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1. Introduction

1.1. Document Purpose and Scope

The purpose of this document is to provide detailed instructions to help applicants to complete program-
specific forms for National Training and Technical Assistance Cooperative Agreements (NCAs) applications in
the Health Resources and Services Administration (HRSA) Electronic Handbooks (EHBS). It is intended as a
supplement to HRSA's Electronic Submission User Guide, available at
http://www.hrsa.gov/grants/userguide.htm.

This document is not meant to replace program guidance documents for funding announcements; applicants
are directed to follow program guidance documents for all programmatic questions.
1.2. Document Organization and Version Control

This document contains five sections in addition to the Introduction. Following is the summary:

Section Description

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

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

Completing the Application in HRSA Electronic Describes the steps necessary to complete and
Handbooks submit an application in the Electronic Handbooks.
Customer Support Information Provides contact information to address technical and

programmatic questions.

FAQs Provides answers to frequently asked questions by
various categories.

User Guide for ApplicantsNational Training And 1 National Training and Technical Assistance
Technical Assistance Cooperative Agreements Cooperative Agreements (NCAS)
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2. Before You Apply

2.1. Grantee Organization Must Register with Grants.gov

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

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

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

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

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

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

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

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

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

User Guide for ApplicantsNational Training And 2 National Training and Technical Assistance
Technical Assistance Cooperative Agreements Cooperative Agreements (NCAS)
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3. Applying through Grants.gov

1. To submit an application through Grants.gov, you must do the following:
2. Goto Grants.gov and locate the funding opportunity.

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

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

5. Submit the application package through Grants.gov. (Requires registration)
6. Track the status of your submitted application at Grants.gov until you receive a notification from
Grants.gov that your application has been received by HRSA.

Figure 1: Grants.gov Home

/
L
= GRANTS.GOV™

FOR APPLICANTS
Find Grant Opportunities

Get Registered

Apply for Grants

Track Your Application =
| ABOUT GRANTS.GOV i Find. App[y. Succeed.

FOR AGENCIES

APPLICANT SYSTEM-TO-
SYSTEM

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

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

3.1. Locate Funding Opportunity

» The following instructions assume that you know the Funding Opportunity Number (FON) or Catalog of
Federal Domestic Assistance (CFDA) number for the grant you are applying for. If this is not the case, go to

http:/www.grants.gov/applicants find_grant opportunities.jsp to locate this information.

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

2. Click the Download a Grant Application Package link (Figure 2).
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»

-
= GRANTS.GOV"

FOR APPLICANTS

Sign up lor our
Find Grant Opportunities

“Succred™
APPLY FOR GRANTS +
Mewsletter

Got Registered
» Apply lor Grants
Track Your Appcation

registered with a username and d from a € ial Provider to
ov. Reg L4 er g ni op

Quick Links
ABOUT GRANTS.GOV .
FOR AGENCIES .
| APPLICANT SYSTEM-TO Meage allows you to complete it offline and route it through your organization for review .
SYSTEM before submitting, .
~ # You will need the Funding Opportunity Number (FON) andfor CFDA number of the desired grant. To search for this FON .
RESOURCES and/or CFDA information, click here, -
HELP » In order to view the downloaded application package, you will need to Install the PureEdge Viewer (Windows EXE File) and -~
A —= Adobe Reader 8.1.1". There are basic system requirements for using the PureEdge Viewer and there are basic system
_r_UNIA(‘I' us — requirer ts [EXIT Disclaimar] for Adobe Reader 8.1.1. If you are a non-Windows user, please refer to this support page. -
SITE MAP

*Grants.gov recommends downloading both PureEdge and Adobe Reader 8.1.1 (current standard version for Grants.gov) to
seamilessly apply for grants. Grants,gov is currently transitioning to phase out of PureEdge software to using Adobe Reader
software exclusively. For a perlod of time applicants will still be able to use PureEdge as it Is applicable.

Step 2: Complete the Grant Application Package

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

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

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

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

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

* View a naated tutorial on how to complete a grant apolication package using Adobe Reader,
.
.

.

View a narrated tutorial on how to complete a grant application package using the New Adobe forms.
If you're having problems completing the package, view our Frequently Asked Questions,

Step 3: Submit the Completed Grant Application Package

3. On the download page (Figure 3), enter the CFDA number in the field CFDA NUMBER, or the
announcement number in the field FUNDING OPPORTUNITY NUMBER. (Example announcement number:
HRSA-08-113)

4. Click the Download Package| button.

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

»
-
e GRANTS.GOW™

FOR APPLICANTS

Find Grant Opportunities

Get Registered DOWNLOAD APPLICATION PACKAGE

+ Apply for Grants
Track Your Applcation Note: You will need to download and mstall Py = Viewer / Adobe Beader, prior to downloading an Applcation Package.

ABOUT GRANTS.GOV

To download an applcation package, enter the appropriate CFDA Number OR Funding Opportunity Mumber and cick the "Downboad Package” button,

FOR AGENCIES
APPLICANT SYSTEM-TO- DA fnrsibiary
SYSTEM
RESOURCES Funding Opportunity Number:
HELP Funding Opportunity Competition 1D:
CONTACT US [ Download Package ]
SITE MAP
= I you do not remember the Funding D&q.-(uqvw Mumber for the gralit opporunity, return 1o the Fin. b SOEUon o ke G GraRE SRBG IR and e

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

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

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

1. Click the download link for the funding opportunity (Figure 4).

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

[ ==
= GRANTS.GOV"

SELECTED GRANT APPLICATIONS FOR DOWNLOAD

Download the applcatio
to compiete the appbcati

ckages may be wn either Purel dae or Adobe format and

Click download.

You wil then be able to

Instructic ns &
Applica*i=

Competition Title

sz HRSA 8113 323 Yo Accis it Heath Resources & Senwces Admmistrason domnlosd

e HRSA08.112 nz SAVCH N Colriumine oo Heatn R & Serces e

0224 5-H80-08.008 »n iz p"“"“,’:;_‘ Heaith Resources & Sendces Admnistration dawniond

L ET 5. HBO.08-008 27 c“‘“"‘f"'"‘c P’W’"‘F’:"""w Heatth R & Servces —
Serwce Expanuon n Mental

w724 HRSA08.107 1081 b ”"",r‘;mm Heath & Serces dovnioad
Serwce Expansion n Mental

sz HRSA08.075 20 ""f;m.;m‘ mhmﬂt‘m L RE fentined
Serace Expanson n Mertal

sz HRSA08.108 082 *ﬂm‘:“ﬂ'm‘::::h R & Sanices omrokiad

W HRSA-08-078 2628 Espanded Medical cl:u-m (EMC) Heath Resources & Sennces Adminairaton downioad

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

User Guide for ApplicantsNational Training And
Technical Assistance Cooperative Agreements
(Ncas) Applicant User Guide

National Training and Technical Assistance
Cooperative Agreements (NCAS)


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

115, Deparimes of Health ond Humen Services

Health Resowrces and Services Administration

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

»
| -
= GRANTS.GOWV"

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

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

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

Competition ID: 3123

Competition Title: Service Area Competitions-Additional Areas

Agency: Health Resources & Services Administration

Opening Date: 01/08/2008

Closing Date: 02/11/2008

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

| Submit |

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

1. Download Application Instructions
2. Download Application Package | === | Click the links to download
the application package and
instructions.

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

3.3. Complete the Application

> You can complete the application offline - you do not need to be connected to the Internet.

1. Click the button to save a copy of the application on your computer (Figure 6).

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

/- http://apply.grants.gov/opportunities/packages/oppHRSA-08-113-cfda93.224-cid3123.xfd - Windows Internet Expl... r;|@lg

@ 5~ | nttp://apply.gr

<id3zsad v Ye X ol

»

'.':I\ 5 D (-~ ;} Page ¥ 303 Tools

Click to save a copy on
your computer.

Canceli Check Package for Errors |

Grant Application Package

-
= GRANTS.GOV™

Opportunity Title: | Planning Grants This electronic grants application is intended to
Offering Agency: [Health Resources & Services Administration be used to apply for the specific Federal funding
CFDA Number: 3,224 opportunity referenced here.
CFDA Description: IConsoIidaled Health Centers (Community Health Centers, If the Federal funding opportunity listed is not the
Opportunity Number: [HREA-11-021 opportunity for which you want to apply, close

. I

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

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

U5, Deporimeat of Health ond Human Services

> You mustbe connected to the Internet and have a Grants.gov username and password to submit the

application package.

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

excluding Federal holidays.

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

application package.

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

Grants.gov.

1. Click the button on the application package cover page (Figure 7).

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

Click to submit to Grants.gov.

/

Submi ml Cancel| Check Package for Errors|

2. When prompted, log in to Grants.gov (Figure 8).

Figure 8: Grants.gov Log In

/
LS
»= GRANTS.GOV"

For Applicants About Granis.gov Resources For Agencies

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

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

the Login button.

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

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

Username
hrsaapplicant

Password
e

|\

Login

Warning Noticel

personnel, Unauthorized access or use of this ¢

np 'vl'n\\—r"\q"

cludes 3
person, ¥

Allinform n this computer sy
purpases, including criminal investig
requirements. Access or use of this

This is a U.5. Govemment computer systern, which nu,-k damdsnd ot o e
o

|

Log in to submit your application.

3. Your application package is uploaded to Grants.gov. A confirmation screen (Figure 9) will appear

once the upload is complete.
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Figure 9: Application Submission Confirmation Page (at Grants.gov)

’ For Apphcants About Grants.gov Resources For Agendes

-
= GRANTS.GOV"

CONFIRMATION

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

Please do not hit the back button on your browser

= Tied

If your app is d and subseq ly retrieved by the grantor agency from the Grants.gov system, you will recelve an additional email, This emall may be

delivered several cays or wuks from the date of submission, depending on when the grantor agency retrieves It.
You may also monitor the processing status of your submission within the Grants.gov system by using the following steps:

1 Go to hitp://www.grants.gov

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

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

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

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

The following application tracking information was generated by the system:

Grants.aov ‘lrackini Number :

GRANTO00103832

4. A Grants.gov Tracking number (Figure 10) is provided on this screen. Please record this number so
that you may refer to it for all subsequent help.

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

The following application tracking information was generated by the system:

Grants.gov Tracking Number : GRANTO00103832
CFDA Number : S3.22%
CFDA Description : Commum S

Take note of the
Grants.gov tracking
number. n

Funding Opportunity Number : HRSA-11-021

Funding Opportunity Description : Opportunity Titl
Agency Name : Health Resourc
Application Name of this Submission : PG
Date/Time of Receipt : 2008.01.14 3:50 PM, EST

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

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

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

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

information in the HRSA EHBs within two weeks of the application due date in Grants.gov. The new due date
will be listed 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 develop the habit of saving their work at frequent
intervals.

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

4.1. LogIn and Access the Application

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

2. Enter your username and password (Figure 11).

Figure 11: Section of Login Screen

LOGIN

Already Registered?

*Username |

*Password |

Forgot vour password?

3. Click the button.
» The HRSA EHBs Home page (Figure 12) opens.
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Figure 12: HRSA EHBs Home Page

par JL_JJ‘AJJ._._..._AHJL‘-H:_-J.:,.JJJ:._.J

T | HRSA Electronic Handbooks for Applicants/Grantee

MENDOCINO COMMUNITY HEALTH CLINIC, INC., Ukiah, CA

‘Welcome Catherine Rada to HRSA EHB utl5 environment (Last login date and time 7/6/2010 3:38:00
PM) --Tools Menu-- v |Go

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

HRSA Portal
P Grants Home
Contact Us:
FQHC LA Home Phone: Time: Email:
877-Go4-HRSA/B77-464-4772; 9:00 a.m. to 5:30 p.m. Eastern Time CallCenter@HRSA.GOV
301-998-7373 (E.T.), Monday through Friday

P welcome

IManage Applications
| Funding

| Opportunities

I~ View Applications
' Peer Access
|Grants Portfolio ® Manage Competing Applications ® Manage Grants Portfolio

Applicant/Grantee Electronic Handbook (EHB) provides all potential and existing grantees a means to conduct
various activities electronically.

WHAT WOULD YOU LIKE TO DO TODAY?

|~ Add to Portfolio

= Ve Raiadle [2] Read Electronic Submission Guide [2] Read About Grant Registration

IManage Organization Verify Grants.gov Application (if required per Add a Grant to My Portfolio

Profile i

S - Guidance) View Grants in My Portfolio

iew/CpdatelRinfile Work on My Application

|~ Performance Sites o Work on a Grant

IManage Personal Profile Allow Other Members of My Organization to Work an My Noncompeting Progress Report
Update Profile Work on My Application

i Work on Other Post Award Submissions

I~ Change Password

| My Registered
| Organizations

Search Funding Opportunities

v Profile @_umige Organization Profile
Logout The side menu appears on every ead About Organization Profile Management
screen. Use it to navigate your pdate Organization Information on File

app"cation_ hange Communication Contact for
raanization (Why is the link disabled?)

Bl Manage Users of My Organization (Why is the link

ry ; B P
B Associate My Account with Another Organization disabled?)

Set My Default Organization

4.1.2 Initiating the Application for the First Time

When you access the application for the first time, you need to “initiate” it. This procedure correlates your
previously submitted Grants.gov application with a new HRSA EHB application. During this process, certain
information is copied from the Grants.gov application to the HRSA EHB application.

To initiate a new HRSA EHBs application, you need to “add” the Grants.gov application to the list of pending
applications.

1. Onthe HRSA EHBs Home page, select the View Applications link under the Manage Applications
heading on the left side menu (Figure 13).

User Guide for ApplicantsNational Training And 11 National Training and Technical Assistance
Technical Assistance Cooperative Agreements Cooperative Agreements (NCAS)
(Ncas) Applicant User Guide



Figure 13: Left Side Menu on HRSA EHBs Home Page

b Welcome

(Manage Applications
. _Funding
Opportunities

| View Applications
- Peer Access
Grants Portfolio

- Add to Portfolio
- View Portfolio
Manage Organization
Profile

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

i~ Change Password

| My Registered

| Organizations

» The View Applications page (Figure 14) opens. When accessing your application for the first time,
you will find it under the GRANTS.GOV APPLICATION STATUS heading.

Figure 14: View Applications Page (before Grants.gov Application is added)

HRSA Electronic Handbooks for Applicants/Grantee

Legal Name, Herndon, VA

HELP|

Walcome Barmali sahu to HRSA EHB Test environmaent (Last login date and time §/19/2007 3:49:00 PM) --Tools Menu— w
View Applications
home | logout | contact us | glossary | help | questions) . . .
[ Home | Click Add Grants.gov Application.
Welcome The following table lists the current status of your appli E been submitted or view
Manage Applications applications that have been submitted to HRSA.
Funding
Opportunities Grants.Gov Application Status | |
P View Applications
Peer A # Grants.Gov Applications Pending Addition [
Grants Porl 1 [ ran i
Add to Portfolio
View Portfolio
Manage
Profile PENDING APPLICATIONS
View/Update Profile
"‘L:"‘i“t"‘:“"[‘f: Profile No Pending Application(s) Found for the current working organization
pdate Profile

Change Password
My Registered
Organizations

II Paoli
Logout

2. Click the Add Grants.gov Application link to add your application to the list of pending applications.

» The Validate Grants.Gov Application page (Figure 15) opens.
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Figure 15: Validate Grants.Gov Application Page

HRSA Electronic Handbooks for Applicants/Grantee

Legal Name, Herndon, VA

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

--Tools Menu-- b
View Applications

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

HELP

Enter the required Va|idati0n information Essions to work on this Grants.gov application, you must enter the following validation information
4 \.-’n?_\'.'; J\:I'lli'jgtivns ‘

Peer Access ‘
Grants Portfolio Announcement Information “

Add to Portfollo Announcement Number 3

View Portfolio (Example: HRSA-04-061 or 04-016) HRSA-07-088 % | (From submitzad Grants.gov appication)
Manage
Profile Grants.gov Appl Inf ion

View/Update Profile

Grants.gov Tracking Number
Manage Personal Profile

(Example: GRANTO0059900) | GRANTO0099228 | (From submitted Grants.gav applcation)

?:J-ﬂdtp p HRSA EHBs Application Information

“hange P . :
My Re 2R5A|EHBG Application Tracking Number | 00043345 (From email notification) CIle Va“date
Organizations (Example: 0 )

AN
I -

Logout

3. Enter the required validation information:
e Announcement Number (from the Grants.gov submission confirmation page)
e Grants.gov Tracking Number (from the Grants.gov submission confirmation page)

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

4. Click the button.

» The Grants.gov Application Validated Successfully page (Figure 16) opens.

Figure 16: Grants.gov Application Validated Successfully Page

Grants.Gov Application Validated Successfully

IMPORTANT NOTE

This app was originally d through Grant.gov (tracking? GRANTO0099228). HRSA has received this application and assigned it the tracking number listed below. Please note it
down and use it for future correspondence or inquiries from HRSA.

HRSA EHBs tracking number: 00043345

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

N

You must complete all the required forms and submit this application in HRSA EHBs by the Read the advisory, CIICk Conti nue.

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

|

5. Read the advisory, and then click the button.
» The application opens to the Application Status Overview page (Figure 17).
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Figure 17: Application Status Overview Page

HRSA Electror

Application Tracking
#

Application Process

Process
b Stat, |

Applicatic |

Applicant

Program Narrative
Budget Information

Budget Summary

Budget Categories |

Federal Resources

ot armation |

Budget Namative

ssurances and
Certifications

AN |

Certifications

other information
Chacklist

Review and Submit

Welcoma B LB 10 HRSA EHD SSSSSIEN (Last login date and time 3/6/2011 12:52:37 AM)

- Status

home | logout | contact us | resources | questions/tomments
o The table below shows the status of the application. The application is currently INCOMPLETE and cannot be submitted in its current state,

Feburary 4 2010 8:00PM ET

fine: (¥ou have 26 cays to complete and submit the application.)
Emﬂﬂ"&%m; Original announcerment posted on 05/01/2010.... View Details
N/A
Py (One or mone AD'S currently registered. Assign AD }
Created On 07/20/2010 11:37:50 AM ET
Last Updated By N/A
No peers associated with this Application.

Basic Infermation

Update NOT COMPLETE
Applicant Update NOT COMPLETE
Project Update NOT COMPLETE
Program Narrative Update NOT COMPLETE
Budget Information
Budget Summary Update NOT COMPLETE
Budget Categories Update NOT COMPLETE
Non-Federal Resources Update NOT COMPLETE
Federal Resources Updata NOT COMPLETE
Other Information Update NOT COMPLETE
Budget Narrative Update NOT COMPLETE
Assurances and Certifications
Assurances Updata NOT COMPLETE
Certifications Update NOT COMPLETE
Disclosure of Lobbying Activities Update NOT COMPLETE
Other Information
Checklist NOT COMPLETE
First Checklist Update NOT COMPLETE
Second Checklist Vpdate NOT COMPLETE
Third Checklist Update NOT COMPLETE
Inventions Updata NOT COMPLETE
Program Specific Update NOT COMPLETE
Vpdate NOT COMPLETE

Erivacy Policy| Disclaimer| GuidancelComments

» The screen contains a different left side menu than it did before. Use this left side menu to navigate the

application.

User Guide for ApplicantsNational Training And
Technical Assistance Cooperative Agreements

(Ncas) Applicant User Guide

14 National Training and Technical Assistance
Cooperative Agreements (NCAS)




US. Degarimeat of Health and Human Services

Health Resowrces and Services Administration

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

1. To view the validation errors click the Grants.gov Data Validation Comments link on the Application
Status page in HRSA EHBs (Figure 18).

Figure 18: Application Status Page (with Grants.gov Data Validation Comments Link)

Al F : | ”
mmsﬁm.nm Application SF424 for FY2011

i
g ¢n J
R

=_ E-HANDBOOK HOME Applics
‘Welcome Catherine Rada to HRSA EHB utl5 environment (Last login date and time 7/6/2010 5:58:00 PM) ~Tools Menu— v [Go ¢
Application Tracking  Status j
# 00079760 home | logout | contact us | glossary | help | guestions/comments '
Overview The table below shows the status of the application. The application is currently INCOMPLETE and cannot be submitted in it's current state. B
Process o . ) , . - £
b Status This application was originally submitted through Grants.gov (tracking# ). Summary of HRSA business rules validation comments ™ ,
Basic Information is available below by clicking "Grants.gov Data Validation Comments’ link. /
- Application Read Complete Note
Applicant o+
- project STATUS OVERVIEW I
performance Site P
Locations SUGGESTED NEXT STEP | ‘
Program Narrative a 20
Budget Information Assign AD . . .
Budget Summary 71 Grants.gov Data Validation Comments link g
Budget Categories APPLICATION PROCESS STATUS I
Forecasted Cash ! X
n Sep 2042010 5:00PM ET .
Needs Deadiine (You h%?s days to complete and submit the application.) E
Federal Resources
Full Announcement . ey - . |
Other Information (tncludes Program Guidance) (o] \Ja\ announcement posted on 06/15/2010..... View Details l‘.
-~ Budget Narrative N J’
Assurances and Assigned AQ . ‘ e amn
Cortifications Ine or more A0's currently registered. Assign AG) j
- Assurances Created On /6/2010 1:18:24 PM ET 3
Certifications Last Updated By WA }
Disclosure of - .
| Lobbying Activities Peer Information O peemsmasggiated with this Application. iﬁ
Other Information View: Az;hcatlo( Grants.gov Data Validation Comments ,
Checklist N —
Program Specific ST AT —
| G APPLICATION FORMS STA
Appendices Section [ Action Status
Review and Submit Basic Information
Review
Submit Application Update NOT COMPLETE
Applicant Update NOT COMP
Logout Project Update NOT COMPLETE
performance Site Locations Update NOT COMPLE
Program Narrative Update NOT COMPLETE
Budget Information
Budget Summary Update NOT COMPLETE
Budget Categories Update NOT COMPLE
Forecasted Cash Needs Update
Federal Resources Update
PSPPSRI W W P “Infopbation, =P st g i L ,w.I'\.f’ws-‘.‘.\._,)\.m,\,m‘,\-\..m ’ ot

2. A summary of validation errors (Figure 19) opens in a new window.
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HRSA EHBEs software has applied HRSA specific business rules to the data received through Grants.gov.
Note that some data may not have passed the validation rules and you must review and make necessary
corrections. A summary of the data validation comments s available below.

i

GRANTS.GOV (TRACKING# GRANTO00057671) DATA VALIDATION COMMENTS (HRSA EHBs
TRACKING# 00079760)
Form Field Name E.::::.d Error Description
State Review 1001-01-
Available Date |01 Invalid date
SFa24 Eg{:_?ﬂ person ey Email is invalid
Cover Page !
- - HRSA requires the authorizing official to be
Autherizing Official . ; . .
Unknown |registered. Please follow the instructions and assign
Information t L
glﬂ:éklisl é':f;'i}ess Official | inown | EmaiNg Invalid

N\

Invalid entries in |-

SF-424.
Done @ nternet *100% -
3. Review the errors and make changes, if necessary.
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4.1.4 Accessing the Application

Users who have already initiated their application and added it to the list of pending applications in the EHBs
(see 4.1.2 above), should follow these steps to access their application.

1. Click the View Applications link under Manage Applications on the left side menu of the HRSA
EHBs Home page (Figure 20).

Figure 20: Left Side Menu of HRSA EHB Home Page

HRSA Portal

P Grants Home
- FQHC LA Home

b Welcome
Manage Applications

. Funding -

View Applications
- Peer Access
Grants Portfolio
- Add to Portfolio
- View Portfolio

Manage Organization
Profile

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

i~ Change Password

| My Registered

| Organizations

» The View Applications page (Figure 21) opens.

Figure 21: View Applications Page

Locate the grant application.
- NaGonal O P . . A
e perative Agreements (NCA'S) Click Edit under Action.
Original Announcement posted on 05/01/2010 ..... View Details

Grant / Application Status Creator wiml
HRSA EHBs Tracking Na: L L "1

KLZTE":?S: :ﬁ'ﬁ'nlfe:: e Grants.Gov Received Date: mp= Edit
Title (Discipline): National Cooperative Agreements (NCA's) (N/A) él?:a“t(:glg:[_n _qumss_ == ON = g ves glfll)frslct
Kg[;;];:{lpﬂrmd—: .-: = memm =

2. Locate the NCA application in the list of pending applications, and click its Edit link.
» The Application Status page (Figure 22) opens.
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Figure 22: Application Status Page

HRSA Electronic Handbooks

| emm w e e ame e k4

HELr

Welcoma B LB 10 HRSA EHD SSSSSIEN (Last login date and time 3/6/2011 12:52:37 AM)
Application Tracking
#

Status
Kk P home | logout | contact us | rescurces | questions/comments

[Overvicw The table below shows the status of the application, The application is currently INCOMPLETE and cannot be submitted in its current state,
Process

P Status [STATUS OVERVIEW
Basic Information

Program Narrative
Budget Information
Budget Summary

Cal

Application
5 Applicant SUGGESTED NEXT STEP |
|- Profect Assign AQ

APPLICATION PROCESS STATUS

Deadline

Feburary 4 2010 8:00PM ET
(¥ou have 26 days to complete and Submit the applcation.)

Federal Resources
I mfn:m_tlzn :']‘:ﬂhf‘f'[;'ﬁ{‘,';;{gmgfmmi Original announcement posted on 05/01/2010.... View Details
udg ratiy - ’
ertreatons Assigned AO {tee: o more A0’ curenty repsered, Assign AD)
I ?:::i:';‘::ns Created On 07/20/2010 11:37:50 AM ET
Disclsurs o Last Updated By [
Lobbying Activities Peer Information Mo peers associated with this Application.
or:g;;::llizmaﬂon wiew: Application | Attachments (1)
T APPLICATION FORM STATUS
Appendices Section | Action | Status

Review and Submit
|- Review

Basic Information

Submit Application Update
Applicant Update
Lagout Project Update
Program Narrative Update
Budget Information
Budget Summary Update
Budget Categories Update
Non-Federal Resources Update
Federal Resources Update NOT COMPLETE
Other Infarmation Update NOT COMPLETE
Budget Narrative Update NOT COMPLETE
Assurances and Certifications
Assurances Update NOT COMPLETE
Certifications Update NOT COMPLETE
Disclosure of Lobbying Activities Update NOT COMPLETE
Other
Checklist MOT COMPLETE
First Checklist Update NOT COM
Second Checklist Vpdate NOT COM
Third Checklist Update NOT C
Inventions Update NOT COM
Program Specific Information Update NOT COM E
Appendices Vpdate NOT COMPLETE

» The screen contains a different left side menu than it did before. Use this left side menu to navigate the SF-
424 application forms.

3. To access a standard form, click the appropriate item on the left side menu, or click the
corresponding Update link in the APPLICATION FORMS STATUS table.

» The corresponding form will open. (For application standard forms, see section 4.2 below.)

4. To access program specific forms, click the Program Specific Information left side menu item (or
the corresponding Update link in the status table).

» The Status page for Program Specific Information (Figure 23) will open. (For program specific
forms, see section 4.3 below.)
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Figure 23: Status Overview Page for Program Specific Information

U30 : (Technical Assistance to Community and Migrant Health Centers and Homeless)

HEwr

Welcomme e 10 HRSA EHID mmmem—"(L357 login date and time 3/6/2011 12:52:37 AM)
Application Tracking
&
— - n Status )
r ! questions/comments
——— home | logout | contact us | resources | i
- The table below shows the status for the program specific information. The application is currently INCOMPLETE and cannot be submitted in its current state.
- Status |STATUS OVERVIEW
neral
Form 1 - Part A
“ontact Information PROGRAM SPECIFIC FORMS STATUS
Form 12 Section | Action | Status
'ork Plan and Measures G | Inf b
Project Work Plan eneral Information
Performance Form 1 - Part A: General Information Worksheet | Update | NOT COMPLETE
Measures Contact Information
Review
Program Specific Form 123: Organization Contacts [ Update | NOT COMPLETE
Forms. Work Plan and Measures
Project Work Plan
c;:::.l" Rﬁf;:ir"t.nl?ll;\”.:\m}rralnlng and Assistance in Fiscal and Program Management (Program NOT COMPLETE
m,:,l - Section B - Operational and i ivie Suppert { £ ) Update NOT COMPLETE
Section € - Program Development/Analysis Update NOT COMPLETE
Logout Update NOT COMPLETE
[ GoBackioComplete Status |

Privacy Policy| Disclaimes| Guidance| Comments

» Note that the screen contains a different left side menu than it did before. Use this left side menu to navigate
the Program Specific Information.
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4.1.5 Navigating the Application: A Note about Left Side Menus

A navigation menu appears on the left side of every screen in the HRSA Electronic Handbooks. Use these
menus to log in, access applications, application standard forms, and program specific forms (Figure 24).

After logging in to the HRSA EHBs, you will be on the Grants Home page. From here, you can click View
Applications on the left side menu to access a list of your applications. Locate the application, and
then click the Edit link to open it. The Status page for the application will open.

In the application, use the JAoJallle=iilol i fele=5E left side menu to access application forms (Figure 25). Click
Program Specific Information to open the Status page for program specific forms.

To view the status of the program specific information forms, click Status in the [gfels] =l ol=lellile

lalielfciilelyl left side menu. To view the status of the application as a whole, click Complete under Overview
in the QIR left side menu.
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Already Registered?

Login

Forgot Username?

Log in to access
the Grants Home

page.

From the Grants
Home page, click
View Applications.

Figure 24: Menu Progression for NCA Applications

HRSA Portal

b Grants Home
i FQHC LA Home
-~ CHGME Home

b Welcome
Manage Applications

_ Funding
Opportunities
- View Applications

The View Applications
page opens, displaying
applications in a list.

i~ Pegf Access
Grajfts Portfolio

- Add to Portfolio
i/ View Portfolio

‘Organization

- View/Update Profile
Update

- Communication
Contact

[~ Manage Users

Personal

- Update Profile

- Change Password

. My Registered
Organizations

W30: National C NCA'S)

Original Announcement posted on 05/01/2010 ..... View Details

Grant / Application

HREA EHBs Tracking No: Ml 8

Grants. Gov Tracking & : i

Application Tyoe: New

Title (Discipline): Netional Cooperative Agreements (NCA's) (N/A)
Proposad Perioo: M mems - o '

AD Name: HE S

Grants. Gov Received Date: s
Apalication In Progiess
Croatod By:

Locate the application.
Click Edit
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In the application,
use the menu to
access forms.

Application Process

A

Click Program
Specific Information
to access program
specific forms.
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Figure 25: Menu Progression for NCA Applications (Continued)

Overview

i Process

P Status

Basic Information

' Application
FoApplicant

-~ Project

- Program Narrative
Budget Information
- Budget Summary
- Budget Categories
i Federal Resources
i~ Other Information
- Budget Narrative

Assurances and
Certifications

-~ Assurances

-~ Certifications

_ Disclosure of
Lobbying Activities

Other Information

\ Checklist

N\ Program SpecifiC

i Information

- Appendices
Review and Submit
i~ Review

-~ Submit

Program Spedific

Information
Overview
» Status
General Information
i~ Form 1 - Part A
Contact Information
- Form 12

Work Plan and Measures

- Project Work Plan
. Performance

. Measures

_Review

. Program Specific
| Forms

Use the menu to
access program
specific forms.

Overview

i~ Complete
- Submit \

Click Complete to
check the status of
all forms.
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4.2. Standard Forms (SF-424)

When you open your application, the first screen that appears is the Application Status page (Figure 22),
showing the various sections of SF-424. Note that this contains information that was imported from
Grants.gov that has undergone a data validation check as discussed in the Reviewing Grants.gov Errors
section (see 4.1.3 above).

The APPLICATION FORMS STATUS table on the screen (Figure 26) shows the status of each standard
form. You cannot submit your application until all forms in all sections are complete.

To update any Standard (SF-424) Application Form, click the appropriate link within the left side menu of the
Application Status page, or click the Update link corresponding to the form in the APPLICATION FORMS
STATUS table.

» Follow the guidance document to update the standard (SF-424) forms.

Figure 26: Application Forms Status Table

APPLICATION FORMS STATUS

Section | Action | Status

Basic Information /\

Application Update Ng/T COMPLENE

Applicant Update fot compLETA

Project Update Jvot compLeTe\

Performance Site Locations Update I\OT COMPLETE \

Program Narrative Update I NOT COMPLETE \

Budget Information I ‘

Budget Summary Update NOT COMPLETE

Budget Categories Update NOT COMPLETE

Forecasted Cash Needs Update NOT COMPLETE

Federal Resources Update NOT COMPLETE

Other Information Update ‘ NOT COMPLETE

Budget Narrative _ An application cannot / NOT COMPLETE

Assurances and Certifications be submitted until all

Assurances application forms are NOT COMPLETE

Certifications Comp|ete (inc|uding NOT COMPLETE

Disclosure of Lobbying Activities Program Specific NOT COMPLETE

Oiherinformation Information forms).

Checklist NOT COMPLETE
Checklist A Update NOT COMPLETE
Checklist B Click this link to access | \ Update \ not compiete |
Checklist C Program Specific N\, Undate \ noT compete |
Checklist D Information forms. N\, Undate \vot compiete]
Inventions Update \ot compLerd

Program Specific Information (Ugdate3 \\T COMF‘_Ef

Appendices vl NONCOMEATE
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4.3. Program Specific Forms

To access Program Specific Information forms, click the Program Specific Information link in the left side
menu on the Application Status page (Figure 27).

Figure 27: Left Side Menu of Application Status Page

rreme—

- Process

P Status

Basic Information

+ Application

- Applicant

- Project

_ Performance Site
Locations

~ Program MNarrative

Budget Information

- Budget Summary

< Budget Categories

_ Forecasted Cash
Meeds

~ Federal Resources

- Other Information

= Budget Narrative

Assurances and
Certifications

- Assurances

- Certifications

. Disclosure of
Lobbying Activities

Other Information

- Checklist

_ Program Specific
Infarmation

- Appendices

Review and Submit

“ Review

- Submit
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The Status page for program specific forms opens (Figure 28).

Figure 28: Program Specific Status Overview

U30 : (Technical Assistance to Community and Migrant Health Centers and Homeless)

HEwr

Welcomme e 10 HRSA EHID mmmem—"(L357 login date and time 3/6/2011 12:52:37 AM)
Application Tracking
&
— Status

| logout | contact us | resources | guestions/comments

The table below shows the status for the program specific information. The application is currently INCOMPLETE and cannot be submitted in its current state.

t |STATUS OVERVIEW
neral
Form 1 - Part A
“ontact Information PROGRAM SPECIFIC FORMS STATUS
Form 12 Section | Action | Status
'ork Plan and Measures ~
Project Work Plan Genesal Information
Performance Form 1 - Part A: General Information Worksheet | Update | NOT COMPLETE
Measures Contact Information
Review
Program Specific Form 123: Organization Contacts [ Update | NOT COMPLETE
Forms. Work Plan and Measures
Project Work Plan
Section A - Training and Assistance in Fiscal and Program Management (Program OT COMPLETE
C;:::-u- Requirements) pdate NOT COMPLETE
m,:“ - Section B - Operational and i ivie Suppert (| £ ) Update NOT COMPLETE
Section C - Program Development/Analysis Update NOT COMPLETE
Logout Update NOT COMPLETE
[ GoBackio Complete Status |

Privacy Policy| Disclaimes| Guidance| Comments

The completion status of each program specific form is shown in the PROGRAM SPECIFIC FORMS
STATUS table. To access any form:

e Click the appropriate link in the left side menu, or

e Click the Update link corresponding to the form.
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Form 1 — Part A: General Information Worksheet

Form 1 — Part A: General Information Worksheet is a summary of information related to your organization and

target audience.

Click Update in the Action column of the PROGRAM SPECIFIC FORM STATUS table (or click Form 1 — Part
A on the |ggele]gzlinSelclelilenlpiielgay=iilely] left side menu) to access Form 1 — Part A: General Information

Worksheet (Figure 29).

Figure 29: Form 1 — Part A: General Information Worksheet

130 : ( Technical Assistance to Community and Migrant Health Centers and Homeless)

Weicome
Application Tracking

Form 1 - Part A
home | logout | contact us | resources | questions/comments

Status

& 1o HRSA EHB ssssmems (L35t login date and time 3/6/2011 1:27:52 AM)

Provide General Information related to the application in this form, Please refer to the guidance for more information on filling out Form 1 - Part A Use the "Save and Continue” button bo go to the next
section. To return to the status page, click on the "Go to Previous Page” button.

HELr

[ state government

*Organization Type (Select all that apply) et
niversity

O other

General Information
B Form 1 - Part A Fields marked with an asterisk (%) are required.
[contact Information GENERAL
Form 12 = Z
(work Plan and Lol =Leiil 5T i Status: NOT COMPLETE
|- Project Work Plan
Performance 1.
Measures s . Ba .
| Macs Applicant Narme [ T
Program Specific Application Type New |Existing Grantee |no
Forms Grant Number NIA [BHCMIS 1D [mra
All Forms O Tribal
rview O Urban Indian
Complete *Business Entity O Private, non-profit (non-Tribal or Urban Indian)
Submit O Public (nan-Tribal or Urban Indian)
Logout O Feor Profit
[ Faith based
[ Hospital

ClCity/County/Local Government or Municipality
[ ommunity based organization

1f "Other”, please specify:

2. Target Audiences

*Indicate the target audience you are planning to serve?

(O Health Centers Serving Special Populations

) Health Centers Serving Children in Schools

O Health Centers Serving Disadvantaged Populations
() Health Centers Seeking Capital Financing

O Health Centers Serving Underserved C, ies and

Warning: Changing the Target Audience will require the applicant to revisit the Project Work Plan form.

Go lo Previous Page

Saw Sava and Continug

Complete the form. Data entry is required in fields marked with an asterisk (*).

e Under APPLICANT INFORMATION, select your business entity and the organization type
characteristics that best describe your organization.
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Figure 30: Form 1 — Part A: Applicant Information

/ Make only one selection for

O — BUSINESS ENTITY.

Applicant Name

Application Type = TERenng Crantee [No
Grant Number N/A BHCMIS 1D [rn

O Tribal

O Urban Indian

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

O For Profit

N

[Faith based
[ Hospital
[ state government
O City/County/Local Government or Municipality
O University
O community based organization
O other
If "Other”, please specify:

Select as many as apply for
ORGANIZATION TYPE.

e Under TARGET AUDIENCES, select the audience you plan to serve.

» The Project Work Plan (see 4.3.3 below) you will prepare will depend on the choice you make here.

» Changing the choice you make here will impact your Project Work plan. Choose carefully so as to avoid
having to redo your Project Work Plan.

Figure 31: Form 1 — Part A: Target Audiences

2. Target Audi
(O Health Centers Serving Special Populations
{JHealth Centers Serving Children in Schools
i Health Centers Serving Disadvantaged Populations
*Indicate the target audience you are planning to serve? (O Health Centers Seeking Capital Financing

(O Health Centers Serving Underserved Communities and Vulnerable Populations

warning: Changing the Target Audience will require the applicant to revisit the Project Work Plan form.

Click the [Save and Continue] button at the bottom of the screen to save your work. The system will validate
your data entry and, if it detects no errors, will move the status of the form to “Complete” and take you to the
Project Work Plan form.
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4.3.2 Form 12: Contact Information

Form 12: Contact Information asks for contact information for your application.

Click Update in the Action column of the status table (or click Form 12 on the [gele] &S sl=leiilen el g alery
left side menu) to access Form 12: Contact Information.

Enter a chief executive officer (optional) and a contact person (required). The contact person should be the
primary communications liaison for any program specific information being submitted as part of this
application. Data entry is required in fields marked with an asterisk (*).

4.3.2.1 Add a Chief Executive Officer
1. Click the |Add Chief Executive Officer| button

» The CONTACT INFORMATION form opens (Figure 32).

Figure 32: Contact Information, Chief Executive Officer

Fislds marked with an astensi (*] are required.

CONTACT INFORMATION

*Tithe of Position I Chief Executive Officer I

Prefix lﬂecl Ung % \ .

*First Nama \I

*Last Name \

Middle Iritial . .

- \ The TITLE OF POSITION field is

Suffi Select One ‘Othe . . “ .

il st women i prepopulated with the title “Chief
Select Ona (v . . ” .

Highest Degree et On Executive Officer” when you click the
If *Other’, please specify

IAdd Chief Executive Officer| button.

Contact Address
*Email Address ]
*Phone Number [§ ) = Ext:
Ga Back Save and Continue

2. Complete the form.

3. Click the [Save and Continue] button.

4.3.2.2 Add a Contact Person
1. Click the |Add Contact Person|button

» The CONTACT INFORMATION form opens (Figure 33).
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Figure 33: Contact Information, Contact Person

Fields maried with an asterisk (*] are required.

CONTACT INFORMATION

*Titla of Position
Prefix e A Y

*First Nama \
*Last Name \

Middle Irtial ‘

The TITLE OF PosITION field is blank
— when you click the
Highest Dagree - IAdd Contact Person| button.

If '"Other', please spacif]

Suffic Select One ¥  1f 'Oth

| Contact Address
*Email Address
*Phone Number { )] = Ext:
==

2. Complete the form.

3. Click the [Save and Continue] button.

4.3.2.3 Update Contact Information
1. Click the [Update Information| button to update the information for either the Chief Executive Officer
or contact person (Figure 34).

» The CONTACT INFORMATION data entry form opens for the contact you are updating.

Figure 34: Sample Contact Information Data Entry Page for Form 12

Fields marked with an asterisk (*) are required.

ORGANIZATION CONTACTS
Form 12: Oy ization Contacts Status: NOT COMPLETE
Chief Officer
Select Title of Position Name Highest Degree Phone Email
@ Chief Executive Officer = — w— - S
[ update J[f  stete Chist Executive Officer |
*Contact Person \
Select | Title of Position I Name \ Highest Degree | Phone | Email
@ | Contact Person | Ao = e | \ I : ||
(_Upaate J_ Y| Click [Update Information|to update
information for each point of contact. [

2. Update the information as necessary. Data entry is required in fields marked with an asterisk (*).

3. Click the [Save and Continue button at the bottom of the screen to save your work and return to
Form 12: Contact Information.

Click the [Save and Continue] button at the bottom of Form 12: Contact Information to save your work and
proceed to the next form.
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4.3.3 Project Work Plan
The Project Work Plan outlines the goals and objectives related to the NCA project. It is a three-part form.
The basic mechanics of completing the form are the same for all three parts.

Click Update in the Action column of the status table (or click Project Work Plan on the |glfele] =iy el=le il
left side menu) to access the Project Work Plan page.

Each section in the Project Work Plan includes a set of standard goals. These goals vary, depending on the
target audience you chose on Form 1 — Part A. You are required to complete data entry for the standard
goals, and you may add additional goals, if desired.

For each goal (standard or additional), you are expected to add one or more objectives.

For each objective, you are expected to enter a description; one or more activities; one or more expected
outcomes; one or more sources of data, evaluation methods, or measurements used to evaluate progress
toward an objective; one or more persons responsible for carrying out the activities; and a time frame for
carrying them out. You may also enter comments.

Complete each section of the Project Work Plan as detailed below.

4.3.3.1 Section A —Training and Assistance in Fiscal and Program Management (Program
Requirements)

1. If necessary, select Section A from the dropdown menu at the top of the screen (Figure 35).

Figure 35: Menu of Project Work Plan Sections

PROJECT WORK PLAN Section A - Training and Assestance i Fiscal and Program Management (Frogram Requrements)
Section A - Training and Assistance in Fiscal and Program Management (Program Requirements)

Section A - Training and Assi e in Fiscal and Program Program Requil ) TE
ng L ( L [Section B - Operational and Administratve Support (Performancs lmprovermeant)
Section C - Program DevalopmentAnalysis
I]aroet Audience Health Centers Serving Special Populations ]
Standard Goals

i+ Goal Al: Provide national, state and local-level training to health centers and other safety net programs on the unique features of special

populations and the programs that serve them. Status: Complete

2. Click the [Go] button.

» The screen displays the home page for Section A (Figure 36).
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Figure 36: Project Work Plan - Section A

U30:Technical Assistance to Community and Migrant Health Centers and Homeless (93.129)

NCA Application for FY 2011 2
HELA
Weltome e Se—(LAST login date and tme 3772011 1:48:00 PM) =Toaks Menu-- b [ﬁ]
® Pm,m Waork Plan
Application Tracking home | logout | contact us | help | questions/comments
: = Displayed below is the list of standard goals which have been added to this section. Click the "Add Objective” button to add an objective for the standard goal proposed. Ple... (Show Full
fi ion)
[overview [l Note: Maximum of 10 Objectives can be added for each goal.
Status Maximum of 5 Additional Goals can be added.
[General Information
|- Form 1 - Part A )
[Organization Contacts One or more errors have occurred on the page.
Form 12
Work Plan and Field level errors.,
Performance Measures ¥ Error 1 V Error 2 W Error 3 ¥ Error 4 ¥ Error 5 W Error 6
P Project Work Plan
Performance
view PROJECT WORK PLAN Section A - Training and Assistance in Frscal and Program Managemert (Program Requremens) + |[G2]
Section A - Training and Assistance in Fiscal and Program Management (Program Requirements) Status: NOT COMPLETE
[Target Audi |
|TargPr Audience [Heallh Centers Serving Special Populations |
Standard Goals
Logout T Error 1: Please add at least one objective. Go to top
(-] Goal Al: Provide national, state and local-level training to health centers and other safety net programs on the unique features of Status: NOT COMPLETE
special populations and the programs that serve them.
Please add at least one objective.
Actions;  A00 Copmcive
N N T R e S P e S S PR S

Enter information as detailed in the following sections.

When you have completed Section A, click the Save and Continue button at the bottom of the screen.
The system will validate your data entry and, if it detects no errors, will move the status of the section
to “Complete” and take you to Section B.

Managing Standard and Additional Goals

Each section includes a set of Standard Goals (Figure 37). You must complete data entry for all Standard
Goals.

Figure 37: Standard Goals

PROJECT WORK PLAN :Sbﬂlon!\ Training and Assistance m Fiscal and Program (Frogram Redg 1] v:
Section A - Training and Assi: e in Fiscal and Program {Program Requi) Status: NOT COMPLETE
ITnlget Audience Jlleullh Centers Serving Special Populations ]

| EX d Goals

i Goal Al: Provide national, state and local-level training to health centers and other safety net programs on the unique features of special

populations and the programs that serve them. Status: Not Complete
1+ Goal A2: Provide assistance to special population g on how ko special in health center

govemance. Status: Not Complete
[ Goal A3: Provide leadership for the integration of special population health centers into de and c prepared and .

response plans and provide direct assistance to centers in the area of gency prep 0 Status: Not Complete
| ¥ Goal A4: Assist newly-funded special population grantees through providing peer-to-peer matching and information exchange. Status: Not Complete |
¥ Goal AS: Develop and implement a workforce training/technical assistance plan to si rt special population health center recruitment and .

‘ retention efforts, including Strategies focused on health center fetart, and board Status: Not Complete

Additional Goals

Mo additional goals have been added.

Add Additional Goal

Go fo Previous Page Save Save and Continue
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You may enter additional goals, if desired. You may delete any additional goals you enter; you may not delete
Standard Goals.

» Additional Goals are not required.

» You can add a maximum of five Additional Goals in each of the three sections of the Project Work Plan.

4.3.3.1.1 Add Additional Goals
1. Click the |Add Additional Goall button to add a goal (Figure 38).

Figure 38: Project Work Plan: Add Additional Goal Button

PROJECT WORK PLAN Section A - Training and Assstance in Fiscal and Program Management (Frogram Requrements) |~

A - Training and i in Fiscal and Program (Program Requi ) Status: NOT COMPLETE
[Target Audience [Health Centers Serving Special Populations |
[standard Goals

¥ Goal Al: Provide national, state and local-level training to health centers and other safety net programs on the unique features of special .
populations and the programs that serve them. Status: Not Complete
¥ Goal A2: Provide assistance to special population grantees on how to maxi special population c invol: in health center .
govemance. Status: Not Complete
[ Goal A3: Provide leadership for the integration of special population health centers into and ¢ i d and ., -
response plans and provide direct assistance to centers in the area of gency prepared; Janni Status: Not Complete
1+ Goal C'ICk |Ad d Ad d Itl on a| Go a|| to wwer-to-mr matching and information exchange. Status: Not Complete |
=eoall add an additional goal. PN o support special population health center recruitment and .
retentig g provi 'staff, and board members. Status: Not Complete
\
Additional Goals X
No additional a&s have been added.
[ Add Addiional Goal |
Save Save and Coninue

» The PROJECT WORK PLAN — ADD GOAL form opens (Figure 39).

Figure 39: Project Work Plan: Add Additional Goal Form
Fialds markad with an astensk {* ) are raquired
PROJECT WORK PLAN - ADD GOAL A3
Section A - Comprehensive Needs Assessment

Goal A3

Maximum line(s) allowed approsamately: 2 (200 character{s) remaining)

"Goal Descrpton

Save | Save and Continue

2. Enter a goal description in the space provided.

3. Click the [Save and Continue| button to save your work and return to Section A.

4.3.3.1.2 View Goal Details

For any goal, click the View Goal Details link under Actions to see a summary of the goal and its objectives
(Figure 40).
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Figure 40: View Goal Details Link under Actions for Standard Goal

Standard Goals

=l Goal Al: Provide natlonal, state and local-level training to health centers and other safety net programs on the unique features of special Status: Complete
populations and the programs that serve tham. : Complete

Objective Al.1
Objective Description [To develop protocol and measures relevant the needs of the community within 2 menths of grant award.

Delete Objectives | View Objective Details

Actions: Update Objectivi

Actions: Add Ut.jeCU'\‘eI View Goal Detalls I

e The summary will open in a popup window, in read-only HTML format.

e The View Goal Details link will not appear until you have added at least one objective.

4.3.3.1.3 Update Goal (Additional Goals Only)
For any additional goal, click the Update Goal link under Actions to update the goal description (Figure 41).

Figure 41: Update Goal Link under Actions for Additional Goal

Additi Goals

Goal AG: To develop a o Ive needs t for the & ted service area(s) that can be utilized during the FQHC planning . - .
process. - - Status: Not Complete

Actions: Add Ut:;ecu! | Update Goal | Dle:e Goal
e——

4.3.3.1.4 Delete Goal (Additional Goals Only)
For any additional goal, click the Delete Goal link under Actions to delete the goal (Figure 42).

Please add at least one objective.

Figure 42: Delete Goal Link under Actions for Additional Goal

Additi Goals

Goal AG: To develop a o Ive needs t for the & ted service area(s) that can be utilized during the FQHC planning . - .
process. - - Status: Not Complete

Actlons: Add Objective | Update GOGI' Delete Goal I
L |

Please add at least one objective.

Managing Objectives

For each goal (standard or additional), you must add and complete data entry for at least one objective.

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

4.3.3.1.5 Add Objective
1. To add an objective, click the Add Objective link under Actions (Figure 43).

Figure 43: Add Objective Link under Actions

Standard Goals

W Error 1: Please add al least one objeclive. Go to top

(-} ﬁoal Al: P_rmridc national, state and local-level training to health centers and other safety net programs on the unique features of Status: NOT COMPLETE
special populations and the programs that serve them.

Please add at least one objective,

—
Actions: I Agd Objective I
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» The Add Objective page opens (Figure 44).
2. Complete data entry on this page as detailed in sections 4.3.3.1.6 to 4.3.3.1.11 below.

3. Click the [Save and Continug| button to save your work and return to the Project Work Plan home
page.
e You can click the minus sign (-) next to the goal name to collapse the display of objectives. Click
the plus sign (+) to expand it.

4. Repeat for any additional objectives for the current goal.

Figure 44: Add Objective Page

U30 : (Technical Assistance to Community and Migrant Health Centers and Homeless)
Weicome (pusss. buer 10 HRSA EHB Ms(iagil (Last login date and time 3/3/2011 11:36:53 AM)
Application Tracking
00051479 Project Work Plan
[p——— home | logout | contact us | resources | questions/comments
- Infermation Enter the information requested below. To save the information and remain on this page, use the 'Save’ button. To save the information and continue to the next logical section, use the "Save and
Continue’ button. If there are ermors or warnings, address them until the section status is changed to comphete.
General Information
- = —
Form 12
ork Plan and Measures.
Peformance Goal |A=s|sl mewly-funded special grantees through g peer-to-peer g and 1
Measures
[Foblective Deseription
f&'ﬂ:m speic (Maximum 400 characters) :
A|
Al Forms
Overview
|
Logout
Chick "Save’ to save your information.
2 —
No Activity added
Add Acthaty
[FEspected Outcome
No Expected Outcome added
| Add Outcoma |
Chick "Save’ to save your information.
[*Data Evaluation and Measuremenm
No Data Evaluation and Measurement added
| Aad emant |
[Person/hrea Responsiole )
No Py /i added
[Tmefome
[Maximum 500 characters) —|
L 8
[mmenss —— 77
{Maximum 500 characters) )
|
bl
(Sw]  [Ssvwand Contowo ]
Privacy Policy| Disclaimer|Guidancel Comments
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Data Entry for Objectives

For each objective, you are expected to enter a description; one or more activities; one or more expected
outcomes; one or more sources of data, evaluation methods, or measurements used to evaluate progress
toward an objective; one or more persons responsible for carrying out the activities; and a time frame for
carrying them out. You may also enter comments.

4.3.3.1.6 Objective Description, Time Frame, and Comments

On the Add Objective page, the OBJECTIVE DESCRIPTION, TIME FRAME, and COMMENTS fields are simple text
entry fields (Figure 45). Data entry in the OBJECTIVE DESCRIPTION and TIME FRAME fields is required; data entry
in the COMMENTS field is optional.

e Complete your data entry. Click the button at frequent intervals to save your work.

o There is a character limit for each field, as specified on-screen.

Figure 45: Objective Description Field

PROJECT WORK PLAN - ADD OBIECTIVE A4.1
Section A - Training and i « in Fiscal and Program {Program Jui )

[Goal A4 |
|Gon| Description Assist newly-funded special population grantees through providing peer-to-peer matching and information exchange. |

*Ohbjective Description

(Maximum 400 characters)

Click 'Save' to save your information, Save |

4.3.3.1.7 Add Activities
For each objective, you must add at least one activity.

1. Click the button under ACTIVITY to enter activities (Figure 46).

Figure 46: Add Button for Activity

*Activity
' No Activity added |
[ | |
» The Add Activity page opens (Figure 47).
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Figure 47: Add Activities Form

ADD ACTIVITY - OBJECTIVE A4.1
| Objective Ad.1 I
|U|Ji(:4.li\«_' Description Ilu develop protocol and measures relevant the needs of the community within 2 months of grant award. |
Activity
Item Number Description
{ 200 characters)
1 |
2
3
4
5
[ Add More ActhtyActities
Cancel Finished Adding

2. Enter activities.

e Space is provided for five activities. To enter additional activities, click the |Add More Activities]
button.

3. Click the [Finished Adding| button to return to the Add Objective page.

4.3.3.1.8 Add, Update, Delete Activities

When you have added at least one activity and returned to the Add Objective page, the [Add], [Update], and
buttons will appear under ACTIVITY (Figure 48). Use these buttons to add, update, or delete activities.

Figure 48: Add, Update, and Delete Buttons under Activity

| Select Activity Number | Activity

B 1 Identify appropriate tools to use for the needs assessment.

I Addd Updale Delelen I

e To add more activities, click the button.
e To update an activity, select the activity, and then click the button.

e To delete an activity, select the activity, and then click the button. Confirm the action on
the next screen (not shown).

4.3.3.1.9 Expected Outcomes

Adding, updating, and deleting Expected Outcomes is similar to adding, updating, and deleting Activities.
Refer to sections 4.3.3.1.7 and 4.3.3.1.8 above.

4.3.3.1.10 Data Evaluation and Measurements

Adding, updating, and deleting Data Evaluation and Measurements is similar to adding, updating, and
deleting Activities. Refer to sections 4.3.3.1.7 and 4.3.3.1.8 above.

4.3.3.1.11 Area/Person Responsible

Adding, updating, and deleting Persons/Areas Responsible is similar to adding, updating, and deleting
Activities. Refer to sections 4.3.3.1.7 and 4.3.3.1.8 above.
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4.3.3.1.12 Update, Delete, View Objective
Once you have added objectives, you can use the Actions links (Figure 49) to update, delete, or view them.

Figure 49: Actions Links for Objectives

Standard Goals

-! Goal Al: Provide national, state and local-level training to health centers and other safety net programs on the unigue features of special

populations and the programs that serve them. Status: Complete

Objective Al.1

easures relevant the needs of the community within 2 menths of grant award.

I
I Actions: Update Objectivee | Delete Objective | View Objective Details

actions: Add Objective | View Goal Detalls

o Click the Update Objective link to open the objective for editing. When done, click the or

Save and Continue| button to return here.

e Click the Delete Objective link to delete the objective. Confirm the action on the next screen (not
shown).

e Click the View Obijective Details link to view the data entered for the objective. The data will open
in a popup window, in read-only HTML format.

4.3.3.2 Section B — Operational and Administrative Support (Performance Improvement)

If you click the [Save and Continue| button at the bottom of Section A, the system will take you to Section B.
Otherwise, choose Project Work Plan from the left side menu, and then select Section B form the dropdown
menu.

Complete this section as you did Section A. Follow the steps for completing Section A of the application in
Section 4.3.3.1.

4.3.3.3 Section C — Program Development/Analysis

If you click the [Save and Continug| button at the bottom of Section B, the system will take you to Section C.
Otherwise, choose Project Work Plan from the left side menu, and then select Section C form the dropdown
menu.

Complete this section as you did Section A. Follow the steps for completing Section A of the application in
Section 4.3.3.1.

4.3.4 Performance Measures
Performance Measures outline the goals and related performance measures to be accomplished during the
project period.

Click Ui date in the Action column of the status table (or click Performance Measures on the

Sl giielfklilely] left side menu) to access the Performance Measures page (Figure 50).
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Figure 50: Performance Measures Page

130 : ( Technical Assistance to Community and Migrant Health Centers and Homeless)

Hewr
Welcome TS USH to HRSA EHB Mngimpss (Last login date and time 3/3/2011 1:43:52 PM)
Application Tracking
#

00051479 Performance Measures
home | logout | contact us | resources | guestions/comments
Provide on - Please refer to the guidance for more | nation on filling out . Use the "Save and Continue® button to go to the next section. To

reburn o the previous section, |I|(k an the "Go to Previous Page” button, The form wlll be mmkl d as COMPLETE only after H“ the req sulred information is provided

Status
fGeneral Information Fuslidls marked with an astensk (*) are required.
[~ Form 1 - Part A PE
(ot o Status: NOT COMPLETE
wark Plan and
|- Project Work Plan [Project Period

Performance

Measures *Start Date = *End Date =
Review (mm/dd/yyyy) (mem/dd /vy

Program Specific

Forms

Save
All Forms

Overview

;‘.';"";:;" [Performance Measures

Logout Performance Measure: (Please Ify) Status: Not

R R P e T A LTI L Mm:mw?lw-*\__,u_-.Lﬁouw.esgmigu_.m‘Immmm T (S

Enter Project Period Start and End Dates in the space provided.

Enter at least one Performance Measure for each of the four core functions outlined in the Funding
Announcement. A placeholder is provided for one performance measure for each core function. Click the
Update link to enter data for these Performance Measures, as described in section 4.3.4.2 below.

You may enter additional Performance Measures, as described in section 4.3.4.1 below.

4.3.4.1 Add Performance Measures
1. Click the |Add Performance Measure| button to add a Performance Measure.

2. Complete data entry on the Add Performance Measure page (Figure 51). Data entry is required in
fields marked with an asterisk (*). Click the [Save and Continug| button when done.

Figure 51: Add Performance Measures Page

130 : ( Technical Assistance to Community and Migrant Health Centers and Homeless)

HEwr
Welcomne Sypnes s 10 HRSA EHD M. (L35t login date and time 3/3/2011 1:43:52 PM)
Application Tracking
#

00051479 Performance Measures
home | logeut | contact us | pescurces | guestions/comments

Please add the below Performance Measures information and click the "Save and Continue’ button when you are complete. To cancel this action and return to the previous page, click the 'Cancel’ button,

Status Futids marked with an asternsi (*) are required.
[General Fnformation ADD PERFORMANCE MEASURE

|- Form 1 - Part A
IContact Inf Status: NOT COMPLETE

Form 12
(Work Plan and Measures M Performance Measure
|- Project Work Plan
p Performance *Core Function National Grantes Satisfaction L
Measures
Review
Program Specific
Forms

(maximum 200 characters)

*Performance Measure Description

All Forms
rvbew r — =
Complete (maamum 500 charscters)
Submit *Target Goal Description
(Sample Goal)
Logeut
Click "Save™ button to save all information within this page.

PSP 0 S Y (11 P e A Y [ = e S BT R T

3. Repeat for as many Performance Measures as you wish to add.

4.3.4.2 View, Update, Delete Performance Measures

The View, Update, and Delete links appear under each Performance Measure on the Performance Measures
page (Figure 52). Use these links to view, update, or delete Performance Measures.
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Figure 52: View, Update, and Delete Links for Performance Measures

[Performance Measures

Performance Measure: [Ploase Specify) Status: Not Comglelel
(Core Function MNational Grantee Satisfaction (Goal Description {Please Specify)
Baseline Data ___ (Baseline Year: ___) Projected Data A
| |
I Action: view | Update | Deiate ]

e Click the View link to view a Performance Measure. The Performance Measure will open in a
popup window, in read-only, HTML format.

e Click the Update link to update a Performance measure.

e Click the Delete link to delete a Performance Measure.

When you have finished adding Performance Measures, click the [Save and Continue| button on the
Performance Measures page. The system will validate your data entry and, if it detects no errors, will move
the status of the section to “Complete.”
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4.4. Review Application

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

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

Sl ghielfklilely] left side menu (Figure 53).
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» Form 1 - PartA: General Information Works heetwill have a status of Incomplete if incorrect information has
been entered in SF-424. This will occur even if all sections of Form 1 — Part A have been completed.

Figure 53: Status Overview Page for Program Specific Information Forms

Application Tracking
#
00090960

|- Form 1 - Part A
‘Organization Contacts’
Work Plan and
Performance Measures
I+ Profect Wark Plan

\

Welrome Michelle Base (1ast lngin date and time 4/18/2011 11:38:00 AM)

Status

home | logout | contact us | help | questions/comments

~Tools Menu- v

The table below shows the status for the NCA Program Specific Forms. The application is cumently INCOMPLETE and cannot be submitted in its cument state,

Your session will remain active for 30 minutes since your last activity, Please save your work every 5 minutes to avoid unexpected behavior,

Figkds marked with an asterisk (*) are required.

STATUS OVERVICW

View Resources

Click Status on the Program Specific
Information side menu from any page.

General Information
Form 1; Part A - General Information Worksheet

(Organization Contacts

g

o

= |&
TNy e Ay, Y

» The Status page for program specific forms opens (Figure 54).
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Figure 54: Status Overview Page for Program Specific Forms

T T T T T e T T T T T T T Do =
Application Tracking ~ Status
& home | logout | conkact us | help | questions/comment:
00090960 . S o . y o
_|lsiﬂ The table below shows the status for the NCA Program Specific Forms. The application is currently INCOMPLETE and cannat be submitted in its current state. }
‘uw_ Your session will remain active for 30 minutes since your last activity. Please save your work every 5 minutes to avoid unexpected behavior, (
L:::::'tlfillfumldliﬂﬂ Figids marked with an asterisk (*) are reguired. &
AL STATUS OVERVIEW 1
ﬂununllon Conlacls
View Resources |
I m Dun and View: NCA User Guide ]
poje ”‘"" _— PROGRAM SPECIFIC FORM STATUS
Section | Action | Status
General Information
Form 1: Part A - General Information Worksheet | Update [ NOT COMPLETE
Organization Contacts
Form 12: Organization Contacts | Update [ NOT COMPLETE
complete Status Work Plan and Performance Measures
Submit Project Work Plan
Logout Rcuiie.'cctrll?gn':r.] Training and Assistance in Fiscal and Program Management (Program Update NOT COMBLETE
Section B - Operational and Administrative Support (Performance Tmprovement) Update
Section € - Program Development/Analysis Update NOT E
g Pegion W g P e ; PR w

The PROGRAM SPECIFIC FORM STATUS table shows the completion status of each program specific
information form. All must be complete before you can submit your application.

To view or print program specific information forms, click Program Specific Forms in the Review section on
the [giele] s o=l lgiiel finklilely) left side menu (Figure 55).

Figure 55: Program Specific Forms Link

WICTCORTIC TICTIOC DRIt \_L!_. IUI: T O and O 107 Z0IT IL.J0.UU AT I.| —=TUO RIETI— i
Application Tracking ~ Status )
2 home | logout | contact us | help | questions/comments
00090960 )
tnsy i The table below shows the status for the NCA Program Specific Forms. The application is curently INCOMPLETE and cannot be submitted in its current state.
mem Your session will remain active for 30 minutes since your last activity. Please save your work every 5 minutes to avoid unexpected behavior.
tstft’lsmm Fiekds marked with an asterisk (%) are required,
eneral on
'le_pm STATUS OVERVIEW j
Organization Contarts
Licw 12 View Resources
(Work Plan and View: NCA llser Guide
Performance Measures
Pm]_ert LUL PROGRAM SPECIFIC FORM STATUS
EEslres | Click Program Specific Forms in the L | sl
Gegy '"“a““”l Review section on the side menu.
A Tomt ath-Ge to view or print forms. Undate | NOT COMPLETE
Organization Contacl
Form 12: Organization Contacs [ Update | NOT COMPLETE
Work Plan and Performance Measures
Project Work Plan
Sertion A - Training and Assistanre in Fisral and Program Managament (Program NOT COM
Logout Requirements) Updite NOTCOMRLETE
Saction B - Oparational and Administrative Support (Performance Improvement) Update NOT COMPLETE
Section C - Program Development/Analysis Update NOT COMPLETE
ol irssaa PPN P P o P o pel I 0

» The Program Specific Forms review page will open in a Table of Contents format (Figure 56).
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Figure 56: Program Specific Forms Review
] Program Spedific Forms
- . ome | loaout | contact us | helo | qusstions/comme . -
Applcaton Tracking " | baout | confect us | hely | avestioslgged - Glick [Print All HTML Forms|to get a
# . : \
00000060 The following is the table of contents jpffe ey~ Printable copy of all HTML forms. of this page. For a printa... (Show Full Instruction)
Program Spedific
‘nformation PintAll FTWL Foif
Uverview
Status Note: Prinl All HTML Formsggtlon will print all progiam specific HTML forms unly.
General Information
Fomi-PatA | TABLEOF CONTENTS Click [Print| to get a printable copy of ( Table ol Contets ol[co
Organization Contacts the table of contents. — '
Fom 12 | e | Adion
iﬂ[k Plan and Program Specific Information
Project Work Pian | Form 1: Part A - General Information Worksheet ! HTHL ! View
Performance Form 12: Organization Contacts - - —
broject Work Plan Click View to see individual forms. [\
Performance Measures | oI | View \

The Table of Contents lists all sections in the application.

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

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

e Click the [Print All HTML Forms| button to print all program specific information forms that are
HTML (i.e. that were not entered using attachments). Attachments can be printed by clicking on
an individual View link for DOCUMENT (attachment) type forms, and then printing the document.
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To view the status of the application as a whole from any page, click Complete Status in the [IEEeIfnE left

side menu (Figure 57).

Figure 57: Complete Status Link in the All Forms Left Side Menu

Program Spedific
Information
Overview
- Status
General Information
i~ Form 1 - Part A
‘Organization Contacts
- Form 12
Work Plan and
Performance Measures
i~ Project Work Plan
Performance
Measures
Review
b Program Specific
| Forms

Overview

]%:omplete Status

FSUbmit

» The Status page for the entire application opens.
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The Status page for the entire application (Figure 58) shows the completion status of each SF-424 application
form. All must be complete before you can submit your application.

Figure 58: Status Overview Page for the Entire Application

HRSA Electronic Handbooks for Applicants/Grantes

Welcomne Bl [l to HRSA EHID sesssmge (Last login date and time 3/6/2011 1:27:52 AM)
Application Tracking
*

-—

Submit
Application Process home | logeut | contact us | ressurces |

The table below shows the status of the application. The table below shows the status of the application, The application is currently COMPLETE .

Complete Application

il ?'::u mola::;fwwp:‘nfwtc and submis the applkcation.)
da:et Narralv zmwﬂe&mj Update 1 for Drginal Announcement posted on = Mt Rtails
i aure (The a-u-ls..mponwe for subemitting the appkeabon to WRSA. Reassan AD)
Created On 07/20/2010 11:37:50 AM ET
5 g Last Updated By o o 0N b e e
Activitie Paer Mo peers with this
view: Application | Attachments (1) | Grants.gov Data Validation Comments
Basic Information
Update COMPLETE
Applicant Update COMPLETE
Project Update COMPLETE
Program Narrative Update COMPLETE
Budget Information
Budget Summary Update COMPLETE
Budget C i Update COMPLETE
Federal Resources Update COMPLETE
Other Information Updata COMPLETE
Budget Namative Update COMPLETE
Assurances and Certifications
Assurances Modate COMPLETE
Cartifications Updata COMPLETE
Disclosure of Lobbying Activities Update COMPLETE
Other
Checklist
First Checklist Update COMPLETE
Second Checklist Update COMPLETE
Third Checklist Update COMPLETE
Inventions Undate COMPLETE
Program Specific Update COMPLETE
Update COMPLETE

Privacy Policy| Disclaimer| Guidance]| Comments

To view or print any application form, click Review in the Review and Submit section of the
left side menu (Figure 509).
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Figure 59: Review Link in the Application Process Left Side Menu

Application Process

Overview
; Process
- Status

Basic Information

- Application
b idd L

(g Oty ATy P ifn,
nformation

- Appendices

Review and Submit
Review

[~ Submit

» The Review page for the entire application will open in a Table of Contents format (Figure 60).

# 00085260

Overview

I~ Process

|- Status

Basic Information

|- Application

I~ Applicant

I Project

| Performance Site
| Locations

|- Program Narrative
Budget Information
Budget Summary
|- Budget Categories
| Forecasted Cash
| Needs

I Federal Resources
|- Other Information
|- Budget Narrative
|Assurances and
Certifications

I+ Assurances

|- Certifications

| Disclosure of

Other Information

I~ Checklist

| Program Specific
| Information
Appendices
Review and Submit
P Review

Submit

Application Tracking

| Lobbying Activities

Logout

Figure 60: Review Page for the Entire Application

HRSA Electronic Handbooks for Applicants/Grantee
Application PHS 5161 for FY2011
Welcome Terri Trimble to HRSA EHB utl10 environment (Last login date and time 12/3/2010 §:01:00 AM)

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

The application has not been submitted to HRSA as yet.

—Tools Menu-- =

The following is the table of contents of the applicgj
of all the HTML forms (forms only, no attachme! i

printable copy of all HTML forms.

To print the entire application (HTML forga®and-attach:

| Click |Print Al HTML Forms]to get a

p printable

important instructions BEFORE you us,

| PrintAll HTML Forms ||

is feature.

ent individually.

e read associated

HELP|

version

TABLE NTENES. Table of Contents v, ‘
Click [Print| to get a printable copy of Type ) Action

General Informatior} - the table of contents.

SF-424 Face Page HTML View

SF-424 Performance Site Locations HTML View

Additional Congressional District Document Not Available

PHS-5161-1 Checklist HTML View

Project Information

Project Summary/Abstract Document Nf Available

Project Narrative Document l:)t Available

Budget Information I

SF-424A Budget Information - Non-Construction | Click View links to view individual f View

Budget Justification SeCtionS Of yOUr application Not Available

Assurances and Certifications )

SF-424B Assurances - Non-Construction Programs HTML View

SF-424[LL Disclosure of Labbying Activities HTML View

Attachments List

Attachment 1 | Document Not Available

{3

i T N Al

The Table of Contents lists all sections in the application.

e Use the View links in the Action column to view any section.
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e Click the button to get a printable version of the Table of Contents.

e Click the [Print All HTML Forms| button to print all forms that are HTML i.e. which were not filled
using attachments. Attachments can be printed by clicking on individual View link for
DOCUMENT (attachment) type forms and then printing the document.

e Click the [Proceed to Submit Page] button (not shown), at the bottom of the screen, to go to the
Status page for the entire application to initiate the submit application process.
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4.5. Submit Application

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

» To submit the application, you must have the “Submit” privilege.

1. Click the Submit link under Review and Submit on the [AVeJalllez1dlelgHEfele=5 left side menu of the
Status page for the entire application (Figure 61) to start the submit application process.

Figure 61: Status Page for the Entire Application

HRSA Hlectronic Handbooks for Applicants/ Grantee

[ T S
Wekome 10 HRSA EHB smmsmpen (Last login date and time 3/6/2011 1:27:52 AM)
Application Tracking
#
- Submit
home | logout | contact us | resources | questions/comments
(Overview The table below shows the status of the application. The table below shows the status of the application. The application is currently COMPLETE .
Process
[ Status [STATUS OVERVIEW
Basic
[ Application
Applicant Iﬂ-lﬁGESTEﬂ NEXT STEP I
|- Project | Complete Agplication |
Program Narative

Budget Information
Budget Summary

APPLICATION PROCESS STATUS

tegori " 9 Dec 21 2009 8:00PM ET
Federal ET.._,,,.,, - D (¥ have 26 days to complete and subeit the apgicaton.)

Other Information Full Announcement ol . . . N .
I Budget Narrative {Inchudes Program Guidance) Update | for Quiginal Aseouncement posted on e Derile
|Assurances and - -
[certifications Assigned AQ (The AD i resporsiie for submEting the appication to HRSA. Reassign AQ)
'—(’“_‘l :_I’ Created On 07/20/2010 11:37:50 AM ET

rtification
Disclosure of Last Updated By [ ———— Fe= —
ing Activities Peer Information Mo peers associated with this Application.

fOther Tnformation

View: Application | Attachments (1] | Grants gov Data Validation Comments

Checklist
Program Specific — . . .
prive v weue  Click Submit on the side menu to P P
vl and Submit " — H A
| Revien ” o proceed to the Submission page.
B Submit Application J  Update COMPLETE
Applicant Update COMPLETE
Logout Project Update COMPLETE
Program Narrative Update COMPLETE
Budget Information
Budget Summary | Update [ COMPLETE
Budget Categories N . | N Update | COMPLETE
L NNl e R e Y D o o - I Y W S T N T o M a—

2. If all forms are marked “Complete,” the Status page for the entire application will be re-displayed (as
Ready for Submission), containing a [Submit to HRSA| button at the bottom of the screen (Figure 62).

» If you do not have the ‘Submit’ privilege, a [Submit to AO| button will be dis played instead.
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Figure 62: Ready for Submission Page

dbooks for Applicants/Grantes

Application Tracking
*
-—

Application Process

Process

Basic Information

Wekcorne Bl [l to HRSA EHD smsssmmpen (Last login date and time 3/6/2011 1:27:52 AM)

Submit
home | logeut | contact us | ressurces | questions/comments
The table below shows the status of the application. The table below shows the status of the application. The application is currently COMPLETE .

Complete

rarm Narrath

L

Submi

iget Summary
tagori Deadline Dec 21 2009 8:00PM ET
(¥ou have 26 days T complete and Submit the application.)
RTINS T Update 1 for Qriginal Annguncement posted on S == View Details
Assigned AD (o 0 5 respansaefo subnng th appicaion o WRSA. Sesssn A0)
Created On 07/20/2010 11:37:50 AM ET
Ore Last Updated By o w— O = o S T e
Paer INo poErE with this Application.
View: Application | Attachments (1} | Grants.gov Data Validation Comments
Review 2nd Submi Basic Infermation
it Update COMPLETE
Applicant Update COMPLETE
Logout Froject Update COMPLETE
Program Narrative Update COMPLETE
Budget Information
Budget Summary Update COMPLETE
Budget C Update COMPLETE
Federal Resources Update COMPLETE
Other Update COMPLETE
Budget N Update COMPLETE
Assurances and Certifications
Assurances Modate COMPLETE
Certifications. Update COMPLETE
Disclosure of Lobbying Activities Update COMPLETE
Other
Checklist
First Checklist Update COMPLETE
Second Checklist Update COMPLETE
Third Checklist Update COMPLETE
Inventions. Update COMPLETE
Program Specific Update COMPLETE
Update COMPLETE

=N
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3. Click the [Submit to HRSA| button.

» The Submit — Certifications and Acceptances page (Figure 63) opens.

E-HANDBOOK HOME
Application Tracking
#

00079760
Program Specific
Information
Overview

i Status
L)

Figure 63: Submit — Certifications and Acceptances Page

HRSA Electronic Handbooks for Applicants/Grantee

Application SF424 for FY2011
Applications HEL
welcome Willie White, 111 to HRSA EHB utl5 environment (Last login date and time 6/24/2010 4:53:00 PM)
Submit
home | logout | contact us | glossary | help | gquestions/comments

You have chosen to submit this application to HRSA. As an Authorizing Official for the applicant organization, you are required to sign all
underlying certifications and acceptances. Note that a copy of the governing body's authorization for you to sign this application as official
representative must be on file in the applicant’s office. Click on all the check boxes to electronically sign the application.

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

If you wish to review your application, or if you do not wish to submit the application at this time, click the 'Cancel’ button to return to the
previous screen.

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

Fields marked with an asterisk(*) are required.
*= Certifications and Acceptances

To the best of my knowledge and belief, all data in this application / pre-application are true and correct, the document has
O been duly authorized by the governing body of the applicant and the applicant will comply with the attached assurances if the |View
assistance is awarded.

h g ves 1 certify that I have read and agree to comply with the requirements of form SF 424B upon award of funds. View
No
O ves
I have read and agree with all the above certifications. View
@ No
;
4. Complete the form.
5. Click the [Submit Application| button to submit your application to HRSA.
» The Application Submission Confirmation page (Figure 64) opens.
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Figure 64: Application Submission Confirmation Page

Application Tracking Review

# 00079760

Application Preview
P Rev

Logout

The Appli ‘Was SUCCe

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

fully submitted to HRSA.

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

HRSA Electronic Handbooks for Applicants/Grantee
Application SF424 for FY2011

Welcome Willie White, 11T to HRSA EHB utl5 environment (Lazt login date and time §/24/2010 4:53:00 BM)

~Tools Menu-— 4

APPLICATION FOR FEDERAL ASSISTANCE

h“y\“ vy .0"‘@}

Version 7/03..

APPLICATION FOR
FEDERAL ASSISTANCE

2. Date Submitted

Applicant Identifier

6/24/2010 6:14:04 PM

1. Type of Submission

3. Date Received By State

State Application Identifier

Application

Preapplication

[_] Construction [_] Construction

[X] Mon-Construction

[_] Non-Canstruction

4. Date Received By Federal Agency

Federal Identifier

L

Application = 00079760 >

5. Applicant Information

e —————

.

Legal Name:

Qrganizational Unit

-

DAVID RAINES COMMUNITY HEALTH CENTER

Department

Organizational DUNS: |827769324

Division

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

MName and telephone number of th

invalving this application (give area code)

e person to be contacted on matters of

1625 David Raines Rd
Shreveport LA 71107-5899

Name

Tanika R Nash

Tel Number (give area code):

(318)425-2131

County |Caddu

Fax Number (give area code):

(318)227-8510

6. Employer Identification Number{EIN)

7. Type of Applicant

58-2000630

0O: Private Institution of Higher E

ducation

Other (Specify):

8. Type of Application

9. Name of Federal Agency

[X] New [_] Continuation

[_1 Revision

If Revision:

Health Resources and Service Administration

[_]A. Increase Award

[1c
[_1] B. Decrease Award 1D

. Increase Duration
. Decrease Duration

11. Descriptive Title of Applicant's

Project:

Other (Specify):

School-Based Health Centers Capital Program

10. Catalog of Federal Domestic Assistance

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

T\F-v-'ﬁ\ AP A A

Number |93.501

State: Arkansas

Title (Name of Program)

|S|:hooI-Based Health Centers Capital Program

13. Proposed Project 14. Congressional Districts of /
Start Date: |10/1/2010 a. Applicant LA-04 )
Ending Date: |10/1/2013 b. Project |AK-All Districts
15. Estimated Funding 16. Is Applicant Subject To Review by State Executive Order 12372 Process? p
a. Federal $10,000.00/[_] YES This preapplication /application was made available to the state s
b. Applicant $10,000.00 executive arder 12372 process for review on: Date :
C. State $0.00
d. Local $0.00 [X] NO [X] Program IhS not cogered b\IJ e.u.d12372f
Program has not been selected state for review
5 . '_,' JE&SFTL_._.FP-“ =T o ”" o \\_r‘\: . . :g‘l = g e8 -_L_J‘--P\,‘_'.‘-““‘_’\-'. e
o s e 8 Lo

e Note of the Application Number
e You can click the [Print| button to print the confirmation page.
6. Click the [Go Back to Home Page| button to return to the HRSA EHBs Home page.
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5. Customer Support Information

» Use your Application Tracking Number for all correspondence.

5.1. BPHC Help Desk

For assistance with completing Standard and Program Specific forms within the application, please contact
the BPHC Help Desk:

e Phone: (877) 974-2742 (8:30 am - 5:30 pm ET)
OR
e Email: bphchelpline@hrsa.gov

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

5.2. HRSA Call Center

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

e Phone: 877-GO4-HRSA (877-464-4772) or 301-998-7373 (9:00 am - 5:30 pm ET)
OR
e Email: callcenter@hrsa.qgov
Visit HRSA EHBs for additional online help.
1. Go to: https://grants.hrsa.gov/webexternal/home.asp
2. Click on ‘Help’

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

5.3. HRSA Program Support

For any application guidance or programmatic questions, contact the Program Point of Contact within Bureau
of Primary Health Care (BPHC) Office of Policy and Program Development (OPPD) - as noted within the
application guidance.
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6. Frequently Asked Questions

6.1. Software

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

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

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

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

Macintosh users are requested to download the latest version of Netscape for their operating system version.
It is recommended that Safari v1.2.4 and above or Netscape v7.2 and above be used.

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

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

6.1.3 What document types can | upload?
The following document types are supported in HRSA EHBs:

e .DOC - Microsoft Word

e .RTF - Rich Text Format

o TXT-Text

e WPD - Word Perfect Document

e .PDF - Adobe Portable Document Format
e XLS - Microsoft Excel

» HRSA EHBs currently do not support Micros oft Office 2007 formats (.docx, .xlIsx, etc).
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