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This user guide describes the steps you need to follow to submit a FY 2015 Health Infrastructure Investment
Program (HIIP) application to HRSA.

1. Starting the FY 2015 HIIP Application

You can complete and submit the FY 2015 HIIP application by following a 2 step process:

1. Inthe first step, you must locate the funding opportunity in Grants.gov, download the application
package and submit the completed application in Grants.gov.

2. Inthe second step, you must validate, complete and submit this application in the HRSA Electronic
Handbooks (EHB).

IMPORTANT NOTE: Refer to the HRSA Electronic Submission Guide available at
http://www.hrsa.gov/grants/apply/userguide.pdf for more details related to submitting the application in
Grants.gov and validating it in EHB.

Once the application is validated in EHB, you can access it in your pending tasks. To access the application in
EHB, follow the steps below:

1. Loginto EHB and click the Tasks tab on the EHB Home page to navigate to the Pending Tasks — List page.

IMPORTANT NOTE: If you do not have a username, then you must register in EHB. Do not create duplicate
accounts. If you experience login issues or forgot your password, contact HRSA Contact Center for assistance
at http://www.hrsa.gov/about/contact/bphc.aspx or 1-877-974-2742 (Monday — Friday, 8:30 AM - 5:30 PM
ET).

2. Locate the FY 2015 HIIP application using the EHB Application tracking number (e-mailed after successful
Grants.gov submission) and click the Edit link to start working on the application in EHB.

» The system opens the Application - Status Overview page of the FY 2015 HIIP application (Figure 1).

Figure 1: Accessing the Application - Status Overview Page

The FY 2015 HIIP application consists of a standard and a program specific section. You must complete the
forms displayed in both of these sections in order to submit your application to HRSA.
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2. Completing the standard SF-424 section of the application

The standard section of the application consists of the following main sections:

e Basic Information (Figure 1, 1)
e Budget Information (Figure 1, 2)

e Other Information (Figure 1, 3)

2.1 Completing the Basic Information (SF-424 Part 1 & Part 2)

The Basic Information has been imported from Grants.gov and has undergone a data validation check. You

may edit this information if necessary. This section consists of the following forms:

e The SF-424 Part 1 form displays the basic application and applicant organization information.

e The SF-424 Part 2 form displays project information including the project title, project periods,
project description, Estimated Funding, State Executive Order 12372 Process, Authorized
Representatives and Congressional districts affected by the project.

2.2 Completing the Budget Information

The Budget Information — Section A-C form consists of the following two sections:

e Section A - Budget Summary
e Section C— Non-Federal Resources
To complete this form, follow the steps below:

1. Click the Update link for Section A-C on the Application - Status Overview page (Figure 1, 4). You
can also access each of the form links via the Left Navigational Menu (Figure 1, 5). Expand the Menu
if needed by clicking on the double arrows displayed near the form name at the top of the page
(Figure 1, 6).

» The system navigates to the Budget Information — Section A-C form (Figure 2).

Figure 2: Budget Information — Section A-C Page
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2. To enter or update the budget information, click the button displayed in the right corner of
the Section A — Budget Summary header (Figure 2, 1).

> The Section A — Update page opens.

Figure 3: Section A — Update Page

3. Under the New or Revised Budget section, enter the amount of Federal funds requested for the first
12-month budget period (Figure 3, 1). In the Non-Federal column, enter the non-federal funds in the
budget for the first 12-month budget period (Figure 3, 2).

IMPORTANT NOTE: The maximum federal funding limit for the FY 2015 HIIP funding opportunity is
$1,000,000.

4. Click the \Save and Continue| button.

» The Budget Information — Section A-C page re-opens displaying the updated New or Revised Budget
under Section A — Budget Summary (Figure 4).

Figure 4: Section A — Budget Summary Page after Update

5. In Section C— Non Federal Resources, distribute the non-federal budget amount specified in Section
A — Budget Summary across the applicable non-federal resources. Click the button provided
in the right corner of Section C header to do so (Figure 5).

Figure 5: Section C - Non Federal Resources

IMPORTANT NOTE: The total non-federal amount in Section C — Non Federal Resources must be equal to
the total new or revised non-federal budget amount specified in Section A — Budget Summary of the Budget
Information — Section A-C form.

6. Click the \Save and Continue| button to proceed.
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3. Completing the Appendices Form

1. Click on the Update link (Figure 1, 7) (Figure 6, 1) to navigate to the Appendices form.
2. Upload the following standard attachments by clicking the associated buttons:

Attachment 1: Budget Justification (required)

Attachment 2: Site Plan (required)

Attachment 3: Floor Plans/Schematic Drawings (required)

Attachment 4: Environmental Information and Documentation (EID) Checklist (required)
Attachment 7: Service Area Map and Table.

Attachment 8: Other Relevant Documents (as applicable)

Attachment 9: Letters of Support (as applicable)

3. After completing the Appendices form, click the \Save and Continue| button to proceed to the Program
Specific Information — Status Overview page.

Figure 6: Appendices and Program Specific Information - update

4. Completing the Program Specific Forms

1. The Program Specific Information — Status Overview page is also accessible from the Application —

Status Overview page. Click the Update link (Figure 6, 2) under the Program Specific Information section

in the left menu to open the Status Overview page for the Program Specific Information forms (Figure
7). Click the Update link to edit a form.

2. The program specific section of the FY 2015 HIIP application consists of the following sections and

forms:

Proposal Information
0 Proposal Cover Page

O Assurances
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e Project Information

0 Project

IMPORTANT NOTE: Click on the Update link for any form to start updating it. Once completed, click on the
‘Save and Continuel button to proceed to the next listed form.

Figure 7: Status Overview Page for Program Specific Forms

4.1 Completing the Proposal Cover Page

1. On the program specific Status Overview page, click the Update link for Proposal Cover Page to access
the form (Figure 7, 1). You can also access the form by clicking the Proposal Cover Page link in the left
menu (Figure 7, 2).

» The system navigates to the Proposal Cover Page form (Figure 8).

2. Inthe Applicant Eligibility section, select Yes to indicate that you are an existing grantee under the

Section 330 program (Figure 8, 1).
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Figure 8: Proposal Cover Page

3. Provide the correct active H80 grant number (in the format: H80CSXXXXX) to indicate the grant under
which you are proposing the HIIP project (Figure 8, 2)

IMPORTANT NOTE: The Applicants must meet all of the following eligibility and completeness

requirements to be considered for the funding

e Applicant is an existing health center receiving Health Center Program operational support (under
sections 330(e), (g), (h), and/or (i) at the time of application and did not receive initial health center
funding in FY 2015.

e Application request for funding as presented on Standard Form (SF)-424C is less than or equal to
$1,000,000.

e Application includes all attachments marked as “required for completeness.”
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e Application does not propose an equipment-only project.

e Application does not include alteration/renovation or construction/expansion activity associated
with the project or connected activity (e.g., site grading, installation of utilities, demolition) that has
started before the award date.

e The proposed project will not occur at a sub-recipient or contractor site.

e Application does not propose a project that will occur at a site that received construction-related
funding (i.e., new construction or alteration/renovation) through the FY 2010 Facility Investment
Program (FIP), FY 2011 Capital Development or FY 2012 Capital Development - Building Capacity
funding opportunities.

e The proposed project will not occur at a site with an active HRSA award that supports construction
(i.e., new construction, expansion, or alteration/renovation/repair projects). For the purpose of
funding opportunity HRSA-15-129, HRSA is defining an "active HRSA award that supports
construction" as a project that:

e Has not been identified as "Complete" as of the period ending March 31, 2015 Quarterly Progress
Report submission; and

e Has not provided to HRSA all project-specific submissions by the application deadline of May 21,
2015. This includes submission of the final budget information, project completion certification, final
photos, other active reporting requirement submissions, and/or conditions of award

4. Provide appropriate descriptions for the remaining Need, Response, Collaboration, Impact and
Resources/Capabilities sections for the HIIP project.

5. After completing the form, click the |Save and Continue| button to navigate to the Assurances form.

4.2 Completing the Assurances form

1. Click the Download link in the Download Template section to download the SF-424D Construction
Assurances template (Figure 9).

Figure 9: Assurances

2. A Template — Download page will be displayed, with instructions on how to save the document on your
computer. Click the button at the bottom of this page to continue with the download.

3. When prompted, select the ‘Save’ option to save the template on your computer.
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4. Open the downloaded template and provide the following information on page 2 of the template:
e Signature of Authorized Certifying Official (Figure 10, 1)
e Title (Figure 10, 2)
e Applicant Organization (Figure 10, 3)
e Date Submitted (in MM/DD/YYYY format) (Figure 10, 4)

Figure 10: Template for Assurance

5. To upload the updated Assurances template, click the button provided in the Assurances
section on the form (Figure 11, 1).
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» The system displays an attachment panel with the \Browse| and |Upload| buttons.

6. Click the button to navigate to the location where the updated Assurances template that you
want to upload in the form, is saved and select the template (Figure 11, 2).

7. Click the [Upload| button (Figure 11, 3) to attach the document to the form.

» The system displays the attached document in the Assurances section

Figure 11: Attach File section to upload the completed Assurances document

IMPORTANT NOTE: If you wish to delete the uploaded document, expand the options under Assurances
section by clicking the down arrow key and then click the Delete button (Figure 12, 1, 2). On the resulting

page, confirm the delete action by clicking the |[Confirm| button.

Figure 12: Delete Assurances attachment

8. After completing the Assurances form, click the |Save and Continue| button to save your work and
proceed to the Project form

4.3 Completing the Project form

You must propose one ‘Alteration/Renovation (A/R)’ or ‘Construction/Expansion (C/E)’ project on the
Project form. To propose a project, follow the steps below:

1. Click the |Add Project| button on the Project form (Figure 13).

» The system navigates to the Project — Add page
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Figure 13: Project Form

2. Onthe Projects — Add page, select a Project Type (Figure 14, 1) and provide the Project Title.
Figure 14: Projects — Add Page

IMPORTANT NOTES: Information on the project types allowed in the HIIP application is as follows:

Alteration/Renovation (A/R): This project type can include work required to modernize, improve, and/or
reconfigure the interior arrangements of an existing facility; work to improve and/or replace exterior
envelope; work to improve accessibility (such as sidewalks and ramps), and/or life safety requirements in an
existing facility. This type of project would not increase the total square footage of an existing building and
does not require ground disturbance or footings. This type of project may include the purchase of related
moveable equipment?.

Construction/Expansion (C/E): This project type can include the construction of a new stand-alone structure
and/or associated work required to expand a structure to increase the total square feet of a facility?.
Construction projects may include the installation of a permanently affixed modular or prefabricated
building and/or the purchase of related moveable equipment.

1 - Moveable equipment includes non-expendable items with a useful life of more than one year that are
not permanently affixed and can be easily moved. Examples include x-ray equipment, freezers, autoclaves,
furniture, administrative equipment, (i.e., computers, servers, telephones, fax machines, copying machines,
software)), and special purpose equipment used for medical activities (e.g., stethoscopes, blood pressure
monitors, scales, electronic thermometers). Office supplies (e.g., paper, pencils, toner, etc.), medical
supplies (e.g., syringes, blood tubes, plastic gloves, etc.), and educational supplies (e.g., pamphlets,
educational videotapes, etc.) are not defined as moveable equipment and are unallowable.

2 - If a proposed facility expansion project also includes alteration/renovation to the existing structure, this
falls under the construction project type.

3. Click the |Save and Continue| button on the Projects — Add page.
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» The system navigates to the Project Qualification Criteria page (Figure 15)

4. On the Project Qualification Criteria page, answer all the questions by selecting appropriate options and
providing comments as applicable (Figure 15, 1, 2).

5. Check the certification box to certify that the answers you provided on this form are correct (Figure 15,
3)

IMPORTANT NOTE: You will be able to check the certification box only if you have provided answers to the
questions displayed on this form correctly and there are no validations triggered on these questions.

Figure 15: Project Qualification Criteria Page

6. Click the \Save and Continue| button on the Project Qualification Criteria page.

» The system navigates to the Project page and displays the project you just added (Figure 16, 1)
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Figure 16: Project Page — Add Project

IMPORTANT NOTE: You will be able to propose only one project in this FY 2015 HIIP application. Once you

add the project, the |Rdd Projectl button on the Project page will be disabled. (Figure 16, 2).

7. The status of the project added will be Not Complete (Figure 16, 3) as you are required to provide
information for project specific forms. In order to complete the project information, click the Update
Project Details link (Figure 16, 4).

The project specific forms that you are required to complete are as follows:

> The system navigates to the Project Status Overview page displaying the list of project specific
forms that you are required to complete. Notice that a left menu for the Project forms listing all
the project forms is displayed at this time (Figure 17, 1). To work on any of the project forms,

you can follow any of the options below:

A. Click the Update link related to the form (Figure 17, 2), or

B. Click the form’s link in the Projects left menu

Project Qualification Criteria
Project Cover Page

Budget (SF-424C)

Funding Sources

Equipment List

Form 5B - Service Sites

Add Site Checklist

Other Requirements for Sites
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Figure 17: Project Page displaying the Newly Added Project

Project Qualification Criteria

This form will have ‘Complete’ status after you provide the required information and certify that the
information you provided is correct while adding the project.

If this form is ‘Not Complete’ due to incomplete information or if you want to update the previously
provided details, you can do so by clicking the Update link for Project Qualification Criteria form on the
Project Status Overview form or by clicking on this form name in the Projects left menu. Provide complete
information on this form and click the |Save and Continue| button to proceed to the Project Cover Page
form.

If the Project Qualification Criteria form is Complete or you do not wish to update this form at this time,
you can directly navigate to the Project Cover Page by clicking the related Update link on the Project
Status Overview form or by clicking on this form name in the Projects left menu

IMPORTANT NOTE: If you choose to update the Project Qualification Criteria form when it is Complete, the
certification box will be unchecked when you access the form. You must re-certify the information provided
on this form by checking the certification box again and saving the form.

4.3.1 Project Cover Page
Complete the Project Cover Page by following the steps below:

1. Review the Project Information details. You may update the Project Title if necessary (Figure 17, 1)
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Figure 18: Project Cover Page

IMPORTANT NOTES:

e You will be able to update the Project Title (Figure 18, 1) only on the Project Cover Page form. This field
will be non-editable on any other project specific form.

e You cannot update the Project Type once the project is created (Figure 18, 2). If you wish to include a
different Project Type, you must delete the current project on the Project form. To do so, follow the
steps provided in the Deleting the Project section of this user guide.

2. Provide complete information in the remaining sections of the form.

3. Click the |Save and Continue| button to proceed to the Budget (SF-424C) form.
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4.3.1.1 Deleting a Project
To delete the HIIP project, follow the steps below:
1. Expand the left menu if not already expanded by clicking the double arrow icon (Figure 19, 1).

2. Click the Project link in the Program Specific Information left menu (Figure 19, 2)

Figure 19: Project link in the Left Menu

» The system navigates to the Project form.

3. Onthe Project form, for the added project, expand the options by clicking the down arrow key and
then click the Delete link (Figure 20, 1, 2).

4. On the resulting page, confirm the delete action by clicking the button.
» The system deletes the HIIP project from the application

Figure 20: Delete link to delete the HIIP Project
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4.3.2 Budget (SF-424C)

On the Budget (SF-424C) form, you must distribute your project costs across the cost classification
categories displayed and also provide your request for federal funds for the project. To complete the Budget
(SF-424C) form, follow the steps below:

1. For every cost classification displayed in rows 1 to 11 and row 13, provide the Total Cost and Cost Not
Allowable for Participation values (Figure 21, 1, 2).

2. Rows 12, 14 and 16 display the system calculated values. These are non-editable and will be calculated
in these rows when you click any [Calculate| button for these rows (Figure 21, 3).

IMPORTANT NOTES:

e You cannot provide cost information for row 15, Project (program) Income, in this FY 2015 HIIP
application. This row will be non-editable.

e For each cost classification, enter a positive number with up to 2 decimal places in the columns Total
Costs (a) and Costs Not Allowable for Participation (b). Providing information for all the applicable cost
classifications on this form is mandatory. If you do not wish to include costs for a cost classification,
enter 0 in both these columns.

e The Costs Not Allowable for Participation should be less than or equal to the Total Costs reported for
any cost classification.

3. The Total Allowable Costs value for all cost classifications is also a system calculated value and will be
non-editable (Figure 21, 4). The dollar amounts in this column will be calculated for rows 12, 14 or

16when you save this form or when you click the |Calculate| buttons. To calculate this amount, the
following formula is applied:

Total Allowable Costs = Total Costs — Costs Not Allowable for Participation

Figure 21: Budget (SF-424C) form
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IMPORTANT NOTES:

e Cell 16c displays the Total Allowable Project Costs. This value should be greater than 0.

e Forrow 11, Miscellaneous, do not include any items that meet the definition of moveable equipment
under this funding opportunity (Figure 21, 6).

e The Total Allowable Costs for row 13, Contingencies, should be less than or equal to 5% of the sum of
the Total Allowable Project Costs for Site Work (7c), Demolition and removal (8c), and Construction (9c).
However, the contingency must be reduced to 2% of the construction line after the contract is awarded
(Figure 21, 7).

4. Incell 17c of row 17, provide the federal funds assistance you need for the HIIP project.

5. Click the |Ca|cu|ate Federal Percentage Share| button to view the percentage of your federal funds
request as compared to the Total Allowable Project Costs

IMPORTANT NOTES: The federal funds requested in cell 17c must meet all of the following criteria:

e This request should be equal to or less than the Total Allowable Project Costs, i.e. the value in cell 16c,
AND

e The maximum federal funds assistance that can be requested in this FY 2015 HIIP application is
$1,000,000.00, So this request in cell 17c should also be less than or equal to $1,000,000.00, AND

e This request should also be equal to the New or Revised Federal Budget amount you provided in the
Budget Summary standard form of this application.

e To update this information on the standard Budget Summary form, navigate to the standard section of
the application by using the Grant Application link in the navigation links displayed at the top of the
Project form or the Complete Status link in the All Forms left menu.

e Then follow the steps provided in the Completing the Budget Summary Form section of this user guide.

6. After completing the Budget (SF-424C) form, click the ‘Save and Continuel button to proceed to
Funding Sources.

4.3.3 Funding Sources

If the Federal Assistance Requested in cell 17c of the Budget (SF-424C) form is less than the Total Allowable
Project Costs in cell 16c of the Budget (SF-424C) form, you must distribute the balance project costs across
the other funding sources listed on the Funding Sources form.

To complete the Funding Sources form, follow the steps below:

1. Review the dollar amounts displayed in the Funding Sources Information section (Figure 22, 1). These
values are non-editable and are pre-populated from the information you provided in the Budget (SF-
424C) form. If you wish to update these values, you can do so by navigating to the Budget (SF-424C)
form.

2. Inthe Other Funding Sources section, distribute the balance of project costs, (i.e. the costs for which
you did not request federal assistance), across the other funding sources listed (Figure 22, 2). To
distribute this amount, provide the Amount Secured, Amount Committed and Amount Forthcoming
values for all the funding sources (Figure 22, 3, 4, 5).
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Figure 22: Funding Sources

IMPORTANT NOTES:

For each funding source, enter a positive number with up to 2 decimal places in the columns Amount
Secured (a), Amount Committed (b) and Amount Forthcoming (c). Providing information for all the
Other Funding Sources displayed on this form is mandatory. If you do not wish to distribute the balance
of the project costs across a funding source, enter 0 in all the 3 columns.

If the Federal Assistance Requested in cell 17c is equal to the Total Allowable Project Costs in cell 16c of
the Budget (SF-424C) form, there will be no balance total costs remaining to be distributed across the
Other Funding Sources. In this case, enter 0 in all the 3 columns listed in the Other Funding Sources
section of the Funding Sources form.

3. The values displayed in the Total Other Funding Sources row are system calculated. These are non-

editable and will be calculated for this row when you click the related button (Figure 22, 6).

4. The Total value for all other funding sources is also a system calculated value and will be non-editable

(Figure 22, 7). The dollar amounts in this column will be calculated when you save this form or when
you click the [Calculate| button for the Total Other Funding Sources row. To calculate this amount, the
following formula is applied:

Total = Amount Secured + Amount Committed + Amount Forthcoming

IMPORTANT NOTES:

The Total Allowable Project Costs in cell 16c of the Budget (SF-424C) form should be equal to the sum of
the Federal Assistance Requested in cell 17c of the Budget (SF-424C) form and the grand Total amount
of all the other funding sources on the Funding Sources form (Figure 22, 8).

The Total amount proposed for the ‘State Grants’ row should be equal to the 'State' funding you
proposed under the Non-Federal Resources section of the Budget Summary standard form. Similarly,
the Total amounts proposed for ‘Local Funding’ and ‘Other Federal Funding’ rows should be equal to the
‘Local’ and ‘Other’ funding you proposed under the Non-Federal Resources section of the Budget
Summary standard form respectively.
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e The sum of the Total amounts proposed for Private/Third Party Funding and Other Project Financing
rows on this form should be equal to the ‘Applicant’ funding proposed under the Non-Federal Resources
section of the Budget Summary standard form.

e Please note that to update information on the standard Budget Summary form, you will need to
navigate to the standard section of the application. Then follow the steps provided in the Completing
the Budget Summary Form section of this user guide.

5. After completing the Funding Sources form, click the |Save and Continue| button to proceed to the
Equipment list page.

4.3.4 Equipment List

IMPORTANT NOTES:

e You are required to add equipment information on Equipment List form, if you identify equipment costs
in the Total Allowable Costs for row 10, Equipment, on the Budget (SF-424C) form. The status of this
form will be Complete when the Total Price of equipment added on this form is equal to the Total
Allowable Costs for the Equipment cost classification on the Budget (SF-424C) form of this application.

e If you do not identify equipment costs on the Budget (SF-424C) form, you must not add equipment on
the Equipment List form.

e Please refer to the Equipment’s related notes in the Project section for the list of allowable equipment’s.

To add equipment on this form, follow the steps below:
1. Click button to add an equipment (Figure 23).

Figure 23: Equipment List form

> The system navigates to the Equipment Information — Add Page (Figure 24). Fields marked with
an asterisk (*) are required.

Figure 24: Equipment Information - Add Page

2. Select an equipment type and enter the Description, Unit Price (S), and Quantity.

3. Click the |Save and Continue| button at the bottom of the screen after adding these details.

> The system navigates to the Equipment List page and displays the equipment you just added
along with the calculated Total Price (Figure 25)

User Guide for Grant Applicants 21 of 31 FY 2015 HIIP




Figure 25: Equipment List Page (With Equipment Added)

4. After completing this form, click the |Save and Continue| button to proceed to Form 5B — Service Sites.

4.3.5 Form 5B - Service Sites

On the Form 5B: Service Sites form, the applicant is required to Add New Site or Pick an existing Site from
Scope. The applicant can only select a New or Active in Scope Admin/Service Delivery, Service Delivery or
Confidential Site (Domestic Violence) Site that is within their current approved H80 scope of project.

4.3.5.1 Add New Site.

1. To add a New Site, click on the |Add New Site | button (Figure 26, 1).The system will navigate to the
Service Site Checklist page.

Figure 26: Form 5B — Service Sites

2. Provide answers to the listed questions and click on |Verify Qualification | button. The system will
navigate to ‘List of Pre-registered Performance Sites at HRSA Level' page (Figure 27).

3. On the ‘List of Pre-registered Performance Sites at HRSA Level' page select a site by clicking on the
‘Select Site Location’ link from options column (Figure 27, 1).
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Figure 27: List of Pre-registered Performance Sites at HRSA Level

> You can also register a new Performance Site by clicking on the Register Performance Site
button (Figure 27, 2).

4. The system navigates to the Form 5B: Edit page (Figure 28).
Figure 28: Form 5B: Edit Page
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5. Fill out all of the required information and complete this form.

» The system will navigate to Form 5B - Service Sites and the selected site will be available under
proposed site column.

IMPORTANT NOTES:

e The system will allow an applicant to propose only one site.

e The 'Add New Site' and 'Pick Site from Scope' buttons will be disabled after a site has been added to the
project.

e The system will not allow an applicant to select an Admin-only site, Mobile Van site, Site which is
operated by 'Sub-recipient’, Site which is operated by 'Contractor’, Site with pending verification status
or site with terminated status.

o |f a New Site is added, the applicant is required to complete the Add Site Checklist form.

4.3.5.2 Pick Site from Scope.

1. The applicant can pick an existing Site from Scope by clicking on the |Pick Site from Scope| button.

Figure 29: Form 5B: Pick Site from Scope

» The system navigates to the Select Site from Scope form and displays the list of active sites in the

scope of the H80 grant you provided in the Applicant Eligibility section of the Proposal Cover Page
form of this application (Figure 30).

IMPORTANT NOTES: You will be able to pick a site from your H80 scope only if you have provided a correct
active H80 grant number associated with your organization on the Proposal Cover Page form of this

application. Otherwise, you will not be able to click the ‘Pick Site from Scopel button in order to complete
Form 5B.

Figure 30: Select Site from Scope form

2. To select a site, click the Select this Site link provided under the Options column (Figure 30, 1).

IMPORTANT NOTES:
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e The system allows you to select only the site of ‘Service Delivery’ or ‘Administrative/Service Delivery’
type in your H80 scope with an Active status. You will also be able to select confidential site on this
form.

e The system disables the Select this Site link (Figure 30, 2) for the site under any of the categories
mentioned below. The reason(s) for which the site is being disabled will be displayed when you hover
over the disabled Select this Site link (Figure 30, 3).

o If the site is an ‘Admin-only’ site.

If the site is a ‘Mobile Van’ site.

If the site is operated by a ‘sub-recipient’ or a ‘contractor’.

If the site has the Pending Verification status.

If the site is terminated.

wl|le e

The system navigates to the Form 5B list page and displays the site you just selected under the Existing
Sites in Scope section (Figure 31).

Figure 31: Site added to Form 5B

4. After completing Form 5B, click the |Save and Continue| button to proceed to the Add Site Checklist
page.

4.3.5.3 Update Site
1. ASite can be updated by clicking on the Update link (Figure 32).

> The system will navigate to Form-5B - Edit page (Figure 28).

Figure 32: Update Site Link

2. Fill out all of the required information and complete this form.

» The system will navigate to Form 5B - Service Sites and the updated site will be available under

proposed site column.

4.3.5.4 Delete Site

1. To delete a site, click on the Delete link under options (Figure 31, 2).
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The application will navigate to Service Site - Delete Confirm page.
2. Click on Confirm Delete button to confirm and delete site.

3. The application will navigate to Form 5B - Service Sites page.

IMPORTANT NOTE: The applicant will only be able to delete a site that was added during the ‘Add a New
Site’ or ‘Pick Site from Scope’ process. The site will not be deleted from scope and an applicant will be able
to add the deleted site again.

4.3.6 Add Site Checklist page

The Add Site checklist page will be available upon adding a new site in Form 5B.

IMPORTANT NOTES:

e The Add Site Checklist form will ONLY be available if the applicant has added a new site in Form 5B.

o [f the applicant completes ‘Add Site Checklist’ form and then deletes the previously added site on Form
5B, the system will delete the information provided in this form and change the status of the form to
Not Complete.

1. Provide all of the required information and complete this form (Figure 33).
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Figure 33: Add Site Checklist Form
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2.

Click on |Save and Continue| button to proceed to the Other Requirements for Sites page.

4.3.7 Other Requirements for Sites

The FY 2015 HIIP application collects information on the following sections in ‘Other Requirements for Sites’
page:

a. Project Information
b. Site Information
i. Site Control and Federal Interest
ii. Cultural Resource Assessment and Historic Preservation Considerations (For
Alteration/Renovation (A/R) projects ONLY)
c. Attachments

IMPORTANT NOTES:

The Other Requirements for Sites form will be available ONLY AFTER the applicant has added a new site
or selected an existing site from scope in Form 5B.

If the form is complete and previously added site on Form 5B is replaced with another site, the system
will reset the information on ‘Other Requirements for Sites’ form and change the status of the form to
Not Complete. The system will ensure that the applicant revisits this form to provide the updated ‘Other
Requirements for Sites’ form for the updated site.

The name of the Service Site and Address are non-editable fields and no changes can be made to these
fields. The information is pre-populated from Form 5B.

The applicant needs to provide information in all of the required fields (Figure 34).

The applicant is required to provide maximum of 0 and minimum of 1 attachment to the Property
information field.

The applicant is required to provide maximum of 1 and minimum of 1 attachment to the Landlord Letter
of Consent field.

Click on [Save and Continue| button to proceed.
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Figure 34: Other Requirements for Sites Form

5. Reviewing and Submitting the FY 2015 HIIP Application to HRSA

To review your application, follow the steps below:

1. Navigate to the standard section of the application using the Grant Application link in the navigation
links displayed at the top of the Summary Page form or the Standard Status link in the All Forms left

menu.
2. On the Application - Status Overview page, click the Review link in the Review and Submit section of

the left menu (Figure 35).
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Figure 35: Review link

» The system navigates to the Review page.

3. Verify the information displayed on the Review page.

4. If you are ready to submit the application to HRSA, click the |Proceed to Submit| button at the bottom
of the Review page (Figure 36, 1).
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Figure 36: Review Page — Proceed to Submit

» The system navigates to the Submit page.

5. Click the \Submit to HRSA| button at the bottom of the Submit page.
» The system navigates to a confirmation page.

The Other Requirements for Sites form will be available ONLY AFTER the applicant has added a new site

IMPORTANT NOTES:

o To submit an application, you must have the ‘Submit’ privilege. This privilege must be given by the
Project Director (PD) to the Authorizing Official (AO) or designee.

e [f you are not the AO, a Submit to AO button will be displayed at the bottom of the Submit page. Click
the button to notify the AO that the application can be submitted to HRSA.

6. Answer the questions displayed under the Certifications and Acceptance section of the confirmation
page and click the |Submit Application| button to submit the application to HRSA.

7. If you experience any problems with submitting the application in EHB, contact the BPHC Help Line for

assistance at http://www.hrsa.gov/about/contact/bphc.aspx or 1-877-974-2742 (Monday — Friday, 8:30
AM - 5:30 PM ET).
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