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1. Document Purpose and Scope
This purpose of this document is to provide detailed instructions for accessing, completing and submitting Health Center Quarterly Reports through the HRSA Electronic Handbook (EHB). It is intended as a supplement to, not a replacement for, the BPHC’s Health Center Quarterly Reporting Manual, available at http://bphc.hrsa.gov/recovery/HCQRManual.pdf.
It is not the intent of this document to provide detailed information on either the data to be reported or the quality checks to be performed on the data. For detailed information on HCQR and on the data in the HCQR report, please refer to BPHC’s Health Center Quarterly Reporting Manual.
2. Getting Started

2.1. Available Dates and Due Dates
This section describes the default behavior of the EHB. For specific reporting periods and due dates, see the BPHC’s Health Center Quarterly Reporting Manual (http://bphc.hrsa.gov/recovery/HCQRManual.pdf). Refer to Due Dates and Revisions to Reports on Page 5 of the manual.
2.1.1. When will the report be available for filing?
The report will be available in the EHB on the day after the close of a reporting period.

2.1.2. When is the report due?
The report is due ten calendar days after the close of a reporting period or, if that falls on a weekend or a holiday, the first business day thereafter.
2.2. Accessing the HCQR Report

2.2.1. How can one access the HCQR report?

In order to access the reports, you will need to be a registered user within HRSA EHB. If you do not have a HRSA EHB account, please create one at:
https://grants.hrsa.gov/webexternal/RegistrationWizard.asp
If you are already a registered user with the HRSA EHB, you can follow these steps to get started:
1. Type the address of the EHB (https://grants.hrsa.gov/webexternal/Login.asp) in the address bar of your browser.
2. Log into the EHB, using your user name and password.

3. On the side menu, under 'Grants Portfolio', click on the 'View Portfolio' link.

4. In the 'Grants List', click on 'Open Grant Handbook' for the primary health center grant (not the IDS or NAP grant).

5. On the side menu, under 'Submissions', click on the 'Performance Reports' link.

6. In the 'Performance Report' list, you will see the HCQR report summary for the latest reporting period with details on the report.

7. Click on the ‘Start Report’ link to begin working on the report.
2.2.2. What roles are required to access and submit HCQR reports? 
In order to access, work on and submit HCQR reports, you must be a registered user within the EHB, with appropriate roles and privileges. Every EHB user has the organization-level role of Authorizing Official (AO), Business Official (BO) or Other. You request that role when you create your EHB account. To work on submissions for a grant, you must also have the grant-level role of Project Director (PD) or Other for that grant. In the case of HCQR, you must have the Project Director or Other role for the primary Health Center Cluster grant for which the HCQR is being submitted, and you must have one or more of the privileges in Table 1 below.

The Project Director automatically has all privileges associated with the grant, including the privilege to view, edit and submit HCQR reports. He or she may grant these privileges (as well as others) to any user who requests them. 

All users (including the PD) who need to work on the HCQR report should ensure that the Health Center Cluster grant has been added to their portfolio. Click the ‘View Portfolio’ link from the left side menu in the EHB. If the grant is not listed, click the ‘Add to Portfolio’ link and follow the directions on screen. The PD will be given immediate access to the grant. Others will be given access and privileges when the PD approves their request.
The privileges you have determine what you can do. You may have any or all of the view, edit and submit privileges at the grant level. The following table summarizes the permissions associated with each privilege within the EHB.
Table 1: HCQR Privileges
	Privilege 
	What You Can Do

	View Performance Report
	· Access the read-only version of the entire report for the current reporting period
· Access the read-only version of the entire report submitted for any previous reporting period

	Edit Performance Report
	Everything associated with the 'View' privilege plus

· Enter and save the data in the electronic forms for the entire report
· Perform edit checks on the data and validate the data in the report
· View the HCQR reviewer change requests and comments

	Submit Performance Report
	Everything associated with the 'Edit' privilege plus

· Submit the report once the data has been entered and validated


2.2.3. How do I track the due date of the HCQR report?

The due date of the report is indicated on the ‘Report List’ page within the Performance Report Submissions section of your Grants Handbook. See Figure 1.
Figure 1: Performance Report List page Showing Due Date for HCQR Report
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2.2.4. How do I track the status of the HCQR report? 

There are two statuses associated with your report, the ‘Schedule Status’ and the ‘Submission Status.’  See Figure 2.
Figure 2: Performance Report List page Showing
Schedule Status and Submission Status for HCQR Report
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The Schedule Status describes the statuses your report proceeds through during its overall lifecycle. Schedule Status values are described in Table 2.
Table 2: Schedule Status
	Schedule Status
	Denotes
	Action required by

	Not Started
	This indicates that the report has never been worked on. When the new report is available in the grants handbook it will be in the 'Not Started' status.
	Grantee

	In Progress
	Clicking on the ‘Start Report’ link changes the status of the report to ‘In Progress’.
	Grantee

	Submitted
	This indicates that the report has been submitted.
	HRSA

	Change Requested
	After the report has been submitted, the report is sent to the HCQR reviewer for review. If the reviewer finds any discrepancy in the data or has any questions, the report will again be made available to the grantee. At this time the schedule status will move to 'Change Requested'. The report will stay in this status while it is being edited to accommodate the requested change. When the report is re-submitted, after the changes are made, the schedule status will return to ‘Submitted’.
	Grantee


You could be asked to make changes and submit the report more than once if changes are requested by the HCQR Reviewer. The Submission Status is the overall status of your report across such multiple submissions. Submission Status values are described in Table 3.
Table 3: Submission Status
	Submission Status
	Denotes

	Data Entry In Progress
	The report is in this status before it has been submitted.

	Submitted
	The report has been submitted.

	Change Requested
	The report is sent to grantee for making changes. It remains in this status until it has been re-submitted by grantee.


3. Working on the HCQR Report 
3.1. Three Step Approach
3.1.1. Step 1: Complete Forms

In this step, the data entry for all the forms in the HCQR report must be completed. In addition, any validation errors that occur during data entry must be resolved.
1. Complete the Contact Information Page

2. Complete data entry for SF-PPR Pages 1 and 2.
Ensure that all the data entered within the forms meet the business requirements by fixing any validation checks. This step will move the forms’ statuses from 'Not Started' to 'Complete'.
3.1.2. Step 2: Resolve Data Audit Report Checks
Once all the forms are in 'Complete' state, perform a data audit check on the report. Resolve the Data Audit errors by either fixing the data discrepancy or by providing a justification. 
If there are no more Data Audit errors, you will be able to move to Step 3.

3.1.3. Step 3: Review and Submit Report

When all the forms are in 'Complete' status and there are no pending Data Audit Errors, the report is ready to be submitted.
1. Review the data entered and print one or all Forms, if needed.
2. Electronically sign to acknowledge the correctness of the data.
3. Submit the report.

3.2. System Navigation

3.2.1. Understand Next Steps

Preparing and submitting the HCQR report is a step-wise approach as described in Section 3.1. Hence there are tools available to help you understand what the next steps are while preparing the report. 
The HCQR Details section on the ‘Status’ page outlines the next steps to be performed in order to complete and submit your report. See Figure 3.

Figure 3: Suggested Next Steps in HCQR Details Section of Status Page
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In addition to suggested next steps, a progress bar (Figure 4) is available at the top of each page in the report, to indicate the steps completed so far and the steps to follow. The current step will be indicated in blue, while the steps completed and steps remaining will be indicated in green and gray, respectively.
Figure 4: Progress Bar at the Top of Each Page
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3.2.2. Navigating the Report
The system navigation reflects the conventions used within the EHB. It is also designed to speed the process of data entry by streamlining the flow of pages. All the pages of the report can be accessed through the side menu of the handbook.
Figure 5: Side Menu Navigation
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The HCQR includes a two-page form (SF-PPR Page 1 and 2) to be completed for each ARRA grant received. The grantee’s EHB will automatically display grant-specific pages, based on the types of ARRA funding (currently IDS or NAP) received.

While you are working on SF-PPR Page 1 or 2, you have access to the grant specific forms through a drop down menu. See Figure 6. The heading displays the name of the current form.
Figure 6: Drop Down Menu on SF-PPR Page 1 and 2
for Navigation between Grant-Specific Reports
[image: image6.png]Fields marked with an asterisk(™) are required

HB8ACS00012 - ARRA - New Access Points (NAP)

SF-PPR - PAGE 1

HBACS00012 - ARRA - New Access Points (NAP)

Select Reports

HBACS00012 - ARRA - New Access Points (NAP)

|GRANTEE INFO

H8BCS01201 - ARRA - Increased Demand for Services (IDS)

Grantee Name

Primary Grant Number

Universal
UDS Number | Reporting Period End Date | Tracking Number

ress

]





Before you navigate away from a form using the left side menu or the drop down menu, please ensure that you have saved the data on the form. Unsaved data will be lost on using these navigation tools.

There is a ‘Save’ and ‘Save and Continue’ button at the bottom of the page on each of the electronic forms. See Figure 7. Clicking on ‘Save’ will save the data but will keep the control on the same page. ‘Save and Continue’ will save the data and navigate you to the next page.
Figure 7: Save and Save and Continue Buttons
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Assuming you have both NAP and IDS, you will proceed through the report pages in the following order: SF-PPR Page 1 (NAP), SF-PPR Page 1 (IDS), SF-PPR Page 1 (Universal), SF-PPR Page 2 (NAP), SF-PPR Page 2 (IDS).

3.2.3. Entering Data

Data entry is accomplished using the keystrokes commonly used for data entry in Web-based systems. In each table, use the TAB key to enter the data and navigate from one data-entry field to the next. Use Shift+TAB to go backward.

The navigation in each table is set up so that pressing the TAB key takes you to the next field that your are required to report data on. The TAB directions are set based on the logical flow of data.
You can also navigate by clicking with the mouse.

As noted above, there is a ‘Save’, and ‘Save and Continue’ button on each page. You can click the ‘Save’ button at any time to save the data you have entered so far. If data entry is incomplete, the system will display error messages. You may disregard them and continue data entry.

If there is no activity on the web page for 30 minutes you will be logged out of the system. In order to avoid this, please save your data periodically.
When data entry for a page is complete, you should click the ‘Save’ button to see if there are errors. If there are, you can address them immediately. When clicking ‘Save’ produces no error messages, you can click ‘Save and Continue’ to mark the page complete and proceed to the next one.
3.3. System Messages

Table 4 lists the types of messages the system displays. Symbols used as part of these messages are designed to convey all message types consistently and to provide you with a richer user experience while preparing the reports.
Table 4: System Messages
	Symbol 
	 Denotes
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	Critical Error. This kind of error must be corrected in order for the system to save your data. If one or more errors of this kind appear on the page and are not corrected, the system will not save the data entered after the last successful save.
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	Regular Error. This kind of error will let you save the data entered up to this point, but with these errors existing on the page, the system will not change the status of the page to ‘Complete’.
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	Exception. These denote either discrepancy or inconsistency in the data entered in the reports. Exceptions in the report will be shown to you when you execute the Data Audit Report. These need to either be corrected or justified. 
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	Information. These appear as notes to keep you informed of any important information on your report
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	Success Message. These denote that a particular process has been executed successfully. This can appear anytime data is successfully saved or submitted.


3.4. Status Page

The HCQR Status table on the Status page (Figure 8) shows all the forms that you are required to complete in order to complete the report. Beside each item in the list is an associated status. The status of grant-specific forms under SF-PPR Pages 1 and 2 controls the overall status of these pages. For example, if you are funded for New Access Points and Increased Demand for Services you will see 2 items (one for NAP and one for IDS) in the table under SF-PPR Pages 1 and 2. The status of the grant-specific forms will control the overall status of SF-PPR Pages 1 and 2.
Figure 8: Status Table on Report Status Page
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The status of the Universal forms for Page 1 and Page 2 (which shows the totals of the grant specific data) is controlled by the status of the individual grant specific forms. Universal data for the forms will be computed after you have entered data for the grant specific forms. To compute data for SF-PPR Page 1 Universal, complete the data entry in grant specific and navigate to Universal from the status page. To compute data for SF-PPR Page 2 Universal, click on ‘Compute’ link on the status page (see figure 8). 

The values for Status are described in Table 5.

Table 5: Page Status 
	Status
	 Denotes

	Not Started
	All the reports of a Table are initially in the ‘Not Started’ status. Navigating to the Table  from the side menu link or by clicking on the ‘Update’ link in the report status, will update the status of the page to ‘In Progress’

	In Progress
	The page will remain in this status until all the data has been entered and has been saved. The data on the page will be saved as long as there are no critical errors on the page (See Table 4)

	Complete
	Once you have entered all the data within each page and there are no errors (See Table 4) on the page and you have clicked ‘Save and Continue’, the page status will be changed to ‘Complete’


Once a page has been marked ‘Complete,’ making any additional changes to the data which causes errors on the page will change the page status back to ‘In Progress.’ A page can never be changed back to the ‘Not Started’ status.
The report status page is also available when you click on ‘Submit’ link on the side menu. 
3.5. Contact Information Page

The Contact Information page (Figure 9) asks for information about a designated point of contact for the current HCQR report.
To navigate to this page, click Update next to Contact Information in the HCQR Status table on the report Status page, or click the Contact Information link on the HCQR side menu.
Figure 9: Contact Information Page
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Click the ‘Add’ button to enter the information. Information entered here applies to the current HCQR report only.
Click ‘Save and Continue’ at the bottom of this page to go to SF-PPR Page 1.

3.6. SF-PPR Page 1
SF-PPR Page 1 asks for information about the grantee and the ARRA-supported grant(s) received. Data entry is required in fields marked with an asterisk (*).

Refer to the section ‘Cover Page:  Form SF-PPR – Page 1’ on Page 6 of BPHC’s Health Center Quarterly Reporting Manual (http://bphc.hrsa.gov/recovery/HCQRManual.pdf) for detailed information on the data requested.

To navigate to this page, click Update next to SF-PPR Page 1 for the NAP or IDS grant in the HCQR Status table on the report Status page, or click the SF-PPR Page 1 link on the HCQR side menu, or click the ‘Save and Continue’ button from the Contact Information page. Use the drop down menu to navigate to grant-specific forms.
Figure 10: SF-PPR Page 1
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Click ‘Save and Continue’ at the bottom of the page to mark this section as complete and proceed.

You may use the View links in order to access your NAP or IDS Application and Forms for reference from SF-PPR Page 1 by clicking on the relevant link.

Note that if you do not have permission at Application level you may encounter an error of the following nature. If the following error occurs request your Project Director to grant you permissions to view Applications.
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Note that question “8. Is this your Final HCQR?” will be implemented in a later phase. This question is provided in order to enable the grantee to indicate end of grant (for example due to relinquishing a grant) and hence submit a final HCQR report.

Once you have completed data entry for grants specific forms for SF-PPR Page 1, you will be directed to the Universal form for this page. You can also access the Universal from the status page or from the drop down menu. The data on the Universal will be calculated only after you have provided data for grant specific forms.
3.7. SF-PPR Page 2

SF-PPR Page 2 (Figure 11) asks for information concerning staffing and utilization. There is a separate form for each ARRA-supported grant.

Refer to the section ‘Detailed ARRA-Supported Activities: Form SF-PPR Page 2 Staffing and Utilization’ on Page 8 of BPHC’s Health Center Quarterly Reporting Manual (http://bphc.hrsa.gov/recovery/HCQRManual.pdf) for detailed information on the data requested.

To navigate to this page, click Update next to SF-PPR Page 2 for the NAP or IDS grant in the HCQR Status table on the report Status page, or click the SF-PPR Page 2 link on the HCQR side menu. Use the drop down menu to navigate to grant-specific forms.
Figure 11: SF-PPR Page 2
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You may use the View links in order to access your NAP or IDS Application and Forms for reference from SF-PPR Page 2 by clicking on the relevant link.

Note that if you do not have permission at Application level you may encounter an error of the following nature. If the following error occurs request your Project Director to grant you permissions to view Applications.
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Click ‘Save and Continue’ at the bottom of the page to mark this section as complete and proceed.

Once you have completed data entry for grants specific forms for SF-PPR Page 2, you will be able to compute the data for the Universal. You can do so by clicking on the ‘Compute’ link against the Universal on the report status page (Status Overview page). The data for the Universal will be available for viewing in the Review section of the report.
3.8. Data Audit Report

This section of the User Guide describes the internal process by which forms are audited with report-level checks before data is submitted.  

3.8.1. Navigation

The data audit report is available from the left side menu of the handbook and from the status list page. 

3.8.2. Status

The data audit report can be in one of the following statuses.

Table 6: Data Audit Page Status 
	Status
	 Denotes

	Not Started
	The data audit report remains in this status until all the forms are in ‘Complete’ status. This gives the grantees the opportunity to enter all the data and resolve all the page level errors before trying to resolve report level edits.

	In Progress
	The data audit report remains in this status until no audit level edits exist in the report.

	Complete
	This is the final status of the data audit report when there are no audit level edits in your report and all your forms are ‘Complete’. You can submit a report only when the data audit report is in ‘Complete’ status.


3.8.3. Data Audit Errors
When data entry is complete, you can run the data audit report (Figure 12). First, go to the report Status page and click the Compute link for SF-PPR Page 2 Universal, if necessary. Then click the Update link for Data Audit Report.
Figure 12: Update Links for SF-PPR Page 2 Universal and Data Audit Report on Status Page
[image: image19.png]ARRA Quarterly Report For 02/28/2009-06/30/2009
T ?

icome Stem Usar o WRSA EHB Mockups (35t ogn Gte nd tme 652009 1128113 &)

Status Overview
home | contact us | questions/comments
The table below shows the status of your report sut The report s currently INCOMPLETE and cannt be submitted In i’s current state.
sy s
© P
© ©
‘Complete Forms. Resolve Data Audit Report Errors Review and Submit Report

T Janie rown Om 05/18/2009 9:51:20 A

ot Submited o7 73

Suspused Nert Step (Compiats Forms

Coven pace

[ConTAcr tnFommATION Compieie ey

Srovm - AGE 1 Compiete
HBACS00012 - ARRA - New Access Points (NAP) Complete \Undate
HBBCS01201 - ARRA - Increased Demand for Services (1DS) Complete \Undate
Universt Camplete Conute

PERrORMANGE DATA

SF-90R - PAGE 2 STAFFING AND UTILIZATION Compiete
HBACS00012 - ARRA - New Access Points (NAP) Complete \Undate
HBBCS01201 - ARRA - Increased Demand for Services (1DS) Complete \Undate
Universl ot Compued Comuee

OATA AUDIT STATVS

OATA AUDIT REPORT T ot Stored T [





The data audit report is a list of all the errors (denoted by [image: image20.png]


) that exist between the different pages of the report and the exceptions (denoted by [image: image21.png]


) that exist either in a particular page or between pages of the report. You will need to access the Data Audit Report using the side menu in order to generate the list of all the data errors and exceptions.
Figure 13: Data Audit Report
[image: image22.png]ARRA Quarterly Report For 03/27/2009-06/30/2009

HB0CS01445-Q109: Kodiak Island Health Care Foundation, Kodiak, Alaska

Tracking #
HB0C501445-Q109
HCQR Report

loverview
Process Information

SF-PPR - Page 1
[Performance Data
SF-PPR - Page 2

Close Window

Welcome Brenda Friend (Last login date and time 6/23/2008 6:03:00 PM) —Tools Menu—__v][G9)

Data Audit Report
home | glossary | questions/comments

Step Step Step
) ©
Complete Forms. Resolve Data Audit Report Errors Review and Submit Report

Status: In Progress.

Al edits

W Edit 00001 : Total New Patients in Error

Increased Demand for Services: Total Number of Patients (Unduplicated) you entered in SF-PPR Page 1 for 10a, should be less than
or equal to the Total Number of New Patients provided on SF-PPR Page 2 for under column c. - Total New Patients in Error





For each error, you should return to the report and correct the data. In some cases, it may be appropriate for you to explain, rather than correct, an error. 

Once you have reviewed all the edits in the Data Audit Report, the data audit report status will be in a Complete status and your report is ready to be submitted.
Remember! Fixing errors in the system is a 2 step process

Step 1: Resolve all the errors (denoted by [image: image23.png]


 or [image: image24.png]


) that are local to a page and are generated during the data entry process. 

Step 2: Resolve all the errors (denoted by [image: image25.png]


) and all the exceptions (denoted by [image: image26.png]


) in the data audit report.
The errors that are generated in the data audit report are different from the errors that occur during the data entry process.

3.9. Review Page
The Review page displays the Report Table of Contents.

To navigate to this page, click the Review link on the HCQR side menu, or click the ‘Save and Continue’ button from the Data Audit Report page.
The Report Table of Contents is a list of read-only versions of all the pages of your report. Before submission of your reports, you can review and validate the data of your entire report. You have the ability to print individual pages of the report or the entire report. The report can be printed both before and after the submission.
3.10. Submitting the HCQR Report

There are two criteria to be met before a HCQR report can be electronically submitted. First, all the pages of the report must be in ‘Complete’ status and second, the data audit report must be completed with no errors. On meeting these conditions, you will be allowed to submit the report by electronically signing the report.
You will be able to submit the report only if you have the submit privileges to the HCQR report. (See section 2.2.2)
To navigate to the Submit page, click the Submit link on the HCQR side menu, or click the ‘Continue’ button from the Review page.

Figure 14: Submit Page
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On submission of the report, you will receive a confirmation email. Please use your tracking number for any reference to your submission during any correspondence. The HCQR tracking number is your 10 digit primary grant number followed by the 4 digit reporting quarter and year. If you need to pull back your report after submission, you must contact the BPHC help desk (see Section 5) and request for a change request to your report. Provide HCQR tracking number in your communication with BPHC.
4. Change Request Process

4.1. Responding to Change Requests

The reviewer(s) of your HCQR Report may find it necessary to return your submission to you if it is determined that changes are necessary to your report. In such a case:
1. You will be notified via email by the reviewer, with a summary of changes requested.
2. When so notified, you should login to your handbook and navigate to your submission, just as you did initially (see Section 2.2.1).

3. Your report will now be in ‘Change Requested’ status and you will be required to perform the changes on your report as per the summary of changes sent to you by the email. This summary will also be available as a link in the report status page. You can edit these items as you did initially (see relevant sections above). You will be able to view your reviewer’s comments.

4. Make the requested corrections/revisions by following the 3 step approach (see Section 3.1).
The HCQR reviewer cannot make changes on your report. You will be responsible for making the changes per their request.
4.2. Re-submitting your HCQR Report

After appropriate corrections/revisions have been made, please re-submit your HCQR report in its entirety (see Section 3.10).
5. Support and Contact

For all HCQR reporting questions, contact the JSI Help Desk:
· Phone: 866-UDS-HELP (8:30AM to 5:00PM EDT)
Or contact the BPHC Help Desk:

· Phone: 301-443-7356 (8:30AM to 6:00PM EDT)

· Email: BHCMISys@hrsa.gov
For all technical/system issues, contact the HRSA Call Center:
· Phone: 301-998-7373
· Email: CallCenter@HRSA.GOV
For details on data entry refer to the BPHC’s Health Center Quarterly Reporting Manual 
· http://bphc.hrsa.gov/recovery/HCQRManual.pdf[image: image28][image: image29][image: image30][image: image31][image: image32][image: image33][image: image34][image: image35][image: image36][image: image37][image: image38.png]
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