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What are the Electronic Handbooks?

" » The HRSA Electronic Handbooks (EHBSs) is the

grants and program management system used by
HRSA and its grant recipients.

» Available on the internet — https://grants.hrsa.gov
(use the “Applicant/Grantee” option).

> Allow authorized individuals within an

organization to view, edit, or submit grant-related
information electronically.

» Facilitate HRSA monitoring and oversight of
programs.
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https://grants.hrsa.gov/
https://grants.hrsa.gov

grants.hrsa.gov

> https://gra nts.hrsa.gov (use the “Applicant/Grantee” option).

Applicant/Grantee

Use this link if you are applying for, or have
been awarded a HRSA grant and you need to
access the HRSA Electronic Handbooks
(EHBSs). Using this link, you can also access the
FTCA or FQHC system.

Consultant/Expert

Use this link if you are a Consultant/Expert
providing technical assistance to HRSA or
HRSA supported organizations and you need to
access the Technical Assistance Tracking
System (TATS).

Grantor

Use this link if you are a HRSA employee and
you need to access your HRSA Electronic
Handbooks (EHBs).

Vendor

Use this link if you are a vendor providing
technical assistance consulting services to
HRSA and you need to access the Technical
Assistance Tracking System (TATS).

Fl Review

Use this link if you want to register to become a
CHGME Auditor or if you already are one and
need to access your work.

Technical Analyst

Use this link if you are a Technical Analyst (TA)
providing services to HRSA and you need to
access the Maternal Infant Early Childhood
Home Visiting (MIECHV) Annual and/or
Quarterly Reports.

HRSA
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EHBs System Overview:
Login Page

* EHBs System Browser Requirements for Testing your settings

* System Message Banners

4 *HRSA | Electronic Handbooks LT B2l

Welcome = New User Registration | Funding Opportunity = What's New

Tuesday 12" March 2019 04:10:30 P.M.

& Existing Users

Username 03/16/2018 - Optimized Home Page and a New Help Video!

Cethaal] o Thanks to your feedback, starting March 16th, you will see a modernized
Password Home Page with new quick links in the Tracking Widget, a streamlined Help

Widget, and an overall improved la...Learn More
Forgot Password?
01/18/2018 - New features to help you manage your workload, and easily
m download and print your Grant documents!
Starting January 19th, the EHBs has two new features that were added to b
CraateanAccount address your feedback!

5 Click here to get started &£ Archive Tasks: Declutter your Pending Tasks and Grant ...Learn More

View All
Contact Us
Time: 8:00 a.m. to 8:00 p.m. Eastern Time (ET) .
Monday through Friday Learn About Other Links
Phone: 877-Go4-HRSA/877-464-4772 5 Ceant Program -/ Browser Requirements
Link to contact us: click here . Free Clinic Program & ~'Funding Opportunities
2 FQHC-LAL Program t +) Track Grant Application &
Accessibility | Viewers And Players | Contact Us D Help

Product: EPS

| IR
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Contacting the EHBs Customer Support Center

When contacting the EHBs Customer
Support Center for assistance it’s
helpful to have:

» Grant number available.

» Task tracking number if applicable.

» Application number if applicable.
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Contacting the EHBs Customer Support Center:
Reporting System Errors
» Reporting a System Error issue? Include:
A few of the steps you took prior to the
error.
e Screen shots or detailed description of
the issue.

Note: This assists with timely resolution of the problem.

 Using the error reporting feature? Only
submit the issue once.
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Contacting the EHBs Customer Support Center:
User Privileges

» The EHBs Customer Support Center does
not grant privileges for grantees users.

» Organizations must manage access and
privileges for their staff.

Note: Please refer to the video and Wiki link for Managing EHBs Users.

HRSA
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Contacting the EHBs Customer Support Center (cont.)

Refer to the video and wiki link for Managing Users in the
EHBs: https://help.hrsa.gov/x/B4A

~»

Watch later Share

%‘d Managing Users in the EEBs o

=l

e A _adl
: Welcome to the Managing Users in the EHBs -

Managing GENEEE the EHBs

Il © 0:08/9:14 B £ Youlube 3r-

HRSA
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https://help.hrsa.gov/x/B4AQB

Contacting the EHBs Customer Support Center (cont.)

Resolution Sequence of EHBs Customer
Support Center

4 I £ ) 4 ”
Grant Recipient If EHBs issues If EHBs issues
first contact for e Fisthar need Technical

EHELf.. system “ ke kil '“ System
assistance Development

N S - J/ G v

Tier 1 Tier 2 Tier 3
EHBs Customer Support Center IT Developers

HRSA
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EHBs Home Page

Home Page, Help, and
Search Assistance




EHBs Home Page Overview

» 0rganization of the Home Page
»Search Bar Assistance
»Support - EHBs Help
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About the EHBs Home Page

»The EHBs Home Page is
organized to help users
complete daily tasks with ease.

»The EHBs has user-friendly
videos and links to frequently
asked questions (FAQs).
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EHBs Home Page Layout

h—}é@ﬂ'IRSA| Electronic Handbooks @ @ Losout

Tasks Organizations Grants Free Clinics FQHC-LALS Resources

Reminder: Recipients expending $750.000 or more in federal awards during their fiscal years must have audits completed in accordance with 45 CFR Part 75,
Subpart F and submit the related audit reports to the Federal Audit Clearinghouse within the earlier of 30 days after receipt from the auditors or nine menths
after the end of the audit periods.

Welcome, Diana Allshouse

> Change Project Director (PD)

Caregory Submirted Tasks 4 Submitied Startus
“ > Remowve user from an organization
_ Scope Werification - Site Add (David P
All @ Other Submissions Raines Community Health Center - Mobil 12/14/2018 Processed * Remowve user permissions for a grant
MNoncompeting MNoncompeting Continuation Progress il T e B L T e L
@ - ntinuations Report 08f17/2018 Processed extension
- Late
e @ Other Submissions QI Equipment List - QI Equipment List 08MT/2018 Processed
Change in Scope Add a New Service Site to Scope 08/03/2018 Approved
Due Within 30 Days . s )
@ Grant Application Fiscal Wear 2018 Expanding Access to 0762018 Awgrd

Determination

Resources Pages that you visit will be displayed here
Getting Started in the EHBSsI

Quality Substance Use Disorder and Me. ..

* Pin Favorites to Home

Page > What's New

> View All Favorites > HRSA Contacts
> FAGQs T

>View All Videos off

Getting Started in the EHBs

How to Add a

% Blirant to ths

o EHBsPL

Acceptable Use Policy Accessibility | “Wiewers And Players Contact Us Product: EPS | Platform #: 1. 7.0 Build#: 1.3 5 10| Environment: °
Last Login: 5:49:00 PMET
3 S 7 =N

HRSA
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Search Bar

» The EHBs home page has a “Search
Bar” which allows users to search for
items based on key words.

S ¥HRSA | Electronic Handbooks

. @ Tasks | Organizations | Grants | Free Clinics | FQHC-LALs | Resources

Please complete this EHBs new home page survey and provide feedback to help us make EHBs better.

HRSA
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Search Bar (cont.)

» When users type key
words into the Search

Top Resuls Bar, a dropdown

POEWERE s coonesgtme (0) - @ 7 totision oge : menu is displayed,

0 Foio Fpencil Bop ) returning results

. S s related to the search.

@ FFR - Remarks [

Search Results

Default Searches

@ FFR - Basic Information 1 I;

f
@ FFR - Transactions o« ]

(s
# FFR - Submit and Confirm [

#
@ FFR - Supporting Documents (4

i
@ FFR - Indirect Costs (4 ]

I
ﬂ, Grants Access and Reqgistration FAQs [ u

i
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Support — “EHBs Help”

Hover View from the EHBs Home Page.

YV V

Hover over the “Question Mark” in the top right corner, and click
on the “EHBs Help” link. Users can then access “EHBs Help” link
through the “Support” section on the Home page.

L #HRSA | Ejectronic Handbooks = T ® @ Logout

Support
* W Tasks = Organizations | Grants | Free Clinics FQHC-LALs | Resources

Contact Us
Please complete this EHBs new home page survey and provide feedback to help us make EHBS better. EHB Help g
Welcome,
» Add a grant to rtfolio
) S0 ihaﬁ can wgrlz gg tasks
Tutorial on related to this grant
Al
» Remove user from an
organization
u How o Change a » Remove user permissions

n Late Project Director for a grant

» Request a change in scope
vl ngustibio gt + Work on a Performance

ol b 2 Camyover
. How fo Register to an Organization in the EHBs mlﬂ!i ﬁl _ gﬁ%?%ﬂ%r;g% Report, or
Due Within 30 Days o438 [ 2
£ » Request a submission
s What's New > HRSA Contacts 3 FAQs > View All Videos deadiine extension

HRSA
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EHBs Help and Knowledge Base

» Clicking on the “EHBs Help” link will bring users to the
EHBs Help and Knowledge Base page. Links to
additional resources are available and organized for
easy havigation.

HRSA | Electronic Handbooks Help and Knowledge Base Q

9 EHBs KB for Grantees Fages
Index

@ Pages Created by Basak Gazioglu, last modified by Kasey Struble on Mar 24, 2017

* Knowledge Base Articles

Welcome to the HRSA Electronic Handbooks Knowledge Base!

+ Recommended Settings

- Scope Verification (BPHC) EHBs Knowledge Base allows you to access articles, frequently asked questions, and other resources to help you successfully
navigate through the EHBs. We offer up-to-date information in a single location with topics ranging from Registration and User

(=T aNC e R b Account Management, Gompeting Applications and Post Award related items, and much more.

> Help Topics

» Interactive Videos (@ Additional resources for managing your HRSA grant(s), including transcripts for past Technical Assistance Calls and other
related materials, are available on the HRSA Website at
HRSA Manage Your Grants

HRSA
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Help Topics

» Topics are listed for easy

° ° + Knowledge Base Arlicles
n aVIgat I O n = Noncompeting Continuation (NCC) FAQs
° - SAM Integration Information Page

« New User Interface Information Pagel
Recommended Settings
Scope Verification (BPHC)
Usemame and Password Help
Help Topics
EHBs Navigation and Home Page
Add HRSA as a Trusted Site FAQS
Navigating the EHBs
Access Support and Help FAQs
BHW Performance Management Handbook (BPMH)
EDM Submissions FAQs
Extension Requests FAQs
Federal Financial Report (FFR)
FQHC-LAL FAQs
FTCA
Grant Applications FAQs
Grants Access and Registration FAQs
H80 CIS Requests FAQs
Look-Alike Application User Guides
Prior Approval Requests FAQs
Registration and User Accounts FAQs
Reset a Forgotten EHBs Password FAQs
Uniform Data System (UDS)
User Profile Management FAQs
« Interactive Videos
Video - How do | Reset a Forgotten EHBs Password
Video - Getting Started in the EHBs
Video - How to Create an External EHBs Account
Video - How to Register to an Organization
Video - How to Add a Grant to the EHBs Portfolio
Video - How do | change my Project Director
Video - How to Request a deadline Extension
Video - How to Access Performance Reports
Video - How to Request a Prior Approval for a Carryover of Unobligated Balances
= UDS CY 2017 Reporting System Enhancements

= Uniform Data System CY 2017 Reporting System Enhancements Video

HRSA

QOffice of Federal Assistance Management

> ‘“Help Topics” will include links
to everyday questions.

» “Interactive Videos” are
available and provide a
visualization for each topic.




Top Reasons for Calling the EHBs
Customer Support Center

How Do | Resolve EHBs
System Issues?




Top Reasons for Calling the EHBs Customer Support
Center

Navigation

Password Reset

Terminate Session

Unlock Account

Create Account/Register

Project Director Change

Adding a Grant to Your portfolio
User Privileges

Updating Profile

10 User Help

O oo NOL AW RE

HRSA
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NAVIGATION - EHBs TABS

»The Tabs at the top of the page are organized for easy
access to applicable tabs. The “My Tasks”, “Help” (with
videos) and “Smart Assist” sections are also available.

LEHRSA Electronic Handbooks

' 8| Tasks | Organizations | Grants = Free Clinics = FQHC-LALs | Resources

Welcome,

All

0.

Please complete this EHBS new home page survey and provide feedback to help us make EHBs better.

Tutorial on

Howv fo Register to an Organizafion in the EHBs

Due Within 30 Days o438

How to Change a
Project Director

ot gt Pt )

»Whats New »HRSA Contacts »FAQs »View All Videos

» Add aglrant o mg portiolio
so that | can work on tasks
related to this grant

» Remove user from an
organization

» Remove user permissions
for a grant

» Request a change in scope

> Work on a Performance
Report Progress Report, or
ofher Submission

» Request a submission
deadline extension

@ e Logout

HRSA

QOffice of Federal Assistance Management



TASKS TAB

»The “Tasks” tab allows users to work on specific
actions as long as the appropriate privileges have
been assigned.

L *HRSA | Electronic Handbooks = . P

f .8 Tasks Organizations @ Grants & Free Clinics | FQHC-LALs | Resources

nd provide feedback to help us make EHBs better.

Requests Submissions User Access Requests FQHC-LALs

Prior Approvals @ Submissions @ Review Requests @ Health Center CIS

Grant Applications @ Requests

Health Center CIS Submissions @

Smart Assist

Request @
organizaton
Free Clinics 5 » Remove user permissions
- - for a grant
Applications @ » Request a change in scope

> Work on a Performance
Report, Progress Report, or
other Submission

How to Change a
Project Director

ua YOUIUDE : » Request a submission
— .”"’“;:l“ﬁ""" N deadline extension
i e ppraval for 3 Carryaver ] ,
- How to Register to an Organization in the EHBs of Bnohligated Batantss » Request a Prior Approval
Due Within 30 Days ©4:38 igaed

» Change Project Director
(PD)

HRSA
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YOUR TASKS TAB

Clicking on the “Tasks” tab will take the user to
their “Pending Tasks — List” page, where direct
action can be taken on submissions.

< *HRSA | Electronic Handbooks =~ a

Organizations Grants | Free Clinics | FQHC-LALs | Resources
1 Please complete this EHBs new home page survey and provide feedback to help us make EHBs better.

You are here: Home » Tasks » Browse » All Entities [ =]

et 5 Pending Tasks - List

All Entities -
Not Completed  Recently Completed

Tasks
| Pending Tasks ] Detailed View | #Search | il Saved Searches ~
Free Clinics -
Requests N [1]r 0 Page size: 15 = Go 3 items in 1 page(s)

Applications Deadline (Due) Task Category Tracking # Task Entity Organization Options
i . —Doecling Bda] | ook o JEE g — — = _ Option

B | v All Tl T v ¢ Al - |l
o 12/2012018
= i

Faalih Caner O » 1159 PM Grant Submissions Other Submissions (Grant) ARKANSAS DEPARTMENT OF HEALTH BECII

Requests (474 Days)

Look-Alike 122912017

Applications » 1158 PM Grant Submissions Other Submissions (Grant) ARKANSAS DEPARTMENT OF HEALTH (2Edit -
Submissions (108 Days)

Submissions 1212972017

» 1159 PM Grant Submissions Other Submissions (Grant) ARKANSAS DEPARTMENT OF HEALTH v Start -

Grants - (109 Days)
Requests K 41| W pagesize: 15 ~ Go 3 items in 1 page(s)

Health Center CIS

Requests

Grant Applications

Prior Approvals
Submissions

Submissions

User Access
Requests

Review Requesis

HRSA
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“Organizations” TAB

A\

Hover view from the EHBs Home Page.

» The “Organizations” tab allows users to Register to Another
Organization.

» Users can update their EHBs profile information, verify their
email, change their password, and change their Organization
Role.

L #HRSA | Ejectronic Handbooks

Tasks | Organizations = Grants | Free Clinics | FQHC-LALs | Resources

Organization My Profile Users Featured Video ide feedback to help us make EHBs better.

Reqgister to Another Update My Contact and Manage Existing Users Electronic HandBooks
Organization @ Address Information @ ] EHBs) - New Navigation

View Organization Profile Change My Update Communication Gettig Started In fhe E4Bst
o Password/Security Contact “m ol ~

Manage Performance Question il 3 organization
Sites Change My Organization e — . » Remove user permissions
Role Getting Started in the - for a grant
- : EHBs
Verify My Email Address - 3:37 » Request a change in scope
i » Work on a Performance

L ]
Report, Progress Report, or
othgr Subrﬁ?ssion PO

to Change a
ect Director

—— » Request a submission
. """"r:"“:"““' 5 deaqdlme extension
” x : 2 Approval for 2 Carryaver § »
How to Register to an Organization in the EHBs . » Request a Prior Approval
n Due Within 30 Days : 9 g of Unchigated B'anes

o438 » Change Project Director
(PD)

*What's New > HRSA Contacts »FAQs »View All Videos

QOffice of Federal Assistance Management




Your “Organizations” Tab

» Clicking on the “Organizations” tab will
take the user to the “My Registered
Organizations — List” page. All registered
organizations are displayed.

</ “HRSA | Electronic Handbooks

Tas
! Please complete this EHBs new home page survey and provide feedback to help us make EHBs better.

here: ns » g
My R d Organ
egiste izati

_ Orga me ity State @ = CRS-ENN Rol ption
] M
HEALT AR Employee
Go

HRSA
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“Grants” Tab

> Hover view from the EHBs Home Page.

» The “Grants” tab allows users to work on Grant
Submissions, Prior Approvals, Add a new Grant to their
portfolio, and view users related to their Grants.

4 ¢HRSA | Electronic Handbooks =- B

Tasks Organizations Grants Free Clinics FQHC-LALs Resources

Submissions

Work on Financial
Report

Work on Progress
Report &

Work on Performance
Report &

Work on Noncompeting
Progress Reports @

Work on Other
Submissions @

Scope

Manage Sites

Manage Services

Manage Other Activities
and Locations

Requests

Work on existing Prior
Approval e

Request New Prior
Approval @

Work on Existing Health
Center H80 CIS &

Request New Health
Center H80 CIS &

Applications

Validate Grants gov
Applications @

Allow Others to Work on
My Applications &

View My Applications o

Search Funding
Opportunities &

Portfolio

Add a Grant to My
Portfolio &

Work on a Grant in My
Portfolio &

View My Access
Requests

Users

View Authorized Users
Authorize New Users

Approve Access
Requests

help us make EHBs better.

organizauon

» Remove user permissions
for a grant

» Request a change in scope

» Work on a Performance
eport, Progress Report, or
other Submission

» Request a submission
deadline extension

» Request a Prior Approval

~

» Change Project Director
(PD)

Recently Accessed

Pages that you visit will be
displayed here.

HRSA

QOffice of Federal Assistance Management




Your “Grants” Tab

» The Grants Tab will display all grants for which you have access.

= When you first log in to the EHBs, you will not have access to organization
information until your account is validated by adding the grant to your portfolio.

= Click “Add Grant to Portfolio” if you do not see the grant you are looking for in the
list of Grants.

— :
R TTESET Vorganizatons Y rQiCAL:

Browse Funding Opportunities Guide Me ]
You are here: Home » Grants » Browse
) My Grant Portfolio - List
I & Add Grant To Portfoliol
My Grant Portfolio (0) My Grant Access Requests (0)
) Detailed View | JEjSearch | al Saved Searches «
M |allq | > M Page size: 15 =~ Go 0 items in 1 page(s)
Grant furTaat f:':gzﬂ: Al\.:::d
Number OFganization Name Ep“:;:—i?;:[t Doriod End CRS-EIN Grant Role Grant Active e Options
Date Date
= = fiH] == Al = = All i |
W W
There are no grants to be displayed.
M1 )r | Page size: 15 - Go 0 items in 1 page(s)
Acceptable Use Policy Accessibility Viewers And Players Contact Us Product: EHBs
Last Login: Not available

HRSA

QOffice of Federal Assistance Management




Your “Grants” Tab (cont.)

» Clicking on the “Grants” tab will take users to the “My Grant
Portfolio — List” page, where individual grants can be accessed.

» Toview individual grant information, click on the respective
“Grant Folder” link.

L *HRSA Electronic Handbooks h @ @ Logout

# | Tasks = Organizations Free Clinics | FQHC-LALs | Resources

You are here: Home » Grants » Browse

My Grant Portfolio - List
& Add Grant To Portfolio

My Grant Portfolio (3} My Grant Access Requests (0)

[ Detailed View | A Search | gl Saved Searches

W 4|1]» M Pagesize: 15 * Go dilems in 1 page(s)
P Current Budget Current Project Grant Last Award 4
- GrantNumh?r_ Organization Name " Period  PeriodEndDate CR3-EIN = Grant Role Active  lssueDate j}phons =
v L B T Al TV Al *oF B

X 3 DEPARTMENT OF HEALTH, e 001302018 Other Yes 03292016

» D 3 DEPARTMENT OF HEALTH. . %35’,%‘0%‘]0‘1% 09/3012017 Other Yes 04/17/2015 = Grant Folder ~

boOX 3 DEPARTMENT OF HEALTH,. 0301/2015- 0913012017 Other Yes 02482015 1= Grant Folder =

003012017
Wo41(r B Pagesize 15 =~ Go 3items in 1 page(s)

HRSA
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Your “Grants” Tab (cont.)

» Grantees can access Project Officer (PO) and Grants Management

Specialist (GMS) contact information, view the Last Notice of Award
(NoA), and work on Grant related items.

» Toview the PO and GMS contact information, or the Last NoA, click on
the appropriate link.

,gﬂlm Electronic Handbooks

# | Tasks Organizations WEEGICM Free Clinics = FQHC-LALs = Resources

You are here: Home » Grants » Browse » Grant Folder [ =]
ALLFUNCTIONS «

= Grant Home
Other Functions -
. * X10MC b  DEPARTMENT OF HEALTH, )
My Portfolio
Retum to Granis Current Budget Period: 04/01/2016 - 093062018 Current Project Period: 04/01/2016 - 09/30/2018 CRS-EIN:
List Budget Support Year: 1 Project Title: Grant Period: 04/01/2016 - 0%30/2018
Grant Folder - I
Grant Overview * Resources
| Grant Home -
Award History bl
Approved Scope Awarded Funding Opportunities
Grants
Submissions Requests

HRSA

QOffice of Federal Assistance Management




“Resources” Tab

»Hover view from the EHBs Home Page.

»The “Resources” tab allows users to get help with several key
resources.

{%Hm\ Electronic Handbooks =. B

Tasks Grants

Organizations Free Clinics | FQHC-LALs | Resources

Help e page survey and provide feedback to help us make EHBs better.

Getting Started with

EHBs

EHBs Knowledge Base

iy organizatuon

Frequently Asked Tutorial on > %ﬁ;ﬂgﬁgﬂm{ser permissions

Questions ;
£ > Request a change in scope

» Work on a Performance

How to Change a Report. Progress Report, or
Late Project Director other Submission
. ————— > Request a submission
_— how o reqesta e 1 deadline extension
i o Approval for a Carrynwer ji £
o How to Register to an Organization in the EHBs o Inigated B » Request a Prior Approval
Due Within 30 Days © 438

» Change Project Director
(PD)

HRSA

QOffice of Federal Assistance Management
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“Resources” Tab (cont.)

» From the EHBs Home Page clicking on the “Resources” tab
will display the quick links for accessing help within the EHBs.

< “HRSA | Electronic Handbooks

P Tasks Organizations Grants Free Clinics FQHC-LALs Resources

You are here: Home

@ Help

EHBs FAQs

(2)

Getting Started with HRSA Help Videos EHBs Knowledge Base
EHBs

r e N

Make sure you are all set to start working View EHBs training videos Find help articles
in HRSA EHBs

Get answers 1o n frequentty asked
questions

e Smart Assist o Contact Us

» Add ta grant to my portfolio so that | can work on tasks related to this HRSA Grants and Electronic Handbooks Contact Center
gran Z
» Remove user from an organization For help with HRSA Elactronic Ha_ndbouks (EHBs) grant management system
and other grant-related questions-
» Remove user permissions for a grant
» Request a change in scope = Telephone: 877-God4-HRSA/BTT-464-4T72
» Work on a Performance Report, Progress Report, or other Submission * Hours: 8:00 am. to 8:00 p.m. Eastern Time (ET), Monday through Friday

» Request a submission deadline extension
» Request a Prior Approval

« Chanma Draiact Diractar (DT o Provide Feedback

Our goal is to continuously improve your experience with HRSA EHBs and we
look forward to hearing from you. Click on the "Prowvide Feedback™ button on
the bottom toolbar to send us your suggestions on improving HRSA EHBs

‘We appreciate and value your feedback!

HRSA
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Password Reset

> If you need to reset your password:
= Click “Forgot Password” on the Home Page.

£ Existing Users

Usermame (Email)

Password

Forgot Password®?

Create an Account

3 Click here to get started f

Contact Us

Time: 28:00 a.m. to 3:00 p.m. Eastern Time (ET)
Monday through Friday

Phone: 377-God-HRSABTT-464-4772

Link to contact us: click here

HRSA

QOffice of Federal Assistance Management




Password Reset (cont.)

»0n the “Forgot Password — Reset” page click “Continue” and follow
steps and instructions to reset password.

You are here: Home

B Forgot Password - Reset

, Note(s):
W
Please enter your username (email). You will be asked to answer the security question in your profile. If you answer the security question correctly, a new password will be emailed to you at the address in your profile. You will be required o change the password when you login using the emailed password.

Fields with * are required
Enter your username (email address)

* Username (Email)

Accessibility | Viewers And Players | Contact Us Product: EPS

HRSA

QOffice of Federal Assistance Management




Terminate Session and Unlock Account

If you need to terminate your EHBs session
or unlock your account, please contact the
EHBs Customer Support Center:

»Phone: 877-464-4772
»Hours: 7:00 AM — 8:00 PM EST (M-F)

> https://www.hrsa.gov/about/contact/ehbhelp.aspx

QOffice of Federal Assistance Management



https://www.hrsa.gov/about/contact/ehbhelp.aspx

Create an EHBs
Account/Register User

How Do | Create an
Account or Register a
User ?




Create Account

» All members of the recipient organization who are responsible for
viewing, editing, or submitting grant-related information must
register in the HRSA EHBs.

» If you have registered before, you do not have to register again.
= Click “Create an Account” if you are not sure.

E Existing Users

Usermnmame
(Email)

Password

Forgot Password?

Create an Account |

-1 Click here to get started &

HRSA
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Create Account (cont.)

» Options are available to guide you through the registration
process or locating your username.

» Use the first option, “l am Not Sure! Check if | have an account.”

You are here:

.7 Registration - Have an EHBs Account?

I have never had an account.

| am Not Sure! Check if | have an account

| have never had an account: Create an Account

| have an account and...

| created an account but it is registered with another organization: Associate the same account with a new organization

| created an account but did not complete my registration: Complete Registration

| have an account, but...
| forgot my username:. Reach HRSA Contact Center to get your username
| forgot my password: Reset Password

My account is disabled: Reach HRSA Contact Center to reactivate your account

HRSA
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Create Account (cont.)

» Use the second option “l have never had an account: Create an
Account” if you have never registered for an EHBs account
before.

You are here:

.Z Registration - Have an EHBs Account?

| have never had an account.

| am Not Sure!l Check if | have an account

| have never had an account. Create an Account

| have an account and...

| created an account but it is registered with another organization: Associate the same account with a new organization

| created an account but did not complete my registration: Complete Registration

| have an account, but...
| forgot my usermame: Reach HRSA Contact Center to get your username
| forgot my password: Reset Password

My account is disabled: Reach HRSA Contact Center to reactivate your account

HRSA
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Create Account (cont.)

» Use one of the additional options if you know that you have an
account and one of the specific scenarios applies to you:

You are here:

.2 Registration - Have an EHBs Account?

| have never had an account.

| am Mot Sure! Check if | have an account

| have never had an accouni: Create an Account

| have an account and...

| created an account but it is registered with another organization: Associate the same account with a new organization

| created an account but did not complete my registration: Complete Registration

| have an account, but...
| forgot my username: Reach HRSA Contact Center to get your username
| forgot my password: Reset Password

My account is disabled: Reach HRSA Contact Center to reactivate your account

HRSA
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Create Account: Forget Your Password?

> If you forget your username, password, or your account is
disabled, please use the follow options listed under the “I have an
account, but.... “ section:

You are here:
.7 Registration - Have an EHBs Account?
| have never had an account.

| am Not Sure!l Check if | have an account

| have never had an account: Create an Account

| have an account and...

| created an account but it is registered with another organization: Associate the same account with a new organization

| created an account but did not complete my registration: Complete Registration

| have an account, but...
| forgot my username: Reach HRSA Contact Center to get your username

| forgot my password: Reset Password

My account is disabled: Reach HRSA Contact Center to reactivate your account

HRSA
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Create an Account: User Information

»Complete registration form with your information

A

Registration Status  — 4 3
O

Create Account Associate Account to Organization Select Your Role

Fields with * are required

User Information

* First Name
Middle Initial

* |Last Name

* Username @ | Check Availability |

* password (i)

Minimum number of characters is 8

* Retype Password

L

Security Question (i) Choose Option 3

Security Answer

Contact Information

* : ; ;
Email Address (username@domain.com)

HRSA
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Create Account: Associate Account to Organization

» Search using your Grant Number to ensure that you add your
account to the correct organization.

Registration Status _ e

Create Account Associate Account to Organization Select Your Role

| would like to search for the organization by:

Organization Parameters

m

#% DUNS NMumber (&)

#% Organization Information (@)

Grant Parameters

#% Application Mumber (&)
#% Grant Number )

&% PIN from PMS &)

FQHC.-LAL Parameters

HRSA
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Create Account: Organizations - List

» Searching using your Organization Name may result in multiple
results.

* Click side arrow to view more information.

L& Organizations - List

Note(s):

You cannol create new organization records in EHBS. If your organizaion is an exdsing HRSA grantes, its record already exsts. if you have submilted an appication in Grants gov and have

L

recedved notiication from HRESA, your organizabon record should already exisl B you cannol Bnd your organizabon, you will need to create it in CCRISAM pf and hen import & info EHBS. i you
have Quesions, reach HRSA Contact Center

-
Reﬂlﬂll’ﬂm Status _9
- -
eale A t As S ociate Account to Organization
Cfg-ln::-ibc-ﬁ= ) mabching the search criteria you entered werg found in EHBs as dsplayed below If your organizabon is not ksted heoe, clck the Search option and entér 2 Gllecent search critenia

L, Search Criteria: Organizaton Name lile: Uinkversity of Maryiand

C &3 | A Se
L ERE. L L] Page sce. 15 = Go 13 tems in 1 page(s
Organizatson Name City State CRS-EIN DUNS Optioas
'y 7 ' 'y 7
» UMNNVERSITY OF D e | Reg -
» UNNERSITY OF < MO 7 Re o -
» UNNVERSITY OF IE MDD 1 g Re -
» UNMNERSITY OF MDD 1 1 Registier
>  UNNERSITY OF MD 1 Register »

QOffice of Federal Assistance Management




Create Account: Organizations — List
_(Detailed View)

» Click “Register” to add the organization to your account:

£14

You are here: Home = Organizabons s Brow
.k Organizations - List

L) Note(s):
You cannot create ne'w organizalion recoids in EMBs. N your organization is an axistng HRSA grantes, i3 reconrd already axisis
Gl O QANKEASON record should already existl K you cannod find your organizalion, you will nead 1o create it n CCR/SAM ® and then import A into EHBa. I you

I you have submiied an applicabon in Grants gov and have

mecetvd nolification from HIRSA,

have quaslions, reach HRSA Conl

-
ﬂuqutralm Slams _9

B A " AL g acials
Organizaticn]s) malching he search cnfena you entered were found im EHBS a3 Gisplayed below, If your organizasion i3 nod listed here, chick the Search oplion and enter 3 Sferent search critenia

L Search Criteria: Organization Name ok Unissrsity of Mandand

taited View | &3 Search
MiAlg]r N Paga sice: 15 =~ Go 13 ite n 1 page
Onganization Name City State CHS-EMN NS Optsons
i i i i i
F UNNVERSITY I MD |
Riegiataned Al Grants Fundaed:

Location Address: 2 Other Programs: Mol Available

‘:Ml__llﬁ = -

HRSA

QOffice of Federal Assistance Management
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Create Account: Choose your Organization Role

» The organization role can be changed later, if necessary.

This is your role at the Organization. Most users are
“Other Employee.”

Seled Your Role

N
Registration Status e
| ™)

3_; You are registering as: Jillian Gregory (gregonyjill)

p You are registering to: UNIVERSITY D
Fields with * are required
Choose a robe from the following that best describes your participation in the HRSA grants management process
Authorizing OfMcial (A0)

* Role Business Official (BO)

Other Employee (Project Director, AD Designes, Stafl)

| am also responsible for Approving/Submiting the Financial Grant Repons
Financial Grant Reporting

Note: Only Authorizing Official (A0 ) or Busness official (B0) can be responsible for Financial Grant Reporing

Save and Continue

HRSA
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Project Director Change

Need to Change Your
Project Director ?




Project Director Change

' »Take a look at this Video:
https://help.hrsa.gov/display/public/EHBsSKBFG/Video+

+How+do+l+change+my+Project+Director

How to Change a Project Director
L

Cy

TUUAS

PROJECT
DIRECTOR

e TE

A The Project Director, who is typically the
CEO of most organizations, is in charge of

&3 £ Youlube

HRSA

Office of Federal Assistance Management



https://help.hrsa.gov/display/public/EHBSKBFG/Video+-+How+do+I+change+my+Project+Director

Adding a Grant to Your
Portfolio and Providing EHBs
Privileges

Do You Need to Provide
Privileges to Others In
Your Organization?




Adding a Grant to Your Portfolio

»When you “Add Grant to Portfolio” you will need to select your role for
the grant. Only the Project Director should select the PD role.

{ﬁ-lllSA' Electronic Handbooks =, a @ @ Logou

-ﬂ Tasks Organizations m Free Clinics FQHC-LALs Resources
You are here: Home » Grants » Browse
.~ Add Grant To Portfolio

Fields with * are required

* Select Registration Option

O Register as Project Director (PD) - | am a project director for a grant %
O Register as Financial Reporting Administrator (FRA) - | am the official responsible for approving/submitting Financial Grant Reporting for my organization.

O Request Grant Access - | support grant reporting: Progress Reports, Performance Reports, Financial Reports, Noncompeting Applications and others.

Return To Portfolio

Acceptable Use Policy | Accessibility | Viewers And Players | Contact Us Product: EHBs

| & R m - =y

HRSA
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Grant Level Privileges

» Register the Project Director
= There is only one Project Director allowed for each grant.

= Name must match name listed on the most recent Notice of
Award (NoA).

= Will have access to all non-financial reports once validated.
= Manage access and privileges for other users.

»Request Access (all others)

= Any other members of the organization who will need to view,
edit or submit information to HRSA should choose this option.

HRSA

QOffice of Federal Assistance Management




Requesting Grant Privileges

» To request Privilege/Access for a grant right click on the Grant
Folder, then click “Request Privilege.”

fm Electronic Handbooks

';I' a Logout

[ ] Tesks  Organizations Free Clinkcs.~ FOHC-LALS |~ Resources £

You are hare: Home » Grants » Biowss

My Grant Portfolio - List
< Add Granl To Portholic

Wy Gl Pomislen 11 Wl CFOPE ADDRSS. Rty 1)

Detaled Vierw | Haach |l Soved Soachas =

IR EL] I"n-,m'.w 15 = 0 2 il in 1 pagads)

Number  Drganization b Current N
o Period PatoaEnabus  CRSEN  GantRoe  COKC  SSNGSY Options
r i .
ﬁ
. ﬂ:é%;‘é“ 0z2Ea01w PD Yes
oH207 i : .
; av3018 farraog Ot Yes .
W i1l §  Pagesie |5 ¢ G I II
31
lanage 5
i [}
.'7;' LT I'I :""|J| II' II....I'l
View
Acceplable Use Poley | Attessddty | Viewsrs And Players | Contat Uy "
Laat Lagh: CE01T 90900 AMET Gt
wird Moy of
siird Lty ot

i, o

"HRSA
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Verify Your Privileges

» Right click on “Privileges” to determine what privileges you have
for the grant.

4f*HRSA Electronic Handbooks

'E;' ﬂ Logoul

L. Tasks | Orpanizaticns Fres Clinécs ~ FOHC-LALS ~ Rescurces

You are hare: Home = Grants = Browss

My Grant Portfolio - List
J Add Grant To Portholio

By et Pl 1) ey O Ard e Regukats 1

abaled Vienw | A 5Search | g Saved Searchas «

B o4/1[r A Pagasize 15 * Go

2 il i 1 paoois)
Grant Numbst  Organization Nams Bodest  Cumentp CRSEM  GuantRols 0Nt Lasthward oo
Duddel  Period End Date Active  lssue Date
' i ] i i
0012017 i il
¥ 2OR018 (2018 PD Y i Action
OR012017- i Reguast | al
' U8/31/2018 12018 e L (st iaaith Conl
v || e
N o4l jE A PBgS S8 15 ] hLanags
hlanagin i
NELE P i
Ll I % & Lo ahon
Vidw
Alceplable Liss Polsy | Aldedsdally | \ibwers And Plapers | Conlat LS ol |
Laat Lagin: CR0N T SDS00 AMET 5 Mo o

"HRSA
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Grant Access Request

» |If the user needs to submit Performance Reports, this is where that level of
access will be granted.

» The Project Director will automatically have access to the Performance Report
once the grant has been added to the portfolio.

» All others will need to be given privileges by the Project Director or other
user with “Administer Grant Users” privileges for the Grant.

-/ Grant Access - Request

 Note(s):
Your request to access the following grant(s) will be approved by the respective grant Project Director (PD). The Financial Reporting access request will be approved by the Financial Reporting Administrator (FRA).

» Grant Group (1)

Fields with = are required

Enter Your Comments
Approximately 1 page @ (Max 2000 Characters without spaces). 2000 Characters left
* Comments
Financial Privileges [JSubmit Financial Reports [ Create/Edit Financial Reports
(will be approved by grant FRA) OView Financial Reports [ Administer Financial Reports
OView Awards O Prior Approval Request I Program Specific
Otr?rg(_;;i:lt ,E:':‘,I,l:f,s[ G OPerformance Reports OProgress Reports
CINoncompeting Continuations O Other Submissions
* Nofification M Notify Project Director/Financial Reporting Administrator of your request to add this grant to your portfolio.
Return to List Request Access

HRSA
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Grant Level Privileges

Administer Grant Users

» The Project Director should approve “Administer Grant User”

privilege for at least one delegate to approve privileges for other
users.

» Anyone with “Administer Grant User” privileges for a grant can
approve and manage user privileges.

Grant View Create / Edit Submit Administer Access
Grant .

Grant Users O

Awards
Requests

Prior Approval Request

]
I

Submissions
Financial Reporis
Performance Reports
Progress Reports

Noncompeting Continuations Reports

OO m=

i O o O

Other Submissions

HRSA

QOffice of Federal Assistance Management




Updating Your Profile

. When Should | Update My
‘ Profile?




Updating Your Profile

» If any of your contact information changes, you must
update your profile.

* From within your account, click the View/Update Profile link:

@ e Logout

View/Update
Frofile

y
e

Change
Password

Manage
Favorites

HRSA
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Updating Your Profile (cont.)

» Changes made to your profile will be reflected throughout the
EHBs

You are here: Home

m

£} View/Update Profile

Fields with ™ are required

User Information
User Name

Title

(Exampie: Project Director, Director — 1
Salutation

(Exampie: Mr., Ms., Dr

* First Name

Middle Initial G

* |Last Name

Generation Qualifier

(Example: Jr., Sr., i)

Highest Degree MPH, MSN, FNP

Department HRSA

School

HRSA

QOffice of Federal Assistance Management




Help - Additional
Resources
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HRSAtube

»HRSA Youtube Channel with helpful videos:

=  [DYoulube Search Q

f Home '3] ‘\
L]

¢  Trending I

I : ' H ealthy Peoplie

Library . 4 p ‘ 4 _ | Lyy ; ) g

History

©  Watchlater H H HRSAtube
SA 4,082 subscribers

)

iy Liked videos

HOME VIDEOS PLAYLISTS COMMUNITY CHANNELS ABOUT O\
SUBSCRIPTIONS
Created playlists = SORTBY
. UDS Modernizat
HPSA
.
Electronic Handbooks (EHB) Maternal and Child Health H.. ~ NHSC Application and Awar.. ~ NHSC Stories Organ Donation
T T Updated 5 days ago VIEW FULL PLAYLIST VIEW FULL PLAYLIST VIEW FULL PLAYLIST VIEW FULL PLAYLIST
VIEW FULL PLAYLIST

HRSA
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HRSAtube (cont.)

»HRSAtube Playlists:

= DVYouTube

o) 003/526

EHBs Home Page and Navigation

1,066 views

Search

o SERV IC,I'"

CQ?

&
v
g
‘6\»
%,
eyyyaa

Health Resources & Services Administration

i

L

@ 0O

#~ SHARE

= SAVE

Electronic Handbooks (EHB)
HRSAtube - 3 / 31

.Z’ P =
1 EHBs Home Page and Navigation

> F HRSAtube
5:27

Managing Users in the EHBs
HRSAtube

wy s Usei Permissions - EHBs User Permissions Overview
5 H, HRSAtube
E nnm

e wece | Getting Started EHBs
3= HRSAtube

How to Create an EHBs Account
HRSAtube

. How to Register to an Organization
HRSAtube

-]

Hauwr tn Dacat a Daccwnrd

data.HRSA.gov website launch
HRSAtube
674 views

Uniform Data System (UDS)
2018 Enhancements

HRSA
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Additional EHBs Help

For EHBs help, please contact
the EHBs Customer Support
Center:

\4

Phone: 877-464-4772
Hours: 7:00 AM — 8:00 PM EST (M-F)

nttp://www.hrsa.gov/about/contact/EHBshelp.aspx

\4

Y
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http://www.hrsa.gov/about/contact/EHBshelp.aspx

Additional EHBs Help (cont.)

Resources:

EHBs Help and Knowledge Base
https://help.hrsa.gov/display/public/EHBSKBFG/Index

HRSATube - EHBs Videos
https://www.youtube.com/user/HRSAtube

HRSA Contact Center
877-464-4772

https://www.hrsa.gov/about/contact/ehbhelp.aspx

Hours:
7:00 AM - 8:00 AM EST (M-F)

HRSA
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https://help.hrsa.gov/display/public/EHBSKBFG/Index
https://www.youtube.com/user/HRSAtube
https://www.hrsa.gov/about/contact/ehbhelp.aspx

Help Video List

How to Reset a Password? How to Access Performance Reports
=  https://youtu.be/-iCbn3bglws = https://youtu.be/INM pI8V XE
Getting Started EHBs How to Change a Project Director

=  https://youtu.be/pBRhSkATihQ = https://youtu.be/IbVw4VvDHps

How to Request a Submission Deadline Extension

How to Create an EHBs Account _
=  https://youtu.be/ftVOp60gjx8

=  https://voutu.be/IKs g37clIWs

Action Plan — Grantee

How to Register to an Organization = https://youtu.be/HEIOsf7V8kk

= https://youtu.be/KteZBikLTc4

Archive Tasks Feature
How to Add a Grant to Your Portfolio »  https://youtu.be/xA dCjEqlYe

= https://youtu.be/KmagVPD6vuryY

Download and Print Documents Feature
How to request a Prior Approval for a =  https://youtu.be/Vy75VfRAvpc
Carryover of Unobligated Balances

= https://youtu.be/oVoXE2F4ilY HRSA
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https://youtu.be/-iCbn3bqIws
https://youtu.be/pBRhSkATjhQ
https://youtu.be/IKs_g37cIWs
https://youtu.be/KteZBjkLTc4
https://youtu.be/KmqVPD6vurY
https://youtu.be/oVoXE2F4iIY
https://youtu.be/INM_pl8V_XE
https://youtu.be/JbVw4VvDHps
https://youtu.be/ftV0p60qjx8
https://youtu.be/HFlOsf7V8kk
https://youtu.be/xA_dCjEqJYg
https://youtu.be/Vy75VfRAvpc

Contact Information

For questions concerning the content of this presentation, please contact:
EHBs Customer Support Contact Center: https://www.hrsa.gov/about/contact/ehbhelp.aspx

Phone: 877-Go4-HRSA/877-464-4772 and request that questions be submitted to the EHBs

Training Team, Office of Information Technology

If you have a question or concern regarding a specific grant issue or
program:

For budget, reporting and other grant administrative requirement questions, please
contact your Grants Management Specialist.

For project goals, scope, and other programmatic requirement questions, please
contact your Project Officer.

Full contact information for both individuals is listed on the last page of
your most recent Notice of Award.

QOffice of Federal Assistance Management


https://www.hrsa.gov/about/contact/ehbhelp.aspx

Questions?

Find HRSA:
Web: https://www.hrsa.gov/about/organization/bureaus

Twitter: https://www.twitter.com/HRSAgov

Facebook: https://www.facebook.com/HRSAgov

HRSA
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https://www.hrsa.gov/about/organization/bureaus
https://twitter.com/HRSAgov
https://www.facebook.com/HRSAgov

[Z[] Connect with HRSA

Tolearn more about our agency, visit

https://www.HRSA.gov

@ Sign up for the HRSA eNews

FOLLOW US: @ @ @



http://www.hrsa.gov/
https://www.facebook.com/HRSAgov/
https://twitter.com/HRSAgov
https://www.linkedin.com/company/1159357/
https://www.youtube.com/user/HRSAtube
https://public.govdelivery.com/accounts/USHHSHRSA/subscriber/new?qsp=HRSA-subscribe
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