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1. INTRODUCTION

1.1. Document Purpose and Scope

The purpose of this document is to provide grantees with detailed instructions for using the HRSA Electronic
Handbook (EHB) to complete a Noncompeting Progress Report for their grant.

1.2. Document Organization and Version Control

This document contains the following sections:

Section Description

Register with the HRSA Electronic Handbooks

Describes how to register with the HRSA Electronic
Handbooks, log into HRSA Electronic Handbooks, and
navigate the Progress Report.

Get Started with the HRSA Electronic Handbooks

Describes how to log in to HRSA Electronic Handbooks
and access the Progress Report.

Standard Forms (SF-PPR)

Describes the steps necessary to complete the
Standard Form sections of the Progress Report in the
Electronic Handbooks.

Program Specific Information Forms

Describes the steps necessary to complete the
Program Specific Information sections of the Progress
Report in the Electronic Handbooks.

Appendices

Describes how to attach standard documents that your
grant program requires.

Review a Progress Report

Describes how to review a Progress Report to ensure
that all information is accurate before submitting the
Progress Report to HRSA.

Submit a Progress Report

Describes the steps necessary to submit the Progress
Report to HRSA.

Customer Support

Provides contact information to address technical and
programmatic questions.

Frequently Asked Questions

Provides answers to frequently asked questions by
various categories.
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2. REGISTER WITH THE HRSA ELECTRONIC HANDBOOKS

Before you begin your Progress Report, you need to register with the HRSA Electronic Handbooks (EHBS) to
complete the Noncompeting Progress Report. Registration allows HRSA to collect consistent information from all
users, avoid collection of redundant information, and identify each system user uniquely.

You are required to register with HRSA EHBs once for each organization you represent.

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

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

If you are a new user in a grantee organization, complete the following steps to register with the HRSA EHBs:

1. To create an individual account in the system to get appropriate access, go to
https://grants.hrsa.gov/webexternal/home.asp and click Registration in the left side menu for registration
guidance.

2. Associate your account with your grantee organization. Use your 10-digit grant number from Box 4b of the
Notice of Award to search for your organization.

3. To work on and submit the Progress Report within the EHBSs, request that your Project Director assign the
following access rights as permitted by your role:

= Edit Noncompeting Continuation

=  Submit Noncompeting Continuation

User Guide for Grantees 9 of 96 NCA FY 2012 Progress Report User Guide for
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3. GETTING STARTED WITH THE HRSA ELECTRONIC
HANDBOOKS

3.1. Session Time Limit

Your session will remain active for 30 minutes after your last activity. Save your work every five minutes to avoid
losing information.

3.2. Log Into the HRSA Electronic Handbooks

1. Point your browser to https://grants.hrsa.gov/webexternal/login.asp.
2. Enter your username and password.

Figure 1. Login Fields

Feelds marked with an astenski® ] are reguired

LOGIN
Already Registered?

*sername |

* Password |

Legin |

Forgot your password?

3. Click the button.
4. The Grants Home Page (Figure 2) opens.
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Figure 2: Grants Home Page

P Grants Home
[ FQHC LA Home

P welcome

Manage Applications
Funding
Opportunities
View Applications

- Peer Access

|Grants Portfolio

[ View Portfolio |

|Profile
I View/Update Profile
[ Performance Sites

Manage Persenal
Profile

Update Profile
Change Password
My Registered
Organizations

Logout

Welcome. to HRSA EHB utl10 environment (Last login date and time 2/23/2012 11:47:00 AM) ~Tools Menu-—

Grants Home

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

New features are arriving at the HRSA Electronic Handbooks (EHBS). HRSA is updating the EHBs User Interface to significantly improve the ability of users to conduct work within the EHBS,
making it more intuitive and faster to use. The new interface will improve navigation, system usability, speed and reliability.

The initial release of this new User Interface will be for the Federal Financial Report in May 2012. The remaining functions in the system will not be updated until July 2012,

Using the new interface requires, at a minimum, Microsoft Internet Explorer Version 8 and above or Mozilla Firefox 3.6 and above. To check to see if your current web browser meets this
requirement, click here.

a Contact Us:
Phone:
877-Go4-HRSA/877-464-4772

Time:
9:00 a.m. to 5:30 p.m. Eastern Time (E.T.), Monday through Friday

Email:
CallCenter@HRSA.GOV.

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

'WHAT WOULD YOU LIKE TO DO TODAY?
® Manage Competing Applications ® Manage Grants Portfolio
Read Electronic Submission Guide
Veri
Work on My Application

Allow Other Members of My Organization to Work on My Application
Search Funding Opportunities

Read About Grant Registration
Add a Grant to My Portfolio
View Grants in My Portfolio
Work on a Grant

Grants.gov Application (if required per Guidance,

Work on My Noncompeting Progress Report
Work on Other Post Award Submissions

@® Manage My Profile @ Manage Organization Profile
Update My Contact and Address Detail
Verify My Email Address
Change My Password/Security Question

Read About Multiple Organization Registrations
Associate My Account with Another Organization
Set My Default Organization

Read About Organization Profile Management

Update Organization Information on File
Change Communication Contact for Organization (Why is the link disabled?)
Manage Users of My Organization (Why is the link disabled?)

Acceptable Use Polic

3.3. How to Access the Progress Report

To access the Progress Report:

1. Onthe Grants Home Page, click the View Portfolio link under the Grants Portfolio heading on the left
navigation panel (Eigure 3).

Figure 3: View Portfolio Link on the Left Navigation Panel

- Welcome

Manage Applications

_ Funding
Opportunities

- View Applications

- Peer Access

Grants Portfolio

. pdAd Dbl

P View Portfolio

Manage Organization
Profile

- View/Update Profile
- Performance Sites

Manage Personal
Profile

- Update Profile

- Change Password

My Registered
Organizations

» The View Portfolio page will be displayed.
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Figure 4: View Portfolio Page

SR ———

LondidD
R T et ra T MasRand | R R SR Sl e S
E-HANDBOOK HOME
Welcome to HRSA EHB utl10 environment (Last login date and time 2/23/2012 11:47:00 AM) -Tools Menu—
View Portfolio
home | logout | contact us | glossary | help | guestions/comments | knowledge base
- Grants Home Following are the grants for which you have been registered either as a project director or an employee. Click on the "Open Grant
[ - FQHC LA Home Handbook" link to manage a grant.
GRANTS LIST
[~ Welcome
Manage Applications § 0 e wsTechnical Assistance to Ce ity and Migrant Health Centers Last Award Issued on: 03/05/2007
Funding -
. Opportunities Project Period 3/1/1997-4/30/2007 Budget Period 7/1/2005-4/30/2007
View Applications CRS EIN Number of Support g
- Peer Access Years dbook
Grants Portfolio Project Director Eman: rejtester1@hotmail.com, phene: HELem s
- Add to Portfolio T e - taster1@hotmall
b View Portfolio ran ontac [, eman: reitester1@hotmail.com, eeone:
Manage Organization Program Contact , Eman: reitester1@hotmail.com, enene:
Profile
View/Update Profile — — = 5
- Performance Sites — - TN Vol W o o Wassgg s Last Award Issued on: 04/08/2003
Manage Personal Project Period 7/1/1999-3/31/2004 Budget Period 4/1/2002-3/31/2004
Profile Number of Support
- Update Profile CRS EIN Years PP 4
- Change Password
" , y o] rant Handbook
My Registered Project Director , Eman: reitesterl@hotmail.com, enons: Open Grant Handbook
Organizations Grant Contact Mot Available
Program Contact Mot Available
Logout
Training and Technical Assistance National Cooperative Agreements Last Award Issued on:
(NCAs) 02/18/2011
Project Period 7/1/2006-6/30/2008 Budget Period 7/1/2007-6/30/2008
CRS EIN Number of Support 3
Years
, - ja]
Project Director , Eman: reitester1@hotmail.com, enone: Open Grant Handbook
Grant Contact 5 eman: reitesteri@hotmail.com, rhone:
Program Contact . eman: reitesterl @hotmail.com, phone:
e, | m—— — i i —y T,

2. Choose the appropriate grant record and click the Open Grant Handbook link.

Figure 5: Open Grant Handbook

e AT AT S el E ™ NOTALMEDIE et s M T e A e e e e

U30CSD9737:Training and Technical Assistance National Cooperative Agreements Last Award Issued on:
(NCASs) 09/19/2011
Project Period 7/1/2008-6/30/2014 Budget Period 9/1/2011-6/30/2012
CRS EIN Number of Support 4
Years

: - } - p
Project Director . Eman: reitesterl@hotmail.com, Frone: Open Grant Handbook
Grant Contact . Eman: rejtesteri@hotmail.com, pnone:
Program Contact , eman: reitesterl@hotmail.com, rnone:
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» The Overview page for the Grant Handbook (Figure 6) will be displayed.

Note: The Grant Number appears in the upper left-hand corner.

Figure 6: Grant Overview Page

HRSA Electronic Handbooks for Applicants/Grantee

L e R R )

E-HANDBOOK HOME HELPF|

Welcome E. ‘to HRSA EHB utl10 environment (Last login date and time 2/23/2012 11:47:00 AM)
Grant Handbook Overview ]
- home | logout | contact us | glossary | help | guestions/comments | knowledge base
P Owverview
View Awards New features are arriving at the HRSA Electronic Handbooks (EHBs). HRSA is updating the EHBs User Interface to significantly

- Last NGA improve the ability of users to conduct work within the EHBs, making it more intuitive and faster to use. The new interface will
improve navigation, system usability, speed and reliability.

- Award History

(Approved Scope . . . . . g = =
m'}f,,i,,iste, P The initial release of this new User Interface will be for the Federal Financial Report in May 2012. The remaining functions in

the system will not be updated until July 2012.

- New/Existing Users
- New/Existing Users
Submissions

- Monitor Sohadilac

Using the new interface requires, at a minimum, Microsoft Internet Explorer Version 8 and above or Mozilla Firefox 3.6 and
above. To check to see if your current web browser meets this requirement, click here.

. Noncompeting a Contact Us:

Continuations Phone: Time: Email:
- Performance Reports 877-Go4-HRSA/877-464-4772 9:00 a.m. to 5:30 p.m. Eastern Time (E.T.), CallCenter@HRSA. GOV
-~ Progress Reports Monday through Friday

-~ Financial Reports
-~ Other Submissions

- Grant Electronic Handbook (EHB) provides authonized users of the grantee organization 2 means to conduct various activities
Prior Approval

Requests electronically.
[~ New/Existing

[5] Note: You have multiple grants in your profile. Currently, you are working on Grant# U30CS09737. All data shown to you will be

Return Home for this grant. To change to a different grant click here.
- View Portfolio
el dCmE WHAT WOULD YOU LIKE TO DO TODAY?
Logout ® view Grant Information ® Administer Grant Handbook
El view Most Recent Notice of Grant Award Learn About Grant Access Privileges
B view Prior Notices of Grant Awards B Allow Other Users from My Organization to Work on this Grant
Change/Control Who Can View this Information Change/Control How Others Can Work on this Grant
- S — i _ sl T e il a - = S ——

3. Click the Noncompeting Continuations link under the Submissions heading on the left side menu (Figure
7).

Figure 7: Noncompeting Continuations Link

New/Existing CIS

Ll ooy I
H i i

_Suhmissiuns
- Monitor Schedules

Noncompeting
Continuations

Performance Reports
-~ Progress Reports
T rancar ReEpors
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» The Noncompeting Continuations page will be displayed (Figure 8).

4. Click the Start Submission (or Edit Submission) link corresponding to the progress report that you want to

enter.

Figure 8: Noncompeting Continuation Page

Duaplanaing 1-1 of 1

Search ]

NONCOMPETING CONTINUATION

Input Parameters: (Show Parameters)

Noncompeting Continuation Progress Report

Schedule Status: Not Started

7/31/2011 5:00:00 PM

Type Noncompeting Continuations Due Date Dus In: 82 days
f Submission Tracking

Available Date 5/2/2011 e 00090093

Reporting Cycle Budget Peried Start Date Reporting Perlod 05/01/2012

Online Submission

Yes (Preferred)

Submission Status

Mot Started

Startad by

tar mission

Click Start Submission

Page 1

Tip: When you access the progress report for the first time, you will get the Start Submission option; if you access
it subsequent times, you will see the Edit Submission link.

» The NCC Progress Report Process Status Page (Figure 9) will be displayed

Figure 9: NCC Progress Report Process Status Page

SF-PPR for FY 2012

Welcome to HRSA EHB utl10 environment (Last login date and time 2/23/2012 11:47:00 AM)
Progress Report Status .
Tracking# home | logout | contact us | glossary | help | guestions/comments
Progress Re The table below shows the status of the progress report. The progress report is currently INCOMPLETE and cannot be submitted in it's
ogr Eosk current state.
Process
Overview
P Status STATUS OVERVIEW
Basic Information
- SF-PPR
- SF-PPR-2 NCC PROGRESS REPORT PROCESS STATUS
.Budget Information Deadline Apr 2 2012 5:00PM
i~ Budget Details (You have 39 days to complete and submit the application.)
Budget Narrative Created On 2/14/2012 6:34:37 PM
Program Specific
Information Last Updated By N/A
. Program Specific HRSA Project Officer Contact Info Name{Email) - | Contact Number - @ amnan
| Information View: NCC Progress Report | Program Instructions | NCC User Guide
(Other Information
- Appendices
Review and Submit Users with Permissi on NCC Req ( Show Details )
i~ Review
i~ Submit Section Action Status
Basic Information
- View Portfolio SF-PPR Update NOT STARTED
- Home SF-PPR-2 (Cover Page Continuation) Update NOT STARTED
Budget Information
Logout Budget Details NOT STARTED
Support Year 5 Update MNOT STARTED
Support Year 6 Update NOT STARTED
Budget Narrative Update NOT STARTED
Other Information
Program Specific Information Update NOT STARTED
Appendices Update NOT STARTED
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Click the Update link or click the form’s name under Basic Information or Program Specific Information in the left
side menu (Figure 10).

» The form you selected opens.

Figure 10: Click the Update Link or the Form Name

Section | Action ‘ Status
Basic Information
SF-PPR Update NOT STARTED
SF-PPR-2 (Cover Page Continuation) Update NOT STARTED
Budget Information
Budget Details I o ] \ NOT STARTED
e A Nttt

3.4. Navigation

Use the left navigation panel (Figure 11) to access the Standard Forms and Program Specific Information Forms.

Figure 11: Left Navigation Panel

Progress Report
Tracking#
00090993

Progress Report
Process
Overview
Status
Basic Information
P SF-PPR
SF-PPR-2
Budget Information
Budget Details
i~ Budget Narrative

Program Specific
Information

Program Specific
. Information
Other Information

Appendices
Review and Submit
- Review

Submit

- View Portfolio
-~ Home

Logout
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4. COMPLETING THE STANDARD FORMS (SF-PPR)

When you open your Progress Report, the first screen that appears is the NCC Progress Report Process Status
Page, which shows the sections of the SF-PPR (Figure 12).

Figure 12: NCC Progress Report Process Status

STATUS OVERVIEW

NCC PROGRESS REPORT PROCESS STATUS

Deadline ﬁ‘po[liazvual:igd::\?spt? complete and submit the application.)

Created On 2/14/2012 6:34:37 PM

Last Updated By N/A

HRSA Project Officer Contact Info Name({Email) - | Contact Number -

view: NCC Progress Report | Program Instructions | NCC User Guide

Users with Permissions on NCC Request (  Show Details )

Section Action Status
Basic Information
SF-PPR Update NOT STARTED
SF-PPR-2 {Cowver Page Continuation) Update NOT STARTED
Budget Information
Budget Details NOT STARTED
Support Year 5 Update NOT STARTED
Support Year 6 Update NOT STARTED
Budget Narrative Update NOT STARTED
Other Information
Program Specific Information Update NOT STARTED
Appendices Update NOT STARTED

The NCC Progress Report Process Status Page shows the status of
e Each SF-PPR form
e The budget forms
e The Program Specific Information forms

e Appendices form

Note: You cannot submit your Progress Report until you complete all forms in all sections.
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4.1. Basic Information: SF-PPR

The SF-PPR Form contains basic information about your grantee organization and is the cover page for the
progress report. By default, the information will be pre-populated from the information in the application that
started the last budget period, including the Authorizing Officials designated for the grant.

Click SF-PPR on the Progress Report left side menu to access the SF-PPR Form (Figure 13).

Figure 13: SF-PPR Form

LIS DEparETaAT G e sl 1 HFar Servees

L anEny £

SF-PPR for FY 2012

= E-HANDBOOK HOME HELP)
Welcome to HRSA EHB utl10 envirenment (Last login date and time 2/23/2012 11:47:00 AM)
Progress Report SF-PPR
Tracking# home | logout | contact us | glossary | help | questions/comments
B L
Please review the preloaded Grantee Information in this form. Note that certain data is preloaded from the saved profile. Please provide
Authorizing Official (AQ) Contact Information in this form.
_l:_’_":t;\:s: Use (Show Full Instruction)
Basic Information
b SF-PPR NCC User Guide
[~ SF-PPR-2 Fields marked with an asterisk (*) are required.

Budget Information
- Budget Details
- Budget Narrative

Program Specific
Information

| Program Specific
Information

SF-PPR

Status: Not Started

Grantee Organization Information

Federal Grant or

Other Information

- Appendices

Review and Submit
Review

- Submit

Other
Identifying
Number
Assigned by
Federal Agency

u3oc¢

DUNS Number 074

- View Portfolio
|- Home

Employer
Identification 74
Number (EIN)

Logout Recipient

Organization
Name

National Center

Recipient
Organization ‘
Address

CRS Entity
Identification 17¢
Number

Recipient
Identifying
Number or
Account Number

Reporting Period

End Date 06/30/2014

Yes
2 No

Final Report

Authorizing Official(AO) Contact Information

*puthorizing Official (AOQ)

Select Title of Position Name Phone Email
@ Authorizing Official
‘ Add/Change AD ‘ ‘ Update Information | | Delete AQ

Go to Previous Page Save Save and Continue

Acceptable Use Policy

You can perform the following functions on the SF-PPR screen:

User Guide for Grantees 17 of 96 NCA FY 2012 Progress Report User Guide for

Grantees



U.S. Depariment of Health and Humon Services

Health Resources and Services Administration

e Change the Selected Authorizing Official (AO), p. 18
e AddanAQ,p.19

o Update the AO information, p. 21
e Delete an AO, p. 22

4.1.1 Change the Selected Authorizing Official
To change the selected Authorizing Official (AO):

1. Select an AO and click [Add/Change AQ|in the Authorizing Official (AO) Contact Information area of the
SF-PPR form (Figure 14).

Figure 14: Authorizing Official Contact Information Area

Authorizing Oﬁicial(—AO) Contact Information
*puthorizing Official (AQ)
Select Title of Position Name Phone Email
@ Authorizing Official
| [ Add/Change AQ I [ Update Information I [ Delete AD
Go to Previous Page Save and Continue
L vy ¥ S SRS e N  an) R ——y . At o s, o

4. Select the user to be designated as the AO, if more than one user is listed.

5. Click the |[Add Selected Person as AQ| button on the Choose AO to Add screen.

Figure 15: Choose AO to Add Screen

CHOOSE AO TO ADD
Select Name UserName Email Last Login Date
o | i E 2/23/2012 11:47:00 AM
_ [ Add Selected Person as AQ

» The SF-PPR Contact Information page (Figure 16) will be displayed for the selected user, listing the
current contact information.
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Figure 16: SF-PPR Contact Information Page (for existing HRSA user)

Fields marked with an astersk(®) are required.

CONTACT INFORMATION

Title

Prefix -

*Last Name
*First Name

Middle Initial

Suffix *

Organization Affiliation

*Malling Address (Required) Maore Information

Mailstop Code
(Internal Routing)

Division / Department Name

Select an opbion (Street Address or PO Box Only or Rural Rowbe)

Number *MName

|

6. Revise the contact information, if necessary. Fields marked with an asterisk (*) are required.

7. Click the [Save and Continue] button to save your information and return to the SF-PPR Form.

» The user that you added will be listed as the AO.

4.1.2 Add an AO
To add an AO,

1. Click the |Add/Change AQ] button on the SF-PPR form.

2. Click the Request a New AQ| button on the Choose AO to Add screen

Figure 17: Request New AO to Add Link

CHOOSE AO TO ADD
Select Name UserName Email Last Login Date
@ 2/23/2012 11:47:00 AM
| Add Selected Person as AD |
| Request a New AD |

» The Notify AO page (Eigure 18) will be displayed, allowing you to enter First Name, Last Name, and Email

Address information into a pre-formatted email, requesting the HRSA employee to register in the HRSA
EHB.
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Figure 18: Notify AO Page

SF-PPR for FY 2012

HELP
Welcome to HRSA EHB utl10 envirenment (Last login date and time 2/23/2012 11:47:00 AM)
Progress Report SF-PPR
Tracklng# home | logout | contact us | glossary | help | questions/comments

Progress R; In order to assign a new AO to your application, the chosen person must be registered. Please enter the information below to notify the
Process prospective AO via an email and request that he or she registers. When you are done click on the "Continue” button. To cancel the

action, click on the "Cancel” button.

(Overview
Status . .
" . AQ information entered here will not be saved by the system.
Basic Information
P SF-PPR Fields marked with an asterisk(*) are required.
~ SF-PPR-2 »
Budget Information Notify AC
- Budget Details
- *First Name:
- Budget Narrative
Program Specific o
Information Last Name:
. Program Specific
Information *Email Address:
(Other Information
- Appendices Subject: Registration Request
RE'::'" and Submit Message: This email has been sent to you because ¢  has indicated that you are the Authorizing
view official (A0) for the following organization.
- Submit
MName: Mational |
Return Home Address:
ew Portfolio FrR——
- H
ome Registered AOs: ,

Logout  has created an application for the above organization. You are required to review and
5ubm|t this application to HRSA. In order to do this, you must register with HRSA following the instructions
given below.

1. Log on to the HRSA EHBs website https://hrsautl10.reisys.com/webExternal/
2. Click on the registration link on the left hand side menu.
3. Enter your name and contact information, choose to register the organization and select the Authorizing
official {AO) role. Complete the registration by following the instructions.
4. Click on 'Continue to Register Organization’ and search for your organization using the name provided
above. In case there are multiple matches, please use the complete organization information given above
to select the correct organization from the results.
After your registration process is complete, please notify the creator of the application, so your name can
be chosen as the AO for his/her application.
If you have any questions, please contact HRSA Call Center at CallCenter@HRSA.GOV.

Additional Comments: -

Acceptable Use Policy

button.

3. Complete the form and click the
» The Notify AO Confirmation page will be displayed (Figure 19).
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Figure 19: Notify AO Confirmation Page

S Department of Heallf and Hisman Services

L ~l

%H K :!g
Healfh Resources and Services Adminisiration SF-PPR for FY 2012

==._ E-HANDBOOK HOME HELP
Welcome to HRSA EHB utl10 environment (Last login date and time 2/23/2012 11:47:00 &M)
Progress Report SF-PPR
Tracking# home | logout | contact us | glossary | help | guestions/comments
D0@egeL
This is a confirmation page! To notify the prospective AO via an email, you MUST click on the “Continue” button. To cancel the
action, click on the “Cancel” button.
Overview
- Status Notify AO Confirmation
Basic Information
b SE-PPR First Mame: e
|~ SF-PPR-2 Last Name: L=
Budget Information -
- Budget Details Email Address: iRl
- Budget Narrative Subject: Registration Request
Program Specific
Information Message: This email has been sent to you because has indicated that you are the Authorizing
.. Program Specific Official (AQ) for the following organization.
Information
Other Information Name: MNational
- Appendices Address:
Review and Submit
[~ Review
- Submit Registered AOs:
E. Roberta Ryder has created an application for the abowve organization. You are required to review and
submit this application to HRSA. In order to do this, you must register with HRSA following the instructions
- View Portfolio given below.
[~ Home
1. Log on to the HRSA EHBs website https://hrsautl10.reisys.com/webExternal/
Logout 2. Click on the registration link on the left hand side menu.
3. Enter your name and contact information, choose to register the organization and select the Authorizing
Official (AOQ) role. Complete the registration by following the instructions.
4., Click on "Continue to Register Organization’ and search for your organization using the name provided
above. In case there are multiple matches, please use the complete organization information given above
to select the correct organization from the results.
After your registration process is complete, please notify the creator of the application, so your name can
be chosen as the AO for his/her application.
If you have any questions, please contact HRSA Call Center at CallCenter@HRSA.GOV.
Additional Comments:

Continue

Acceptable Use Policy

4. Click the button.
» You will be returned to the SF-PPR Form (Figure 13).

5. The email displayed in the Notify AO Confirmation page (Figure 19) will be sent, requesting the employee
to register in the HRSA EHB.

Note: After the HRSA employee registers within the EHB, you must return to the SF-PPR Form and click
IAdd/Change AQ| to display the SF-PPR Add Authorizing Official Form (Figure 14). The HRSA employee will now
be listed on the screen to allow you to select him/her as an AO.

4.1.3 Update the Authorizing Official Information

To update the AO information,

1. Select an AO and click the [Update Information| button.
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Figure 20: Update Information Button

B T T e et WY

T T i Vo HR A

Authorizing Official(A0) Contact Information

*Authorizing Official (AO)

Select

Title of Position

Name

Phone

Email

@

Authorizing Official

I Add/Change AD m Update Information Ji Delete AD

PP S A P Nt PP

Go to Previous Page

Save Save and Continue

» The SF-PPR Contact Information Page (Figure 16) will be displayed, listing the user’s current contact

information.

2. Verify and revise the contact information, as necessary.

3. Click the [Save and Continue] button to save your information and return to the SF-PPR Form.

4.1.4 Delete an Authorizing Official

To delete an AO,

1. Select an Authorizing Official and click the Delete AO| button.

Figure 21: Delete AO Button

1 i
Authorizing Official(A0) Contact Information

*Authorizing Official {(A0)

Select

Title of Position

Name

Phone

Email

Authorizing Official

[ AddiChange AD | |

Update Information m Delete AD Il

Go to Previous Page

Save Save and Continue

» You will be returned to the SF-PPR Form. The AO that you deleted will not be listed under the Name

column.

2. If you are satisfied with the information on the screen, click the [Save and Continue| button to save your
work and proceed to the next form.

4.2. Basic Information: SF-PPR-2

The SF-PPR-2 Form is a continuation of the SF-PPR Form. It contains information about the grant for which you

are creating or updating the progress report. By default, the information will be pre-populated from the information

in the application that started the last budget period. This includes the Department Name, Division Name, and the
Point of Contact (POC) registered for the grant.

If a POC was not added in the application that initiated the last budget period, the system will list the Project
Director (PD), Business Official (BO), and Authorizing Official (AO) from the application, so that one of them can

be selected as a POC (see Add/Change POC below).

In addition, the system will pre-populate the list of areas affected from all the awarded applications in the last

budget period.
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Click SF-PPR-2 on the Progress Report left navigation menu to access the SF-PPR-2 (Cover Page Continuation)
Form (Figure 22), if it is not already displayed.

Figure 22: SF-PPR-2 (Cover Page Continuation) Form

SF-PPR for FY 2012

Welcome to HRSA EHB utl10 environment (Last login date and time 2/23/2012 11:47:00 AM)
Progress Report SF-PPR-2
Tracking# home | logout | contact us | glossary | help | guestions/comments

e

Progress Report Provide the required information requested in this form. Note that certain data is preloadad from the saved profile.
Process

- Use the "Save and Continue" button to go to the next section. To return to the (Show Full Instruction)
|Overview
I Status
|Basic Information NCC User Guide
[* SF-PPR Fields marked with an asterisk (*) are required.

I SF-PPR-2 SF-PPR-2 (COVER PAGE CONTINUATION)
|Budget Information

I Budget Details Status: Not Started

I Budget Narrative
Program Specific Supplemental Continuation of SF-PPR Cover Page

Information
| Program Specific DonaEsnt
| Information Name
|other Information
1 - Division Name
|- Appendices
Review and Submit Name of Federal
- Review Agency Health Resources and Service Administration
[ Submit Funding
Opportunity 5-U
I Number
- View Portfolio Funding
I Home Opportunity Title Training and Technical Assistance Mational Cooperative Agreements (NCAs)
Logout "
Areas Affected List Areas Affected
by Project
(Cities, County, Area Type Affected Area(s)
State, etc.) us-all Other

Point of Contact (POC) Information

*Point of Contact (POC)
Select Title of Position Name Phone Email
@ Point of Contact .
[ Add/Change POC | [ Update Information | [ Delete POC

Go to Previous Page Save Save and Continue

4.2.1 Review the Supplemental Continuation of the SF-PPR Cover Page.

You can perform the following functions on the screen:
¢ Modify Department Name or Division Name, p. 24

e Add or Change Point of Contact, p. 24

e Update Point of Contact Information, p. 25

e Delete Point of Contact, p. 25

User Guide for Grantees 23 of 96 NCA FY 2012 Progress Report User Guide for
Grantees



U.S. Depariment of Health and Humon Services

Health Resources and Services Administration

4.2.2 Modify the Department Name or Division Name

To modify the Department Name or Division Name, enter a new Department Name or Division Name in the
appropriate field.

4.2.3 Add or Change the Point of Contact

To add or change the Point of Contact,

1. Select a Point of Contact and click the |[Add/Change POC] button in the Point of Contact Information area.

Figure 23: Add/Change POC Link

Point of Contact (POC) Information

*Point of Contact (POC)
Select Title of Position Name Phone Email
@ Point of Contact reitesteri@hotmail.com
|[ Add/Change POC. ]l{ Update Information | [ Delete POC

Figure 24: SF-PPR-2 Add Point of Contact Form

S CEST et o HEs an HiErar SErices

CudidSdd
Heallh Resources and Services Adminisirstion SF-PPR for FY 2012

== E-HANDBOOK HOME HELP

Welcome to HRSA EHB utl10 environment (Last login date and time 2/23/2012 11:47:00 AM)

8. Select the person to be designated as the POC, if more than one user is listed.
9. Click the |Add Selected Person as POC] button.
» The SF-PPR Contact Information Page (Figure 16) will be displayed, listing the current contact

Progress Report SF-PPR-2
Tracking# home | logout | contact us | glossary | help | questions/comments
These are the current POC(s) with submit applications privilege. Please choose the person that you want to Add as POC for this
application and click on the "Add Selected Person as POC". If you do not find the name of the person you wish to Add, click on the
Overvi "Request A New POC" Button. To return to the previous section, click on the "Go Back" Button.
erview
|- Status
Basic Information CHOOSE POC TO ADD
[+ SF-PPR Select Name Email
} SF-PPR-2 reitesterl@hotmail.com

Budget Information

-~ Budget Details

-~ Budget Narrative

Program Specific

Information

[ Program Specific
Information

Other Information

- Appendices

Review and Submit

|- Review

- Submit

-~ View Portfolio
|- Home

Logout

reitesterl@hotmail.com

reitesterl@hotmail.com

reitesterl@hotmail.com

Add Selected Person as POC

Go Back

Acceptable Use Policy

Add New POC

information for the selected POC.

Tip: If you click the |Add New POC] button, the SF-PPR Contact Information Page (Figure 16) will also be
displayed. However, all the fields will be blank as you will need to provide the information for the new POC.

User Guide for Grantees

24 of 96

NCA FY 2012 Progress Report User Guide for
Grantees




U.S. Depariment of Health and Humon Services

Health Resources and Services Administration

10. Verify and revise the contact information, as necessary.

11. Click the [Save and Continue] button to save your information and return to the SF-PPR-2 (Cover Page
Continuation) Form (Eigure 22).

» The user that you added will be listed as a Point of Contact.

4.2.4 Update the Point of Contact Information

To update the Point of Contact information,

1. Select a POC and click the [Update Information| button.
The SF-PPR Contact Information Page (Figure 16) will be displayed.

>
2. Verify and revise the contact information, as necessary.
3

Click the [Save and Continuel button to save your information and return to the SF-PPR-2 (Cover Page
Continuation) form (Figure 22).

4.2.5 Delete the Point of Contact
To delete the POC,
1. Select a Point of Contact, and click the |Delete POC| button.

» You will be returned to the SF-PPR-2 (Cover Page Continuation) form (Figure 22). The POC that you
deleted will not be listed under the Name column.

If you are satisfied with the information on the screen, click the [Save and Continue] button to save your work and
proceed to the next form.

4.3. Budget Information: Budget Details

The Budget Details Form allows you to specify the budget information for the upcoming budget period (future
Support Year) of the grant. The Budget Details Form consists of the following sections:

e Section A — Budget Summary
e Section B — Budget Categories

e Section C — Non-Federal Resources

Note: The Recommended Federal Budget portion of the total budget for the future Support Year of the grant is
pre-populated from Section 13 of the last Notice of Award, which lists the recommended future Federal funding
support amounts. The Federal portion of the budget for the future Support Year cannot be updated to an amount
that is different from the recommended amount in the last Notice of Award.

Observe the following business rules (Figure 25) to complete the Budget Details form for the future Support Year:
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Figure 25: Business Rules for the Budget Details Form

Total of the Individual Budget Total Budget
Object Class Categories’ st match

Non-Federal Budget? L e Total of the Non-Federal
Resources Fields

Note: The total of the individual Budget Object Class Categories in Section B (Budget Categories) must match
the Total Budget specified in Section A (Budget Summary).

The Non-Federal Budget must match the Total of the Non-Federal Resources Fields.

To complete the Budget Details form, click Budget Details on the Progress Report left navigation menu to access
the Budget Details Form for future Support Year 1 (Figure 26), if it is not already displayed.
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Figure 26: Budget Details Form

Support Year 5 Support Year 6
Not Started Not Started

Recommended Federal Budget [from Last NGA): $425,000.00

BUDGET INFORMATION - Support Year 5 (07/01/2012 - 06/30/2013) Support Year 5 ¥

Status: Not Started

Section A - Budget Summary

X . New or Revised Budget
Grant Program Function or Activity CFDA Number
Federal Non-Federal Total
Training and Technical Assistance National
Cooperative Agreements (NCAS) 93.129 $425,000.00 $0.00 $425,000.00
Total: $425,000.00 $0.00 $425,000.00

Update

Section B - Budget Categories

X i Grant Program Function or Activity
Object Class Categories - - - - Total
Training and Technical Assistance National Cooperative Agreements {NCAs)
Personnel $0.00 $0.00
Fringe Benefits $0.00 $0.00
Travel $0.00 $0.00
Equipment $0.00 $0.00
Supplies $0.00 $0.00
Contractual $0.00 $0.00
Construction $0.00 $0.00
Other $425,000.00( $425,000.00
Total Direct Charges $425,000.00| $425,000.00
Indirect Charges $0.00 $0.00
Total: $425,000.00($425,000.00

Section C - Non Federal Resources

Grant Program Function or Activity Applicant State Local Other F;:::%r;rg Total
Training and Technical Assistance
National Cooperative Agreements $0.00 50.00 5$0.00 5$0.00 $0.00 $0.00
(NCAs)
Total: $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Update

Go to Previous Page Save Save and Continue

Use this form to update:
e Sub Programs
e Budget Summary
e Budget Categories

¢ Non-Federal Resources

4.3.1 Updating Sub Programs

1. To update Sub Programs, click Update Sub Program in the Budget Summary (Section A) area of the
Budget Details Form (EFigure 27).
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Figure 27: Budget Details Form, Section A
Section A - Budget Summary
New or Revised Budget
Grant Program Function or Activity CFDA Number
Federal MNon-Federal Total

Training and Technical Assistance National
Cooperative Agreements (NCAs) $425,000.00 $0.00 $425,000.00

Total: $425,000.00 $0.00 $425,000.00

Update

2. Click the button.

» The Update Budget Information, Section A - Budget Summary page will open.
Click the button to the Budget Details form for the selected Support Year. Section A, Section B,
and Section C will reflect your changes.
4.3.2 Updating the Budget Summary

To update the Budget Summary:

1. Click Update at the bottom of Section A on the Budget Details Form (Figure 28).

Figure 28: Budget Details Form, Section A

Section A - Budget Summary

- . New or Revised Budget
Grant Program Function or Activity CFDA Number

Federal Non-Federal Total
Training and Technical Assistance National
Cooperative Agreements (NCAS) 93.129 $1,257,456.00 $0.00 $1,257,456.00
Total:| %$1,257,456.00 $0.00| $1,257,456.00
| Update |

» The Update Budget Summary form (Eigure 29) will be displayed for the selected Support Year.

Figure 29: Update Budget Summary Form

UPDATE BUDGET INFORMATION - Support Year 5 (07/01/2012 - 06/30/2013)

*Section A - Bud Y

. L New or Revised Budget
Grant Program Function or Activity CFDA Number

Federal Non-Federal Total

Training and Technical Assistance National

Cooperative Agreements (NCAs)

$
93.129 $0.00

$1,257,456.00

Total: $1,257,456.00 $0.00|$1,257,456.00

Save and Continue

Update the Federal or the Non-Federal information, as allowed.

Click the [Save and Continue] button.

» You will be returned to the Budget Details form. The Budget Summary information will reflect your
changes
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4.3.3 Update the Budget Categories

To update the budget categories,

1. Click the button at the bottom of Section B (Figure 30).

Figure 30: Budget Details Form, Section B

Section B - Budget Categories
Object Class Grant Program Function or Activity _—
Categories Training and Technical Assistance National Cooperative Agreements (NCAs)
Personnel $0.00 $0.00
Fringe Benefits $0.00 3$0.00
Travel $0.00 $0.00
Equipment $0.00 $0.00
Supplies $0.00 $0.00
Contractual $0.00 $0.00
Construction $0.00 3$0.00
Other %1,257,456.00| $1,257,456.00
Total Direct Charges $1,257,456.00| $1,257,456.00
Indirect Charges $0.00 $0.00
Total: $1,257,456.00|%1,257,456.00
I ‘ Update ‘ I

» The Update Budget Information form (Figure 31) will be displayed for the selected Support Year

Figure 31: Update Budget Information Form

UPDATE BUDGET INFORMATION - Support Year 5 (07/01/2012 - 06/30/2013)

*Section B - Budget Categories
Object Class Categories _ : Grant Program Furjct\cn or Activ.ity

Training and Technical Assistance National Cooperative Agreements {(NCAs)
Personnel % 0.00
Fringe Benefits 3 000
Travel 3 0.00
Equipment 3 0.00
Supplies % 000
Contractual 3 0.00
Construction 3 0.00
Other % 1,257 456 00
Indirect Charges 3 000
:
s $1,257,456.00

Go Back Save and Continue

Note: You must enter information in the Budget Object Class Categories, so that the total of all the categories
equals the amount in the Total Budget specified in Budget Summary.

2. Click the [Save and Continue] button.

» You will be returned to the Budget Details form for the selected Support Year (Figure 26). The Budget
Categories information will reflect your changes
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4.3.4 Update Non-Federal Resources

To update Non-Federal Resources,

1. Click at the bottom of Section C on the Budget Details Form.

Figure 32: Budget Details Form, Section C

Section C - Non Federal Resources

Program

Grant Program Function or Activity Applicant State Local Other Total
Income
Training and Technical Assistance
National Cooperative Agreements $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
(NCAs)
Total: $0.00 El].l]ﬂ L $0.00 $0.00 $0.00 $0.00
| Update |

» The Update Non-Federal Resources Form (Figure 33) will be displayed for the selected Support Year.

Figure 33: Update Non-Federal Resources Form

UPDATE BUDGET INFORMATION - Support Year 5 (07/01/2012 - 06/30/2013)
*Section C - Non Federal Resources
Grant Program Function or Activity etalEudoet Applicant State Local Other ISR
Summary) Income
Training and Technical Assistance
National Cooperative Agreements $0.00( 5 0.00 50.00 50.00 £0.00 $0.00
(NCaAs)
Total: $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Save and Continue

2. Update the Non-Federal fields, as appropriate.

3. Click the [Save and Continuel button.

» You will be returned to the Budget Details Form. The Non-Federal Resources information will reflect your
changes

When you are finished updating the Budget Details Form for the selected Support Year, click [Save and Continue)
to save your work and proceed to the next form.

| Note: You are required to provide budget details for all remaining Support years in your project period.

4.4. Budget Information: Budget Narrative

The Budget Narrative Form allows you to upload attachments (maximum of two) that provide a justification for
your budget. (For more information regarding the budget narrative description, refer to the Instructions for
Preparing and Submitting the FY 2012 Health Center Program Budget Period Progress Report.)

1. Click Budget Narrative on the Progress Report Process left side menu (Figure 34) to access the Budget
Narrative Form (Figure 35), if it is not already displayed.
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Figure 34: Budget Narrative Link on the Progress Report Process Menu

Overview
status
Basic Information
aF-PPR

Dopp -3

Budget Information
Budget Datails
Budget Narrative

F:llllllrilll.tlll'—lllll.
Information

Program Specific

Information
Other Information

Appendices
Review and Submit

Review

Submit

Figure 35: Budget Narrative Form

Fields marked with an asterisk (*) are required.

BUDGET NARRATIVE

Status: Not Started

*Artachment(s) (Maximum two (2) attachments)
Select[ Purpose ] Document Mame ] Size | Uploaded By I Description
No attached document exists.
| Attach |
| GotoPrevious Page | [save| [ Saveand Continue |

2. To attach a budget narrative document, click the button.

3. When you are finished attaching the documents, click the [Save and Continug| button to save your work
and proceed to the next form.
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5. PROGRAM SPECIFIC INFORMATION FORMS

To open the Program Specific Overview page, click the Program Specific Information link on the left navigation
panel or, click the Update link under Program Specific Information on the NCC Progress Report Process Status

page.

Figure 36: Program Specific Information Links

U, Uearemen on e n MmN sences
At ~l
Heallh Ressurces and Services Administration SF-PPR for FY 2012

== E-HANDBOOK HOME HE
Welcome to HRSA EHB utl10 environment (Last login date and time 2/23/2012 11:47:00 AM)
Progress Report Status
Tracking# home | logout | contact us | glossary | help | questions/comments
The table below shows the status of the progress report. The progress report is currently INCOMPLETE and cannot be submitted in it's
current state.
Overview
P Status STATUS OVERVIEW
Basic Information
- SF-PPR
. SF-PPR-2 NCC PROGRESS REPORT PROCESS STATUS
Budget Information Deadline Apr 2 2012 5:00PM
- Budget Details (You hawe 39 days to complete and submit the application.)
[~ Budget Narrative Created On 2/14/2012 6:34:37 PM
""’9'3’"_?)':.“"“ Last Updated By on 2/23/2012 7:39:41 PM
. Program Specific HRSA Project Officer Contact Info Name(Email} - ~ (reitesteri@hotmail.com) | Contact Number - :
Information View: NCC Progress Report | Program Instructions | NCC User Guide
er Information
- Appendices
Review and Submit ‘Users with Permissions on NCC Request ( Show Details )
- Review
- Submit Section Action Status
Basic Information
Vien Portfolo SF-PPR Update NOT STARTED
- Home SF-PPR-2 (Cover Page Continuation) Update NOT STARTED
Budget Information
Logout Budget Details NOT COMPLETE
Support Year 5 Update NOT COMPLETE
Support Year 6 Update NOT STARTED
Budget Narrative Update NOT STARTED
Other Information
Program Specific Information I Update NOT COMPLETE
Appendices Update NOT STARTED

» The program specific Status Overview page (Figure 37) will be displayed.
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Figure 37: Program Specific Information Status Page

STATUS OVERVIEW

View Resources
View: NCA FY 2011 Application | NCA Progress Report FY 2012 User Guide

PROGRAM SPECIFIC INFORMATION STATUS

Section | Action | Status
Measures and Work Plan
Performance Measures | Update | NOT COMPLETE

Project Work Plan

Section A - Training and Assistance in Fiscal
and Program Management (Program Update NOT COMPLETE
Requirements)

Section B - Operational and Administrative

Support (Performance Improvement) Update NOT COMPLETE
Section C - Program Development/Analysis Update NOT COMPLETE

Organization Contacts

Form 12: Organization Contacts | Update NOT COMPLETE

The Program Specific Information Status table lists the following forms:
e Performance Measures
e Project Work Plan, which contains the following forms:

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

= Section B — Operational and Administrative Support (Performance Improvement)
= Section C — Program Development/Analysis
e Form 12: Organization Contacts Organization Contacts
The Program Specific Information Status table shows the status of each program specific form.

To submit your Progress Report, you must complete all the Program Specific Information forms listed on this
screen (in addition to all the standard forms listed on the Status Page for Progress Report screen)

Links to the following resources are also provided:

e NCA FY 2011 Application — This will open a read-only version of the grantee’s latest NCA FY 2011
Application. This read-only version contains the following four forms:

» Forml - Part A: General Information Worksheet
= Form 12: Organization Contacts

= Project Work Plan

» Performance Measures

e NCA Progress Report FY 2012 User Guide — This is a link to a PDF version of this document.
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5.1. Performance Measures

Use this form to provide progress details for the Performance Measures set in the FY 2011 Application. To get to
the Performance Measures page, click the Performance Measures Update link in the Program Specific
Information Status table.

» The Performance Measures page opens.
The Performance Measures page contains the following sections:

e Project Period — The Project Period section is pre-populated with the Start Date and End Date of the
Project Period. The Start Date is set to “09/01/2011” and End Date is set to “06/20/2014”. This information
is non-editable,

e Performance Measures — This section will be pre-populated with the details about the performance
measures proposed by you in your latest NCA FY 2011 Application. Notice that the status of each record
in this section is “Not Complete”.
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Figure 38: Performance Measures Page

PERFORMANCE MEASURES —

Performance Measures Statusi NOT COMPLETE
1

Project Period

*Start Date *End Date
09/01/2011 06/30/2014
(mm/dd/yyyy) /01/ (mm/dd/yyyy) /30
View: View Performance Measures
Save
*performance Measures
Performance Measure: National Grantee Satisfaction Status} Not Complete
On a scale from 1 to 10, where 1 is PooTammd—TU T
. Target Goal Excellent, Grantee satisfaction with T/TA provided
R National Grantee Satisfaction Description by NCFH will increase from an agerage score of 82
to 85

Baseline Data |0.82 (Ratio) (Baseline Year: 2010)|Projected Data |0.85 (Ratio)

Action: View | Update | Delste
Performance Measure: Program Requirements Status:INot Complete |
On a scale from 1 to 10, where 1 |s'ﬂru'|."fery—
Target Coal Helpful and 10 is Very Helpful, the helpfullness of
Category Program Requirements T/TA Desgcr\ptmm NCFH T/TA in assisting HC staff to successfully

meet Health Center Program Requirements will
increase from an average score tof 82 to 85.

Baseline Data |0.82 (Ratio) (Baseline Year: 2010)|Projected Data |0.85 (Ratio)

Action: View | Update | Delete
—
Performance Measure: Performance Improvement Status:l Not Complete]
On a scale from 1 to 10, where 1 is
Target Goal Helpful and 10 is Very Helpful, the helpfulness of
Category Performance Improvement T/TA Des?:mptmn NCFH T/TA in helping enhance the performance and

operations of Health Centers will increase from an
average score of 82 to 85

Baseline Data |0.82 (Ratio) (Baseline Year: 2010)|Projected Data |85.00 (Ratio)

Action: View | Update | Delste

Performance Measure: Program Development/Analysis Status] Not Complete |

On a scale from 1 to 10, where 1 is Not Very
Helpful and 10 is Very Helpful, the helpfulness of
NCFH T/TA in supporting the program development
and analysis of health centers will increase by 82
to 85.

Program Development/Analysis Target Goal

Category T/TA Description

Baseline Data |0.82 (Ratio) {Baseline Year: 2010)|Projected Data |85.00 (Ratio)

Action: View | Update | Delete

| Add Performance Measure

Go to Previous Page Save Save and Continue

You can perform the following major functions on this screen:

Options:

*

%+ Updating Performance Measures, p. 36
< Adding Performance Measures, p 38
«+» Deleting Performance Measures, p. 40
< Viewing Performance Measures, p. 42
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5.1.1 Updating Performance Measures

1. Click the Update link to update the information for the performance measure you want to update.

Figure 39: Update a Performance Measure

*Performance Measures

Performance Measure: National Grantee Satisfaction

Status: Not Complete

On a scale from 1 to 10, where 1 is Poor and 1015

Target Goal Excellent, Grantee satisfaction with T/TA provided
EEETEY National Grantee Satisfaction Description by NCFH will increase from an agerage score of 82
to 85
Baseline Data |0.82 (Ratio) (Baseline Year: 2010)|Projected Data |0.85 (Ratio)

Action: View | IUQdate I\ Delete

» The Update Performance Measure Information page (Figure 40) will be displayed for the performance

measure in context.

Figure 40: Update Performance Measure Information

UPDATE PERFORMANCE MEASURE INFORMATION

Status: Not Complete

Update Performance Measure Information

*Core Function

National Grantee Satisfaction

*Performance Measure

Maximum line(s) allowed approximately: 5 (471 character(s) remaining)
NWational Grantee Satisfaction

{Sample Goals)

*Target Goal Description

of 82 to 85

Maximum line(s) allowed approximately: 5 (343 character(s) remaining)
On a scale from 1 to 10, where 1 is Poor and 10 is Excellent, Grantee -
satisfaction with T/TA provided by NCFH will increase from an agerage score |E

Click "Save" button to save all information within this page.

(Examples)

*Numerator Description

NCFH

Maximum line(s) allowed approximately: 5 (420 character(s) remaining)
Average rating of satiffaction dervied from indiwviduals receiving T/TA from -

(Examples)

*Denominator Description

Maximum line(s) allowed approximately: 5 (395 character(s) remaining)

Highest rating for level of satisfaction on a scale from 1 to 10 with 1 -
being Poor and 10 being Excellent

Click "Save" button to save all information within this page.

*Baseline Data

A et e

Baseline Year: 2010
Measure Type: Ratio
Numerator: 82.00

Denominator:  100.00

Calculated
[T

(yvyy)

WMMW“ ——_ -

*Projected Data (by End
of Project Period) 0.85 (Ratia)
(Sample Calculation)
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5.1.1.1 Providing Progress Towards the Goal

Figure 41: Progress Towards Goal

Aot ]

IR e N T DS N PNP Y p—Ca P
Click "Save" button to save all information within this page. Save
Quamtitatwe] (Ratio)
|Quahtatlve: |
*Progress Towards Goal Maximum line(s) allowed approximately: 5 (500 character(s) remaining)
Maximum line{s) allowed approximately: 5 (500 character(s) remaining)
= s AT L 2 — e

There are two elements in reporting the Progress towards Goal:

e Quantitative — Enter a Percentage or a Ratio, depending on the Measure Type chosen in the Baseline
Data field on this screen.

¢ Qualitative — Enter a description of the progress made towards the Goal.

5.1.1.2 Updating Remaining Performance Measure Details

1. Modify the remaining pre-populated Performance Measure information, if necessary, as described below:

Core Function —You may change the Core Function by using the drop-down menu to choose one
of four established Core Functions

Performance Measure — You may modify the Performance Measure by updating or adding to
existing text

Target Goal Description — You may modify the Target Goal Description by updating or adding to
existing text

Numerator Description —You may modify the Numerator Description by updating or adding to
existing text

Denominator Description —You may modify the Denominator Description by updating or adding to
existing text

Baseline Data
o Baseline Year - You may update the Baseline Year by overwriting the existing data

o Measure Type - You may update the Measure Type by using the drop-down menu to choose
either Ratio or Percentage

o Numerator - You may update the Numerator by overwriting the existing data
o Denominator - You may update the Denominator by overwriting the existing data

Projected Data (by End of Project Period) - You may update the Projected Data by overwriting the
existing data

Data Source & Methodology - You may modify the Data Source & Methodology by updating or
adding to existing text

Comments — You may enter up to 500 characters of Comments. If there are no changes made to
the details of the Performance Measures proposed in your NCA FY 2011 Application, the
Comments section is optional. Otherwise, the Comments section is required
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Note: You MUST enter justification comments in the Comments box if you update any details of the Performance
Measure that were proposed in your NCA FY 2011 Application.

When you are finished entering all the details, click the [Save and Continug| button at the bottom of the form.

» The Performance Measures page will open

Once the Progress towards Goal information is saved without causing any errors for the performance measure,
the system will change the status of that measure as “Complete.”

5.1.2 Adding Performance Measures

1. To add a performance measure, click the |Add Performance Measure] button at the bottom of the
Performance Measures page.

Figure 42: Add Performance Measure Button

Performance Measure: Program Development/Analysis Status: Not Complete
On a scale from 1 to 10, where 1 is Not Very
Helpful and 10 is Very Helpful, the helpfulness of
NCFH T/TA in supporting the program development
and analysis of health centers will increase by 82
to 85.

Program Development/Analysis  |Target Goal

STy T/TA Description

Baseline Data |0.82 (Ratio) (Baseline Year: 2010)|Projected Data [85.00 {Ratio)

Action: View | Update | Delete

| { Add Performance Measure J |

1. The Add Performance Measure Information page (Figure 43) will be displayed. Fields marked with an
asterisk (*) are required.
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Figure 43: Add Performance Measure Information Page

S  Department of Heallh and HisTan Services
o F la ~ |‘ i
m.mggm.mm NCAvD2 Application for FY 2012

E-HANDBOOK HOME HELP'
Welcome E. Roberta Ryder to HRSA EHB UTL10 environment (Last login date and time 2/23/2012 11:47:00 AM [nl
v ( E ! ~Tools Menu-- - |Go
@ Performance Measures

Application Tracking ~EHB home | logout | contact us | help | guestions/comments
#

00096071 Please update the below Performance Measures information and click the 'Save and Continue' button when you are complete. To cancel
this action and return to the previous page, click the 'Cancel'... {Show Full Instruction)
Overview Fields marked with an asterisk (*) are required.
Status ADD PERFORMANCE MEASURE INFORMATION
:','Ieas“res and Work Status: Not Complete
an
Performance -
Measures Add Performance Measure Information
Project Work Plan
Organization Contacts *Core Function Select One -
i~ Form 12
Review Maximum line(s) allowed approximately: 5 (500 character(s) remaining)

Program Specific -
| Forms *performance Measure

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

Complete Status *Target Goal Description
Submit (Sample Goals)
Logout

Click "Save" button to save all information within this page.

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

*Numerator Description
{Examples)

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

*Denominator Description
(Examples)

Click "save" button to save all information within this page. Save

Baseline Year: (yvyy)
Measure Type: Select One ¥

Numerator:
*Projected Data (by End of
*Baseline Data Denominator: Project Period)

Calculated (Sample Calculation)

Baseline:

Note: Baseline data will be calculated real time
based on numerator, denominator and measure type

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

*Data Source & Methodology

Click "save" button to save all information within this page. Save

Quantitative:

Qualitative:

*Progress Towards Goal Maximum line(s) allowed approximately: 5 (500 character(s) remaining)

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

Comments

Cancel Save and Continue

2. Enter the requested information on the Add Performance Measure Information page. These fields are
described in detail in section 5.1.1, Updating Performance Measures.

3. Click the [Save and Continue] button at the bottom of the screen after you have completed all fields.
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» The Performance Measures page will open and the new Performance Measure you entered will be
listed in the Performance Measures section.

5.1.3 Deleting Performance Measures

1. Click on the Delete link for a Performance Measure that you want to delete on the Performance
Measures page.

Figure 44: Performance Measure with Delete Link

Performance Measure: Program Requirements Status: Not Complete

On a scale from 1 to 10, where 1 is Not Very
Helpful and 10 is Very Helpful, the helpfullness of
NCFH T/TA in assisting HC staff to successfully
meet Health Center Program Requirements will
increase from an average score tof 82 to 85.

Target Goal

Category Program Requirements T/TA Description

Baseline Data |0.82 (Ratio) (Baseline Year: 2010)(Projected Data |0.85 (Ratio)

Action: View | Update | I Delete

» If you are deleting a Performance Measure that you proposed in your NCA FY 2011 Application,

Figure 45: Deleting Performance Measure Proposed in NCA FY 2011 Application

DELETE PERFORMANCE MEASURES INFORMATION

Performance Measure: On 3 scale from 1 to 10 with 10 being the highest, how satisfied are health centers with the T/TA
services provdied by the NCA.

Increase FQHC sponsored school-based health centers
(SBHCs) and/or related organizations satisfaction with
NASBHC's TA/T activites by offering T/TA topics and
Core Function National Grantee Satisfaction |Goal Description  |activities that are responsive to the needs and priorities
identified in the 2010 NCA Performance Evaluation, and
NASBHC's 2010 Technical Assistance and Training Needs
Assessment.

Baseline Data 79.00% (Baseline Year: 2010) |Projected Data 85.00%

View: Performance Measure Details

Provide Justification I
Wote: Note: Please provioe justification as you are deleting a performance measure that was proposed in your last awarded NCA Application

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

I| Continue to Confirm Delete

Enter appropriate Justification comments before confirming the delete action.

Click the [Continue to Confirm Deletion] button.

» The Delete Performance Measure confirmation page opens
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Figure 46: Performance Measure Confirm Delete Page

DELETE PERFORMANCE MEASURES INFORMATION

Performance Measure: On a scale from 1 to 10 with 10 being the highest, how satisfied are
health centers with the T/TA services provdied by the NCA.

Increase FQHC sponsored school-based
health centers (SBHCs) and/or related
organizations satisfaction with NASBHC's
TA/T activites by offering T/TA topics and
activities that are responsive to the
needs and priorities identified in the
2010 NCA Performance Evaluation, and
NASBHC's 2010 Technical Assistance and
Training Meeds Assessment.

Goal
Description

Core

Function National Grantee Satisfaction

Baseline
Data

Projected

79.00% (Baseline Year: 2010) Data

85.00%

Justification |Justification

View: Performance Measure Details

Click the |Confirm Delete| button to complete the deletion.

» The Performance Measures page opens. The Performance Measure you deleted will no longer be listed

» If you are deleting a new Performance Measure that you proposed in this Progress Report, you will be
able to confirm the deletion without providing any Justification comments.

Figure 47: Deleting Performance Measure Proposed in Progress Report

Performance Measure: Client surveys Status: Complete
MNational Grantee Target Goal : o o
Category Satisfaction Description Raise average survey score from 82% to 90%

Baseline Data 21.73% (Baseline Year: 2012)|Projected Data |85.00%

Action: View | Update II Delete I

A. Click the |Confirm Delete| button to complete the deletion.

Figure 48: Confirming Deletion of Performance Measure Proposed in Progress Report

DELETE PERFORMANCE MEASURES INFORMATION

Performance Measure: Client surveys

Core Function National Grantee Satisfaction |Goal Description  |Raise average survey score from 82% to 90%

Baseline Data 21.73% (Baseline Year: 2012) |Projected Data 85.00%

View: Performance Measure Details

Confirm Delete

» The Performance Measures page opens. The Performance Measure you deleted will no longer be
listed
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Note: You are required to provide justification comments when you delete a performance measure that was
proposed in your NCA FY 2011 application.

You are not required to provide any justification for deleting a performance measure that you proposed in this

Progress Report.

5.1.4 Viewing Performance Measures

5.1.4.1 Viewing Performance Measures form

1. To view the Performance Measures form, click the View Performance Measures link at the bottom of the

Project Period section.

Figure 49: View Performance Measure Information

Project Period

*Start Date
(mm/dd/yyyy)

09/01/2011

*End Date
(mm/dd/yyyy)

06/30/2014

Viewl\.-'iew Performance Measuresl

» Aread-only version of the Performance Measure in context will be displayed

Figure 50: View of Performance Measures Page

PERFORMANCE MEASURES

OMB No.: 0915-0285 Expiration Date: 10/31/2017}

DEPARTMENT OF HEALTH AND HUMAN SERVICES

Health Resources and Services Administration

PERFORMANCE MEASURES

Core Function: National Grantee Satisfaction

Application Tracking Number Grant Number

Project Period

Performance Measure: National Grantee Satisfaction

Target Goal

Description score of 82 to 85

Numerator Description

NCFH
Denominator Highest rating for level of satisfaction on a scale from 1 to 10 with 1 being
Description Poor and 10 being Excellent
Baseline Year: 2010
Measure Type: Ratio o ted Data (b
. . rojected Data (by -
Baseline Data Numerator: 82.00 End of Project Period) 0.85 (Ratio)
Denominator: 100.00
Calculated Baseline: 0.82 (Ratio)
Data Source & NCFH evaluation of T/TA services; HRSA/BPHC Grantee Satisfaction
Methodology Survey
Quantitative:
Progress Towards Goal
Qualitative:
Comments
Performance Measure: Client surveys
Target Goal .
> Raize averaqe sunvev score frong 2304 fo 90%
e g BRI TULOOR SO GO0 LRI Y e B ot

On a scale from 1 to 10, where 1 is Poor and 10 is Excellent, Grantee
satisfaction with T/TA provided by NCFH will increase from an agerage

Average rating of satiffaction dervied from individuals receiving T/TA from

Close Window

As of 2/23/2012 8:46:55 PW

FOR HRSA USE ONLY

00096071 U30Cs09737

2. Click [Close Window] to close the pop-up screen and return to the Performance Measures page.

5.1.4.2 Viewing the Individual Performance Measure

1. To view the details of an individual Performance Measure, click the View link provided at the bottom of
that Performance Measure record.
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Figure 51: Performance Measure View Link

*Performance Measures

Performance Measure: On a scale from 1 to 10 with 10 being the highest, how satisfied are health centers with the Status: Not Complete
'T/TA services provdied by the NCA.

Category

National Grantee Satisfaction

Target Goal Description

Increase FQHC sponsored school-based health centers (SBHCs) and/or
related organizations satisfaction with NASBHC's TA/T activites by offering
T/TA topics and activities that are responsive to the needs and priorities
identified in the 2010 NCA Performance Evaluation, and NASBHC's 2010
Technical Assistance and Training Needs Assessment.

Baseline Data

79.00% (Baseline Year: 2010)

Projected Data

85.00%

Actiunl V\ewl Update |

Delete

» The detailed description of the Performance Measure opens

Figure 52: Performance Measure Detailed Description

PERFORMANCE MEASURES

DEPARTMENT OF HEALTH AND HUMAN SERVICES

Health Resources and Services Administration

PERFORMANCE MEASURES

Application Tracking Number Grant Number
00096063 U30CS09738
Project Period 09/01/2011 - 06/30/2014

Core Function: National Grantee Satisfaction

Performance Measure: On a scale from 1 to 10 with 10 being the highest, how satisfied are health

centers with the T/TA services provdied by the NCA.

Target Goal
Description

Numerator Description

Denominator

Increase FQHC sponsored school-based health centers (SBHCs) and/or
related organizations satisfaction with NASBHC's TA/T activites by offering
T/TA topics and activities that are responsive to the needs and priorities
identified in the 2010 NCA Performance Evaluation, and NASBHC's 2010
Technical Assistance and Training Needs Assessment.

Number of FQHC sponsored SBHCs and/or related organizations who use
NASBHC TA/T activites: 1) attend (convention, webinars, workshops,
meetings, and networking calls), 2) access online tools and resources, 3)
receive newsletters and e-blasts, 4) share and receive information via our
social media outlets, and 5) request/receive individual TA/T by email or
phone)during the project project period.

Number of FQHC sponsored SBHCs and/or related organizations identified in
the SBHC Census 2007-2008 = 525

Description
Baseline Year:
Measure Type:
Baseline Data Numerator:

Data Source &
Methodology

Denominator:

2010
Percentage
7.90

10.00

Calculated Baseline: 79.00%

# from target audience who use NASBHC TA/T activites: 1)attend
(convention, webinars, workshops, meetings, and networking calls), 2)
access online tools and resources, 3)receive newsletters and e-blasts, 4)
share and receive information via our sodal networking platforms, and 5)
request/receive individual TA/T by email/phone)during project period. TA/T
Tracking Log, Registrations, Sign-in Shhets, NCA performance surveys,
Satisfaction Question on TA/T Activity Evaluations and Web Polls.

Quantitative:

Progress Towards Goal

Qualitative:

Comments

Projected Data (by End
of Project Period)

Close Window

As of 2/25/2012 10:22:51 PM
FOR HRSA USE ONLY

85.00%

[ Close Window |

2. Click the |Close Window| button.

» The Performance Measures page opens
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5.2. Project Work Plan

The Project Work Plan form lists the Goals and related Objectives proposed by you in your NCA FY 2011
Application. It consists of the following three sections:

e Section A - Training and Assistance in Fiscal and Program Management (Program Requirements)
e Section B - Operational and Administrative Support (Performance Improvement)
e Section C - Program Development/Analysis

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

5.2.1 Section A - Training and Assistance in Fiscal and Program Management (Program
Requirements)

Figure 53: Section A Update Link

US Department of Health and Humsn Sefvices
“Zard i D
Heal gmm“am.ﬂm NCA Progress Report for FY 2012

= E.HANDBOOK HOME HELI
Welcome to HRSA EHB UTL10 environment {Last login date and time —Tools Menu-- M
2/25/2012 9:49:00 PM)
® Status

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

Application Tracking
#

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

Your session will remain active for 30 minutes since your last activity. Please save your work every

Overview 5 minutes to avoid unexpected behavior.
> Status
Mcasures and Work STATUS OVERVIEW
- Performance
| Measures View Resources

Project Work Plan View: NCA FY 2011 Application | NCA Progress Report FY 2012 User Guide
Organization Contacts

Form 12
Review PROGRAM SPECIFIC INFORMATION STATUS

Program Specific Section | Action | Status
|_[Samis Measures and Work Plan

Performance Measures | Update | NOT COMPLETE

Overview Project Work Plan

Complete Status Section A - Training and Assistance in Fiscal

Submit and Program Management (Program Update NOT COMPLETE

Requirements)

Logout - _ - . -
I pdste
Section C - Program Development/Analysis Update NOT COMPLETE
Organization Contacts
Form 12: Organization Contacts Update NOT COMPLETE

To update Section A — Training and Assistance in Fiscal and Program Management (Program Requirements):
1. Click the Update link for Section A on the Status Overview page, OR
2. Select Section A from the drop-down menu and clicking the button

» The Project Work Plan, Section A - Training and Assistance in Fiscal and Program Management
(Program Requirements) page opens
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Figure 54: Project Work Plan, Section A - Training and Assistance in Fiscal and Program Management
(Program Requirements) Page

Section A - Training and Assistance in Fiscal and Program Management (Program Requirements) ~

PROJECT WORK PLAN
Section A - Training and Assistance in Fiscal and Program Management (Program Status: NOT COMPLETE

Requirements)

Target Audience ‘Health Centers Serving Special Populations

View: NCA FY 2011 Application | Project Work Plan

Show All Details |  Hide All Details
Standard Goals
= Goal Al: Provide national, state and local-level training to health centers and other safety Status: NOT
net programs on the unique features of special populations and the programs that serve them. COMPLETE
Status: NOT
COMPLETE

Objective Al.1

By the end of year 3, provide a minimum of 23 training opportunities (11 per year) to new and

Objective
Description existing staff of C/MHCs on an Orientation to Migrant Health and Farmworker Eligibility.
Actions: Update Objective Delete Objective Objective Details
Status: NOT
COMPLETE

Objective A1.2

. By the end of year 3, increase the capacity of C/MHC staff to meet the PHS 330 Program
Objective .
Descrintion Requirements through the provision of 6 national webinars (2 per year) addressing the unique
P features of the MSFW population.
= |

ok -

Goal Details

|Actinl|s: Add Objective
Additional Goals
= Goal A6: Provide technical assistance and tools to assist MCHs in meeting PHS 330 Program Status: NOT
Requirements as they relate to the unique features of MSFWs. COMPLETE
Status: NOT
COMPLETE

Objective A6.1

By the end of each grant year, increase the utilization of the NCFH Governance and
Administrative Tool Box by 10% to assist C/MCHs in addressing PHS 330 Program Requirements.

Objective
Description
Actions: Update Objective Delete Objective Obiective Details
Status: NOT
COMPLETE

Objective A6.2

By the end of each grant year, increase by 10% the technical assistance on PHS 320 Program

Objective

Description Requirements provided to C/MHCs.

Actions: Update Objective Delete Objective Objective Details
Actions: Add Objective Update Goal Delete Goal | Goal Details

Add Additional Goal

Go to Previous Page Save Save and Continue

Section A consists of three sections:
e Target Audience
e Standard Goals

e Additional Goals
The Target Audience section displays the target audience selected in Form 1A of your NCA FY 2011 Application.

It also contains View links to the NCA FY 2011 Application and to the complete Project Work Plan.
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Figure 55: Target Audience Section

Target . . .
Audience Health Centers Serving Children in Schools

View: |NCA FY 2011 Application | Project Work Plan

The Standard Goals section is prepopulated with the Objectives proposed under each Standard Goal of Section A
in your NCA FY 2011 Application. Each Objective has Action links to Update Objective, Delete Objective, and
Objective Detalls. Each Standard Goal has Action links to Add Objective and Goal Details.

Figure 56: Standard Goals Section

Standard Goals

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

Objective A1.1

By the end of year 3, provide a minimum of 33 training opportunities (11 per year) to new and

Objective
Description existing staff of C/MHCs on an Orientation to Migrant Health and Farmworker Eligibility.
Actions: Update Objective Delete Objective |  Objective Details
Status: NOT
COMPLETE

Objective A1.2

T L T T S D ST

- - Status: NOT
Objective A5.5 COMPLETE

By the end of Year 3, and in partnership with SAF, increase the visibility of migrant health center

Objective
Description career opportunities through training opportunities with SAF fellows and alumni members.
Actions: Update Objective | Delete Objective |  Objective Details

Actions: Add Objective | Goal Details

The Additional Goals section will be pre-populated with any Additional Goals and related Objectives proposed in
your NCA FY 2011 application, if any. Each Objective belonging to an Additional Goal has Action links to Update
Obijective, Delete Objective, and Objective Details. In addition to having Action links to Add Objective and Goal

Details, each Additional Goal has Action links to Update Goal and Delete Goal.
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Figure 57: Additional Goals Section

Additional Goals

= Goal A6: Provide technical assistance and tools to assist MCHs in meeting PHS 330 Program Status: NOT
Requirements as they relate to the unique features of MSFWs. COMPLETE
- - Status: NOT
Objective A6.1 COMPLETE
Objective By the end of each grant year, increase the utilization of the NCFH Governance and
Description Administrative Tool Box by 10% to assist C/MCHs in addressing PHS 330 Program Requirements.
Actions: Update Objective | Delete Objective | Objective Details
A o Status: NOT
Objective A6.2 COMPLETE
Objective By the end of each grant year, increase by 10% the technical assistance on PHS 320 Program
Description Requirements provided to C/MHCs.
Actions: Update Objective | Delete Objective | Obiective Details
Actions: Add Objective | Update Goal | Delete Goal | Goal Details

Add Additional Goal

You can perform the following major actions on the Section A - Training and Assistance in Fiscal and
Program Management (Program Requirements) page:

Options
<+ Updating, p 47
% Adding, p 55

+ Deleting, p. 58
%+ Viewing, p. Error! Bookmark not defined.

5.2.1.1 Updating

The following subsections describe the steps for updating Objectives and Additional Goals:

5.2.1.1.1 Updating an Objective

Figure 58: Update Objective Page Link

- . Status: NOT
Objective A1.1 COMPLETE

Objective By the end of year 3, provide a minimum of 33 training opportunities {11 per year) to new and
Description existing staff of C/MHCs on an Orientation to Migrant Health and Farmwaorker Eligibility.

Actions: I Update Objective I | Delete Obiective |  Obiective Details

The Project Work Plan — Update Objective page is where the grantee enters the Progress Report for an
Objective and modifies the remaining Objective details, if necessary.

1. To update an objective, click the Update Objective link for the Objective to be updated.

» The Project Work Plan — Update Objective page opens
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Figure 59: Update Objective Page

PROJECT WORK PLAN - UPDATE OBJECTIVE Al1.1

Sectlfm A - Training and Assistance in Fiscal and Program Management (Program Status: NOT COMPLETE
Requirements)

Goal A1

Provide national, state and local-level training to health centers and other safety net programs on the

Coalipeseiphion unigue features of special populations and the programs that serve them.

View: Goal Details | Project Work Plan

Action: [ Go to Section A List Page ]

*0bjective Description

Maximum line(s) allowed approximately: 4 (218 character(s) remaining)

By the end of year 3, provide a minimum of 33 training opportunities (11 per year) to new and existing -
staff of C/MHCs on an Orientation to Migrant Health and Farmworker Eligibility.

*Time Frame

Maximum line(s) allowed approximately: 5 (41 character(s) remaining)

Conduct 4, 1 hour webinars per year on Orientation to MH - Sept, March, May, July of each year; -
Conduct 4, 1 hour webinars per year on FW Eligibility - Oct, April, June, August of each year:

Conduct 3 trainings with the Farmworker Health Network (FHN) at all Migrant Health Stream Forums - Oct,
Nov, and Feb of each year:

Provide on-going consultation to individual health centers - Ongoing:

Conduct evaluation of all trainings - Ongoing during trainings.

Comments

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

Cancel Save Save and Continue

The Goal to which the Objective belongs is listed in the Goal section at the top of the Project Work Plan -
Update Objective page. The Goal section also contains View links to Goal Details and Project Work Plan.

Clicking the IGo to Section A List Pagel button will open the Project Work Plan - Section A - Training and

Assistance in Fiscal and Program Management (Program Requirements) page, as described in section
5.2.1.

5.2.1.1.1.1 Providing a Progress Report

Figure 60: Progress Report Section

*Progress Report

Maximum line(s) allowed approximately: 5 (500 character(s) remaining)
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In the Progress Report field, enter a brief (1000 characters or less) text description of the progress made towards
the stated Objective for the goal.

Note: The Progress Report is required for every Objective.

5.2.1.1.1.2 Updating the Remaining Objective Details

The Objective Description, Time Frame, and Comments fields can all be updated by modifying or adding to the
existing text in those fields.

Figure 61: Objective Description Update

*Objective Description
Maximum line(s) allowed approximately: 4 (267 character(s) remaining)

Egquip SBHCs and others with needed training and technical assistance (T/AT) <
information, resources, and tools through ARugust 31, 2014

Figure 62: Time Frame Description Update

*Time Frame
Maximum line(s) allowed approximately: 5 (211 character(s) remaining)
1.8eptember 30, 2011 *
2.8eptember — November 2011, 2012, 2013
3.0ngoing September 2011 - ARugust 2014) |
4 .0ngoing September 2011- ARugust 2014) 3
5.0ngoing September 2011- Rugust 2014)
6.2nnually in June (2012 — 2014)
7.0ngoing September 2011- ARugust 2014) e
i — Fve . bl ||
Figure 63: Objective Comment Update
Comments
Maximum line(s) allowed approximately: 5 (500 character(s) remaining)
Cancel [Save‘ [ Save and Continue

—— P — Bttt b . bl A it ol -t A Fo——
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5.2.1.1.1.2.1 Adding Activity
1. Click on the button under the text.

Figure 64: Add Activity Button

* Activity
Select |Number Activity
] 1 Present webinars monthly
O 2 Archive webinars on TA section of website
] 3 Establish a webinar series to address priority TA/T needs
Determine the highest priority TA/T needs of SBHCs and others and the
] 4 best strategies for responding to them (e.g. educational materials,

program tools, webinars, workshops, trainings)

Convene an annual convention for SBHC professionals, state leaders,
] 5 youth leaders, advocates, and funders offering networking, leadership
training, and continuing education on TA/T priority topics

Make appearances (e.g. presentations, workshops, and trainings) at
] 6 national- and state-level conferences and meetings on identified TA
priority areas

Disseminate SBHC TA/T information, resources, and tools to SBHCs and
others via website, quarterly newsletter, e-blasts, and social media

8 Promote webinar series annually, quarterly, and monthly

[Add] | Upaate | [ Dolete

» The Add page for the Activity opens
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Figure 65: Add Activity Page

ADD ACTIVITY - OBJECTIVE Al1.1

Objective A1.1

Equip SBHCs and others with needed training and technical assistance (T/AT) information, resources,

hiestivelDescaption and tools through August 31, 2014

View: Goa| Details | Project Work Plan

Action: [ Go to Section A List Page
Activity
Description
itemiBanbe:j {Maximum 200 characters)
Maximum line(s) allowed approximately: 2 (200 character{s) remaining)
9
Maximum line(s) allowed approximately: 2 (200 character(s) remaining)
10
Maximum line(s) allowed approximately: 2 (200 character(s) remaining)
11
Maximum line(s) allowed approximately: 2 (200 character(s) remaining)
12
Maximum line(s) allowed approximately: 2 (200 character(s) remaining)
13

Add More Activities
== =

2. Enter a Description of the new Activity in the first blank Description field.

3. Continue adding as many Activities as necessary. Click the |Add More Activities| button to add as many
more rows to the table as necessary to describe all new Activities.

4. Click the [Finished Adding| button to save the changes and return to the Project Work Plan — Update
Objective page.

Note: Remember to click the Save| button frequently to protect against losing work to “timing out.”

5.2.1.1.1.2.2 Updating Activities
1. Click the Select boxes for the Activities you want to update
2. Click on the button under the text.
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Figure 66: Update Activity Button

*Activity
Select Number Activity
1 Present webinars monthly
2 Archive webinars on TA section of website
3 Establish a webinar series to address priority TA/T needs

Determine the highest priority TA/T needs of SBHCs and others and the best strategies for

4 responding to them (e.g. educational materials, program tools, webinars, workshops, trainings)
Convene an annual convention for SBHC professionals, state leaders, youth leaders, advocates,

3 and funders offering networking, leadership training, and continuing education on TA/T priority
topics

6 Make appearances (e.g. presentations, workshops, and trainings) at national- and state-level
conferences and meetings on identified TA priority areas

7 Disseminate SBHC TA/T information, resources, and tools to SBHCs and others via website,
quarterly newsletter, e-blasts, and social media

8 Promote webinar series annually, quarterly, and monthly

E“ Update |I| Delete |

» The Update page for the Activities opens

Figure 67: Update Activity Page

UPDATE ACTIVITY - OBJECTIVE Al1.1

Objective A1.1

Equip SBHCs and others with needed training and technical assistance (T/AT) information, resources,
and tools through August 31, 2014

Objective Description

View: Goal Details | Project Work Flan

Action: | Go to Section A List Page

Activity

Description

Item Number .
(Maximum 200 characters)

Maximum line(s) allowed approximately: 2 (176 character(s) remaining)

1 Present webinars monthly

Save and Continue

Cancel | Save |

3. Enter any changes to the Description of the Activities in the respective Description field.

4. Click the [Save and Continuel button to save the changes and return to the Project Work Plan — Update
Objective page.

5.2.1.1.1.2.3 Deleting Activities

1. Click the Select box for the Activities you wish to delete.
2. Click on the button under the text.
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Figure 68: Delete Activity Button

*Activity
Select Number Activity
v 1 Present webinars monthly
2 Archive webinars on TA section of website
3 Establish a webinar series to address priority TA/T needs
4 Determine the highest priority TA/T needs of SBHCs and others and the best strategies for

responding to them (e.g. educational materials, program tools, webinars, workshops, trainings)

Convene an annual convention for SBHC professionals, state leaders, youth leaders, advocates,
3 and funders offering networking, leadership training, and continuing education on TA/T priority
topics

Make appearances (e.g. presentations, workshops, and trainings) at national- and state-level

6 conferences and meetings on identified TA priority areas

7 Disseminate SBHC TA/T information, resources, and tools to SBHCs and others via website,
quarterly newsletter, e-blasts, and social media

8 Promote webinar series annually, quarterly, and monthly

Add| | Update I Deletel

» The Delete page for the Activities opens

Figure 69: Delete Activity Page

DELETE ACTIVITY - OBJECTIVE Al1.1

Objective A1.1

Equip SBHCs and others with needed training and technical assistance (T/AT) information, resources,
and tools through August 31, 2014

Objective Description

View: Goal Details | Project Work Flan

Action: [ Go to Section A List Page

Activity

Description

Item Number .
(Maximum 200 characters)

1 Present webinars monthly

Cancel Confirm Delete
3. Click the [Confirm Delete| button to complete the deletion.

» The Project Work Plan — Update Objective page opens

5.2.1.1.1.2.4 Expected Outcome

Adding, updating, and deleting Expected Outcomes is similar to adding, updating, and deleting Activities. Refer to
sections 5.2.1.1.1.2.1,5.2.1.1.1.2.2, and 5.2.1.1.1.2.3.

5.2.1.1.1.2.5 Data Evaluation and Measurement

Adding, updating, and deleting Data Evaluation and Measurements is similar to adding, updating, and deleting
Activities. Refer to sections 5.2.1.1.1.2.1,5.2.1.1.1.2.2, and 5.2.1.1.1.2.3.
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5.2.1.1.1.2.6 Adding a Person/Area Responsible

Adding, updating, and deleting Person(s)/Area(s) Responsible are similar to adding, updating, and deleting
Activities. Refer to sections 5.2.1.1.1.2.1,5.2.1.1.1.2.2, and 5.2.1.1.1.2.3.

5.2.1.1.2 Updating an Additional Goal

Note: Justification comments are required if you update the Goal description of an Additional Goal proposed in
your NCA FY 2011 Application.

You are not required to provide justification comments if you update the Goal description of a new Additional Goal
proposed in this progress report.

To update an Additional Goal:
1. Click the Update Goal Action link for that Additional Goal.
» The Update Goal page opens

Figure 70: Update Additional Goal Link

Additional Goals

= Goal A5: Training and Assistance in Fiscal and Program Management (Program Requirements) S::agaspl_hé?;

Please add at least one objective.

Actions: Add Objective II Update GoaIII Delete Goal | Goal Details

[ Add Additional Goal

2. Enter any changes to the Goal Description.

Figure 71: Update Additional Goal Page

PROJECT WORK PLAN - UPDATE GOAL A5
Section A - Training and Assistance in Fiscal and Program Management (Program
Requirements)

Goal A5

Maximum line(s) allowed approximately: 2 (121 character(s) remaining)
Training and Assistance in Fiscal and Program Management (Program Requirements)
*Goal Description

| Save | | Save and Continue

» If you are updating an Additional Goal that you proposed in your NCA FY 2011 application, you
must provide justification comments
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»= If you are updating an Additional Goal that you proposed in this Progress Report, you are not
required to provide any justification

3. Click the [Save and Continue| button to return to the Project Work Plan - Section A - Training and
Assistance in Fiscal and Program Management (Program Requirements) page.

Note: The Goal Description of a Standard Goal cannot be updated.

5.2.1.2 Adding

The following subsections describe adding Additional Goals and Objectives.
5.2.1.2.1 Adding an Additional Goal

Figure 72: Add Additional Goal Button

Additional Goals

= Goal A5: Training and Assistance in Fiscal and Program Management (Program Requirements) S::agaspl_hé?;

Please add at least one objective.

Actions: Add Objective | Update Goal | Delete Goal | Goal Details

|| Add Additional Goal ||

1. Click the |Add Additional Goall button at the bottom of the Section A — Training and Assistance in
Fiscal and Program Management (Program Requirements) page.

» The Project Work Plan — Add Goal page opens

Figure 73: Project Work Plan — Add Goal Page

PROJECT WORK PLAN - ADD GOAL A7

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

Goal A7

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

*Goal Description

| Save | || Save and Continue ||

2. Enter a Goal Description (maximum of 200 characters).

3. Click the [Save and Continue| button.

» The Section A — Training and Assistance in Fiscal and Program Management (Program
Requirements) page opens
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5.2.1.2.2 Adding an Objective

Figure 74: Additional Goals — Add Objective Button

Additional Goals

¥ Error 5: Please add at least one objective. Go to top

Status: NOT

= Goal A5: Training and Assistance in Fiscal and Program Management (Program Requirements) COMPLETE

Please add at least one objective.

Actions: IAdd Objective' Update Goal | Delete Goal | Goal Details

[ Add Additional Goal |

1. Click the Add Obijective Action link for a Goal to which you wish to add the Objective.

2. Enter a text Objective Description (maximum 400 characters).
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Figure 75: Additional Goals — Add Objective Page

PROJECT WORK PLAN - ADD OBJECTIVE A5.1

Section A - Training and Assistance in Fiscal and Program Management (Program

= Status: NOT COMPLETE
Requirements)

Goal A5

Goal Description |Trainmg and Assistance in Fiscal and Program Management (Program Requirements)

View: Goal Details | Project Work Plan

Action: | Go to Section A List Page |

*0bjective Description

Maximum line(s) allowed approximately: 4 (400 character(s) remaining)

*Progress Report

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

g R I I T Y N

]

Add Person/Area

*Time Frame

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

Comments

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

Cancel Save Save and Continue I

3. Enter text for Progress Report, Time Frame, and Comments fields for the new Objective (maximum 500
characters each).

4. Follow the steps in sections 5.2.1.1.1.2.1,5.2.1.1.1.2.2, and 5.2.1.1.1.2.3 to complete the Activity,
Expected Outcome, Time Frame, and Person/Area Responsible sections of the new Objective.

5. When all required information has been added for the new Objective, click the [Save and Continuel button.

» The Project Work Plan, Section A - Training and Assistance in Fiscal and Program Management
(Program Requirements) page opens.

6. Click the [Save and Continue] button.

» The Project Work Plan list page opens
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Note:
e A Goal must have at least one Objective
e A Goal may have up to ten Objectives

e You can add a maximum of five Additional Goals in this Section, including the Additional Goals proposed
in your NCA FY 2011 Application, if any

5.2.1.3 Deleting

The following subsections describe deleting Objectives and Additional Goals.

5.2.1.3.1 Deleting an Objective

1. Click the Delete Obijective Action link under the record of the Objective that you want to delete.

Figure 76: Delete Objective Button

- - Status: NOT
Objective A4.1 COMPLETE
Objective Equip SBHCs with curriculum to implement community health worker roles in their centers by

Description August 31, 2014.

Actions: Update Objective || Delete Obiectivell Objective Details

» The Project Work Plan — Delete Objective page opens
e If you are deleting an Objective that you proposed in your NCA FY 2011 Application:

Figure 77: Deleting Objective Proposed in NCA FY 2011 Application

PROJECT WORK PLAN - DELETE OBJECTIVE Al.1

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

Delete Objective A1.1

Provide national, state and local-level training to health centers and other safety net programs on the

CaallDe=cuphion unigue features of special populations and the programs that serve them.

Objective By the end of year 3, provide a minimum of 33 training opportunities (11 per year) to new and existing staff
Description of C/MHCs on an Qrientation to Migrant Health and Farmworker Eligibility.

Note: Flease provide justification as you are deleting an objective that was proposed in your last awarded NCA 2&pplication
Maximum line(s) allowed approximately: 5 (500 character(s) remaining)

*Provide
Justification

View: Objective Details | Goal Details | Project Work Plan

Action: [ Go to Section A List Page

Cancel Continue to Confirm Delete

A. Enter appropriate Justification comments before confirming the delete action.

B. Click the [Continue to Confirm Deletion| button.

» The Project Work Plan — Confirm Delete Objective page opens. It displays the Goal
Description, the Objective Description, and the Justification provided by you for the deletion. It
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has View links to Objective Details of the Objective being deleted, Goal Details of the Goal to
which the Objective belongs, and the Project Work Plan.

C. Click the |Confirm Delete| button to complete the deletion.

» The Project Work Plan, Section A - Training and Assistance in Fiscal and Program Management
(Program Requirements) page opens. The Objective that you deleted is not listed on the page

e If you are deleting a new Objective that you proposed in this Progress Report, you will be able to confirm
the deletion without providing any Justification comments

Figure 78: Deleting New Objective

PROJECT WORK PLAN - DELETE OBJECTIVE A7.1

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

Delete Objective A7.1

Goal Description  [goal

Objective

Description New objective

View: Objective Details | Goal Details | Project Work Plan

Action: [ Go to Section A List Page
Cancel [ Confirm Delete |

» The Project Work Plan — Delete Objective page opens. It displays the Goal Description and the
Objective Description. It has View links to Objective Details of the Objective being deleted and to the
Project Work Plan.

A. Click the |[Confirm Delete| button to complete the deletion.

» The Project Work Plan, Section A - Training and Assistance in Fiscal and Program Management
(Program Requirements) page opens. The Objective that you deleted is not listed on the page.

Note: Every Goal must have at least one Objective.

5.2.1.3.2 Deleting an Additional Goal

1. Click the Delete Goal link for the Goal you want to delete.

Figure 79: Deleting an Additional Goal Button

Additional Goals

Goal A5: Training and Assistance in Fiscal and Program Management (Program Requirements) Status: COMPLETE

Actions: Add Objective | Update Goal | IDeIete Goal II Goal Details

» The Project Work Plan — Delete Goal page opens. It contains the Goal Description and View links to
Goal Details and the Project Work Plan. It also contains Objective descriptions, View links to Objective
Details for every Objective belonging to that Goal, and a [Go to Section A List Page] button.

e If you are deleting an Additional Goal included in your NCA FY 2011 Application:
A. Enter a Justification for the deletion of the Additional Goal.
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B. Enter a Justification for the deletion of every listed Objective that was included in your NCA FY
2011 Application. Justification is not collected for any Objectives that you proposed for this Goal

in the Progress Report.
Figure 80: Delete Goal Page

PROJECT WORK PLAN - DELETE GOAL A5
Section A - Training and Assistance in Fiscal and Program Management (Program

Requirements)

Delete Goal AS
Goal Description |Training and Assistance in Fiscal and Program Management (Program Requirements)

View: Goal Details | Project Work Plan
Go to Section A List Page

Action:

Objectives

Objective A5.1

Ob_]ec_tw_e New Objective 1
Description

View: Obijective Details

| Confirm Delete |

Cancel

C. Click the |Continue to Confirm Delete] button.
» The Project Work Plan — Confirm Delete Goal page opens

If you are deleting an Additional Goal that was added in this Progress Report:

Click the |Confirm Delete| button.

» The Project Work Plan, Section A - Training and Assistance in Fiscal and Program Management
(Program Requirements) page opens. The goal you deleted is no longer listed under the Additional

Goals section.
5.2.1.3.3 Viewing Objective Details

1. Onthe Project Work Plan, Section A - Training and Assistance in Fiscal and Program Management
(Program Requirements) page, click the Objective Details link for the Objective you want to view.

Figure 81: Objective Details Button

= - Status: NOT
Objective A2.1 COMPLETE
Objective Equip SBHCs with information and resources on emergency preparedness plans through August
Description 31, 2014.
Actions: Update Objective | Delete Objective || Objective Detail

The View Objective Details page opens as a pop-up
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Figure 82: View Objective Details Page

contact us | glossary | help | guestions/comments

Close Window

VIEW OBJECTIVE DETAILS

Objective A2.1

Equip SBHCs with information and resources on emergency preparedness

Chiectivelleaciphion plans through August 31, 2014.

Progress Report

1. Archive webinar on TA section of NASBHC website

2. Disseminate updated emergency preparedness resources and sample
emergency preparedness plan to the field via website, quarterly
newsletter, e-blasts, and social media

Activity 3. Conduct webinar to orient the field on NASBHC's updated emergency
preparedness resources and sample emergency preparedness plan

4. Update NASBHC's current emergency preparedness resources and
develop a sample emergency preparedness plan that is downloadable from
the NASBHC website.

1. At least 40 SBHCs will be better informed about emergency
. " 5 ‘rl repared Ww

1. P MASSIS. e cancuon e SR
2 Pr\ﬁgram Assistant Outreach and Engagement Team

3. Program Assistant
4. Program Assistant

Person/Area Responsible

1.Resources updated by October 2011, Updated plan posted on website
by January 2011 2.Webinar conducted by February 2012 3.0ngoing

Time Frame September 2011 -August 2014 4.0ngoing dissemination to the field
(January 2012 - August 2014), Modify resources based on feedback from
field (February 2012 - August 2014)

Comments

Close Window

2. Click the |Close Window| button.

The View Objective Details page closes and you can resume working on the Project Work Plan.

5.2.1.3.4 Viewing Goal Details

1. Onthe Project Work Plan, Section A - Training and Assistance in Fiscal and Program Management
(Program Requirements) page, click the Goal Details link for the Goal that you want to view.

Figure 83: Goal Details Link

= Goal Al: Provide national, state and local-level training to school-based health centers and .

- - Status: NOT
other safety net programs on the unique features of programs providing care to school-aged COMPLETE
children.

- - Status: NOT
Objective A1.1 COMPLETE
Objective Equip SBHCs and others with needed training and technical assistance (T/AT) information,
Description resources, and tools through August 31, 2014
Actions: Update Objective | Delete Objective | Objective Details
Actions: Add Objective || Goal Details
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» The View Goal Details page opens as a pop-up

Figure 84: View Goal Details Page

Close Window

VIEW GOAL DETAILS

Goal Al: Provide national, state and local-level training to school-based health centers and other
safety net programs on the unique features of programs providing care to school-aged children.

Objective Al.1

Equip SBHCs and others with needed training and technical
Objective Description [assistance (T/AT) information, resources, and tools through August
31, 2014

Progress Report

1. Establish a webinar series to address priority TA/T needs

2. Determine the highest priority TA/T needs of SBHCs and others
and the best strategies for responding to them (e.g. educational
materials, program tools, webinars, workshops, trainings)

3. Present webinars monthly

4. Archive webinars on TA section of website

5. Convene an al al conventign for SBHC professionals, stgte
‘MMM’J‘\-’_-

2wt
8. Director of Administration Director of Professional Services Director
of Engagement Communications Director State Relations Director
Program Assistant

1.September 30, 2011 2.September - November 2011, 2012, 2013
3.0ngoing September 2011 - August 2014) 4.0ngoing September
Time Frame 2011- August 2014) 5.0ngoing September 2011- August 2014)
6.Annually in June (2012 - 2014) 7.0ngoing September 2011- August
2014) 8.0ngoing September 2011- August 2014)

Comments

Justification Comment5|

| Close Window |

2. Click the |Close Window| button.

The View Goal Details page closes and you can resume working on the Project Work Plan.

5.2.1.3.5 Viewing the Project Work Plan

1. Inthe Target Audience block at the top of the Project Work Plan, Section A - Training and Assistance
in Fiscal and Program Management (Program Requirements) page, click the Project Work Plan link.

Figure 85: Project Work Plan Link

Target Audience |Hea|th Centers Serving Children in Schools
View: NCA FY 2011 Application | |Project Work Plan | |

The Project Work Plan page opens, anchored to Section A. You can view the entire Project Work Plan by using
the vertical scroll.
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Figure 86: Project Work Plan Page

contact us | glossary | help | guestions/comments

Close Window

PROJECT WORK PLAN

As of 2/26/2012 3:54:18 PM
DEPARTMENT OF HEALTH AND HUMAN SERVICES FOR HRSA USE ONLY
Health Resources and Services Administration Application Tracking Number Grant Number

PROJECT WORK PLAN 00096063 U30CS09738

Section A - Training and Assistance in Fiscal and Program Management (Program Requirements)
Target Audience Health Centers Serving Children in Schools

Goal Al: Provide national, state and local-level training to school-based health centers and other safety net programs on the unique
features of programs providing care to school-aged children.

Justification Comments | Not Applicable

Objective: Equip SBHCs and others with needed training and technical assistance (T/AT) information, resources, and tools through August
31, 2014

Progress Report: Show All Details | Hide All Details
Activity Expected Outcome Data Evaluation and Person/@rea Time Frame Comments
Measurement Responsible
1. Present webinars 1. TA/T needs 1. # of appearances 1. Associate Director | 1.September 30,
monthly (Hide) identified and at nat'l and state-level | of Programs 2011 2.September -
2. Archive webinars on | prioritized based on conferences & Communications November 2011,
TA section of website | results from the 2010 | meetings; # of Director 2012, 2013
(Hide) NCA, TA quality participants in nat'l- Program Assistant 3.0ngoing
" ool Surve, B e 2. rully L L
respondents  (Hide) and completed in Director, Policy to
2. Develop State order to understand Practice
Policy Survey protocol | state policies Executive Director
Hide) affecting SBHCs. (Hide)
3. Analyze & report iHide)
survey data 3. State Policy

by:Cleaning, recoding | Survey will be
& completing analysis, | disseminated and will

Creating a report of receive responses
data, Developing slide | from the appropriate
deck for the 2011 parties. (Hide}

Survey, Presenting the
Survey results to 150
people on webinar
IHide)

Objective: abc goal ghtghj
Progress Report: Show All Details | Hide All Details

Data Evaluation and Person/Area

Activity Expected Outcome Measurement Responsible

Time Frame Comments

Close Window

2. Click the |Close Window| button.

» The Project Work Plan page closes and you can resume working on the Project Work Plan

When all modifications and additions have been made to the Project Work Plan, Section A - Training and

Assistance in Fiscal and Program Management (Program Requirements) click the [Save and Continue]

The Project Work Plan, Section B — Operational and Administrative Support (Performance Improvement)
page opens
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5.2.2 Section B — Operational and Administrative Support (Performance Improvement)

e To update Section B — Operational and Administrative Support (Performance Improvement):

Figure 87: Update Section B

STATUS OVERVIEW

‘\fiew Resources ‘

| view: NCA Fy 2011 Application | NCA User Guide |

PROGRAM SPECIFIC INFORMATION STATUS

Section ‘ Action | Status
Measures and Work Plan
Performance Measures ‘ Update | NOT COMPLETE

Project Work Plan

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

NOT COMPLETE

Section B - Operational and Administrative Support

(Performance Improvement) Undate NOT COMPLETE
Section C - Program Development/Analysis Update NOT COMPLETE

Organization Contacts

Form 12: Organization Contacts Update NOT COMPLETE

1. Click the Update link for Section B on the Status Overview page, OR
2. Select Section B from the drop-down menu and clicking the button

» The Project Work Plan, Section B - Operational and Administrative Support (Performance
Improvement) page opens.
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Figure 88: Operational and Administrative Support (Performance Improvement) Page

PROJECT WORK PLAN Section B - Operational and Administrative Support (Performance Improvement)

&

Section B - Operational and Administrative Support (Performance Improvement)

Status: NOT COMPLETE

Target Audience |Health Centers Serving Special Populations

View: NCA FY 2011 Application | Project Work Plan

Show All Details | Hide All Details

Standard Goals

= Goal B1: Assist in the development of innovative models of care for the target population Status: NOT

(e.g. training, development and technology transfer of models that work). COMPLETE
= - Status: NOT
Objective B1.1 COMPLETE

. By the end of year 3, increase the capacity of 3 C/MHCs exgeriencing low patient satisfaction
s G i gagpeemnss ol e e i P o
— ey 1 = e
'y - — -
- - Status: NOT
Objective B5.5 COMPLETE
By the end of each grant yr, support farmworker outreach and enrollment efforts by making
Objective
Descrintion available the Call For Health program -a national toll free information and referral service to
P 100% of C/MHCs and increase its utilization by 10%.
Actions: Update Obiective | Delete Objective | Obiective Details
Actions: Add Objective | Goal Details

Additional Goals

No additional goals have been added.

Add Additional Goal

Go to Previous Page Save

Save and Continue

Section B consists of three sections:

e Target Audience
e Standard Goals
e Additional Goals

The Target Audience section displays the target audience selected in Form 1A of your NCA FY 2011 Application.
It also contains View links to the NCA FY 2011 Application and to the complete Project Work Plan.

Figure 89: Section B Target Audience

PROJECT WORK PLAN

Section B - Operational and Administrative Support (Perfformance Improvement)

-1

Section B - Operational and Administrative Support (Performance Improvement)

Status: NOT COMPLETE

Target Audience [Health Centers Serving Special Populations

View: NCA FY 2011 Application | Project Work Plan

The Standard Goals section is prepopulated with the Objectives proposed for each Standard Goal of Section B in

your NCA FY 2011 Application. Each Objective has Action links to Update Objective, Delete Objective, and
Obijective Detalls. Each Standard Goal has Action links to Add Objective and Goal Details.
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Figure 90: Section B Standard Goals

Standard Goals

El Goal B1: Assist in the development of innovative models of care for the target population Status: NOT
(e.g. training, development and technology transfer of models that work). COMPLETE

Status: NOT

Objective B1.1 COMPLETE

Obiactive By the end of year 3, increase the capacity of 3 C/MHCs experiencing low patient satisfaction
Jec! rates to adopt organization wide customer service and cultural competency training as a model
Description .
of care to improve overall health center performance.
Actions: Update Objective | Delete Objective | Obiective Details

Status: NOT

Objective B1.2 COMPLETE

. By the end of ¥r 3, increase awareness and promote the benefits of Telemedicine and Telehealth
Objective . . . .
Description in provision of care to MSFWs as a model of care for increasing access to specialty services to
all 157 C/MHCs.
Actions: Update Objective | Delete Obiective | Obiective Details
Actions: Add Objective | Goal Details
SRR, . — o JP— P

The Additional Goals section will be pre-populated with any Additional Goals and related Objectives proposed in
Section B in your NCA FY 2011 application, if any. Each Objective belonging to an Additional Goal has Action
links to Update Objective, Delete Objective, and Objective Details. In addition to having Action links to Add
Objective and Goal Details, each Additional Goal has Action links to Update Goal and Delete Goal.

Figure 91: Section B Additional Goals

Additional Goals

No additional goals have been added.

Add Additional Goal

Go to Previous Page Save and Continue

You can perform the following major actions on the Section B - Operational and Administrative Support
(Performance Improvement) page:

Options

< Updating, p 66
< Adding, p 67
*»+ Deleting, p. 67
«» Viewing, p 67

5.2.2.1 Updating

The following subsections describe the steps for updating Standard Goals and Objectives.

5.2.2.1.1 Updating an Objective

To update an Objective in Section B - Operational and Administrative Support (Performance Improvement),
please follow the steps in section 5.2.1.1.1, Updating an Objective.
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5.2.2.1.1.1 Providing a Progress Report

To provide a Progress Report for an Objective in Section B - Operational and Administrative Support
(Performance Improvement), please follow the steps in section 5.2.1.1.1.1, Providing a Progress Report.

5.2.2.1.1.2 Updating the Remaining Objective Details

To update the remaining details for an Objective in Section B - Operational and Administrative Support
(Performance Improvement), please follow the steps in section 5.2.1.1.1.2, Updating the Remaining Objective
Details.

5.2.2.1.2 Updating an Additional Goal

To update Additional Goals in Section B - Operational and Administrative Support (Performance Improvement),
please follow the steps in section 5.2.1.1.2, Updating an Additional Goal.

5.2.2.2 Adding

5.2.2.2.1 Adding an Objective

To add an Objective to Section B - Operational and Administrative Support (Performance Improvement), please
follow the steps in section 5.2.1.2.1, Adding an Objective.

5.2.2.2.2 Adding an Additional Goal

To add an Additional Goal to Section B - Operational and Administrative Support (Performance Improvement),
please follow the steps in section 5.2.1.2.2, Adding an Additional Goal.

5.2.2.3 Deleting

The following subsections describe deleting Objectives and Additional Goals.

5.2.2.3.1 Deleting an Objective

To delete an Objective from a Goal in Section B - Operational and Administrative Support (Performance
Improvement), please follow the steps in section 5.2.1.3.1, Deleting an Objective.

5.2.2.3.2 Deleting an Additional Goal

To delete an Additional Goal from Section B - Operational and Administrative Support (Performance
Improvement), please follow the steps in section 5.2.1.3.2, Deleting an Additional Goal.

5.2.2.4 Viewing

5.2.2.4.1 Viewing Objective Details

To view the details for an Objective in Section B - Operational and Administrative Support (Performance
Improvement), please follow the steps in section 5.2.1.4.1, Viewing Objective Details.

5.2.2.4.2 Viewing Goal Details

To view the details for a Goal in Section B - Operational and Administrative Support (Performance Improvement),
please follow the steps in section 5.2.1.4.2, Viewing Goal Details.
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5.2.2.4.3 Viewing the Project Work Plan

To view the entire Project Work Plan from Section B - Operational and Administrative Support (Performance
Improvement), please follow the steps in section 5.2.1.4.3, Viewing the Project Work Plan.

When all modifications and additions have been made to the Project Work Plan, Section B - Operational and
Administrative Support (Performance Improvement) click the [Save and Continue| button.

» The Project Work Plan, Section C — Program Development/Analysis page opens
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5.2.3 Section C - Program Development/Analysis

To update Section C — Program Development/Analysis

Figure 92: Section C Update Link

STATUS OVERVIEW

|View Resources |

|view: nca Py 2011 Application | NCA User Guide |

PROGRAM SPECIFIC INFORMATION STATUS

Section | Action | Status
Measures and Work Plan
Performance Measures | Update | NOT COMPLETE
Project Work Plan
Section A - Training and Assistance in Fiscal and Program
Management (Program Requirements) Update NOT COMPLETE

Section B - Operational and Administrative Support
(Performance Improvement) Update NOT COMPLETE

Section C - Program Development/Analysis I Uodatel NOT COMPLETE
Organizabion Contacts

Form 12: Organization Contacts Update NOT COMPLETE

1. Click the Update link for Section C on the Status Overview page, OR
2. Select Section C from the drop-down menu and click the button.

» The Project Work Plan, Section C - Program Development/Analysis page opens
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Figure 93: Section C Program Development/Analysis

PROJECT WORK PLAN Section C - Program Development/Analysis

5

Section C - Program Development/Analysis Status: NOT COMPLETE

Target Audience ‘Health Centers Serving Special Populations

View: NCA FY 2011 Application | Project Work Plan

Show All Details |  Hide All Details

Standard Goals

= Goal C1: Develop and distribute information on health center funding and other opportunities .
- . . Status: NOT
to maximize access to resources for special populations, including: Medicaid, other state and
. N - " COMPLETE
national funding, and foundation and private funding.
. - Status: NOT
Objective C1.1
g COMPLETE
By the end of ¥r 3, assist C/MHCs in maximizing funding by monitering and providing 72 funding
Objective
A opportunities (at least 2 per month on average and based on geographic relevance) from various
Description " .
sources (private, foundation, public, local, state, and national).

Actjions: date Obijectj D 0 | Obijective Details

woof v.ar 5, and in wollaboration wiia w.e FHN, conduct & juuit assessment 1w,

wu, SOve Al
Description I\traimng and TA needs, focusing on those issues common to all FHN members in 2012 and 2014.
Actions: Update Obiective | Delete Obiective | Obijective Details

Actions: Add Obiective | Goal Details

Additional Goals

No additional goals have been added.

Add Additional Goal

Go to Previous Page

Save Save and Continue

Section C consists of three sections:
Target Audience
Standard Goals

Additional Goals
The Target Audience section displays the target audience selected in Form 1A of your NCA FY 2011 Application.

Figure 94: Section C Target Audience

It also contains View links to the NCA FY 2011 Application and to the complete Project Work Plan.

PROJECT WORK PLAN Section C - Program Development/Analysis

&

Section C - Program Development/Analysis Status: NOT COMPLETE

Target Audience |Health Centers Serving Special Populations

View: MCA FY 2011 Application | Project Work Plan

Show All Details | Hide All Details

The Standard Goals section is prepopulated with the Objectives proposed for each Standard Goal of Section C in

your NCA FY 2011 Application. Each Objective has Action links to Update Objective, Delete Objective, and
Objective Details. Each Standard Goal has Action links to Add Objective and Goal Detalils.
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Figure 95: Section C Standard Goals

PROJECT WORK PLAN Section C - Program Development/Analysis -
Section C - Program Development/Analysis Status: NOT COMPLETE

Target Audience |Health Centers Serving Special Populations

View: NCA FY 2011 Application | Project Work Blan

Show All Details |  Hide All Details

Standard Goals

= Goal C1: Develop and distribute information on health center funding and other opportunities

to maximize access to resources for special populations, including: Medicaid, other state and SELEE [0
. . " COMPLETE
national funding, and foundation and private funding.
. - Status: NOT
Objective C1.1 COMPLETE

By the end of Yr 3, assist C/MHCs in maximizing funding by monitoring and providing 72 funding
Objective
opportunities (at least 2 per month on average and based on geographic relevance) from various
I Description ™ i | S

The Additional Goals section will be pre-populated with any Additional Goals and related Objectives proposed in
Section C in your NCA FY 2011 application, if any. Each Objective belonging to an Additional Goal has Action
links to Update Objective, Delete Objective, and Objective Details. In addition to having Action links to Add
Objective and Goal Details, each Additional Goal has Action links to Update Goal and Delete Goal.

Figure 96: Section C Additional Goals

Status: NOT

Objective C4.4 COMPLETE

Objective By the end of Year 3, and in collaboration with the FHN, conduct a joint assessment of C/MHC
Description training and TA needs, focusing on those issues common to all FHN members in 2012 and 2014,

Actions: Update Objective | Delete Objective | Obijective Details

Actions: Add Objective | Goal Details

Additional Goals

No additional goals have been added.

Add Additional Goal

Go to Previous Page Save Save and Continue

You can perform the following major actions on the Section C - Program Development/Analysis page:

Options

«» Updating, p 71
«* Adding, p 72
+* Deleting, p. 72
% Viewing, p 72

5.2.3.1 Updating

The following subsections describe the steps for updating Standard Goals and Objectives
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5.2.3.1.1 Updating an Objective

To update an Objective in Section C - Program Development/Analysis, please follow the steps in section
5.2.1.1.1, Updating an Objective

5.2.3.1.1.1 Providing a Progress Report

To provide a Progress Report for an Objective in Section C - Program Development/Analysis, please follow the
steps in section 5.2.1.1.1.1, Providing a Progress Report

5.2.3.1.1.2 Updating the Remaining Objective Details

To update the remaining details for an Objective in Section C - Program Development/Analysis, please follow the
steps in section 5.2.1.1.1.2, Updating the Remaining Objective Details.

5.2.3.1.2 Updating an Additional Goal

To update Additional Goals in Section C - Program Development/Analysis, please follow the steps in section
5.2.1.1.2, Updating an Additional Goal.

5.2.3.2 Adding

5.2.3.2.1 Adding an Objective

To add an Objective to a Goal in Section C - Program Development/Analysis, please follow the steps in section
5.2.1.2.1, Adding an Objective.

5.2.3.2.2 Adding an Additional Goal

To add an Additional Goal to Section C - Program Development/Analysis, please follow the steps in section
5.2.1.2.1, Adding an Additional Goal.

5.2.3.3 Deleting
The following subsections describe deleting Objectives and Additional Goals.

5.2.3.3.1 Deleting an Objective

To delete an Objective from a Goal in Section C - Program Development/Analysis, please follow the steps in
section 5.2.1.3.1, Deleting an Objective

5.2.3.3.2 Deleting an Additional Goal

To delete an Additional Goal from Section C - Program Development/Analysis, please follow the steps in section
5.2.1.3.2, Deleting an Additional Goal.

5.2.3.4 Viewing

5.2.3.4.1 Viewing Objective Details

To view the details for an Objective in Section C - Program Development/Analysis, please follow the steps in
section 5.2.1.4.1, Viewing Objective Details.

5.2.3.4.2 Viewing Goal Details

To view the details for a Goal in Section C - Program Development/Analysis, please follow the steps in section
5.2.1.4.2, Viewing Goal Details.
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5.2.3.4.3 Viewing the Project Work Plan

To view the entire Project Work Plan from Section C - Program Development/Analysis, please follow the steps in
section 5.2.1.4.3, Viewing the Project Work Plan.

When all modifications and additions have been made to the Project Work Plan, Section C - Program
Development/Analysis, click the [Save and Continuel button.

» The Organization Contacts page opens
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5.3. Form 12: Organization Contacts

Use Form 12: Organization Contacts to list contact information in your current project scope.

5.3.1 Updating Contact Information

1. Open Form 12: Organization Contacts (Figure 97).

» Form 12: Organization Contacts opens prepopulated with contact information provided in your NCA FY

2011 Application

Figure 97: Form 12: Organization Contacts

ORGANIZATION CONTACTS

Form 12: Organization Contacts

Status: COMPLETE

*Contact Person

Select| Title of Position Name Highest Degree Phone Email

@ CFOQ reitesterl@hotmail.com

| [ Update Information ]|| Delete Contact Person
Chief Executive Officer
Select| Title of Position Name Highest Degree Phone Email
Chief Executive . .
) Officer reitesterl@hotmail.com
‘ Update Information | | Delete Chief Executive Officer |

Go to Previous Page Save Save and Continue

2. Click the [Update Information| button in the Contact Person or Chief Executive Officer section, as

appropriate.

The Contact Information page opens

Figure 98: Contact Information

CONTACT INFORMATION

*Title of Position

CFO

Prefix Select One v

*First Name Eric

*Last Name Frank

Middle Initial

Suffix Select One ¥ If 'Other’, please specify

Highest Degree

Select One ¥

If 'Other’, please specify

Contact Address

*Email Address

reitester! @hotmail.com

*Phone Number

(812 gy 312 - 5452 Ext:

Save and Continue

3. Enter or select the information to be changed.

4. Click the [Save and Continug| button.
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The Organization Contacts page opens

5.3.2 Deleting Contact Information

Figure 99: Delete Contact Information

ORGANIZATION CONTACTS

Form 12: Organization Contacts

Status: COMPLETE

*Contact Person

Select| Title of Position Name Highest Degree Phone Email
@ CFO reitester L@hotmail.com
[ Update Information ]|| Delete Contact Person ||
Chief Executive Officer
Select| Title of Position Name Highest Degree Phone Email
Chief Executive .
@ Officer reitester l@hotmail.com

Update Information ‘ |

Delete Chief Executive Officer |

Go to Previous Page

Save Save and Continue

1. Click the [Delete Contact Person| or the [Delete Chief Executive Officer], as appropriate.

The Contact Information Confirm Delete page opens

2. Click the |[Confirm Delete| button.

The Organization Contacts page opens

Note: The Contact Person is required. If you delete a Contact Person, you must enter another one. Chief
Executive Officer information is optional.

5.3.3 Adding Contact Information

1. Click the |Add Contact Person| or the |Add Chief Executive Officer], as appropriate.
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Figure 100: Update Contact Person Button

Progress Report EHB home | logout | contact us | help | guestions/comments
Tracking #
00096065 The contact information that you provided in your last awarded NCA Application is listed below. You can edit this information. Use the "Save and Continue”
button to go to the next section. To return... (Show Full Instruction)
Program Specific
Information

verview ‘Please refer to User Guide for more information on how to complete this form.

Status
deasures and Work Fields marked with an asterisk (*) are required.
»

= ORGANIZATION CONTACTS
. Performance

Measures Form 12: Organization Contacts Status: COMPLETE

Project Work Plan
Jrganization Contacts
. Form 12 *Contact Person
teview Select Title of Position Name Highest Degree Phone Email
. Program Specific

Forms ® Project Director Ph.D. 3@ Ext. test@test.com

Logout I[ Update Information ]I[ Delete Contact Person I
Chief Executive Officer
Select Title of Position Name Highest Degree Phone Email
@ | Chief Executive Officer oPA mr———{ Ext. test@test.com
Update Information ] [ Delete Chief Executive Officer ]

Go to Previous Page Save Save and Continue

The Contact Information page opens
2. Enter or select the information to be added.

Figure 101: Add Contact Person Page

CONTACT INFORMATION

*Title of Position

Prefix Select One

*First Name

*Last Name

Middle Initial

Suffix Select One ¥ If 'Other', please specify

Select One «

Highest Degree
If 'Other', please specify

Contact Address

*Email Address

*Phone Number { )] - Ext:

Save and Continue

3. Click the [Save and Continue| button.

The Organization Contacts page opens
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5.4. Appendices

The Appendices section allows you to attach standard documents that your grant program requires when you
submit your Progress Report.

Figure 102: Complete Status Link

Application Tracking

'H easures and Work
Plan

_ Performance
Measures

- Project Work Plan

Organization Contacts

- Form 12

Review

_ Program Specific
Forms

T Supmit

3. Click the Complete Status link on the All Forms left navigation panel to access the Appendices form.

» The Status Overview page opens

User Guide for Grantees 77 of 96 NCA FY 2012 Progress Report User Guide for
Grantees



U.S. Depariment of Health and Humon Services

Health Resources and Services Administration

Figure 103: Update Appendices Link

STATUS OVERVIEW

NCC PROGRESS REPORT PROCESS STATUS

Deadline

Apr 2 2012 5:00PM
(You have 36 days to complete and submit the application.)

Created On

2/14/2012 6:33:52 PM

Last Updated By

N/A

HRSA Project Officer Contact Info

Name(Email) - Tonya Bowers (reitesterl@hotmail.com) | Contact Number - 3015944329

View: NCC Progress Report | Program Instructions | NCC User Guide

Users with Permissions on NCC Request (  Show Details )

Section Action Status
Basic Information
SF-PPR Update NOT STARTED
SF-PPR-2 (Cover Page Continuation) Update NOT STARTED

Budget Information

Budget Details

NOT STARTED

Support Year 5 Update NOT STARTED
Support Year 6 Update NOT STARTED
Budget Narrative Update NOT STARTED
Other Information
Program Specific Information Update NOT COMPLETE
Appendices Update NOT STARTED

4. Click the Update link in the Appendices row.

» The Appendices Form page opens

Figure 104: Appendices Form Page — Attach Button

APPENDICES

Status: Not Started

Attached Documents

Select Purpose

Document Name

| Size | Uploaded By Description

No attached document exists.

| | Attach |

[ Go to Previous Page

[Save Save and Continue

5. Click the button.

The Attach Document (for Appendices) page (Figure 105) will be displayed
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Figure 105: Attach Document (for Appendices) Page

Fields marked with an asterisk[*] are required.

ATTACH DOCUMENT

*Purpose Select Purpose v
*Document Browse._ |

(Allowable Document Type(s): doc,rif, txt,wpd, pdf,2is,)pg,jpeg, xfd,docx, xlsx)
[Allowable Document Size: 20 MB)

Description
{Maximum 500
characters)

Go Back
Finished Attaching
Attached Doc (s)
Purpose [ Document Name Size Uploaded By Description
No attached document exists.

6. Select a purpose from the Purpose drop-down menu.

Figure 106: Purpose Drop-down Menu on the Attach Document Screen

ATTACH DOCUMENT

*Purpose Select Purpose v
Select Purpose 1
*D t
ocumen IAttachment 1 - Project Narrative Update (Max 1)
IAttachment 2 - Staffing Plan (Max 1) s, vsd)
— Attachment 3 - Position Descriptions for Key Personnel (Max 1)
Description |Attachment 4 - Biographical Sketches for Key Personnel (Max 1) -
(Madimum 500 [Attachment 5 - Other Relevant Documents (Max 1)
characters) d

|  Finished Attaching |

Attached Document(s)

Purpose | Document Name Size Uploaded By Description

No attached document exists.

Only one attachment is allowed per purpose. Once you select a purpose, you cannot attach another document
and select the same purpose.

7. Click the button.

8. Enter a description of the document you are attaching.

9. Click the [Attach Document button to attach the document.

The Attach Document (for Appendices) page will be redisplayed, listing the document you attached under the
heading Attached Document(s) (Figure 107).
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Figure 107: Attached Document(s) Area of the Appendices Form

NN i PN INNA e S oS

Attached Document(s)

Purpose

Document Name

Size

Uploaded By

Description

Program Narrative
Update

MNCC Progress Report User

Guide for BPHC.doc

13.12 MB

on
5/11/2011 9:16:56 AM

10. Repeat Steps 2 through 5 to attach any other documents.

11. When you have completed attaching all documents, click the [Finished Attaching| button.

The Appendices Form will be re-displayed (Figure 108), listing the documents you just attached

Figure 108: Appendices Form Showing Attached Documents

NCC User Guide

APPENDICES

Status: Not Started

Attached Documents

Select Purpose Document Name Size Uploaded By Description
Program Narrative |NCC Progress Report User 1
Update Guide for BPHC.doc 13.12 M8
| Aftach | [ Update Description | | Delete |

| GotoPrevious Page |

Save and Continue

At this point, you can:

Click a document name to view it.

Click the button to attach additional documents.

Select a document and click the [Update Description] button to change the document’s description on the
Update Description page (Figure 109).

Select a document and click the button to delete the selected attachment.

When you are finished with your attachments, click the [Save and Continue| button to save the information
and return to the Status page (for Progress Report).

Figure 109: Update Description Page

UPDATE DESCRIPTION

New Description (Maximum 500 characters)

word

file

Cancel

[ Update Description ]

Attached Document

Purpose

Document Name

Size

Uploaded By

Description

Project
Narrative
Update

= 94.5 KB

on
2/23/2012 11:25:43 PM

word file

User Guide for Grantees

80 of 96

NCA FY 2012 Progress Report User Guide for

Grantees



U.S. Depariment of Health and Humon Services

Health Resources and Services Administration

6. REVIEW A PROGRESS REPORT
6.1. Review Standard Forms (SF-PPR)

Figure 110: Status Link

Progress Report
Tracking#
00090993

Overview

Status
Basnc [nlurmafltn

P SF-PPR

il o 1 O

The NCC Progress Report Process Status shows the completion status for the Standard Forms (SF-PPR and SF-
PPR-2), Program Specific Information forms, Attachments, and Budget Information. Click Status under the
Overview heading to go to the NCC Progress Report Process Status page (Figure 111).

Figure 111: Status Overview Page for the Entire Progress Report

STATUS OVERVIEW

NCC PROGRESS REPORT PROCESS STATUS
Apr 2 2012 5:00PM

Deadiine (You have 39 days to complete and submit the application.)

Created On 2/14/2012 6:34:37 PM

Last Updated By 1 on 2/23/2012 11:28:21 PM

HRSA Project Officer Contact Info Name(Email) - | Contact Number - :

View: NCC Progress Report | Program Instructions | NCC User Guide

Users with Permissions on NCC Request (  Show Details )

Section Action Status
Basic Information
SF-PPR Update NOT STARTED
SF-PPR-2 (Cover Page Continuation) Update NOT STARTED
Budget Information
Budget Details NOT COMPLETE
Support Year & Update NOT COMPLETE
Support Year 6 Update NOT STARTED
Budget Narrative Update NOT STARTED
Other Information
Program Specific Information Update NOT COMPLETE
Appendices Update COMPLETE

To view or print any Progress Report form, click Review in the Review and Submit section in the left side menu
(Figure 22).
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Figure 112: Review Link

Program Specific
Information
Program Specific
Information
Other Information
Al
Revi { Submi

D

neview

T

» The Review page for the entire progress report (Figure 113) will open

This page lists all sections in the Progress Report. Use the links and buttons on this page to perform the following
actions:

e Click a View link in the Action column to open a section.

o Click to get a printable version of the Table of Contents.

e Click [Print Al HTML Forms| to print all forms that are HTML.

e Click a View link for a document to view and print an attachment.

e Click [Proceed to Submit] to go to the Submit page.

Figure 113: Review Page for Entire Progress Report

Print Print All HTML Forms |

TABLE OF CONTENTS Table of Contents -
Section | Type | Action

Basic Information

SF-PPR [ v | view

SF-PPR-2 (Cover Page Continuation) | HTML | View

Budget Information

SF-424A Budget Information HTML View

Budget Narrative DOCUMENT Ava“";ile

Appendices

Attachment 1 - Project Narrative Update (NAPV_FY2012_user Guide for Applicants.doc) DOCUMENT View

Attachment 2 -Staffing Plan DOCUMENT Av;\:i:le

Attachment 3 -Position Descriptions for Key Personnel DOCUMENT AV;\‘I&EIE

Attachment 4 -Biographical Sketches for Key Personnel DOCUMENT Averl\\l\uaiale

Attachment 5 -Other Relevant Documents DOCUMENT Mot

Available
Program Specific Information
Program Specific OMB Approved Forms | HTML | View

Proceed To Submit
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6.2. Review Program Specific Information

The status and review pages are provided as a convenient place from which you can check the completion status,
as well as view or print, your Program Specific Information.

To view the status of the Program Specific Information, click Program Specific Information in the left side menu of
the Status Overview page for the Entire Progress Report.

Figure 114 : Program Specific Information Link

Budget Information
Budget Details

Bodant Dlaceabl o
g

Program Specific
Information
Program Specific
Information

O tirer-informuotionr—
Appendices
Review and Submit

Raviow

» The Status Overview Page for Program Specific Information page (Figure 115) will open

Figure 115: Status Overview Page for Program Specific Information

STATUS OVERVIEW

View Resources

View: NCA FY 2011 Application | NCA Progress Report FY 2012 User Guide

PROGRAM SPECIFIC INFORMATION STATUS

Section | Action | Status
Measures and Work Plan
Performance Measures | Update | NCOT COMPLETE
Project Work Plan
Section A - Training and Assistance in Fiscal and Program
Management (Program Requirements) Update NOT COMPLETE
Section B - Operational and Administrative Support
(Performance Improvement) Update NOT COMPLETE
Section C - Program Development/Analysis Update NOT COMPLETE
Organization Contacts
Form 12: Organization Contacts Update COMPLETE

To view or print Program Specific Information, click Program Specific Forms under the Review heading on the
side menu.
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Figure 116: Program Specific Forms Link

Performance Measures
Clinical Performance
Measures
Financial
Performance
Measures

Review

Complete

Submit

Logout

» The Program Specific Information Review page will open (Figure 117).

This page lists all Program Specific Information forms in the Progress Report. Use the links and buttons on this
page to perform the follow actions:

e Click the View links in the Action column to view any form.

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

e Click |Print All HTML Formsl to print all Program Specific Information forms.

e Click a View link for a document to view and print an attachment.

Figure 117: Program Specific Information Review Page

Print|  PrintAl HTML Forms |

Note: 'Print All HTML Forms' button will print all program specific HTML forms only.

TABLE OF CONTENTS Table of Contents A
Section Type Action

Program Specific Information

Performance Measures HTML View

Project Work Plan HTML View

Form 12: Organization Contacts HTML View
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7. SUBMIT A PROGRESS REPORT

When the status of all Standard Forms and Program Specific Forms is complete, you are ready to submit your
Progress Report to HRSA.

Note: To submit the Progress Report, you must have the Submit Noncompeting Continuation access rights.

To submit your Progress Report:

1. Click Submit on the left navigation panel to start the Submit Progress Report process.

Figure 118: Submit Link

Inf;rmatinrrl

_ Program Specific
Information

Other Information

- Appendices

Review and Submit

P Review

--lSlemit |

» The Submit page (Figure 119) will be displayed.

Figure 119: Submit Page

SUBMIT REQUEST

NCC PROGRESS REPORT PROCESS STATUS

Deadline f‘v’iﬁfﬁlszsségffm complete and submit the application.)

Created On 2/14/2012 6:34:37 PM

Last Updated By 2/24/2012 12:16:58 PM

HRSA Project Officer Contact Info Name(Email) - 1 i _ | Contact Number -

view: NCC Progress Report | Program Instructions | NCC User Guide

Section Action Status
Basic Information
SF-PPR Update COMPLETE
SF-PPR-2 (Cover Page Continuation) Update COMPLETE
Budget Information
Budget Details COMPLETE
Support Year 5 Update COMPLETE
Support Year 6 Update COMPLETE
Budget Narrative Update COMPLETE
Other Information
Program Specific Information Update COMPLETE
Appendices Update COMPLETE

1. Click the [Submit to HRSA| button.

» The Submit — NCC Progress Report Certification page (Eigure 120) will be displayed.
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Figure 120: Submit — NCC Progress Report Certification Page

U30: (93.129)
SF-PPR for FY 2012

HELP
Welcome E. Roberta Ryder to HRSA EHB utl10 environment (Last login date and time 2/24/2012 12:10:00 PM)
Progress Report Submit
Tracking# home | logout | contact us | glossary | help | guestions/comments
00096071
Progress Report o, . | . .,
Process E Note: This is a confirmation page! You MUST click on the appropriate button to complete your action..
[Overview
- Status ) . .
IBasic Information You have cheoosen to submit this report to HRSA. Please check the box to electronically sign the Noncompeting Continuation (NCC)
E SF-ppR Progress Report. Click on the 'Submit Report' button below to submit the report. If you do not wish to submit the (NCC) Progress Report

SFE-PPR-2 at this time, click on the 'Cancel' button to return to the previous screen.
dget Information
Budget Details Fields marked with an asterisk (*) are required.
Budget Narrative *NCC PROGRESS REPORT CERTIFICATION
Program Specific
[Information
Program Specific
Information I certify to the best of my knowledge and belief that the information provided in this progress report is true and View Report
(Other Information correct. p
Appendices &
iew and Submit
[ Review
P Submit

lease check the box to electronically sign the NCC Progress Report
=

Return Home

View Portfolio
Home

Acceptable Use Policy
Logout

2. Check the box to electronically sign the Progress Report.

3. Click the button to submit your Progress Report to HRSA.
» The NCC Progress Report Confirmation Page (Figure 121) will be displayed.

Figure 121: NCC Progress Report Confirmation Page

SF-PPR for FY 2012

= E-HANDBOOK HOME HELP
Welcome to HRSA EHB utl10 environment (Last login date and time 2/24/2012 12:10:00 PM)

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

| Frint |

@ NCC Progress Report was successfully submitted and received by HRSA.

The tracking ber for your submission is listed below. Please keep record of the tracking number for future reference.

“our progress report will now be sent for review. During this process you may be contacted by the reviewer for additional questions related to your
submission. All such questions will be directed to the contact person that you have specified in your progress report.

All technical/system issues should be directed to the HRSA helpline at 877-Go4-HRSA/877-464-4772 or Email at CallCenter@HRSA.GOV from 9:00 a.m. to
5:30 p.m. Eastern Time (E.T.), Monday through Friday

Submitted on Date and Time 2/24/2012 1:24:14 PM
Submitted By + b o1l
Tracking Number 96071

| l Go To Noncompeting Continuation List Page ] |
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4. Take note of the Tracking Number.

5. Click the button to print the confirmation page.

6. Click the |Go to Noncompeting Continuation List Page] to go to the Noncompeting Continuations page
to view additional grants for which you can begin or edit Progress Reports.

7.1. Submit a Change-Requested Progress Report

HRSA sends you a Change Request Email (Figure 122) if your Progress Report needs to be revised.

Figure 122: Change-Request Email

From: reitesterl@hotmail.com [mailto:reitesterl@hotmail.com]

Sent: Tuesday, June 15, 2010 1:23 PM

To: wpling bl

Subject: Noncompeting Continuation for Grant # H80CS00289- Change Requested by HRSA

A Change Request for Noncompeting Continuation has been requested by HRSA. Following are the details:

Grant Number : 222
Grantee Name: |

Tracking Number:
Budget Period: 12/1/2010-11/30/2011

Submitted on: 06/30/2010

Following Comments were added by the HRSA Reviewer for your information:
Please change the budget summary.

This deliverable can be accessed in the EHBs by clicking the following link:
https://hrsautlS reisys.com/webExternal/PostAward/deliverables.asp?deliverable TypeCode=3&DeliverableScheduleStatus=1.

This Request will also be available in EHBs from the "Noncompeting Continuations" under Submissions sections of the Grant
Hand Book. If you have any questions, please contact vour project officer (PO).

For any questions regarding online submission, please contact the call center at 877-Go4-HRSA/877-464-4772/301-998-7373
or Email at CallCenter@HRSA.GOV.

NOTE: This is a system generated message. Please do not respond to this message.
The mail was generated in the Development environment

7.1.1 Revising a Progress Report

To revise a Progress Report,

1. Onthe HRSA EHB Home (Welcome) page, click the View Portfolio link under the Grants Portfolio
heading on the left navigation panel.

2. The View Portfolio page (Figure 123) will be displayed.
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Figure 123: View Portfolio Page
GRANTS LIST
U30CS09737:Training and Technical Assistance National Cooperative Agr ts Last Award Issued on:
(NCAs) 09/19/2011
Project Period 7/1/2008-6/30/2014 Budget Period 9/1/2011-6/30/2012
CRS EIN 1741826899A1 Number of Support |,
Years
- - - : p
Project Director , Eman: reitesterl@hotmail.com, rnone: | Open Grant Handbook
Grant Contact . eman reitesterli@hotmail.com, ehone:
Program Contact , Eman: reitesterl@hotmail.com, Prone: (;

3. Click the Open Grant Handbook link for the grant number that was noted in the Change-Request Email

(Figure 122).

The Grant Handbook Welcome page opens.

Click the Noncompeting Continuations link under the Submissions heading on the left navigation panel.

The Noncompeting Continuations page (Figure 124) will be displayed.

Tip: The Schedule Status for the Change-Requested Progress Report states Change Requested at the top of its
Progress Report information section.

Figure 124: Noncompeting Continuations Page

HRSA Electronic Handbooks for Applicants/Grantee

AT SR T R R G 1

Welcome to HRSA EHB utl5 environment (Last login date and time 6/30/2010 12:41:00 PM)
Grant Handbook : Noncompeting Continuations
p— home | logout | contact us | glossary | help | guestions/comments

m Following is the list of noncompeting continuation applications. To search through noncompeting continuation

|- Overview applications, click on the "Search" button.
View Award
q Iigstﬁgs\s Displaying 1-1 of 1
- Award History NONCOMPETING CONTINUATION
|Approved Scope
|- Services Input Parameters: (Show Parameters)
|~ Sites
i E)thetf. Activities and Noncompeting Continuation Progress Report Schedule Status: Change requested
| Locations
|Administer Type Noncompeting Continuations Due Date Due In: 1 davs
|- New/Existing Users — - . ¥
Change Grant Available Date 7:01:46 PM submission Tracking
|- New/Existing CIS umber
- Legacy CIS Reporting Cycle Budget Period Start Date Reporting Period
;uhlfljgnr:lijsgl:sschedu\es QOnline Submission Yes (Preferred) Submission Status Chang-e .Requested
N ti " : acll | ke on
P Continuations Started by 2:13:31 PM Submitted by 8:24:42 AM
I~ Performance Reports Submit Submission | Edit Submission | View Submission
i~ Progress Reports
i~ Other Submissions Page 1
|Prior Approval Requests
I~ New/Existing
Acceptable Use Policy
Return Home
|- View Portfolio
|- Home
Logout
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Note: Once you click the Edit Submission link, and you return to this page, the Schedule Status will change to In
Progress.

7. Click the Edit Submission link for the Progress report that corresponds to the tracking number noted in the
Change-Request Email (Figure 122).

8. The Status page (for Progress Report) (Figure 9) will be displayed.

9. Click the Update link for the section you need to revise, as per the HRSA reviewer's comments in the
Change Request Email (Figure 122).

» The corresponding page will be displayed.

Note: Refer to Standard Forms (SE-PPR) (on page 16) for instructions on entering the information.

10. Click the Update link next to Program Specific Information to enter or revise any of the program specific
forms.

» The Status Page (for Program Specific Information) will be displayed (Figure 37).

| Note: Refer to Program Specific Information for instructions on re-submitting the Progress Report.

11. Submit the revised Progress Report.

7.2. Cancelled Change Requests

A HRSA reviewer may cancel (or override) a change request after you have resubmitted a change-requested
Progress Report or if you have not responded to a previous change request in a timely manner.

Note: If an HRSA reviewer cancels your Change Request, you will not be able to revise it. HRSA will review the
last Progress Report that you submitted.

HRSA sends you a Change Request Cancellation email if your change request is cancelled (Figure 125).
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Figure 125: Change Request Cancellation Email

From: reitesterl@hotmail.com [mailto:reitesterl@hotmail.com]

Sent: Tuesday, June 15, 1:23 PM

TO: 5 bl b 4

Subject: Noncompeting Continuation for Grant # : 11 - Change Requested by HRSA

A Change Request for Noncompeting Continuation has been cancelled by HRSA. You will no longer be able to update this
request. Following are the details:

Grant Number :
Grantee Name:

Tracking Number:
Budget Period:

Submitted on: ™0 20 2000

Following Comments were added by the HRSA Reviewer for your information:

This Request will also be available in EHBs from the "Noncompeting Continuations" under Submissions sections of the Grant
Hand Book. If you have any questions, please contact your Project Officer (PO).

For any questions regarding online submission, please contact the call center at 877-Go4-HRSA/877-464-4772/301-998-7373

or Email at CallCenter@HRSA.GOV.

NOTE: This is a system generated message. Please do not respond to this message.

The mail was generated in the Development environment

After you receive this email, you will not be able to revise the Progress Report, but you will be able to view it.
Since the Progress Report is in a “Submitted” status, you will have to search for it before you can view it.

1. Follow Steps 1 — 5 in section 7.1, Submit a Change-Requested Progress Reports.

2. The Noncompeting Continuations page (Figure 126) will be displayed.

Note: A message indicates that records matching your search criteria were not found, but you may continue to
the next step.

3. Click the button.
» The Search Parameters page (Figure 127) will be displayed.
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Figure 126: Noncompeting Continuations Page

HRSA Electronic Handbooks for Applicants/Grantee

Welcome s S to HRSA EHB utl5 environment (Last login date and time 6/30/2010 12:41:00 PM)
Grant Handbook Noncompeting Continuations
e arens saes home | logout | contact us | glossary | help | questions/comments
m Following is the list of noncompeting continuation applications. To search through noncompeting continuation
- Querview applications, click on the "Search" button.
\View Awards Saarch
et NaA
Award History NONCOMPETING CONTINUATION
|Approved Scope
|~ Services Input Parameters: (Show Parameters)
|~ Sites
| Other Activities and No records were found matching the search criteria listed above. Click on the 'Search' button to refine the
Locations critena.
|Administer

I~ New/Existing Users
|Change Grant

-5 ['jg“aﬁ"'(?fg“g e Acceptable Use Policy
|Submissions

|- Monitor Schedules

; Noncompeting

i Continuations

|- Performance Reports
|~ Progress Reports

|~ Other Submissions
\Prior Approval Requests
I~ New/Existing

Return Home

|- View Portfolio
|- Home

Logout
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Grant Handbook

PET -

[ Overview

View Awards

[ Last NGA

- Award History

[Approved Scope

[Administer

- Mew/Existing Users

- Mew/Existing Users

Submissions
Monitor Schedules
Noncompeting
Continuations
Performance Reports
Progress Reports

- Financial Reports

- Other Submissions

Prior Approval

Requests

|- Mew/Existing

Return Home

- View Portfolio
- Home

Logout

Figure 127: Search Parameters Page

HRSA Electronic Handbooks for Applicants/Grantee

Welcome
Noncompeting Continuations
home | logout | contact us | glossary |

to HRSA EHB utl10 environment (Last login date and time 2/24/2012 1:07:00 PM)

help | guestions/comments |

knowledge base

Enter the criteria to be used to search for noncompeting continuation applications and their corresponding statuses. Once done, click on

the "Search" button.

NONCOMPETING CONTINUATION

Search Parameters

Schedule Status
(To select multiple, hold the Ctrl key and
then select from the list.)

All

Not Started
In Progress

Submitted 2

Submission Due Date

From {mm/dd/yyyvy):
MM/DD/YYY

To (mm/dd/yyyy):

MM/DD/Y
Submission Coming up within (days) | All =
— I I -
Reporting Cycle Budget Periad =1
(To select multiple, hold the Ctrl key and
then select from th’e list.) Project Period

Fiscal Year 2
Submission Tracking Number like
Submission Name like
Results per Page 0 -

4. Select All for Schedule Status and click the button.

» The Noncompeting Continuations Page (Figure 128) will be displayed, listing all your Progress
Reports, including the submitted reports.
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ST DEpariEt B Haslth i Himan Serices

E-HANDBOOK HOME

Grant Handbook

[~ Overview
View Awards

[ Last NGA

- Award History
|Approved Scope
[Administer

/Existing Users

Submissions

- Monitor Schedules
Noncompeting
Continuations

- Performance Reports

~ Progress Reports
Financial Reports

- Other Submissions

Prior Approval
Requests

[~ New/Existing

- View Portfolio
|- Home

Logout

Figure 128: Noncompeting Continuations List Page

e I e I I

Welcome
Noncompeting Continuations

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

to HRSA EHB utl10 environment (Last login date and time

knowledge base

HELP
1:07:00 PM)

Following is the list of noncompeting continuation applications. To search through noncompeting continuation applications, click on the

"Search" button.

Displaying 1-3 of 3

Search

NONCOMPETING CONTINUATION

Input Parameters: {Show Parameters)

Noncompeting Continuation Progress Report

Schedule Status: Submitted

Type Moncompeting Continuations

Due Date

* 5:00:00 PM

Available Date 6:30:34 PM

Submission Tracking
Number

Reporting Cycle Budget Period Start Date

Reporting Period

Online Submission Yes (Preferred)

Submission Status

Submitted to HRSA

Started by 5.58:06 PM on 2/23/2012

Submitted by

on 2/24/2012
1:34:14 PM

View Submission

Noncompeting Continuation Application

Schedule Status: Submitted

Type Noncompeting Continuations

Due Date

11:59:59 PM

Available Date 7:38:41 AM

Submission Tracking
Number

Reporting Cycle Budget Period Start Date

Reporting Period

Online Submission Yes (Required)

Submission Status

Submitted to HRSA

¥ on

Started by 6:16:55 PM

Submitted by

on 5/3/2010
3:35:17 PM

View Submission

Noncompeting Continuation Application

Schedule Status: Submitted

Type Noncompeting Continuations

Due Date

11:59:59 PM

Available Date 7:36:42 AM

Submission Tracking
Number

Reporting Cycle Budget Period Start Date

Reporting Period

Online Submission Yes (Required)

Submission Status

Submitted to HRSA

on
SEREd by 10:16:01 AM

Submitted by

L on 3:42:56 PM

View Submission

Page 1

5. Click the View Submission link for the Progress Report that corresponds to the tracking number noted in

the Change-Request Cancellation Email (Figure 125).

6. The Review page for Entire Progress Report will open in a Table of Contents format.
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Figure 129: Progress Report Table of Contents Page

The progress report has not been submitted to HRSA as yet.

The following is the table of contents of the progress report. Click on "Print" button for a printable version of
this page. For a printable version of all the HTML forms (forms only, no attachments), click on "Print All HTML
Forms" button. You must print each attachment individually.
To print the entire progress report (HTML forms and attachments), you must download the progress report to
your machine. Please read associated important instructions BEFORE you use this feature.
NCC User Guide
Print|  PrintAlHTMLForms |
TABLE OF CONTENTS Table of Contents A
Section Type | Action
Basic Information
SF-PPR HTML View
SF-PPR-2 (Cover Page Continuation) HTML View
Budget Information
SF-424A Budget Information HTML View
Budget Narrative pocumenT| Mot
9 Available
Appendices
Attachment 1 -Attachment 1 - Project Narrative Update DOCUMENT Not
Available
Attachment 2 -Attachment 2 - Staffing Plan pocumenT| Mot
Available
Attachment 3 -Attachment 3 - Position Descriptions for Key Personnel DOCUMENT Avall\illginle
Attachment 4 -Attachment 4 - Biographical Sketches for Key Personnel DOCUMENT Avall\illginle
Attachment 5 -Attachment 5 - Other Relevant Documents DOCUMENT Not
Available
Program Specific Information
Program Specific OMB Approved Forms HTML View

Note: This page will NOT contain a [Proceed to Submit] button.

7. You can now perform the following actions:

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

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

Click |Print All HTML Forms] to print all forms that are HTML (i.e., forms not completed using
attachments). Attachments can be printed by clicking on individual View link and then printing the

document.
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8. CUSTOMER SUPPORT

| Note: Use your Progress Report Tracking Number for all correspondence.

8.1. BPHC Help Desk

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

» By Email: BPHCHelpline@hrsa.gov
OR
» By Phone: 1-877-974-BPHC (2742) (8:30 am to 5:30 pm ET)

Note: DO NOT call the BPHC Help Desk for any questions on the Instructions for Preparing and Submitting the
FY 2012 Health Center Program Budget Period Progress Report or programmatic questions that you might have
when completing your application.

8.2. HRSA Call Center

For assistance with registering in HRSA EHBSs, or access/password related issues, call the HRSA Call Center:
» By Phone: 877-GO4-HRSA (877-464-4772) or 301-998-7373 (between 9:00 am to 5:30 pm ET)
OR

» By Email: callcenter@hrsa.gov

Visit HRSA EHBs for additional online help.
» Go to: https://grants.hrsa.gov/webexternal/home.asp
» Click on ‘Help’

Note: DO NOT call the Call Center for any questions on the Instructions for Preparing and Submitting the FY
2012 Health Center Program Budget Period Progress Report or programmatic questions that you might have
when completing your application.

8.3. HRSA Program Support

For any questions on the Instructions for Preparing and Submitting the FY 2012 Health Center Program Budget
Period Progress Report or programmatic questions that you might have when completing your application,
contact the Program Point of Contact within Bureau of Primary Health Care (BPHC) Office of Policy and Program
Development (OPPD) as noted within the Instructions for Preparing and Submitting the FY 2012 Health Center
Program Budget Period Progress Report.

» By Phone: 301-594-4300
OR
» By Email: BPHCBPR@hrsa.gov
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9. FREQUENTLY ASKED QUESTIONS
9.1. What are the software requirements for HRSA EHBs?

System Requirements
e Internet Explorer 7 and later
e Internet browser settings that permit pop-ups
e Viewers for Microsoft Word and Adobe PDF

9.2. Are HRSA EHBs compliant with Section 5087?

HRSA EHBs are compliant with Section 508 requirements for the visually impaired.

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

Mac users are requested to download the latest version of Netscape for their operating system version. It is
recommended that Safari 1.2.4 and later or Netscape v7.2 and above be used.

Note: Internet Explorer (IE) for Mac has known issues with SSL and Microsoft is no longer supporting IE for Mac.
HRSA EHBs do not work on IE for Mac.

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

9.4. What are the software requirements for GAAM?

Refer to the software requirements for HRSA EHBSs. In addition, you will need Microsoft Word to complete GAAM
unstructured forms.

9.5. 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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