests

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:

e 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.

e 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 Approval Requests

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)

Others

Edit Prior Approval Request Submit Prior Approval Request View Prior Approval Request
Access Grant [] Administer Grant Users [] View Awards

[] Edit Noncompeting Continuations [] Submit Noncompeting Continuations [] View Noncompeting Continuations
[] Edit Progress Report [] Submit Progress Report [] View Progress Report

[] Edit Performance Report [] Submit Performance Report [] View Performance Report

[] Edit Other Submissions [] Submit Other Submissions [] View Other Submissions

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 v" Access the read-only version of any prior approval requests
started by others

v" Access read-only submitted versions of past prior approval
requests

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

Permissions

Submit Prior Approval Requests

All permissions associated with the “Edit” privilege plus
v" Submit the request once the data has been entered

5.2 Assigning Privileges for Prior Approval Requests

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. Loginto the HRSA Electronic Handbooks. This places you on the Grants Home page.

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

HRSA Electronic Hand

Welcome  m be m - e B ok 0 s seemwod (Last login date and time 5/6/2011 1:26:00 PI

Grant Handbook Overview
H80CSE & & home | logout | contact us | glossary | help | questions/comments | | 0] knowledge base
Grant

:P Qverview
View Awards
- Last NGA @Knowledge Base has been launched! You can review articles, frequently asked question:
- Award History
Appm‘.md Scope B Contact Us:
- Services Phone: Time:
“Sites 877-Go4-HRSA/877-464-4772; 9:00 a.m. to 5:30 p.m
~ Other Activities and 301-998-7373

Locations
[Administer
i~ New/Existing Users | COrgpishastanictioadhaaltomnl ddes authorized users of the grantee organization a mear
Change Grant Choose New/Existing
E;;’gxgt'sng CIS Users under Administer your profile. Currently, you are working on Grant# H80|
Submissions

. T ——

-~ Monitor Schedules WHAT WOULD YOU LIKE TO DO TODAY?
_MNoncompeting ) .

Continuations ® View Grant Information
- Performance Reports K View Most Recent Notice of Grant Award

- Progress Reports
- Other Submissions

Prior Approval
Requests

New/Existing

View Prior Notices of Grant Awards
B Change/Control Who Can View this Information

@® Manage Post Award Submissions

[2] Learn About Post Award Submissions

- View Portfolio Bl view Available Post Award Submission Schedule

- Home B Work on Noncompeting Continuation Progress Reports
Bl Work on Performance Report or Other Submissions
Control How Others Can Work on Submissions

Logout

® Others
B FTCA Program

5. Alist 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).
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Figure 4: Administer Privileges for New User

Grant Handbook
USBCS06850

Overview
[View Awards
Last NGA
Award History
(Approved Scope
|administer
P New/Existing Users
P New/Existing Users
[Subimissions.
|- Monitor Schedules
Noncompeting
“ontinuations
mance R
Progress Rep
Financial Rep
Other Submissions
Prior Approval
Requests

Existing

Return Home

View Portfolio
Home

Wielcome RRanda LITE to HRSA EHB OS5 environment (Last logn date and time 10/15/2010 1:57:00 #4)
New / Existing Users
home | logout | contact us | glossary | help | guesti

HRSA Electronic Handbooks for Applicants/Grantee
LOUISTANA PRIMARY CARE ASSN, INC., BATON ROUGE, LA

To grant access to this Grant Handbook to registered users from your erganization, find the users using the "Search” button, The users may already have requested access, in which case you can
approve or disapprove the requests or you may find the users and then give them the access. You can control the level of access in subsequent steps for each user.

Displaying 1-1 of 1
ADMINISTER NEW USERS

=)

Input Parameters: (Show Parameters)

All | Hew Users | Existing Users | Requests from Existing Users

Michael Loveless Grant Access: Pending Approval

Functional Role Other

Ermail reitester] @hotmail com

Phone (225) 231-8622 Approve Grant Access ) [Gal
11/12/200% 11:29:37 AM

%uested Date
[Wiew Action History

Fage 1

Click Go to Approve

ssceptable Use Policy Grant Access
Logout \
A Irprret. v Wi -
7. The Manage User Privileges page opens (Figure 5).
Figure 5: Manage User Privileges
- @ B pdmrtr Users K @ hew T Bi- ) F - papee sserye Tosko e
II'|K5. seulgm WIT STOW USET o Manage o TOF TNE SEIECTED USar, LRetk T UNCNac e LII(.‘LIWAIE EGELHSL & PIVITEQE 0 Qrant 7 Tevoke the Tespective DflU’IlEﬂé. TR o EI'iE UpoateE o
Crvarview Privileges” button after you are done, to save the changes. To go back to the list page, click on the "Cancel” button,
[View Awards
Last NGA
Award History
Michael Loveless
Functional Rele | Other
Emall | 1 com |Phane |(225) 231-8622
Vigw Action History
PRIVILEGES ~ TN
progres Raars (i Choose appropriate privileges in
Financial Reports — [
Other Submisslons ] minister Financial R Py . bt
orior Approus o i Al Rl the Privileges section !
New/Existing B —
Others S
[5 Edit Prior Approval Request [ Peloe Approval fequast [ View Prior Approval Reau
o Ao nt B minister Gran it] [ View Awards
Logout [ Edit Boncompeting Continuations [] Submit None [ o ST
[0 Edit Progress Report [0 Submit Progress Report O Miew Progress Report
[0 Edit Performance Report O Submit Performance Report o e ifgem.
|} Edit Other Submissions 3] ibmit Other i f
[] Create CIS Request [ View CIS Request | . . .
[] Submit CIS Request Click Update Privileges
SN
Acceptable Use Policy -

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).
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Figure 6: Confirm Granted Privileges

HRSA Electronic Handbooks for Applcants/Grantee

LOUISIANA PRIMARY CARE ASSN, INC., BATON ROUGE, LA
e

Welcome Rhanda LIt 1o HRSA EHB 08 environment (Last login date and time 10/15/2010 1:57:00 &)

Grant Handbook New [ Existing Users .
USBCS06E50 home | logout | contact us | glossary | help | guestions/comments
Following is the summary of the privileges updated by you for the selected user, Granting of new privileges and revoking of exisiting privileges are grouped seperately. To save the changes, click
on the "Continue” button. To cancel the changes, click en the “Cancel” button.
MANAGE USER PRIVILEGES - CONFIRMATION
Michael Loveless
Functional Rele [other
Email |reitester1@hotmail.com TPhone [(225) 231-8622
| view Action History
Current Privileges |
Hone |
- [List of privileges granted
Prior Approval Edit Prior Approval Reguest
Requests - View Prior Approval Request
New/Existing Access Grant /ﬁ
- - Edit Financial Report
Click

View Financial Report

'I\;:_:'.-er!t“l"_-l:u |m“ il revoked .
togmnt (bone Continue
Cancel e |

Acceptable Use Policy

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. Loginto the HRSA Electronic Handbooks. This places you on the Grants Home page.

. 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).
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Figure 7: Navigation to Administer Existing User

HRSA Electronic Hand

Welcome  m be m - e B ok 0 s seemwod (Last login date and time 5/6/2011 1:26:00 PI

Grant Handbook Overview .
HB80CSE & [ home | logout | contact us | glossary | help | guestions/comments | | 200 knowledge base

:P Overview
View Awards

- Last NGA Knowledge Base has been launched! You can review articles, frequently asked question:
- Award History
Approved Scope

- Services Contact Us:
. Phone: Time:
- Sites 877-Go4-HRSA/877-464-4772; 9:00 a.m. to 5:30 p.m
_ Other Activities and 301-998-7373
Locations
[Administer

i- New/Existing Users jdes authorized users of the grantee organization a mear
Change Grant

ran Choose New/Existing
- New/Existing CIS

your profile. Currently, you are working on Grant# H80|

- Legacy CIS Users under Administer

Submissions

" Monitor Schedules | wHAT WOULD YOU LIKE TO DO TODAY?
Noncompetin

Continugtiong ® View Grant Information

- Performance Reports B view Most Recent Notice of Grant Award

- Progress Reports
- Other Submissions

Prior Approval
Requests

New/Existing

View Prior Notices of Grant Awards
B Change/Control Who Can View this Information

@® Manage Post Award Submissions

[2] Learn About Post Award Submissions

- View Portfolio Bl view Available Post Award Submission Schedule

- Home B Work on Noncompeting Continuation Progress Reports
Bl Work on Performance Report or Other Submissions
Control How Others Can Work on Submissions

Logout

® Others
B FTCA Program

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

Grant Handbook
LSBCSO6ES0

Grant Men
Crverview
[Vicw Awards
Last NGA
Awnrd Histaory

HRSA Heotronic Handbooks for Appcants/ Grantes
LOUISIANA PRIMARY CARE ASSN, INC., BATON ROUGE, LA

Weltome Rhonda LILE to HRSA EHB OS environment (Last loge date and Dme 10/15/2010 1:57:00 #M)
New / Existing Users
home | logout | contact us | glossary | help | guestions/romments

To grant access to this Grant Handbook to registered users from your organization, find the users using the *Search” button, The users may already have requested access, In which case you can
approve or disapprove the requests or you may find the users and then give them the access. You can control the level of access in subsequent steps for each user,

Input Parameters: (Show Pammatens)

All | New Users | Existing. us:rs | Requests from Existing Users
ammda criteria listed above. Click on the 'Search” button to refine the criteria.

No recards were found matc

bmiss |.;n,
Prior Approval
Requests

Logout

Click Existing ccotable Use Policy
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

USBCSO6850

Overview

Last NGA

Award History
(Approved Scope
\wdminister

P New/Existing Users
p New/Existing Users
[Submissions.

|- Monitor Schedules
Noncompeting
Continuations

Other Submis:
Prior Approval
Requests

Tiome | 16gout | contact us | glossery | help | questions] ; =

Fellowing is the list of users having this grant in their portfolio. You :an granl or revoke privileges of individual users by choosing the "Update Privilege” option and clicking the "Go” button
against the user. To search the list of users, click on the "Search” butt
Search I

Displaying 1-3 of 3
ADMINISTER EXISTING USERS

Input Parameters: (Show Parameters)

All | Hewe Users | Existing Users | Requests from Existing Users

Fisher Grant Access: Approved
Functional Role Other
Performance Reports Email 18h I.com
Progress Reports —
Financial Reports [Phone (225) 709-4097 Updats Prieges [¥
~ Administer Financial Report, Access Grant, View Awards, Edit Financial Report, Submit Financial Report, View Financial
Privileges Repart
[View Action History g
Click Go
[Sandra Lode t
Functional Role Other
Email reitester] @hotmail com f——
Phone (985) 687-6277 Updata Praioges » [Go
Privile
[ Wigw Action History
Michael Loveless Grant Access: Approved
Functional Role Other
Email @h |.com
[Phene (225) 231-8622 Updata Pridoges ¥ [Go]
- Edit Prior Approval Request, View Prior Approval Request, Access Grant, View Awards, Edit Financial Report, View
Privilages Report
[Miew Action History

7. Follow steps 7, 8, and 9 from Section 5.2.1 above to complete the process.
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6 Navigating to Prior Approval Requests

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

HASA Electronic Handbooks for Applicants / Grantee

rrLel

Login
home | logout | contact us | more instructions | glossary | help | guestions/comments | 005 knowledge base

@, Working Environment: Note: This is HRSA EHE ul10 environment. M(cr you login, this message will be displayed on all screens along with the welcome text, (Welcome <> <> to
unsa EHB <> (Last login date and time <=)) This message will not be displayed in the HRSA EHB Production environment.

@xmwlwoﬂ Base has been launched! You can review articles, fi 1y asked and other 25 to help you, Measa cick here to access the site.
Contact Us:
Phone Time: Email:
!;S? 96;'; ;-I;!SHNKT? -464-4772; 9:00 a.m. to 5:30 p.m. Eastern Time (E.T.), Monday through Fridey CallCenter@HRSA GOV
1=

Already Registered? Not Registered?

ST —
*Password

Forgot your password?

«» Rogistration s naaded only onca
= Read the getting started guidelines for New Applicants and/or Existing Grantees

Enter Username
and Password

Warning!

You are accessing a U.5. Government Infen IS computer network, (3) all computers connected to this network, (4] all devices and storage
media attached to this network or to a co
This infarmation system Is provided for ULS,

7

Unauthorized or improper use of this system may resultin disciplinary action, as well'as cvil'and criminal penalties.

By using this information system, you understand and consent to the fallowing:

- You have no reasonable expectation of privacy of data transiting or stored on this information system. At any time, and for any lawlul Government purpose, the
government may moniter, intercept, and search and seize any communication or data transiting or qrnmd on this information system.
- Any communication or data transiting or stored on this Information system may be disclosed or used for any lawful Government purpose,
Acceptabla Use Policy

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

HRSA Electronic Handb

Welcome - ma mom WO N BRSO el (L ast login date and time 5/6/2011 4:01:00 PM

Grants Home
home | logout | contact us | glossary | help | guestions/comments | | Li] knowledge base

HRSA Portal

P Grants Home
|- FQHC LA Home

m @Knowledge Base has been launched! You can review articles, frequently asked questions

P Welcome
Manage Applications B Contact Us:
__Funding Phone: Time:
Opportunities 877-Go4-HRSA/877-464-4772; 9:00 a.m. to 5:30 p.m.
- View Applications 301-998-7373

'~ Peer Access
Grants Portfolio

Applicant/Grantee Electronic Handbook (EHB) provides all potential and existing grantees a mes
- Add to Portfolio

- View Portfolio i~ DO TODAY?
Manage Organization™~  Choose View Portfolio .
Profile ations
- Ele;v{:Update Profile ission Guide
pdate

- Communication Bl Verify Grants.qgov Application (if required per Guidance)

Contact B Work on My Application
~ Manage Users
- Performance Sites Bl Allow Other Members of My Organization to Work on My Application
Manage Personal Profile B Search Funding Opportunities

- Update Profile
- Change Password

_ My Registered
Organizations

® Manage My Profile

Logout Update My Contact and Address Detail
Verify My Email Address

Change My Password/Security Question

[?] Read About Multiple Organization Registrations

Associate My Account with Another Organization
Set My Default Organization

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

HRSA Hectronic Handbooks for Applicants/ Grantee

WHCOTE B B coms @ S E———

View Portfolio '
HRSA Portal home | logout | contact us | glossary | hd

Home
Welcome
tions

Locate the grant in the Grants List

Following are the grants for which you hal book” link to manage a grant.

1/1/2002-12/31/2011 1/1/2011-12/31/2011
CRS EIN i mw e Number of Support Years [10

Project Director L T ey L

Grant Contact sin com it cmm Jemw w o o = =
Program Contact o= - o e e e e o w8 s

Manage Organization
Profile

1/2008-11/30/2009

Project Period
CRS EIN 5 L -

6/

Communication Project Director - e - — o ——— —
Manage Users Grant Contact e o [oiin oo Jemw b s o = - e
Performance Sites Program Contact e ———————

Manage Personal Profile
Update Profile

Project Period 9/1/2003-9/30/2008 Budget Period 9/1/2003-9/30/2008
CRS EIN —— |Wumber of Support Years [1
Project Director P Open Grant

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

HRSA Electronic Hand

Welcome m Bem | = = el (B B8 =l ssemm # (Last login date and time 5/6/2011 1:26:00 PI

Grant Handbook Overview .
H80CSE & 1 home | logout | contact us | glossary | help | questions/comments | | il knowledge base |

P Overview
View Awards
- Last NGA Knowledge Base has been launched! You can review articles, frequently asked question:
- Award History
'?[,)Spm‘fm Scope B Contact Us:

ferwces Phone: Time:
" Sites 877-Go4-HRSA/877-464-4772; 9:00 a.m. to 5:30 p.m
 Other Activities and 301-998-7373

Locations
[Administer
.- New/Existing Users Grant Electronic Handbook (EHB) provides authorized users of the grantee organization a mear

Change Grant

- New/Existing CIS
- Legacy CIS
Submissions

n Note: You have multiple grants in your profile. Currently, you are working on Grant# H80!

e WHAT WOULDYOU LIKETODO TODAY?

" Continuations @ View Grant Information

~ Performance Reports K View Most Recent Notice of Grant Award
- Progress Reports View Prior Notices of Grant Awards

= Other Submissions . . .
Prior Approval Bl Change/Control Who Can View this Information

Requests
- New/Existing

L N
Choose New/Existing to

Ssions
mission Schedule
nuation Progress Reports

Return Home R
Access Prior Approvals

- View Portfolio
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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.

= HRSA Electro

(SIS

Figure 14: Prior Approval Requests List page

ronic Handbaoks - Windows Internet Explarer provided by REI Systems Inc

B2 - internal

W canicmerree | [ 0| X OF
15 B Home -REIPortdl (2) 88 HRSA EHEs N Dastbowd - e Tracking .. 8| Homse - REL Portal 43| Dot Tios & Exporse -Lo. 8w [ @ program wenpLsgy
£ Rsabectron: . X G New Tab

&
HRSA Flectronic Handhooks for Grantors

Grantee/Applicant Handbook
New / Existi

‘Weicome Rhonda LTt to HRSA EHB OS environment [Last logn cate and ome 10/15/2010 1:57:00 PH)
Grant Handbook ng

USBCSOG6E50

home | logout | contact s | gloseary | help | guestions/commants

Prior Approval requests for the grant are listed below. Click on the "Go” button to start creating a new request.
Overview
NEW/EXISTING PRIOR APP

TS LIST PAGE
Input Parameters: (Hids sagmetes)

[osgn e
Request Trackng Number: Al Request Submission Status IN: Change Requested, In Progress; Request Type IN: All; Crested Date From: AllL Created Date To: All: Submitted Date From: Al Submetted Date To:
All; Approved Date From: All; Apgraved Date To: All; HRSA Approval Status IN: AR

No Prior Approval Requests Exists for this Grant,

—

View Portfolio
Homa

Lagout

Any pending prior approval requests will appear in

the New/Existing Prior Approval Request List Page

>
@ Iraorree
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7 Creating Prior Approval Requests

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

HRSA Electronic Handbooks for Grantors
Grantee /Applicant Handbook 2

time 5/6/2011 4:01:00 PM)

utton to start creating a new request.

Search

Begin New Request |+

ted, In Progress; Request Type IN: All; Created Date From: All; Created Date To: All; Submitted Date

Al Click Go to create a
o Prior Approval Requests Exists for this Grant. Prior Approval
Request.

Acceptable Use Policy

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.
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Figure 16: Create Prior Approval Request

HRSA Hectronkc Handbooks for Grantors f
Grantee/Applicant Handbook 4

it
WVEICOME | . ——— — (L35T J0QIn Gate and Tme S/6/Z011 4:00:00 PM)
Grant Handbook New/ Existing X
HEOCSm - heme | logout | contact us | glossary | help | gueestipns/comments
Sefect Prior Approval Request Type and click "Continue”, To return to list page click "Cancel”. Click the link to below to read “Instructions”,
Overvlew
Fiekds macked with an asterisk () are requiced.
CREATE NEW PRIOR APPROVAL REQUEST
Grant Numbser: HA0CS
Grantee Name, City, State: - = p—
Project Tithe: HEALTH CENTER CLUSTER [63.224)
Current Profect Perdod: 03/01/2007 - 12/31/2011 |CIIrI!||I Budgel Period: 01/01/2011 - 12/31/2011
Prior Request Selection
@ Administrative Supplemants
O Carryover of Unobligated Balances
*Select Type of Prior Approval Request O Extonsion with Funds
(Read Instructions to help you salact the right aptlon) C Extension without Funds (No Cost Extension)
COther (e.g. Name Change, Constructions, T —
O Project Director(PD) Change click continue
O Rebudgeting (e.g. AGR, Transfars etc)
S ?
(Gancet} Conbrue
Acceptpiie Lse Pobey

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

=

HRSA Electronic Handbooks for Grantors
Grantee/Applicant Handbook

Wikcome Rhonda LSt to HRSA EHB utlS environment (Last login date and time 10/14/2010 1:59:00 PH)

Grant Handbook News f Existing
USECSO6S50 home | logout | contact us | glossary | help | guestlons/comments
m Please click "Continue” to proceed to the next screen and to Edit/Update the Prior Approval Request.
Overview
[View Awards & A Prior Approval Request has been successfully created for you, Please note the tracking number below.
Last NGA
Award History NEW REQUEST CREATED
Approved Scope
Administer -
New/Existing Users Grantee Information
New/Existing Users Grankes Name LOUISIANA PRIMARY CARE ASSN, INC. Grank Number USBC506850
s"ml‘;'"’ Created By Rhonda Litt On 10/14/2010 4:51:32 PM ikted By NIA
Noncompeting Fiscal Year 2010 - uest Type Administrative Supplements
Continuations Project Director Rhonda .
perormance Reports Program Contact Amandd Note Tracking Number
F :ngm 8 Grants Contact Ranald ﬁ
Other I H .
Brior Appl Note the following number, and use it MCM related to this request. CI ICk contl n u e
Requests
B New/Existing Your Reguest Tracking Number: PA-0000381%
Return Home
View Pariol (Conire
Home
Logout Accectable Use Polcy

5. Click the Continue button.

NOTE:
e Grant information is automatically populated for your Prior Approval Request.

e You must select Administrative supplements from the list provided for the Prior Approval Request
type.
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e 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 Accessing Existing Prior Approval Requests

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.

o 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

HRSA Electronic Handbooks for Grantors P
Grantee/Applicant Handbook X
MELP
Welcome Rhonda LIt to HRSA EHB utlS environment (Last login date and time 10/14/2010 1:59:00 PM)
Grant Handbook New /Existing
USBCS06850 home | logout | contact us | glossary | help | guestions/comments
Prior Approval requests for the grant are listed below. Click on the “Go® button to start creating a new request.
Displaying 1-2 of 2 [ Search |
NEW/EXISTING PRIOR APPROVAL REQUESTS LIST PAGE Begin New Request = |[Gol
Approved Scope
(Administer
New/Existi Input Parameters: |
e ; Request Tracking Num iSiOn S18tus IN: Change Requested, In Progress; Request Type IN: All; Created Date From: All; Crepted Date To: All; Submitted Date From: All; Submitted Date To
Mawi/Exist] All; Approved Date From: All; Approved Date To: All; HRSA Approval Status [N: A1
Submissions
Monitor Schedules -
N Request Tracking Number: PA-00003811 Submission Status: In Progress|
Reguest Type Administrative Supplements Budget Period 04/01/2010 - 03/31/2011
Numbar of Revisions Criginal Varsion HRSA Approval Status N/A
Rhonda Litt on 10/14/2010 4:32:45 PM Submitted By Not Applicable
Request T w Submiission Status: In Progress|
Request Tyog, — Budget Period 04/01/2010 - 03/31/2011
Nurnbed HRSA Approval Status N/
m Create Click Edit to update the request Submitted By Not Applicable
Action:|
Logout
Fage —
Acceptable Lhse Polcy
< »

3. Click the Edit button to open the request.
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9 Completing and Submitting a Prior Approval Request

9.1 Completing the Prior Approval Request

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:
e General Information Section — Collects Point of Contact and Authorizing Official Information
o 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

BB S - Pagr= Sakty = Took < g "

468 Prior Approval Riequest Tracking Number..
L {1t et HRSA Electronic Handbooks for Grantors

Grantee/ Applicant Handbook

HELP
Webcome Rhonda st 1o HRSA EHB utls environmen d time 10/14/2010 1:59:00 PM)

Request Tracking # Status
-~ PA-00003812/1 hom

contact us | glossary | help | gu

Table below shows the status overview of the Prior Approval | Request. Click "Action” links for the appropriate sections to Update/Edit them,
—
Use the side menu to jump to any 1B
ten 2 Subenk section of the request o
Review Pri
Submit view

|users with Permissions on Prior Approval Request (1) (View Details) |

Section Status Action
Logout General Information In Progress Update
Details Not Started Update

Bsgeptable Use Poly
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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

63 Prioe Approval Request Tracking Mumber 5B A - Pagee Sshay - Teok- o

Grantee/Applicant Handbook

Wiekcome Rhonda Lt to HRSA EHB utlS environment (Last login date and time 10/14/2010 150,00 FH]

Status

Request Tracking #

PA-00D03812 /1 home | logout | contact us | glossary | help | guestions/comments
JETIEIIEE 7o etow shovs the status venview of e pioc ool recued] 1 1€ Status page shows all
p Status .
Prior Approval Request | | STATUS OVERVIEW the sections of the request
Information
General Information - L OUIELAD PRIMAR en. NG H
etalls Grantee Name; LOUISIANA PRIMARY CARE ASSN, INC, ] and the completlon status of
Review and Submit Grant Number: USSCS06850
F Prior Approval Request Typé: Adminstrative Suppléments .
Views Lo 105 each section
Users with Permissions on Prior Approval Request (1) (View Details) e \ it |
S~ \
Section N status Action
Logout General Information In Progress Update
Details Not Started Update

Click update to
open a section
for editing.

Completion statuses are described in Table 2.

Table 2: Prior Approval Request Status

Status Denotes

All the sections are initially in the “Not Started” status. Once any data is entered on a page

Not Started .
and saved, the status will change to In Progress

The page will remain in this status until all the data has been entered and has been saved.

In Progress .
J The data on the page will be saved as long as there are no errors on the page

Once you have entered all the data within each page and there are no errors on the page,

C leted
omplete 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.
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Figure 21: Prior Approval Request — General Information Section

HRSA Electronic Handbooks for Grantors
Grantee/Applicant Handbook

MELP

Wekcame Rhonds LTt to HRSA EHB utlS environment (Last lagin date and time 10/14/2010 1:59:00 P}

Request Tracking # General Information
PA-00003811/1 home | logout | contact us | glossary | help | guestions/comments
Enter General Information for the Request as shown below and click "Save” to save the information and re / .
F';-‘:“:'S oval Request Fiekds macked with a0 astensi (*) aré requied. BOth POInt Of ContaCt and
" App u
information PRIOR o = TION P . . .
S Authorizing official are required
Details
Review and Submit o N . .
b Grantee Name: LOUISIANA PRIMARY CARE ASSN, INC. in the Gene ral | nform ation
|- Submit Grant Number: U58C506850
Prior Approval Request Type: Adminstrative Supplements .
Views st G Section

[ Add Point of Contact

o *Paint of Contact
Title of Position Name | Ermall
Logout ] /

Title of Position Name | Phane | Email
[ Add Authorizing Offcial |
SomPmimEr

Acceptabie Uk Policy

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

Figure 22: Completed — General Information Section

6 Prior Approval Request Tracking Nurmber... Bi- B) S - pep- sety- Tock- i@
w LI

HELP
Wekome Rhonds LTt to HRSA ENB ullS environment (Last lagin cate and time 10/14/2010 1:59:00 FM)
Request Tracking # General Information
PA-DD003811 /1 home | logout | contact us | glossary | help | guestions/comments
o Enter General Information for the Request as shown below and click "Save” to save the Information and remain on the current page. Click "Save and Continu... {Show Full Instruction)
Status & Information Updated Successfully.
Prior Approval Request
:"&:‘;:r" Fiekts macked with an astensi (*) aré required.
Detalls PRIOR APPROVAL REQUEST - GENERAL INFORMATION
Review and Submit Status: In Progress
Roview
Grantee Name: LOUISIANA PRIMARY CARE ASSN, INC.
Grant Number: U58C506850
Prior Approval Request Typé: Adminstrative Supplements
st Wiews Ladt NGA
Logout “Point of Contact
Title of Position | Name | Phaone | Email
Director | Jillian Robey | | Callcenter@hrsa.gov
Change Point of Contact Update Information Delete Point of Contact
horizing Official
Title of Position [ Name | Phone | Email
Directar | Jillian Robey | | Callcenter@hrsa.gov
Change Authorizing Ofcial Update Information Didete Authonzing Official
[Sow] [SeveandComre
Acceptabie Use Pobcy
;

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

e Complete the Noncompeting Request section.
e Attach a document containing the information requested by HRSA. Refer to detailed instructions
received in the email.

e 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

HRSA Electronic Handbooks for Grantors
Grantee/Applicant Handbook

Weekcome Rhonda LIt o HRSA EHB ulls environment {Last login date and tre 10/14/2010 1:59:00 PM)
Request Tracking # Details

PA-00003811/1 home | logout | contact us | glossary | help | questions/comments
Submission Process Enter Details for the Request as shown below and click "Save” to save the information and remain on the current page. Click "Save and Continue” to save t... (Show Full Instruction)
[Overview
Status & Information entered on the 'General Information’ page was saved successiully, The Section status is Complete.
Prior Approval Request
[nformation . Fields marked with an astenisk (*) are required.
- General Information
} Details PRIOR APPROVAL REQUEST - DETAILS
Review and Submit Status: In Progress
Raview
~ Submit Grantee Name: LOUISIANA PRIMARY CARE ASSN, INC. d )
Grant Number: USSCS05350 Enter the ReqUIred
Prior Approval Request Type: Administratve Supplements
" . View: Lo Amount
, \7i
Logout Request
Enter the minimum amount of supplement funds required ]s
Fields marked with an astensk(® ) are reguired.
load Template
X N . Minimum Attachments Maximurn Attachments
Template Name | Template Description | Action | coulred Reaulred
*Attach Dy
Select ] Purpose Document Name | Size ] loaded By [ Description
No attached document exists.
'__I.Mach V
TN Click to attach -
T the required document
Please provide a detalled description for the above reguests N

Maximum 2000 characters (Approximately half a page)
Defaust Font -Sze-Fryaph - AV DIIEEAT F EDAGe
MEOD EERES i

Type “Refer to attached document for
details on the Supplemental Funding
Request” in the Description field

EQW

Ga o Previous Page Save| | Saveand Contime |
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9.2 Submitting the Prior Approval Request

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

HRSA Electronic Handbooks for Grantors
Grantee f Applicant Handbook

HELP
Wekcome Rhonda LIt 1o HRSA EHB 05 environment (Last logn date and time 2/5/2010 12:31:00 PM)

Request Tracking # Submit _
PA-00004698/ 1 home | logout | contact us | glossary | help | questions/comments

The table below shows the Status of your request. A button allowing you to proceed to submit the request will be displayed once all sections are COMPLETE.

Status —

Prior Approval Request SUBMIT REQ

Information H
General Ik o T Ensure Status is
Detalls Grantee Name: LOUISIANA FRIMARY CARE ASSN, INC,

Review and Submit Grant Number; USSCS06850
Review Prior Approval Request Type: Administrasive SUppements com plete

b Submit Vlew: Last NGA

Navigate To Users with Permissions on Prior Approval Request (1) (View Details)

Prior Approval List o Status Action
Logout General Information Complete Update
Details Complete Update
AcCeptable Use Poboy
Click Proceed to Submit Request

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

Figure 25: Submit Request Confirmation Page

HRSA Electronic Handbooks for Grantors
Grantee/Applicant Handbook

Webcome Rhonda Ltt to HRSA EHB OS environment (Last logn date and time 2/5/2010 12:31:00 FM)

Request Tracking # Dt
PA 00001698/ 1 home | logost | contact us | giossary | help | guestions/comments

Click on submit to send the prior approval request,

Status
Prior Approval Request

Fislis masien with an astensi (2] are requed.
Information SUBMIT CONFIRMATION

Grantes Name: LOUISIANG PRIMART CARE ASSN. INC.
Grant Humber: USSCS06850

Prior Approval Request Type: Administrative Supplements.
Views: Lost NGA

Mavigate To
L Approval List

to the best of my knowledge, and accept the obligation to comply with Publlc Health Service terms and
aquest. 1 am aware that any false, fictitious, or fraudulent statements or clalm may subject me to criminal,

Logout

civil or administrative panalties.

Check the certification bO)ZI E—
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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

HRSA Electronic Handbooks for Grantors

el Grantee/ Applicant Handbook ~—
-HANDROOK MO MILP
Welkcome Rhonda Uit to HRSA EHB OS environment (Last logen date and time 2/5/2010 12:31:00 FM)
Grant Handbook New [/ Existing
USBCSO6850 home | logout | contact us | glossary | help | guestions/comments

Pricr Approval requests for the grant are listed below, Click on the "Go” button to start creating a new réquest.

e \

[NEW/EXISTING PRIOR APPROVAL REQUESTS LIST PAGE o T

@ Prior Approval Request with Tracking Number PA

has been

New/Exist 2 |
] Pararmater
ls ubenisslons Input Parameters: aracmeters)

Input Parameters: (iocosnmeres) e Confirmation message is
Moukor Sciediles t Tracking Numi Request Submission STtus IN: Change Requested, In Progress; Request

Al; Approved Date From: All; Approved Date To: All; HRSA Approval Status IN: A
Now

No Prior Approval Requ. displayed'

brior Approval Acceptabie Use Pocy
Requests
P New/Existing

Return Home
View Portfolio
Home

Logout
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10 Customer Support Information
Use your Request Tracking Number for all correspondence.

10.1 BPHC Help Desk

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 Center

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

> By phone: 877-GO4-HRSA (877-464-4772) or 301-998-7373 (between 9:00 am to 5:30 pm 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.
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