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1. Introduction

1.1. Document Purpose and Scope

The purpose of this document is to provide applicants with detailed instructions on how to complete program-
specific forms for the State and Regional Primary Care Associations (PCA) funding opportunity. The forms will
be completed electronically in the Health Resources and Services Administration (HRSA) Electronic
Handbooks (EHBSs). This is a supplement to HRSA’s Electronic Submission User Guide, available at
http://www.hrsa.gov/grants/userguide.htm.

This document does replace program specific guidance provided in the Funding Opportunity Announcement.

NOTE: All of the screenshots displayed in this user guide are from applications created for
demonstration purposes.

1.2. Document Organization and Version Control

This document contains five primary sections in addition to the Introduction. They are described in the
following table:

Section Description

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

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

Completing the Application in the HRSA Electronic This section describes the steps necessary to
Handbooks complete and submit your Application in the
Electronic Handbooks.

This section consists of sub-sections that explain
how to enter the basic information and the program
specific information.

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

FAQs This section provides answers to frequently asked
guestions.

2. Before You Apply

2.1. Grantee Organization

If an applicant organization has already completed Grants.gov registration for HRSA or any other
Federal agency, this section can be skipped.

The Grantee organization must register with Grants.gov to get the credentials necessary to apply for a Grant.

Grants.gov requires all applicant organizations to complete a one-time registration. The registration process
can take up to two weeks to complete, so applicants should register as soon as possible.

User Guide For Grant Applicants State and Regional Primary Care Association (PCA)
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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 using the following
URL: http://www.grants.gov/contactus/contactus.jsp.

2.2. Project Director and Authorizing Official

The Project Director and the Authorizing Official must register with HRSA EHBSs to be able to access the HRSA
EHBs to complete your application.

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

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: Registration within the 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 EHBs, call 877-GO4-HRSA (877-464-4772) or 301-998-7373 between
9:00 am to 5:30 pm ET or email callcenter@hrsa.gov.

State and Regional Primary Care Association (PCA)
Cooperative Agreements
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3. Applying Through Grants.gov

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

1. Goto Grants.gov and locate the funding opportunity.

U.S. Depariment of Health and Humon Services

Health Resources and Services Administration

2. Download the application package and instructions. The program guidance is also part of the

instructions that must be downloaded.

3. Save a local copy of the application package on your computer and complete all the forms based on

the instructions provided in the program guidance.

4. Submit the application package through Grants.gov. (Requires registration)
5. 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

" &
B
» GRANTS.GOV*

PR APPLICANTS .
. Find. Apply. Succeed.

S Grants.gov s your source to FIND and APPLY for federal grants. The U.S. Department of Health and
et Registered Human Services Is proud to be the managing partner for Grants.gov, an Initiative that is having an
pply for Grants unparalleled impact on the grant community. Learn more about Grants.gov and determine If you are
rack My Application eligible for grant opportunities offered on this site.
pplicant Resources Grants.gov does not provide personal financial assistance. To learn where you may find personal help,

its, and i - A

=arch FAQs, User Guides and check

te Information

IPPLICANT SYSTEM-TO-
IYSTEM

PR GRANTORS
[BOUT GRANTS.GOV
[ELP

PNTACT US

[[TE MAP

What's New at Grants.gov

ty Build

Compatible with

March 16, 2010: OMB Men

3.1. Locate Funding Opportunity

@ RECOVERY.con

In response to The American Recovery and
Reinvestment Act or Recovery Act, Grant-
agencies are posting Recovery Act specific grant
opportunities on Grants.gov. View al
eppartunites

formation and opportunibes regarding the
Act is avalable.

Recovery Act Grant Opportunities

Archived Webinars

Sign-up for our
“Succeed" Quarterly
Newsletter

Quick Links
Exit Disclaimer

FOR APPLICANTS
* Grant Search

« Track My Appication

FOR GRANTORS

» 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.
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Figure 2: Apply for Grants Page (at Grants.gov)
A
— E 55 ome
e SR ANTE OV Click Download a Grant Application "
it e Sl > Saets o Srarss Package
System Maintenance Alert

Grants. gov will be unavailabie for
acheduled mastenance Janusry
28-2%, 2012, Resd the Granls gov
Biog for more information.

FOR APPLICANTS
Applicant Login
Find Grant Dpportunities

Cot Ranictorad

Apply for Crants
IFATK My ApPlicaticn
Applicant Resources
Search, FAQs, Uzerguides and

site information

APPLICANT SYSTEM-TO-
SYSTEM

FOR GRANTORS
ABDUT GRANTS.COV
HELP

CONTACT US

SITE MAP

APPLY FOR GRANTS

*IMPORTANT NOTICE: All applfcants please read immediately.

Previded below is an overview offthe process to apoly For grant oppertunities. In erder to apply for & grant, you andfor your erganization
must complata the Grants.gov migistration process. fegistration can take batween three-five business days ar as lang as two weaks if all
staps are nat completed in @ ity manner. Register far grant appartunities naw.

Downloading a grant application packaga allaws you to complats it offfing and routa it throwgh your arganization for raview befora
submitting,

Click hare to verify if your Adobe software version is compatible with Grants.gov.

Instructions an hew £ open and use the forms in the package are an the application package caver sheet. Agency specific instructians are
available for dewnload when you download your application package, which will include required information for your submissien,

@ Complets the Grant Applicstion Package Step

How that you have downloaded an application packsge, complebs the grant application offfine. Save changes to your agplication 2 you
g4, Grants.gov doss NOT automatically save chamges. The package cannat be submitted until all required figlds have bean complatad.

rgomp!ﬁr 2 iﬁit o IF pou're havin,

Pphoau By . T . e v

 package, vievaae Frecusntly Asked

P T Y,
+ CFDA Mumber
+ Funding Oppsrtunity Number
* Competition 1D
+ Grants.gav Tracking Numbsr

See “Wihat to Cxpect After Submitting” % far mare informatsan,

MRECOVERY.cov USA.goy_  8%%its gov -
*Egov 2

GRANTS POLICT
COMMITTEE
—

77 FEpBrzOrps.cov

3. Onthe download page, enter the CFDA number in the field CFDA Number, or the announcement
number in the field Funding Opportunity Number. (Example announcement number: HRSA-08-113)

4. Click the [Download Package] button.

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

—
—

FOR APPLICANTS
Apgplicant Login

Find Grant Oppartunities
Gat Registered

Apply for Grants

Track My Application

/

GRANTS.GOWV™

Cortat Us SteMap rwip [ 255 Fome

DOWNLOAD APPLICATION PACKAGE

Haote: You will need to download and install Adobe Reader prior ta downloading an Application Package.

To downlaad an spplication package, enter the appropriote CFDA Number OR Funding Number and click the "Dawnload Packags" buttan,

CFDA Numbar:
Funding Opportunity Number:
TN Funding Opportunity Competition I0:
FOR GRANTORS
MBI CRAMNTR ST [fyou o not ramigmbar tha Funding Oppertunity Number for the grant app ¥, raturn to tha Find Grant O saction to locata the grant
HELP opportunity and tiyn return to thiz screen to enter the number.
CONTACT US . . .
= Enter Search criteria. Click the

[Download Package] button

5. Click the [ Download Package | button.

6. The SELECTED GRANT APPLICATIONS FOR DOWNLOAD Page (Figure 4) will open.
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3.2. Downloading 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.ijsp.

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

g
Lt
= GRANTS.GOV*

Home » Acglicanls » Acohy Por Grarts

SELECTED GRANT APPLICATIONS FOR DOWNLOAD

Drownload the application and its instructions by selecting the corresponding download link, Save these files bo your computer for future reference and use. ¥ou do not need Internet access to
raad the instructiens er o complaze the application once you save tham te your computer,

READ BELOW BEFORE YOU APPLY FOR THIS GRANT!

Before you can view and compleze an application package, you MUST have the Adobe Reader installed, Application packages are posted in Adobe Reader format, Vou may recaive a validation
errar using incompatible versions of Adcbe Reader. To prevent a validation error, it is now recommended you uninstall any earlier versions of Adobe Reader and install the latest compatible
wersion of Adebe Resder,

If more than one person is working on the application package, ALL applicants must be using the same software version.

Click here to download the required Adobe Reader if you €0 not have it installed already.

Additional Resources:
« Signeup for Grapts.goyv Updates for the latest issuss and news,

» Download Adobe Reader for free. .
& Wizit Halp for FAQs 2nd mere information on Applying for grants. Click download

Below iz a list of the application(s) currently available for the CFDA and/or Funding Opportunity Number that you entered,

To download the application instructions or package. click the corresponding dewnload link. Vou will then be sble to save the files on your computer for future reference snd usl

Instructio. s &
CFDH Onnﬂrluanv Humber [Competition ID Cnnln-llhun 'I'lle ﬁuvnrv Apclication

4 Sarvices A

cummw
%hm & Earvices A

1. Click the download link for the funding opportunity.

The Download Opportunity Instructions and Application Page (at Grants.gov) page (Eigure 5) will
open in a separate window.
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Figure 5: Download Opportunity Instructions and Application Page (at Grants.gov)

Vg

[
= GRANTS.GOV*

Contact Us SiteMap Help fj RSS Home

DOWNLOAD OPPORTUNITY INSTRUCTIONS AND APPLICATION

You have chosen ta download the instructions and application for the following opportunity:

CFDA Number: ¢ + Consolidated Health Centers (Community Health Centers, Migrant Health Centers, Health Care for the
Homeless, Public Hous
Opportunity Number: 4: Service Area Competitions

Competition ID: ~

Competition Title; Service Area Competitions
Agency: Health Resources & Services Administration
Opening Date: 06/14/2011

Closing Date: 01/09/2012

If you would like to be notified of any changes to this opportunity please enter your e-mail address below, and you wil 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 Intemet access to read the
instructions or the application once you save them to your computer.

1. Download Application Instructions ‘_\ Click the links to download the Application
2 . Instructions and the Application Package.
. Download Application Package

2. Click each of the links to download the application package and instructions.
3. After you click the_ Download Application Package link, a dialog box will appear.

4. Click the button on the dialog.

5. The Grant Application Package Page (Figure 6) will be displayed.
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3.3. Completing the Application
1. Click the button to save a copy of the application on your computer.

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... E]@
—

€] 'i:')'__ = =

'{:7 t{}? ’@http://apply‘granrs.gov/opportunities/pac... ‘ (’-'h = E{j Qéé = ’;\7 Page ¥ Q;’TOO'S'
|| 2= @ A5 Y ofnx] o %) @ ety |

Submit Savel ﬂn_tj Cancelf Check Package for Errorsl

r 3
Grant Application Package

# |http://apply.grants.gov/opportunities/packages/oppHRSA-08-113-cfda93.224-cid3123.xfd v ¥ X [Google | R~

»

e
= GRANTS.GOV-

Opportunity Title: | Planning Grants his electronic grants application is intended to
Offering Agency: [Heaith Resources & Services Administration be used to apply for the specific Federal funding
CFOA Numb — opportunity referenced here.

umber:
CFDA Description: P M rie . M e If the Federal funding opportunity listed is not the
Opportunity Number: | m ] opportunity for which you want to apply, close

this application package by clicking on the.
“Cancel” button at the top of this screen. You will
then need to locate the correct Federal funding
opportunity, download its application and then
apply.

Competition ID: I i

Opportunity Open Date: 51’03/2008
Opportunity Close Date: [o211172008

Agency Contact: Wil 000000 A

M1ttt Mottt Nortge

e O AR T YL ’

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

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

3. 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.

3.4. Submitting the Application

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

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

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

To send your completed application to Grants.gov:

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

User Guide For Grant Applicants State and Regional Primary Care Association (PCA)
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Figure 7: Command Buttons in the Grant Application Package (at Grants.gov)

submit| |[Sae] Pt Cancel] |Chack Package for Errors|

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.

2. When prompted, log into Grants.gov.
Figure 8: Grants.gov Login Prompt

/ For Applicants About Grants.gov Resources For Agencies

L
» GRANTS.GOV"

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

essccnee \ lu?-rj

This is 3 U.S. Govermment computer system, which

Warning Notice!

may be accessed and u

orded, read, copelg
on ncludes sensitive data &

Log in to submit your application.

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

State and Regional Primary Care Association (PCA)
Cooperative Agreements
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Figure 9: Top of Application Submission Confirmation Page (at Grants.gov)

»
| -
= GRANTS.GOWV"

For Applicants About Grants.gov Resources For Agencies

CONFIRMATION

Thank you for submitting your grant application package via Grants.gov. Your application is currently being processed by the Grants.gov system. Once your submission has been
processed, Grants.gov will send email messages to advise you of the progress of your application through the system. Over the next 24 to 48 hours, you should receive 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 prior
to transmission to the grantor agency or has been rejected due to errors.

Please do not hit the back button on your browser,

If your application is successfully validated and subsequently retrieved by the grantor agency from the Grants.gov system, you will receive an additional email. This email may be
delivered several days or weeks from the date of submission, depending en when the grantor agency retrieves it.

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

Go to http://www.grants.gov

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

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

Fal ol

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

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@grants.gov, or by tele r Grants.gov tracking number in all
correspondence. The tracking numbers issued by Grants.gov look like GRANTXXXXXXEX H iday-Friday from 7:00 A.M. to 9:00 P.M. Eastern
prolivhioniiy g ¥ ¢ Grants.gov tracking yorresy

number.

The following application tracking information was generated by the syst,

Grants.iov Tra:king Number : GRANT00103832

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

Figure 10: Confirmation Section of Application Submission Confirmation Page (at Grants.gov)

The following application tracking information was generated by the system:

GRANTO00103832

93.501

Affordable Care Act (ACA) Grants for School-Based He
HRSA-11-127

Affordable Care Act (ACA) Grants for School-Based Hei

Grants.gov Tracking Number :
CFDA Number :

CFDA Description :

Funding Opportunity Number :
Funding Opportunity Description

Agency Name - Health Resources & Services Administration
Appli Take note of the bhission : SBHCC
Date}l Grants_gov tracking 2010.10.14 3:50 PM, EST
number. It is suggested you Save and/or Print this response for your records.

Make note of the Grants.gov Tracking Number, as you will need it later, when you initiate the
application (on page 17). (This number is used to associate the Grants.gov application with the
EHBs application.)

3.5. Tracking Application Status

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

You can check the status of your applications any time after submission, by visiting Grants.gov at
http://www.grants.gov/applicants/track your application.jsp.
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If there are no errors, the application will be automatically downloaded by HRSA. On successful download at
HRSA, the status of the application will change to “Received by Agency” and you will receive an email from
Grants.gov. Subsequently within two to three business days the status will change to “Agency Tracking
Number Assigned.” At this point, your application is ready for review and submission in HRSA EHBs.
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4. Completing the Application in HRSA Electronic Handbooks

The next step is to complete your application in the HRSA EHBs. Refer to the FOA for the HRSA EHBs
deadline for submitting the remaining information.

» Important;: The EHBs system times-out after 30 minutes of inactivity. Some forms may take a long
time to complete, so you should develop the habit of saving your work at frequent intervals.

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

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

2. Enter your username and password.
Figure 11: Section of Login Screen

LOGIN
Already Registered?

Forgot your password?

3. Click the button
» The Profile Information Page opens.
Figure 12: Profile Information Page

HRSA Hectronic Handbooks for Applicants/Grantee

NEIGHBORHOOD HEALTH CARE, Cindnnati, OH

Welcome #% 4 to HRSA EHB uli10 environment (Last login date and time 1/24/2012 -
2350 m) Toos Mor
Update Profile
I questions/comments knowledge hase
HRSA Portal home | logout | contact us | glossary | help | 1
Grants Home Following is your profile information. Your profile informaticn is used to pre-populate any applications/forms
- FQHC LA Home that you choose to complete anline.
“ To update, change the information and click on 'Save and Continue' button
welcome Your profile information has expired. Please take a moment to update the information,
Manage Applications:
(F)unﬂmg - selds marked with an asterisk(*) are required.
Lo funies PROFILE INFORMATION

Grants Porttolio [User Information
Add to Portfolio Usarname

|- View Portfolia

Manage Organization

Profile

Title
(Example: Project Officer,
Dwector)

|- viewfUpdate profile

Update Sal
Ca

(Ex: .Dr)
Contact
*First N -
Manage Users et ame
Performance Sites Middle Tnitial
Manage Personal Profile
) update profile *Last Name Pt
|- change Passward
My Reqistered Generation Qualifier
” (Example: Jr., 5r., )
Logout Highest: Degree

Department Name

PP et SBF oo s S S T S o o ey g

Ml | e s cps G SpEQL
*state (Required If City is specified)

Urbanization ‘ (used only for Puerta Rica(PR])

*Zip Code Lookup (Required i City & not specified)

Save and Continue:

State and Regional Primary Care Association (PCA)
Cooperative Agreements
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4.1.1 Initiating the Application (First Time Access in the HRSA EHBS)

U.S. Depariment of Health and Human Services

Health Resources and Services Administration

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 EHBs application. During this process, certain

information is copied from the Grants.gov application to the HRSA EHBs application.

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

applications.

1. Onthe PROFILE INFORMATION page, select the View Applications link under the Manage
Applications heading in the left navigation panel.

Figure 13: Left Side Navigation Panel on HRSA EHBs Home Page

P Grants Home
= FQHC LA Home

P Welcome
Manage Applications

| Funding

Onnortbyniting

- View Applications

I ALLESS
Grants Portfolio
Add to Portfolio
- View Portfolio

Manage Organization
Profile

- View/Update Profile
Update
Communication
Contact
Manage Users
Performance Sites

Manage Personal Profile

- Update Profile

- Change Password

My Registered

QOrganizations

» The View Applications Page (before Grants.gov Application is added) (Eigure 14) opens.
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Figure 14: View Applications Page (before Grants.gov Application is added)

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

wekcome: to HRSA EMB Test environment {Last bogin date and tims 9/15/2007 3:49:00 P8} ~Tools Meny-— - @
View Applications

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

Welcome The following table lists the current status of your applications. From this page, you can choose to edit an application If it has not been submitted or view
Manoge lications that have been submitted to HRSA,

Funding

Opportunities Grants.Gov Application Status
B View Applications

Peer Access = Grants.Gov Applications Pending Addition | Action
Grants portfolio 1 | Add Grants.Gow Application

Add to Portfolio
View Portfolio
Manage O
Profile PENDING APPLICATIONS
View/Update Profile
Manage Personal Profile
Update Profile
Change Password
My Registered
Organizations

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

Logout

2. Click the Add Grants.gov Application link to add your application to the list of pending applications.
3. The Validate Grants.gov Application Page will open.

Figure 15: Validate Grants.gov Application Page

HRSA Electronic Handbooks for Applicants/Grantee

Legal Name, Herndon, VA !
HELP
welcome 0 HRSA EHB Test environment (Last lagin date and time 9/19/2007 3:49:00 PM) [ .-Taols Menu-- -
View Applications

m hame | logout | contact us | glossary | help | questions/comments

Welcome In order to ensure that the correct persons are given permissions to work on this Grants.gov application, you must enter the following validation information
"‘F"'Es_“”'"’”""’ from the submitted Grants.gov application.
unding

Opportunities
P view Applications

VALIDATE GRANTS.GOV APPLICATION

Peer Access
Grants Portiolio Announcement Information
Add to Portfolio
N " Anngcuncement Number " I i -
View Partfolio (Exaplé: HRSA-04-061 &r 04-016) l HRsA | {From submittad Grants.gov appication)
Manage Organization

Profile Grants.gov A Information

View/Update Prafile Grants.gov Tracking Number [
Manage Personal Profile (Example: GRANTDO0S9900)

_ (Frem submitted Grants.gov )

Upffate pf.CIfI|E H EriBas Anollcation T

Change Passward

My Registerad HRSA EHBs Application Tracking Number (e ]

Drga:ig;:tiet::s (Example: 00025326) _OUD- | [From email novfication)

Logout

wnml

4. Enter the required validation information:

« The Announcement Number (aka the Funding Opportunity Number) from the Grants.gov
Submission Confirmation page (Eigure 9)

e The Grants.gov Tracking Number from the Grants.gov Submission Confirmation page (Eigure
9)

« The HRSA EHBs Application Number from the email notification

5. Click the button.

» The Grants.gov Application Validated Successfully page will be displayed. Read the advisory.
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Figure 16: Grants.gov Application Validated Successfully Page

Grants.Gov Application Validated Successfully
IMPORTANT NOTE

This application was originally submitted through Grant.gov (tracking¥ GRANTO099228). HRSA has received this application and assigned it the tracking number listed below. Please note it
down and use it for future correspondence or inquiries from HRSA.

HRSA EHBs tracking number: 00043345

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

You must complete all the required forms and submit this application in HRSA EHBs by the deadline listed on the application status page.

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

=]

6. Read the Advisory

7. Click the button.

» The Status Overview page opens.

Figure 17: Status Overview Page

HRSA Electronic Handbooks for Applicants

Application SF424 for FY2012
Applications

Welcome to HRSA EHB utl10 environment (Last login date and time 2/3/2012
4:17:00 PM) —Tools Menu—

Application Tracking Status -
# 000D home | logout | contact us | glossary | help | guestions/comments | | (50 knowledge base

Application Process | " .
The table below shows the status of the application. The application is currently INCOMPLETE and cannot be

(Duerview submitted in it's current state.
i~ Process
b Status . . L. ; . B
[Face Page This application was originally submitted through Grants.gov (tracking# ). y of HRSA
oy rules validation comments is available below by clicking 'Application Data Vvalidation Comments' link.
Application
Read Complete Note
- Applicant
- Project
Budget Summary STATUS OVERVIEW
(Other Information
i~ Appendices SUGGESTED NEXT STEP
Program Specific .
Information Assign AQ
Program Specific
| Information APPLICATION PROCESS STATUS
feview and Submit May 31 2012 5:00PM ET
. i = ay :
3 :e\b”e\'t Deadiine (You have 118 days to complete and submit the application.)
[ Submi
Full Announcement
{Includes Program Guidance) Original announcement posted on 01/12/2012..... View Details
Logout
N/A
assupedlag (One or more AO's currently registered. Assign AQ)
Created On 2/3/2012 4:05:31 PM ET
Last Updated By N/A
Peer Information No peers associated with this Application.

Vview: Application | Application Data Validation Comments

APPLICATION FORMS STATUS

Section Action Status

Face Page

Application Update NOT COMPLETE
Applicant Update NOT COMPLETE
Project Update NOT COMPLETE
Budget Summary Update NOT COMPLETE
Other Information

Appendices ‘ Update ‘ NOT COMPLETE

Program Specific Information

Program Specific Information ‘ I Update I ‘ NOT COMPLETE
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After you have initiated your application and added it to the list of pending applications in the EHBs (see
section 4.1.1, Initiating the Application), follow these steps to access your application.

1. Click the View Applications link under Manage Applications on the left navigation panel of the

HRSA EHBs Home page.

Figure 18: Left Navigation Panel of HRSA EHBs Home Page

- Grants Home
- FQHC LA Home

- Welcome

Manage Applications
_ Funding

- _Opportunities

i view Applications I
- Peaer ACCess

Grants Portfolio

- Add to Portfolio

- View Portfolio

Manage Organization
Profile

- View/Update Profile
- Performance Sites

Manage Personal
Profile

- Update Profile
- Change Password
_ My Registered
Organizations

Logout

» The Pending Applications (Eigure 19) page opens.

User Guide For Grant Applicants

20 of 55 State and Regional Primary Care Association (PCA)

Cooperative Agreements



Welcome Michael Ballard to HRSA EHB utl10 environment (Last login date and time 1/25/2012 3:49:00
PM)

Figure 19: Pending Applications Page

HRSA Electronic Handbooks for Applicants/Grantee

NEIGHBORHOOD HEALTH CARE, Cincinnati, OH

View Applications

F home | logout | contact us | glossary | help | iuestionsicomments |

HRSA Portal

- Grants Home
-~ FQHC LA Home

[~ Welcome

Manage Applications

. Funding
Opportunities

b View Applications

= Peer Access

Grants Portfolio

Add to Portfolio

View Portfolio

Manage Organization
Profile

View/Update Profile
Performance Sites

Manage Personal
Profile

- Update Profile

- Change Password

. My Registered
Organizations

Logout

Y S T

i I i
(/)
Proposed Period: 9/1/2002 - 12/31/2009
AQ Name:

I

Date Submitted: 01/23/2009 Y
Signed Face Page Received: No

50 knowledge base

1. DeporimentofHealh and Homon Svies

Health Resources and Services Administration

—Tools Menu—

-
-l

HRSA-12-"" State and Regional Primary Care Associations

Coop ive Agr

(PCAs) (HRSA)

Deadline: 05/31/2012 ET

Original announcement posted on 01/12/2012.....

View Details

Grant / Application Status Creator Action
HRSA EHBs Tracking No: 0009777
Grants.Gov Tracking #: N/A
Application Type: New .
i Grants.Gov Received Date: N/A
Title (Discipline): State and Regional Application In Progress Yes

Primary Care Association (PCA)
Cooperative Agreements{N/A)
Proposed Period: 4/1/2012 - 3/31/2014
AQ Name:

Created By: © on 01/20/2012

HRSA-09- " #5: ARRA - Increased Demand for Services

Deadline: 02/16/2009 ET

Update 1 for Original Announcement posted on 03/09/2009: Modification was made to Funding Cycle name for
View Details

administrative purposes only......

Grant / Application Status Creator Action
HRSA EHBs Tracking No: 0006
Grants.Gov Tracking #: NfA Grants.Gov Received Date: N/A
Application Type: New Application Submitted to HRSA
Title {Discipline): ARRA - Increase Created By: | on 03/10/2009 NO View

Services to Health Centers{N/A)
Proposed Period: 3/26/2009 - 3/31/2011
AO Name:

Date Submitted: 03/13/2009
Signed Face Page Received: No

HRSA-11- % Expanded Services Health Center Program Grantee

Supplement (ES)

Deadline: 01/25/2011 ET

QP g g P . ait Ce c gpan gpei oo, I i

ACCED o Jse Folicy

"

Note: The screenshot contains a different left navigation panel than it did before. Use this left side menu
to navigate through the application.

2. Click the Edit action for your application.

» The Status Overview page opens
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Figure 20: Status Overview Page

HRSA Electronic Handbooks for Applicants/Grantee

Application SF424 for FY2012

Applications
Welcome to HRSA EHB utl10 environment (Last login date and time 2/3/2012

4:17:00 PM) —Tools Menu- h

Application Tracking Status

# D00 e home | logout | contact us | glossary | help | guestions/comments | | [E0_knowledge base
Application Process

The table below shows the status of the application. The application is currently INCOMPLETE and cannot be

Pvemiew submitted in it's current state.
[~ Process
::ascia;:ile This application was originally submitted through Grants.gov (tracking# ). Summary of HRSA business
—— rules validation comments is available below by clicking 'Application Data Validation Comments' link.
Application
. Read Complete Note
- Applicant
- Project

- Budget Summary STATUS OVERVIEW

Other Information
- Appendices SUGGESTED NEXT STEP
Program Specific X

_ti Assign AQ

APPLICATION PROCESS STATUS

May 31 2012 5:00PM ET
(¥ou have 118 days to complete and submit the application.)

- Review Deadline
- Submit

Full Announcement

Rt (et Qi) Original announcement posted on 01/12/2012..... View Details

Logout
. N/A
assigned/a0 (One or more AQ's currently registered. Assign AQ)
Created On 2/3/2012 4:05:31 PM ET
Last Updated By N/A
Peer Information No peers associated with this Application.

View: Application | Application Data Validation Comments

APPLICATION FORMS STATUS

Section Action Status
Face Page
Application Update NCOT COMPLETE
Applicant Update NOT COMPLETE
Project Update NOT COMPLETE
Budget Summary Update NOT COMPLETE

Other Information

Appendices | Update | NOT COMPLETE
Program Specific Information

Program Specific Information | I Update I | NOT COMPLETE

Acceptable Use Policy

3. Click the Update link or the Program Specific Information link in the left navigation panel to enter or
revise any of the program specific forms.

» The STATUS OVERVIEW page for Program Specific Forms opens. For information about
Program Specific Forms, see section 4.2, Program Specific Forms.
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Figure 21: Status Overview Page for Program Specific Forms

U58: State and Regional Primary Care Association (PCA) Cooperative Agreements (93.129)

PCA Application for FY 2012

welcome to HRSA EHB UTL10 environment (Last login date and time 1/30/2012 4:48:00 —Taols Menu— M
PM)
Status
Application Tracking home | logout | contact us | help | guestions/comments
000 e The table below shows the status for the PCA Program Specific Forms. The application is currently INCOMPLETE and

= cannot be submitted in its current state.
Program Specific
Information . . . . . . . .
Your session will remain active for 30 minutes since your last activity. Please save your work every 5 minutes

(Overview to avoid unexpected behavior.

B Status

General Information . . .

Fields marked with an asterisk (*) are reguired.

[+ Form 1A

‘Work Plan STATUS OVERVIEW

I Project Work Plan

Review : View Resources

i B i View: PCA FY 2012 User Guide

[ Forms

PROGRAM SPECIFIC FORM STATUS

[Overview Section | Action | Status

[~ Complete Status General Information

i~ Submit Ny

. Form 1A: General Information Worksheet | Update | NOT COMPLETE
Logout Work Plan

Project Work Plan

Section A - Training and Technical Assistance
{T/TA) in Fiscal and Program Management (Program Update NOT COMPLETE
Requirements)

Section B - Training and Technical Assistance

{T/TA) in Performance Improvement {Clinical) Update NOT COMPLETE
Section B - Training and Technical Assistance

{T/TA) in Performance Improvement {Financial) Update NOT COMPLETE
Section C - Statewide/Regional Program Assistance Update NOT COMPLETE

[ Go Back to Complete Status ]

Note 1: The screenshot contains a different left side menu than it did before. Use this left side menu to
navigate through the Program Specific Information.

Note 2: When this page is initially displayed, the status of each section will be NOT COMPLETE.

4.2. Program Specific Forms

The Program Specific Forms consist of Form 1A: General Information Worksheet and the Project Work
Plan. The following sections describe how to complete these forms.

4.2.1 Form 1A: General Information Worksheet
Form 1A: General Information Worksheet is a summary of information related to your organization.

1. To open the General Information Worksheet, go to the Status Overview page, Program Specific
Form Status section.

2. Click the Update link for the Form 1A: General Information Worksheet or click on the Form 1A link
provided in the left menu.

» The Form 1A: General Information Worksheet page opens (Figure 22).

State and Regional Primary Care Association (PCA)
Cooperative Agreements
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Figure 22: General Information Worksheet

U58: State and Regional Primary Care Association (PCA) Cooperative Agreements (#

PCA Application for FY 2012

Welcome to HRSA EHB UTL10D environment (Last login date and time 2/3/2012 ~Tools Menu- M

4:00:00 PM)
® Form 1A

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

Application Tracking
#
Provide General Information related to the application in this form. Refer to the Funding Opportunity Announcement

000 e
(FOA) for details on filling out Form 1A. Use the "Save and Continue" button to go to (Show Full Instruction)

Program Specific
Information

lOverview |D\eaae refer to User Guide for more information on how to complete this form.

- Status

|General Information Fields marked with an asterisk (*) are required.

P Form 1A GENERAL INFORMATION

Work Plan =

I Project Work Plan Form 1A: General Information Worksheet Status: NOT COMPLETE

iew
.. Program Specific 1. Applicant Information
| Forms
Applicant Name MOSES LAKE COMMUNITY HEALTH CENTER, Moses Lake, WA

Application Type New Existing Grantee No

lOverview Grant Number N/A BHCMIS ID N/A

[~ Complete Status N

L Submit @ Tribal
@ Urban Indian

Logout * Business Entity @ private, non-profit (non-Tribal or Urban Indian)
Select only (@ Public {(non-Tribal or Urban Indian)
one .
@ For Profit
L1
FIFaith based
[#I Hospital
[[Jstate government
Select all that * Organization Type (select all ity/County/Local Government or Municipality
apply that agply) University
[¥] Community based organization
\ [Clother

If "Other", please specify:

2. State/Regional Information

@ State Washington (WA) A
. . OR
* Indicate the state or region you plan to serve.
Note: Hold down the Control key "Crl” in arder to select ar . Alabama (AL) ~
unselect multiple values © Regional Alaska (AK) =1
(multiple Arizona (AZ)
states/teritories) | 4o (AR) il

Go to Previous Page Save Save and Continue

Acceptable Use Policy

Note: On every screen where the Applicant may enter information or select choices, there is a button as
well as a [Save and Continuel button.
Clicking on the button saves all of the work you’ve done on the page, without navigating away from the

page. The purpose of the Save button is primarily to save your work so that nothing is lost if you get “timed out”
or lose your connection to the system.

Clicking the [Save and Continue] button will save your entries and open the next step in the process.

Under Applicant Information:

1. Select one business entity.
2. Select at least one organization type.
> You have the option of selecting as many organization types as apply to your organization.

State and Regional Primary Care Association (PCA)
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Under State/Regional Information

1. Select the State radio button to select one state from the drop-down menu

OR
Select the Regional radio button to select at least two states and/or territories from the scrolling menu
of states and territories.

» You have the option of selecting as many states or territories as appropriate. (To select more than
one state or territory, hold down the |[CTRL| key while clicking your choices.)

2. Click the button to save your work. The system will validate your data entry and change the
status of the form to Complete if no errors are detected, Or
3. Click the [Save and Continug| button at the bottom of the screen to save your work.
» The system will validate your data entry and take you to the Project Work Plan — Section A list
page.

Figure 23: Project Work Plan, Form 1A

U58: State and Regional Primary Care Association (PCA) Cooperative Agreements (%)

PCA Application for FY 2012

—Tools Menu— -

Welcome : to HRSA EHB UTL10 environment (Last login date and time 2/3/2012
4:00:00 PM)
Project Work Plan
Application Tracking home | logout | contact us | help | guestions/comments
#
oo The goal for this section is displayed below.

Py Specific
. ;\;er on the "Update Goal Details" link to add your Projected Goal Percentage and Key Factors related to the
?"’E“’ie‘" s Click on the "Add Activity" link to add T/TA Focus Areas, Activities, Persons/Areas Responsible, Time Frames,

Status Expected Outcomes, and Comments
General Information
- Form 1A
\Work Plan (Show Full Instruction)
> Project Work Plan
Review Note:
| Program Specific Minimum of 2 T/TA Focus Areas must be added under each goal.

Forms ini of 2 and i of 5 Activities can be added under each T/TA Focus Area.

of 3 and i of 5 Key Factors can be added under the goal.
Minimum of 1 restricting key factor and 1 contributing key factor is required for the goal.
Overview
Cump\_ete Status & Information entered on the "GENERAL INFORMATION' page was saved successfully. The Section status is
|-~ Submit COMPLETE.
Lagout |Please refer to User Guide for more information on how to complete this form. |

PROJECT  goction A - Training and Technical Assistance (T/TA) in Fiscal and Program Management (Program Requirements) ~

WORK
PLAN
A-Ti g and Assistance (T/TA) in Fiscal and Status: NOT COMPLETE

Program Management (Program Requirements)

Show All Details Hide All Details

E Goal Al: Percent of Health Center Program grantees in the state/region with no Status: NOT
program conditions on their Notice of Awards {NoAs). COMPLETE

Click "Aadd Activity" to proceed to the list of required T/TA Focus Areas.

Actions: Update Goal Details | Add Activity | Goal Details | Project Work Plan

4.2.2 Project Work Plan
The Project Work Plan form consists of the following four sections:

e Section A - Training and Technical Assistance (T/TA) in Fiscal and Program Management (Program
Requirements)
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e Section B - Training and Technical Assistance (T/TA) in Performance Improvement (Clinical)

e Section B - Training and Technical Assistance (T/TA) in Performance Improvement (Financial)

e Statewide/Regional Program Assistance Activities

The following paragraphs describe how to complete each section of the Project Work Plan form.

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

This section of the PCA User Guide describes how to complete Section A of the Project Work Plan form.
There are several ways to get to the PROJECT WORK PLAN — SECTION A:

e Select Section A - Training and Assistance in Fiscal and Program Management (Program
Requirements) from the drop-down menu on the Project Work Plan title row. Click the button.

e Goto the Status Overview page by clicking on the Status link from left menu. Click the Update link for
Section A in the Program Specific Form Status table.

Goal in Project Work Plan — Section A

Goal: Al- Percent of Health Center Program grantees in the state/region with no program conditions
on their Notice of Awards (NoASs)

An applicant must provide the following information to complete Goal Al:
e The Projected Goal Percentage
o Key Factors and related details

e Descriptions and related details for as many Activities as the business rules require under each proposed
Training and Technical Assistance (T/TA) Focus Area.

To complete this section, the applicant:
e Must propose a minimum of three and maximum of five Key Factors under Goal Al.
e Must propose a minimum one restricting key factor and one contributing key factor for Goal A1l.
e Must propose at least 3 pre-defined T/TA Focus Areas under Goal A1l.
e Can propose maximum of two Other T/TA Focus Areas under Goal Al.

e Must propose at least two activities under each T/TA Focus Areas proposed under Goal Al.

e Can propose maximum of five activities under each T/TA Focus Area.

To provide the Projected Goal Percentage and Key Factor details for this goal, please refer to section
4.2.2.1.1, Updating Section A Goal Details.

To propose activities under this goal, please refer to section 4.2.2.1.2, Adding an Activity.

The following subsections of the PCA User Guide provide sequential, detailed instructions for completing
Section A.
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4.2.2.1.1 Updating Section A Goal Details
Figure 24: Update Goal Details Link

PROJECT  5ection A - Training and Technical Assistance (T/TA) in Fiscal and Program Management (Program Requirements) ¥

WORK
PLAN
Section A - Training and Technical Assistance (T/TA) in Fiscal and Status: NOT COMPLETE

Program Management (Program Requirements)

Show All Details Hide All Details

B Goal Al: Percent of Health Center Program grantees in the state/region with no Status: NOT
program conditions on their Notice of Awards (NoAs). COMPLETE

Click "Add Activity" to proceed to the list of required T/TA Focus Areas.

Actions: Update Goal Details | AddActivity | Goal Details | Project Work Plan

Go to Previous Page Save and Continue

1. On the Project Work Plan - Section A list page, click the Update Goal Details link for Goal Al.
» The Project Work Plan — Update Goal Al page opens.
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Figure 25: Project Work Plan — Update Goal Al

{ e == o e =

e A - il

|l Note:
Minimum of 3 and maximum of 5 Key Factors can be added under the goal.
Minimum of 1 restricting key factor and 1 contributing key factor is required for the goal.

Fields marked with an asterisk (*) are required.
PROJECT WORK PLAN - UPDATE GOAL Al

Section A - Training and Technical Assistance (T/TA) in Fiscal and
Program Management (Program Requirements)

View: Goal Details | Project Work Plan

Action: [ Go to Section A List Page l

Update Goal Details for Goal A1

Percent of Health Center Program grantees in the state/region with no program

Eoalipescmplion conditions on their Notice of Awards (NoAs).

Enter a humber only
(not "%" sign)

*Projected Goal

| W] Percentage %

P e o e e A A A A e T e A,

(

Numerator Description Total number of Health Center Program grantees with no program conditions.

Denominator Description  [Total number of Health Center Program grantees in the State or region.

Data Source HRSA Program Reports

Click "save" to save your information. Save

Type: Contributing ) Restricting

Description: Maximum line(s) allowed approximately: 5 (500 character(s)
remaining)

Key Factor #1

Type: Contributing ) Restricting

Description: Maximum line(s) allowed approximately: 5 (500 character(s)
Select a Type and enter a remaining)

Description for each Key Factor

»
*Key Factor #2

R T ! WO RO SUVIpVAN P Y
|

Type: Contributing Restricting

Description: Maximum line(s) allowed approximately: 5 (500 character(s)

remaining}
Lal *Key Factor #3

Add More Key Factors

Cancel Save Save and Continue

2. Enter the Projected Goal Percentage.
3. Enter at least three Key Factors.

4. Select a Type by clicking the Contributing or Restricting radio button.

Note:

e At least one of the three required Key Factors must be a Contributing type. (Click the Contributing
radio button.)

e At least one of the three required Key Factors must be a Restricting type. (Click the Restricting
radio button.)

e The third required Key Factor may be of either type.

5. Enter a Description for every Key Factor.
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6. If you wish to add more Key Factors, follow the steps in section 4.2.2.1.1.1, Adding More Key
Factors

7. When you have finished updating the fields, click the |Save and Continuel button.

» The PROJECT WORK PLAN - Section A list page re-opens. (Note that the goal description has
been updated to reflect the Projected Goal Percentage provided by the applicant.)

Figure 26: Updated Goal Description

| Goal Al: 90% of Health Center Program grantees in the statefregion with no
! program conditions on their Notice of Awards (NoAs).

‘Actions: Update Goal Details | Add Activity

| Goal Details | Project Worl Plan
w =

4.2.2.1.1.1 Adding More Key Factors

Note: You have the option of entering up to two more Key Factors

1. Click on the |Add More Key Factors| button to add additional key factors. The Project Work Plan —
Update Goal Al page expands as depicted below:

Figure 27: Project Work Plan — Update Goal A1 (Adding More Key Factors)

T O T e WY I S

e e

Type: O Contributing © Restricting

Description: Maximum line(s) allowed approximately: 5 (500 character(s)
remaining)

O Key Factor #4

Type: O Contributing © Restricting

Description: Maximum line(s) allowed approximately: 5 (500 character(s)
remaining)

O Key Factor #5

Delete Key Factor(s)

Wﬁ.—um%w‘nmdﬁwnnﬁ

2. Select a Type for each key factor that you want to propose by clicking the Contributing or
Restricting radio button.

3. Enter a Description for each additional Key Factor that you want to propose.

4. After you have completed the form, click the [Save and Continue] button to save your information, and
proceed to the PROJECT WORK PLAN - Section A list page.

» The PROJECT WORK PLAN - Section A list page opens.

Note: If you wish to delete either or both of the additional Key Factors, follow the steps in section 4.2.2.1.1.2
Deleting Key Factors.
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Figure 28: Deleting Key Factors

T A N s e p et et o
Note: To remove additional key factor(s), select the appropriate checkbox{es) and click on the "Delete Key
Factor(s)” button.

Save

Type: @ Contributing Restricting
Description: Maximum line(s) allowed approximately: 5 (488 character(s)
remaining)

V| Key Factor #4 Key factor 4

Type: Contributing @ Restricting
Description: Maximum line(s) allowed approximately: 5 (488 character(s)
remaining)

V| Key Factor #5 Key Factor 5

a
{
|
|
é
g
|

I Delete Key Factor(s) I

1S, Depariment of Health and Humon Services

Health Resources and Services Administration

Cancel Save Save and Continue

Note: ONLY Key Factors 4 and 5 may be deleted. The first three Key Factors are required.

One or both of the additional Key Factors may be deleted. To delete a Key Factor:

1. Click in one or both check boxes to select them.

2. Click on the |

Delete Key Factor(s)| button.

» The Project Work Plan — Delete Key Factor page opens.

3. Click the [Co

nfirm Delete] button.

J T

Figure 29: Project Work Plan — Delete Key Factor

R e T et e

PROJECT WORK PLAN - DELETE KEY FACTOR

Goal Al: 90% of Health Center Program grantees in the state/region with no program conditions on their
Notice of Awards (NoAs).

Projected Goal

Percentage 90%

View:

Delete Key Factor

Key Factor Details

Type: Contributing
Description: Key factor 4

Type: Restricting
Description: Key Factor 5

PP A S S P i e st PP Pt BT,

Gao to Previous Page Confirm Delete

4. After completing the form, click the [Save and Continue| button to save the information and open the
PROJECT WORK PLAN - Section A list page.

» The PROJECT WORK PLAN Section A list page opens.

Note: Remember you can use the button at any time to save your work from being lost by
“timing out” or another sort of interruption.
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4.2.2.1.2 Adding an Activity
The following steps describe how the applicant proposed Activities under T/TA Focus Areas.

1. On the Project Work Plan - Section A list page, click the Add Activity link

Figure 30: Add Activity Link

- T RIS S Py v e
& Goal Al has been updated successfully.
‘lﬁ'\ease refer to User Guide for more informatien on how to complete this form. ‘
PROJECT | gection A - Training and Technical Assistance (T/TA) in Fiscal and Program Management (Program Requirements)
WORK
B
£
Section A - Training and Technical Ass!5tance (T/TA) in Fiscal and Status: NOT COMPLETE
Note: The page now Program Management (Program Requirements)
reflects the updated
D. Show All Details Hide All Details
Goal Details
]
El Goal Al: 90% of Health Center Program grantees in the state/region with ne Status: NOT
program condttions on their Notice of Awards (NoAs). COMPLETE
Click "Add Activity" to proceed to the list of required T/TA Focus Areas.
{ Actions:  Update Goal Details || Ac{dActmtvI | Goal Details | Project Work Plan
H
? Go to Previous Page Save and Continue

» The Project Work Plan — Add Activity page opens. Figure 31: Project Work Plan — Add
Activity Page shows a compressed view of the page with each section numbered to correspond
with an enlarged view of the section, together with a description, in the paragraphs below.
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Figure 31: Project Work Plan — Add Activity Page
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4.2.2.1.2.1 Goal Al Table
Figure 32: Goal Al Table

PROJECT WORK PLAN - ADD ACTIVITY

Section A - Training and Technical Assi (T/TA) in
Fiscal and Prog (Prog equil

Status: NOT COMPLETE

‘Goal Al: 90% of Health Center Program grantees in the state/region with no program
conditions on their Notice of Awards (NoAs).

Projected Goal a0%
Percentage

View: Goal Details | Project Work Plan

Action: [ Go to Section A List Page

The Project Work Plan — Add Activity page begins with the Goal statement, the Projected Goal
Percentage, and links to the:

e Goal Details page (a view of information saved for this Goal)

e Project Work Plan summary page (information saved for all sections of the Project Work Plan).

Click the |Go to Section A List Page] button to navigate to the Project Work Plan - Section A list page.

4.2.2.1.2.2 Selecting T/TA Focus Areas
Figure 33: Pre-Defined and Applicant—Created T/TA Focus Areas

*Select a Training and Technical Assistance (T/TA) Focus Area-

© Need: Provide T/TA in the development and implementation of periodi mmunity
and/or population needs assessments focusing on overcoming access issues; imizi
barriers to care and maximizing community collaboration.

@ Services: Provide T/TA in the development and implementation of quality
improvement/quality assurance (QI/QA) systems (i.e., appropriate risk management,
medical malpractice including Federal Tort Claims Act (FTCA), credentialing, patient
satisfaction and quality of care reporting). (NOTE: excludes the UDS T/TA sessions 2

hosted by PCAs).

) Management and Finance: Provide T/TA on fiscal operations/system requirements
(i.e., billing systems, coding, Medicare and Medicaid, cost reports, budget tracking,
financial reports, and financial audits).

©) Management and Finance: Provide T/TA on workforce recruitment and retention of
health center staff (i.e., health center managers, providers/staff, and board members).

©) Governance: Provide T/TA on governance requirements for health centers (i.e.,
board authority, functions/responsibilities, compesition, training, recruitment, and \
evaluation tools).

There are five pre-defined (T/TA) Focus Areas in Section A. The applicant also has the ability to define Other
Focus Areas, as described in section 4.2.2.1.2.2.1, Adding Other Focus Areas.

Select a T/TA Focus Area by clicking in the radio button for a pre-defined T/TA Focus Area or by clicking on

the expansion icon next to Other Focus Area(s) and creating a new T/TA Focus Area, as described in
section 4.2.2.1.2.2.1, Adding Other Focus Areas.

Note: To save the Activity Details, you must select a T/TA Focus Area.

4.2.2.1.2.2.1 Adding Other Focus Areas

You have the option of adding up to two more T/TA Focus Areas under the Goal. To add a T/TA Focus
Area:

1. Expand the Other Focus Area(s) section by clicking on the expansion icon .
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Figure 34: Expanded Other Focus Area(s)

E Other Focus Area(;)\
Focus Area \Delli_l'_s

Title:

©) Other Focus Focus Area Description:
- Maximum line(s) allowed approximately: 2 (200 character(s)

Area 1: remaining) 3

[ ]

Title:

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

) Other Focus
Area 2:

B

Note: If you update the title or description of any previously proposed "Other Focus Area’, system will
automatically update the focus area details for all the activities for which this "Other Focus Area’ was
selected.

2. Enter a Title for each new T/TA Focus Area created.

3. Enter a Description for each new T/TA Focus Area.

INote: The combination of Title and Description for a T/TA Focus Area must be unique within the Goall.

4. To select the Other Focus Area proposed, select the corresponding radio button.

|Note: The applicant can propose an Other Focus Area even if it is not selected for the activity in context.l

4.2.2.1.2.3 Adding an Activity Description
1. Enter an Activity Description (4), to a maximum of 200 characters.

Figure 35: Add an Activity Description

*Activity Description . |

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

4.2.2.1.2.4 Adding Person/Area Responsible
Figure 36: Add Person/Area Responsible

*Person/Area Responsible (More Information)
Serial e
Dy jon
Number
Maximumn line{s) allowed approximately: 2 (ZUUC\‘Q@maimng)
1. -
Maximum line{s) allowed approximately: 2 (200 character(s) remaining) —
2 - ™
Maximum line{s) allowed approximately: 2 (200 character(s) remaining) 5
3. -
Maximum linefs) allowed approximately: 2 (200 character(s) remaining)
4. -
Maximum line(s) allowed approximately: 2 (200 character(s) remaining)
5. -
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1. Enter information for at least one Person/Area Responsible in the Person/Area Responsible table.

4.2.2.1.25 Adding Time Frame
Figure 37: Add Time Frame Page

*Time Frame (More Information) —_—

Serlal scription
Number i

Maximum line(s) allowed approximately: 2\@;@ remaining)

1. o~
.
Maximum line(s) allowed approximately: 2 (200 character{s) remaining)
2. -
Maximum line{s) allowed approximately: 2 (200 character(s) remaining) 6
3. i

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

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

1. Enter at least one Time Frame line item in the Time Frame table.

4.2.2.1.2.6 Adding Expected Outcome
Figure 38: Add Expected Outcome Page

*Expected Outcome (More Information) —_

Serial
Number

Maximum line(s) allowed approximately: 2 (200 dl maining)
1.

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

intion

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

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

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

1. Enter at least one Expected Outcome description in the Expected Outcome table.

4.2.2.1.2.7 Adding Comments (Optional)

1. Onthe PROJECT WORK PLAN - ADD ACTIVITY page, you may enter up to 500 characters in the
Comments area (8 in Eigure 31).
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Figure 39: Comments Area

Comments =~

Maximum line(s) allowed apprcxwmately%

4.2.2.1.2.8 Saving the Activity

When all entries have been made for the Activity, click the [Save and Continue| button.

» The Project Work Plan Section A page opens listing the completed Activity.
Figure 40: Section A with One Activity

::?;'ECT Section A - Training and Technical Assistance (T/TA) in Fiscal and Program Management (Program Requirements) ~
PLAN
Section A - Training and Technical Assistance {T/TA) in Fiscal and
Program Management (Program Requirements)

Show All Details Hide All Details E rror

¥V Error 1: Please propose activities under at least 3 required T/TA Focus Areas for this goal. Go to 1
top

E Goal Al: 90% of Health Center Program grantees in the state/region with no Status: NOT
program conditions on their Notice of Awards (NoAs). COMPLETE

Status: NOT COMPLETE

¥ Error 2: Please provide at least 2 activities for this T/TA Focus AreavGesbada (E rro r

community and/or population needs assessments focusing on overcoming access issues, minimizing

B T/TA Focus Area Al.1 - Need: Provide T/TA in the development and implementation of periodic 2
barriers to care and maximizing community collaboration.

- = Status:
Activity1 COMPLETE
Activity
Description Develop Community Needs Survey
Actions: I Update Activity I |  Delete Activity | Activity Details

Actions: Update Goal Details | AddActvity | Goal Details | Project Work Plan

Go to Previous Page Save

4.2.2.1.2.9 Adding More Activities
There are two error messages in Figure 40: Error 1 and Error 2.
Error 2 indicates that the applicant must add at least two Activities under a T/TA Focus Area.

To add another Activity to the T/TA Focus Area, which is “Need” in the example, follow the steps in section
4.2.2.1.2, Adding an Activity. The applicant must make sure to select the same T/TA Focus Area for the
second Activity as you did for the first. When you save this Activity, the list page will look as displayed in

Figure 41.
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Figure 41: Completed T/TA Focus Area

Section A - Training and Technical Assistance (T/TA} in Fiscal and Program Management (Program Requirements) +

PROJECT
WORK PLAN
Section A - Training and Technical Assistance (T/TA) in Fiscal and Program Status: NOT COMPLETE

Management (Program Requirements)

Show All Details Hide All Details

¥V Error 1: Please propose activities under at least 3 required T/TA Focus Areas for this goal. Go to top

Status: NOT
COMPLETE

E Goal Al1: 90% of Health Center Program grantees in the state/region with no program
conditions on their Notice of Awards (NoAs).

I} T/TA Focus Area Al.1 - Need: Provide T/TA in the development and implementation of periodic
community and/or population needs assessments focusing on overcoming access issues, minimizing barriers
to care and maximizing community collaboration.
Activity 1 Status: COMPLETE
(ST Need Activity 1
Description
Actions: Update Activity | Delete Activit | Activity Details
Activity 2 Status: COMPLETE
Iy Need Activity 2
Description
Actions: Update Activity | Delete Activit | Activity Details
Actions: Update Goal Details | Add Activit | Goal Details | Project Work Plan

Notice in Figure 41 that Error 2 no longer appears. The chosen T/TA Focus Area (Need) now has
two Activities.

Note: The applicant must propose at least two Activities for every T/TA Focus Area proposed, whether pre-
defined or Other Focus Area.
Error 1 asks the applicant to propose Activities under at least three required/pre-defined T/TA Focus Areas.
To add an Activity under another T/TA Focus Area:

1. Click the Add Activity link and follow the steps in section 4.2.2.1.2, Adding an Activity.

2. Select a different T/TA Focus Area this time (which would be anything other than “Need” in the

example above).
3. Continue to add activities in this way until there are at least two activities proposed under at least three
required/pre-defined T/TA Focus Areas for Goal ALl. Once these activities are added to Goal Al, the

list page will look as displayed in Figure 42.
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Figure 42: Section A Complete

PROJECT  gection A - Training and Technical Assistance (T/TA) in Fiscal and Program Management (Program Requirements) +

WORK
PLAN
Section A - Training and Technical Assistance (T/TA) in Fiscal and Status: COMPLETE

Program Management {Program Requirements)

Show All Details Hide All Details

! Goal A1: 90% of Health Center Program grantees in the state/region with no .
program conditions on their Notice of Awards (NoAs). SiEuTes el Ll

T/TA Focus Area Al.1 - Need: Provide T/TA in the development and implementation of periodic
community and/or population needs assessments focusing on overcoming access issues, minimizing
barriers to care and maximizing community collaboration.

T/TA Focus Area Al.2 - Services: Provide T/TA in the development and implementation of
quality improvement/quality assurance (QI/QA) systems (i.e., appropriate risk management, medical
malpractice including Federal Tort Claims Act (FTCA), credentialing, patient satisfaction and quality
of care reporting). (NOTE: excludes the UDS T/TA sessions hosted by PCAs).

T/TA Focus Area Al.3 - Management and Finance: Provide T/TA on fiscal operations/system
requirements (i.e., billing systems, coding, Medicare and Medicaid, cost reports, budget tracking,
financial reports, and financial audits).

Actions: Update Goal Details | AddActvity | Goal Details | Project Work Plan
Go to Previous Page Save Save and Continug

In Figure 42, Error 1 has been eliminated. Goal A1 now has three complete T/TA Focus Areas.

Notes:
e Goal Al needs Activities proposed for at least three required/pre-defined T/TA Focus Areas
e Applicants can propose a maximum of five Activities under a T/TA Focus Area

e Itis highly recommended that the applicant enter all available information for the Activities supporting a
T/TA Focus Area when the T/TA Focus Area is selected

In addition to these minimum requirements:

4. When all Activities for Section A have been added, click the [Save and Continug| button on the
Project Work Plan - Section A page.

» The Project Work Plan Section B Goal B1 page opens.

5. Go to section 4.2.2.2, Section B — Training and Technical Assistance (T/TA) in Performance
Improvement (Clinical) for instructions for completing this Section.

4.2.2.1.2.10 Updating Activities
Figure 43: Update Activity Link

== Status:
ACUVIY;L COMPLETE
(IR Management and Finance Activity 1
Description
Actions: IUpdate Activity I |  Delete Activiv | Activity Details

1. Go to the Project Work Plan Section A page.
2. To update an Activity, click the Update Activity link for that Activity.

» The PROJECT WORK PLAN - UPDATE ACTIVITY page opens. The applicant can now Add,
Update, or Delete individual portions of the Activity. Figure 31 shows a compressed view of the
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page with each section numbered to correspond with an enlarged view of the section, together
with a description, in the paragraphs below.

4.2.2.1.2.11 Updating T/TA Focus Areas
Figure 44: Update Activity Page — T/TA Focus Areas

*Select a Training and Technical Assistance (T/TA) Focus Area

© Need: Provide T/TA in the development and implementation of periodic community and/or population
needs assessments focusing on overcoming access issues, minimizing barriers to care and maximizing
community collaboration.

© Services: Provide T/TA in the development and implementation of quality improvement/quality assurance
{QL/QA) systems (i.e., appropriate risk management, medical malpractice including Federal Tort Claims Act
(FTCA), credentialing, patient satisfaction and quality of care reporting). (NOTE: excludes the UDS T/TA
sessions hosted by PCAs).

@ Management and Finance: Provide T/TA on fiscal operations/system requirements (i.e., biling systems,
coding, Medicare and Medicaid, cost reports, budget tracking, financial reports, and financial audits).

© Management and Finance: Provide T/TA on workforce recruitment and retention of health center staff
(i.e., health center managers, providers/staff, and board members).

@ Governance: Provide T/TA on governance requirements for health centers (i.e., board authority,
functions/responsibilities, composition, training, recruitment, and evaluation tools).

Other Focus Area(s)

. eI i o e et il g el A ]

To change the T/TA Focus Area of an Activity, click a different radio button from the one originally chosen, or
create an Other Focus Area as described in section 4.2.2.1.2, Adding an Activity.

Note: Other Focus Areas

e The applicant can update a proposed Other Focus Area even if it is not selected for the Activity in
context

¢ When the applicant updates any details of an already proposed Other Focus Area, these details will be
updated for all the Activities under that Other Focus Area

4.2.2.1.2.12 Updating Remaining Activity Details

e To update an Activity Description, enter the necessary changes in the text area, up to a maximum of 200
characters.

e Updating Person/Area Responsible, Time Frame, Expected Outcome, or Comments:

o To Add: Enter up to four additional Person(s) or Area(s) Responsible, Time Frames, or Expected
Outcomes as necessary

o To Update: Select the Person(s) or Area(s) Responsible, Time Frames, or Expected Outcomes
text to be changed or place the cursor at the end of the existing text and enter the new text

o To Delete: Select the Person(s) or Area(s) Responsible, Time Frames, or Expected Outcomes
text to be deleted and delete it

e To update Comments, enter the necessary changes in the text area, up to a maximum of 500 characters.

Note: Click the button while adding, updating or deleting values to discard any changes made.
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4.2.2.1.3 Deleting Activities
Figure 45: Project Work Plan — Delete Activities Link

S Status:
Activity 1 coney
Acbivity
Description Develop Community Needs Survey
Actions:  Update Activity | IDeIeIeAc:Ilwtv | | Agtivity Details

1. Onthe PROJECT WORK PLAN page, click the Delete Activity link for the Activity you want to

delete.
» The PROJECT WORK PLAN - DELETE ACTIVITY confirmation page opens.

Figure 46: Activity Deletion Confirmation

PROJECT WORK PLAN - DELETE ACTIVITY 1
Section A - Training and Technical Ass!stance (T/TA) in Fiscal and Status: COMPLETE
Program Management (Program Requirements)

Delete Activity 1
Goal 90% of Health Center Program grantees in the state/region with no program conditions on
Description their Notice of Awards (NoAs).
Activity
Description Develop Community Needs Survey
Actions: Activity Details | Goal Details | Project Work Plan
Confirm Delete

2. Click the |Confirm Deletel button to complete the deletion of the Activity or the button to
return to the PROJECT WORK PLAN page without deleting the Activity.

4.2.2.1.4 Viewing Activity Details
Figure 47: Activity Details Link

i Status:
Activity 1 oS
Activity . ELE
Description | Pevelop Community Needs Survey
Actions:  Update Actty | Detete Activiy || Activity Details |

1. Click the Activity Details link for an Activity on the PROJECT WORK PLAN — SECTION A list page
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> The VIEW ACTIVITY DETAILS page opens as a pop up.
Figure 48: View Activity Details Page

VIEW ACTIVITY DETAILS

Activity 1

Goal Description

90% of Health Center Program grantees in the state/region with no
program conditions on their Notice of Awards (NoAs).

T/TA Focus Area

Need: Provide T/TA in the development and implementation of periodic
community and/or population needs assessments focusing on overcoming
access issues, minimizing barriers to care and maximizing community
collaboration.

Activity Description

Develop Community Needs Survey

PersonfArea Responsible

1. Director
2. Manager

Time Frame

1. 2/11/2012 - 8/11/2012

Expected Outcome

1. Community needs will be assessed more accurately as measured by
feedback surveys.

Comments

The applicant will be creating all new surveys.

Close Window

2. Click the button to return to the PROJECT WORK PLAN page.

4.2.2.1.5 Viewing the Goal Details

1S, Depariment of Health and Humon Services

Health Resources and Services Administration

1. On the PROJECT WORK PLAN —Section A list page; click the Goal Details link in the Actions area
at the bottom of the Goal table.

Figure 49: Goal Details Link

|A|:tinns:

| Add Activity I Goal Data\\sll Project Work Plan

Update Goal Details

» The View Goal Details page opens as a pop up.
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Figure 50: View Goal Details Page

VIEW GOAL DETAILS

Goal Al: 909% of Health Center Program grantees in the state/region with no program conditions
on their Notice of Awards (NoAs).

General Information

Goal Percentage 90%

Total number of Health Center Program grantees with no program

Numerator Description conditions.

Denominator Description | Total number of Health Center Program grantees in the State or region.

Data Source HRSA Program Reports
Type: [X] Contributing [_] Restricting

Key Factor #1
Description: Contributing 1

Type: [] Contributing [X] Restricting

Key Factor #2
Description: Restricting 1

Type: [X] Contributing [_] Restricting

Key Factor #3

Description: Contributing2

T/TA Focus Area Al.1 - Need: Provide T/TA in the development and implementation of periodic
community and/or population needs assessments focusing on overcoming access issues, miNimizing
barriers to care and maximizing community collaboration.

Activity: Develop Community Needs Survey

Persnnf}?rea Time Frame Expected Outcome Comments
Responsible
1. Director 1. 2/11/2012 - |1. Community needs will be The applicant will be
2. Manager 8/11/2012 assessed more accurately as creating all new

measured by feedback surveys. |surveys.

Activity: Activity 2

Persnnf}?rea Time Frame Expected Outcome Comments
Responsible
1. A2-P1 1. A2-T1 1. A2-01

T/TA Focus Area Al.2 - Services: Provide T/TA in the development and implementation of
quality improvement/quality assurance (QI/QA) systems (i.e., appropriate risk management,
medical malpractice including Federal Tert Claims Act (FTCA), credentialing, patient satisfaction
and quality of care reporting). (NOTE: excludes the UDS T/TA sessions hosted by PCAs).

Activity: Activityl

Personfﬁ_\rea Time Frame Expected Outcome Comments
Responsible
1. Al-P1 1. A1-T1 1. Al-01 This is the first
comment for Services
Activity 1
Activity: Services Activity 2
Personfﬁ.\rea Time Frame Expected Outcome Comments
Responsible
1. A2-P1 1. A2-T1 1. A2-01

T/TA Focus Area Al.3 - Management and Finance: Provide T/TA on fiscal operations/system
requirements (i.e., biling systems, coding, Medicare and Medicaid, cost reports, budget tracking,
financial reports, and financial audits).

Activity: Management and Finance Activity 1

Persnnfﬁ.\rea Time Frame Expected Outcome Comments
Responsible

1.A1-P1 1. A1-T1 1. A1-01

Activity: M&F Activity 2
Persunfﬁ.\rea Time Frame Expected Outcome Comments
Responsible

1. A2-P1 1. A2-T1 1. A2-01

Close Window

The View Goal Details page contains the general Goal Information saved by the applicant, and a table of
the T/TA Focus Areas and their supporting Activities proposed under that Goal (in this case, Al).

2. Click the |Close Window] button to return to the PROJECT WORK PLAN —=Section A list page.

4.2.2.1.6 Viewing the Project Work Plan

1. On the PROJECT WORK PLAN —Section A page, click the Project Work Plan link in the Actions
area at the bottom of the Goal table.
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Figure 51: Project Work Plan Link
\

Actions: Update Goal Details | Add Activity | Goal Details | Project Work Plan |

» The Project Work Plan page opens as a pop up. It contains information saved by the applicant for
all the sections of Project Work Plan.

Figure 52: Project Work Plan Page

PROJECT WORK PLAN

As of 2/5/2012 1:57:51 PM

DEPARTMENT OF HEALTH AND HUMAN SERVICES (PO DL E Ty

Health Resources and Services Administration

Application Tracking Number Grant Number

PROJECT WORK PLAN
00096045 N/A

Section A - Training and Technical A
{Program Requirements)

{T/TA) in Fiscal and Program Management

Goal Al: 90% of Health Center Program grantees in the state/region with no program conditions on
their Notice of Awards (NoAs).

Goal Percentage 90%

Numerator Description Total number of Health Center Program grantees with no program conditions.

Denominator Description |Total number of Health Center Program grantees in the State or region.

Data Source HRSA Program Reports
Type: [X] Contributing [_] Restricting

Key Factor #1
Description: Contributing 1

Type: [_] Contributing [X] Restricting

Key Factor #2
Description: Restricting 1

Type: [X] Contributing [_] Restricting

Key Factor #3
Description: Contributing2

T/TA Focus Area Al.1 - Need: Provide T/TA in the development and implementation of periodic
community and/or population needs assessments focusing on overcoming access issues, minimizing
barriers to care and maximizing community collaboration.

Activity: Develop Community Needs Survey Show Activity Details | Hide Activity Details
Persoan.rea Time Frame Expected QOutcome Comments
Responsible

1. Director 1.2/11/2012 - 1. Community needs will be The applicant will be

2. Manager 8/11/2012 (Hids) |assessed more accurately as creating all new

measured by feedback surveys. SUrveys.
(Hidey

Activity: Activity 2 Show Activity Details | Hide Activity Details
Personﬂ?rea Time Frame Expected Outcome Comments
Responsible

1. A2-P1 1. A2-T1 1. A2-01

T/TA Focus Area Al.2 - Services: Provide T/TA in the development and implementation of quality
improvement/quality assurance (QI/QA) systems (i.e., appropriate risk management, medical
malpractice including Federal Tort Claims Act (FTCA), credentialing, patient satisfaction and quality of
care reporting). (NOTE: excludes the UDS T/TA sessions hosted by PCAs).

o At P et i B il A . | btnek . | G

. L Ly suncling
Key Factor #3
Description:

‘Section C- ide/ i I Prog Assistance ‘

Close Window.

2. Click the |Close Window] button to return to the PROJECT WORK PLAN —=Section A list page.
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4.2.2.2 Section B — Training and Technical Assistance (T/TA) in Performance
Improvement (Clinical)

There are several ways to get to the PROJECT WORK PLAN — SECTION B (Clinical):

e Click the [Save and Continue] button at the bottom of PROJECT WORK PLAN - Section A list
page

e Select Section B - Training and Technical Assistance (T/TA) in Performance Improvement
(Clinical) from the drop-down menu on the PROJECT WORK PLAN title row. Click the
button

e Go to the Status Overview page by clicking on the Status link from left navigation menu. Click
the Update link for Section B (Clinical) in the Program Specific Form Status table.

Figure 53: Links to Section B T/TA in Performance Improvement (Clinical)

Lt LSS BN Ce ction B - Training and Technical Assistance (T/TA) in Performance Improvement (Clinical
WORK

PLAN ]
Section A - Training and Technical Assistance (T/TA) in Fiscal and
Program Management (Program Requirements)

Status: COMPLETE

Show All Details Hide All Details

Goal Al1: 90% of Health Center Program grantees in the statefregion with no

program conditions on their Notice of Awards (NoAs). Statu=_iCOMEL

Actions: Update Goal Details | AddActivity | Goal Details | Project Work Plan
Go to Previous Page Save Save and Continue |

Section B (Clinical) has one Goal B1: Improvements in Clinical Measures.
e Goal B1 has two Sub-Goals:

o Sub Goal Bl.a: Percent of Health Center Program grantees in the State/region that meet or
exceed performance on one or more Healthy People 2020 performance measure goal(s).

o Sub Goal B1.b: Percent of Health Center Program grantees with Patient-Centered Medical
Home (PCMH).

An applicant must provide the following information to complete Goal B1:
e The Projected Goal Percentage
e Key Factors and related details

e Descriptions and related details for as many Activities as the business rules require under each
proposed Training and Technical Assistance (T/TA) Focus Area.

Note: The applicant:
e Must propose a minimum of three and maximum of five Key Factors under Goal B1.
e Must propose a minimum one restricting key factor and one contributing key factor for Goal B1.
e Must propose a minimum of one pre-defined T/TA Focus Areas under Goal B1.
e Can propose maximum of two Other T/TA Focus Areas under Goal B1.
e Must propose at least two activities under each T/TA Focus Areas proposed under Goal B1.

e Can propose maximum of five activities under each T/TA Focus Area

State and Regional Primary Care Association (PCA)
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To provide the Projected Goal Percentage and Key Factor details for this goal, please refer to section
4.2.2.2.1, Updating Section B (Clinical) Goal Details.

To propose activities under this goal, please refer to 4.2.2.1.2, Adding an Activity.

The following subsections of the PCA User Guide provide sequential, detailed instructions for completing
Section B (Clinical).

4.2.2.2.1 Updating Section B (Clinical) Goal Details
Figure 54: Goal B1 Update Goal Details Link

::‘[?'::m Section B - Training and Technical Assistance (T/TA) in Performance Improvement (Clinical) -
PLAN

Section B - Training and Technical Assistance (T/TA) in Performance

Improvement (Clinical) Status: NOT COMPLETE

Show All Details Hide All Details

E Goal B1: Improvements in Clinical Measures:

a) Percent of Health Center Program grantees in the State/region that meet or

exceed performance on ene or more Healthy People 2020 performance measure goal Status: NOT
(8)- COMPLETE
b) Percent of Health Center Program grantees with Patient-Centered Medical Home

(PCMH) recognition.

Click "Add Activity" to proceed to the list of required T/TA Focus Areas.

Actions: I Update Goal Details I | AddActivity | Goal Detaile | Project Work Plan

1. Onthe Project Work Plan - Section B (Clinical) list page, click the Update Goal Details link.

» The Project Work Plan Update Goal B1 page opens.
2. Enter a Projected Goal Percentage for each Sub-Goal in the Update Goal Details table.
Figure 55: Project Work Plan Update Goal B1 Page

Update Goal Details for Goal B1
Sub Goal B1.a details

Percent of Health Center Program grantees in the State/region that meet or
Goal Description exceed performance on one or more Healthy People 2020 performance measure
goal(s).

*Projected Goal

Percentage # %

Total number of Health Center Program grantees in the State/region that meet
Numerator Description or exceed performance on one or more Healthy People 2020 performance
measure goal(s).

Denominator Description | Total number of Health Center Program grantees in the State or region.
Data Source HRSA Program Reports
Sub Goal B1.b details

Percent of Health Center Program grantees with Patient-Centered Medical Home

Eodlibescrpton {PCMH) recognition.

*Projected Goal

Percentage 91 %

Total number of Health Center Program grantees in the State/region that receive

Numerator Description PCMH recognition.
i _— ._.ﬂ.-?,_’—_’_ ____|

L PPY B =

Note: Click the button to save your work frequently.

3. Enter Key Factor details as explained in section 4.2.2.1.1, Updating Section A Goal Details
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4.2.2.2.2 Adding an Activity

e Section B - Training and Technical Assistance (T/TA) in Performance Improvement (Clinical) has
one pre-defined, required T/TA Focus Area

e The applicant must propose at least two activities under the pre-defined T/TA Focus Area and for every
Other Focus Area proposed.

To add an Activity to Section B (Clinical):
1. Click the Add Activity link on the Project Work Plan — Section B (Clinical) page.
Figure 56: Add Activity Link

— - < -
i Complete Status
| Submit
PROJECT Section B - Training and Technical Assistance (T/TA) in Performance Improvement (Clinical) -
Logout WORK PLAN

Section B - Tramu_1g_ and Technical Assistance (T/TA) in Performance Status: NOT COMPLETE
Improvement (Clinical)

Show All Details Hide All Details

B Geoal B1: Improvements in Clinical Measures:

a) Percent of Health Center Program grantees in the State/region that meet or exceed .
Status: Not

performance on one or more Healthy People 2020 performance measure goal(s). e S

b) Percent of Health Center Program grantees with Patient-Centered Medical Home P

(PCMH) recognition.

Click "Add Activity" to proceed to the list of required T/TA Focus Areas.

ey
Actions:  Update Goal Details \I AddA:tivitvI | Goal Details | Project Work Plan
Go to Previous Page Save I Save and Continue

» The Section B (Clinical) Add Activity page opens

2. Complete the steps in section 4.2.2.1.2, Adding an Activity.

Figure 57: Section B (Clinical) Completed Project Work Plan

PROJECT Section B - Training and Technical Assistance (T/TA) in Performance Improvement (Clinical) h
WORK

PLAN
Section B - Training and Technical Assistance (T/TA) in Performance Status: COMPL|
Improvement (Clinical) -

Show All Details Hide All Details

Goal B1: Improvements in Clinical Measures:

a) 91% of Health Center Program grantees in the State/region that meet or exceed
performance on one or more Healthy People 2020 performance measure goal(s). IStatus: COMPLETE]
b) 919% of Health Center Program grantees with Patient-Centered Medical Home

(PCMH) recognition.

Actions: Update Goal Details | AddActivity | Goal Details | Project Work Plan
Go to Previous Page Save and Continue

3. When all Activities are complete, click the [Save and Continue] button on the Project Work Plan
Section B (Clinical) page.

» The PROJECT WORK PLAN - Training and Technical Assistance (T/TA) in Performance
Improvement (Financial) page opens. (See section 4.2.2.3, Section B — Training and
Technical Assistance (T/TA) in Performance Improvement (Financial) for details for
completing this section of the Project Work Plan).
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4.2.2.2.3 Updating Activities

Update the Activities in Section B (Clinical) by following the instructions in section 4.2.2.1.2.10, Updating
Activities.

4.2.2.2.4 Deleting Activities

Delete the Activities in Section B (Clinical) by following the instructions in section 4.2.2.1.3, Deleting
Activities.

4.2.2.2.5 Viewing Activity Details

View the Activity Details for Section B (Clinical) by following the instructions in section 4.2.2.1.4, Viewing
Activity Details.

4.2.2.2.6 Viewing Goal Details

View the Goal Details for Section B (Clinical) by following the instructions in section 4.2.2.1.5, Viewing the
Goal Details.

4.2.2.2.7 Viewing the Project Work Plan

View the Project Work Plan for Section B (Clinical) by following the instructions in section 4.2.2.1.6,
Viewing the Project Work Plan.

4.2.2.3 Section B — Training and Technical Assistance (T/TA) in Performance
Improvement (Financial)

There are several ways to get to the PROJECT WORK PLAN — SECTION B (Financial):

e Click the |Save and Continuel button at the bottom of Project Work Plan - Section B (Clinical)
page

e Select Section B - Training and Technical Assistance (T/TA) in Performance Improvement
(Financial) from the drop-down menu on the Project Work Plan title row. Click the button

e Go to the Status Overview page by clicking on the Status link from left navigation menu.
Click the Update link for Section B (Financial) in the Program Specific Form Status table.

Figure 58: Links to Section B (Financial)

PROJECT
WORK
PLAN

Section B - Training and Technical Assistance (T/TA) in Performance

Improvement (Clinical) Status: COMPLETE

Show All Details Hide All Details

‘Goal B1: Improvements in Clinical Measures:

a) 91% of Health Center Program grantees in the State/region that meet or exceed

performance on one or more Healthy People 2020 performance measure goal(s). Status: COMPLETE
b) 919% of Health Center Program grantees with Patient-Centered Medical Home

(PCMH) recognition.

Actions: Updste Goal Details. | AddActivity | Goal Details | Project Work Plan
Go to Previous Page Save Save and Continue

Section B (Financial) has one Goal B2: Improvements in Financial Measures.

e Goal B2 has two Sub-Goals:

User Guide For Grant Applicants State and Regional Primary Care Association (PCA)

47 of 55 Cooperative Agreements



U.S. Depariment of Health and Human Services

Health Resources and Services Administration

o Sub Goal B2.a: Percent of Health Center Program grantees with cost increase less
than National average.

o Sub Goal B2.b: Percent of Health Center Program grantees without going concern
issues.

An applicant must provide the following information to complete Goal B2:
e The Projected Goal Percentage
e Key Factors and related details

o Descriptions and related details for as many Activities as the business rules require under each
proposed Training and Technical Assistance (T/TA) Focus Area.

Note: The applicant:
e Must propose a minimum of three and maximum of five Key Factors under Goal B2.
e Must propose a minimum one restricting key factor and one contributing key factor for Goal B2.
e Must propose a minimum of one pre-defined T/TA Focus Areas under Goal B2.
e Can propose maximum of two Other T/TA Focus Areas under Goal B2.
e Must propose at least two activities under each T/TA Focus Areas proposed under Goal B2.

e Can propose maximum of five activities under each T/TA Focus Area

To provide the Projected Goal Percentage and Key Factor details for this goal, please refer to section
4.2.2.3.1, Updating Section B (Financial) Goal Details.

To propose activities under this goal, please refer to 4.2.2.1.2, Adding an Activity.
The following subsections of the PCA User Guide provide sequential, detailed instructions for completing
Section B (Financial).
4.2.2.3.1 Updating Section B (Financial) Goal Details
Figure 59: Update Goal Details Link

:::;’::a Section B - Training and Technical Assistance (T/TA) in Performance Improvement (Financial) -
PLAN

Section B - Training and Technical Assistance (T/TA) in Performance

Improvement (Financial) Status: NOT COMPLETE

Show All Details Hide All Details

El Goal B2: Improvements in Financial Measures:

a) Percent of Health Center Program grantees with cost increase less than National Status: NOT
average. COMPLETE
b) Percent of Health Center Program grantees without going concern issues.

Click "Add Activity" to proceed to the list of required T/TA Focus Areas.

Actions: I Update Goal Details I |  AddActivity | Goal Details | Project Work Plan
Go to Previous Page Save and Continue

1. On the Project Work Plan - Section B (Financial) list page, click the Update Goal Details link.

» The Project Work Plan Update Goal B2 page opens.

State and Regional Primary Care Association (PCA)
Cooperative Agreements

User Guide For Grant Applicants 48 of 55



U.S. Depariment of Health and Human Services

Health Resources and Services Administration

Figure 60: Project Work Plan Update Goal B2 Page

PROJECT WORK PLAN - UPDATE GOAL B1

Section B - Training and Technical Assistance (T/TA) in Performance Improvement (Clinical)

View: Goal Details | Project Work Plan

Action: [ Go to Section B (Clinical) ListPage ]

Update Goal Details for Goal B1
Sub Goal Bl.a details

Percent of Health Center Program grantees in the State/region that meet or exceed performance on one or more

Coallescripton Healthy People 2020 performance measure goal(s}.

*Projected Goal Percentage 92 %

Total number of Health Center Program grantees in the State/region that meet or exceed performance on one or

Rlurteratogbescription more Healthy People 2020 performance measure goal(s).

Denominator Description Total number of Health Center Program grantees in the State or region.
Data Source HRSA Program Reports
Sub Goal B1.b details
Goal Description Percent of Health Center Program grantees with Patient-Centered Medical Home (PCMH) recognition.
*Projected Goal Percentage 92| Yo,
Numerator Description Total number of Health Center Program grantees in the State/region that receive PCMH recognition.
Denominator Description Total number of Health Center Program grantees in the State or region.
Data Source HRSA Program Reports
Click "Save" to save your information.
- — e ‘Tvnt; 3 ) Contribuiing. O Restricting P . s g i g It .

2. Enter a Projected Goal Percentage for each Sub-Goal in the Update Goal Details table.
3. Enter Key Factor details as explained in section 4.2.2.1.1, Updating Section A Goal Details

4. Click the [Save and Continue| button.

4.2.2.3.2 Adding an Activity

e Section B - Training and Technical Assistance (T/TA) in Performance Improvement (Financial) has
one pre-defined, required T/TA Focus Area

e The applicant must propose at least two activities under the pre-defined T/TA Focus Area and for every
Other Focus Area proposed.

To add an Activity to Section B (Financial):
1. Click the Add Activity link on the Project Work Plan — Section B (Financial) page.
» The Section B (Financial) Add Activity page opens
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Figure 61: Section B (Financial) Add Activity Link

:::;’:IECT Section B - Training and Technical Assistance (T/TA) in Performance Improvement (Financial) -
PLAN

Section B - Training and Technical Assistance (T/TA) in Performance
Improvement (Financial)

Status: NOT COMPLETE

Show All Details Hide All Details

El Goal B2: Improvements in Financial Measures:
a) Percent of Health Center Program grantees with cost increase less than National Status: NOT
average. COMPLETE
b) Percent of Health Center Program grantees without going concern issues.

Click "Add Activity" to proceed to the list of required T/TA Focus Areas.
Actions:  Update Goal Details || Add Activity || Goal Details | Project Work Plan
Go to Previous Page Save Save and Continue

» The Section B (Clinical) Add Activity page opens

2. Complete the steps in section 4.2.2.1.2, Adding an Activity.

Figure 62: Section B (Financial) Completed Project Work Plan

:‘:g:fm Section B - Training and Technical Assistance (T/TA) in Performance Improvement (Financial) -
PLAN

Section B - Training and Technical Assistance (T/TA) in Performance
Improvement (Financial)

|Statlls: COMPLE Iﬂ

Show All Details Hide All Details

El Goal B2: Improvements in Financial Measures:

average.
b) 92% of Health Center Program grantees without going concern issues.

a) 92% of Health Center Program grantees with cost increase less than National

iStatus: COMPLETE]

Actions: Update Goal Details | AddActivity | Goal Details | Project Work Plan

Go to Previous Page

3. When all Activities are complete, click the |Save and Continuel button on the Project Work Plan

Section B (Financial) page.

» The Project Work Plan — Section C - Statewide/Regional Program Assistance page opens.
(See section 4.2.2.4, Section C — Statewide/Regional Program Assistance for details for

completing this section of the Project Work Plan).

4.2.2.3.3 Updating Activities

Update the Activities in Section B (Financial) by following the instructions in section 4.2.2.1.2.10, Updating

Activities.

4.2.2.3.4 Deleting Activities

Delete the Activities in Section B (Financial) by following the instructions in section 4.2.2.1.3, Deleting

Activities.
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4.2.2.3.5 Viewing Activity Details

View the Activity details for Section B (Financial) by following the instructions in section 4.2.2.1.4, Viewing
Activity Details.

4.2.2.3.6 Viewing Goal Details

View the Goal Details for Section B (Financial) by following the instructions in section 4.2.2.1.5, Viewing
the Goal Details.

4.2.2.3.7 Viewing the Project Work Plan

View the Project Work Plan for Section B (Financial) by following the instructions in section 4.2.2.1.6,
Viewing the Project Work Plan.

4.2.2.4 Section C — Statewide/Regional Program Assistance
This section of the PCA User Guide describes how to complete Section C of the Project Work Plan form.

There are several ways to get to the Project Work Plan — Section C page:

¢ Click the Save and Continue button at the bottom of Project Work Plan - Section B (Financial)
page

e Select Section C - Statewide/Regional Program Assistance from the drop-down menu on the
Project Work Plan title row. Click the [Go| button

e Click the Update link for Section C in the Program Specific Form Status table.

Note:

e Section C — Statewide/Regional Program Assistance has no Goals.

e Section C — Statewide/Regional Program Assistance has seven pre-defined, required T/TA Focus
Areas

e The applicant must propose at least two activities under each pre-defined T/TA Focus Area and for every
Other Focus Area proposed.

4.2.2.4.1 Adding an Activity
To add an Activity to Section C:
1. Click the Add Activity link on the Project Work Plan — Section C page.
Figure 63: Section C Statewide/Regional Program Assistance Add Activity Link

PROJECT

Section C - Statewide/Regional Program Assistance -
WORK

PLAN
Section C - Statewide/Regional Program Assistance Status: NOT COMPLETE

Show All Details Hide All Details

Statewide/Regional Program Assistance Activities

There are no goals for this section. Click "Add Activity" to proceed to the list of required T/TA Focus Areas.

Actions: IAc[dActivitv I | Project Work Plan
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» The Section C Statewide/Regional Program Assistance Add Activity page opens.
2. Complete the steps in section 4.2.2.1.2, Adding an Activity.

Figure 64: Section C Completed Project Work Plan

PROJECT Section C - Statewide/Regional Program Assistance A
WORK

PLAN
Section C - Statewide /Reqional Program Assistance Status: COMPLETE

Show All Details Hide All Details

Statewide/Regional Program Assistance Activities

Information on Available Resources: Provide T/TA to all interested organizations seeking,
regardless of PCA membership or grant status, section 330 resources and how they can be used to
meet community health needs.

T/TA Needs Assessment: Conduct T/TA needs assessment of existing health centers in the
State/region with annual updates.

Special Populations: Develop strategies for addressing the unique health needs and barriers to
care for Special Populations in the State/region including identifying a Special Population Point of
Contact, as appropriate.

Collaboration: Support collaboration and coordination among existing health centers and other
safety-net providers seeking to improve and expand access to services throughout the State/region.

Emergency Preparedness: Provide state-wide or regional T/TA on emergency preparedness and
response plans, including participation with State and local emergency planners.

Statewide/Regional Surveillance Analysis: Statewide/regional surveillance analysis en emerging
primary care issues affecting health centers and their patients, including key regional and State
regulatory and administrative activities.

Newly Funded Health Centers: Provide T/TA on implementation start up needs for newly funded
health centers in the Statefregion (e.g., recruitment, billing number, site enrollments).

Actions: Add Activity | Project Work Plan

Go to Previous Page Save and Continue

3. When all Activities are complete, click the [Save and Continue] button on the Project Work Plan
Section C page.

» The Table of Contents for program specific forms page opens.

4.2.2.4.2 Updating Activities
Update the Activities in Section C by following the instructions in section 4.2.2.1.2.10, Updating Activities.

4.2.2.4.3 Deleting Activities

Delete the Activities in Section C by following the instructions in section 4.2.2.1.3, Deleting Activities.

4.2.2.4.4 Viewing Activity Details

View the Activity details for Section C by following the instructions in section 4.2.2.1.4, Viewing Activity
Details.
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4.2.2.4.5 Viewing the Project Work Plan

View the Project Work Plan for Project Work Plan —Section C by following the instructions in section
4.2.2.1.6, Viewing the Project Work Plan.

4.2.2.5 Table of Contents

1. To view Program Specific Information forms, click the Program Specific Forms link in the Review
Section of the Program Specific Information left navigation panel on the Status Overview page.

» The Program Specific Forms Table Of Contents page opens (Eigure 65)
Figure 65 Program Specific Forms Table of Contents

U58: State and Regional Primary Care Association (PCA) Cooperative
Agreements (93.
PCA Application for FY 2012

Welcome to HRSA EHB UTL10 environment (Last login date and ~Tools Menu-— v
time 1/27/2012 11:29:00 AM)
Program Specific Forms

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

#
000 e The following is the table of contents for the program specific forms within the current
= application. Click "Print" button for a printable version of this page. For a printable version of all
Program Specific the (Show Full Instruction)

Information
(Overview . 5
‘- Status Pnntl Frint Al HTRL Forms |
General Information Note: 'Print All HTML Forms' button will print all program specific HTML forms only.
- Form 1A
Work Plan TABLE OF CONTENTS Table of Contents -
- Project Work Plan SrrinT Type | GrirT
Review - =
’ Program Specific Program Specific Information
[ Forms Form 1A : General Information Worksheet HTML View
m Project Work Plan HTML View
Overview

- Complete Status Acceptable Use Policy

2. Clicking on either View link will open read-only pages showing the entries made and saved to those
forms.

3. Toreturn to the Program Specific Form Status page, click the Status link in the Project Specific
Information left navigation panel.

» The Status Overview Page for Program Specific Forms (Eigure 21) will open.
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5. Customer Support Information

| Note: 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

Email: bphchelpline@hrsa.gov

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

5.2. HRSA Call Center

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

Phone: 877-GO4-HRSA (877-464-4772) or 301-998-7373 (9:00 am - 5:30 pm ET)
OR

Email: callcenter@hrsa.gov
Visit HRSA EHBs for additional online help.

1. Go to: https://grants.hrsa.gov/webexternal/lhome.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 the
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. 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.

6.2. 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.

Note: 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.

6.3. What document types can | upload?
The following document types are supported in HRSA EHBs:
e .DOC - Microsoft Word
¢ .DOCX - 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
e . XLSX — Microsoft Excel
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