HRSA Electronic Handbooks (EHB)

Submitting the Change Requested FY 2014 Noncompeting Continuation (NCC)/Budget Period
Progress Report (BPR) with Updated Budget Information
A Quick Reference Sheet for Grantees

This quick reference sheet describes the steps you need to follow for updating the budget information in the FY
2014 Noncompeting Continuation (NCC)/Budget Period Progress Report (BPR) based on the latest Notice of
Award (NoA) released to you under the Health Center Program.

Accessing the FY 2014 NCC/BPR Progress Report

1. Loginto HRSA EHB and click the Tasks tab to access the Pending Tasks — List page.
2. Locate the FY 2014 NCC/BPR submission and click the Edit link.
» The system navigates to the NCC Progress Report — Status Overview page.

Updating the Budget Details Form

1. Under the Budget Information section, click the Update link for the support year displayed under the Budget
Details form (Figure 1).

Figure 1: NCC/Budget Period Progress Report - Status Overview Page

&1 NCC Progress Report - Status Overview

Note(s):
The table below shows the status of the progress report. The progress report is currently COMPLETE

¥ NCC Progress Report Tracking # : % 58 Due Date: 10/18/2013(Due In: 2 Days) | Status: In Progress
Grant Number: H80CS Original Deadline: 10/02/2013 Created On: 08/21/2013
Project Officer: . Project Officer Email: Project Officer Contact #:

Last Updated By:
¥ Resources [£
View

NCC Progress Report ;| Last NoA = Program Instructions = NCC User Guide

p Users with Permissions on NCC Progress Report (5)

NCC Progress Report Status

Section Status Options
Basic Information

SF-PPR « Complete @ Update
SF-PPR-2 (Cover Page Continuation) « Complete @ Update

Budget Information

Budget Details " Complete
Support Year " Complete (@ Update
Budget Narrative " Complete (@ Update

Other Information
Program Specific Information " Complete (@ Update

Appendices " Complete (@ Update

» The system navigates to the Budget Details form and displays an error at the top of the page indicating that
the Total Federal Budget is not equal to the federal funds that you reported in the Section A — Budget
Summary section of this form when you initially submitted the progress report (Figure 2, 1).
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Figure 2: Budget Details Form with the Error

& Budget Details

& Error: one or more errors have occurred.

W Total Federal Budget must equal § —@

» NCC Progress Report Tracking # : W+ Due Date: 10/18/2013(Due In: 2 Days) | Section Status: Not Complete
¥ Resources [

View

NCC Progress Report | Last NoA | Program Instructions | NCC User Guide

+ Support Year

Recommended Federal Budget: $# 4% 44 .00 ‘@ 12/01/2013 - 12/01/2014
Section A - Budget Summary (# Update
New or Revised Budget
Grant Program Function or Activity CFDA Number
Federal Non-Federal Total
Community Health Centers 93.224
Health Care for the Homeless 93.224

Update Sub Program Total: ‘@ . -

Note: The system pre-populates the Recommended Federal Budget (Figure 2, 3) with the value provided in the
first line of Box 13 - Recommended Future Support of the latest NoA (Figure 3). The year(s) listed in the box will
vary from grantee to grantee based on the number of years each grantee has been funded.

The amount stated in the error message (Figure 2, 1) is equal to the amount displayed in the Recommended
Federal Budget field.

Figure 3: Box 13 — Future Recommended Support in the NoA
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f. Supplies:
g. Travel:
h.  Construction/Alteration and Renovation: 13. RECOMMENDED FUTURE SUPPORT: (Subject to the availability of funds
and satisfactory progress of project)
i.  Other:
YEAR TOTAL COSTS

j. Consortium/Centractual Costs:
k.  Trainee Related Expenses: 13 §
I Trainee Stipends: 14 $
m.  Trainee Tuition and Fees:
n.  Trainee Travel: 14. APPROVED DIRECT ASSISTANCE BUDGET:(In lieu of cash)
0. TOTAL DIRECT COSTS: a. Amount of Direct Assistance
p. INDIRECT COSTS (Rate: % of S&W/TADC) : b. Less Unawarded Balance of Current Year's Funds
q. TOTAL APPROVED BUDGET: ¢. Less Cumulative Prior Awards(s) This Budget Period
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2. Revise the Federal Funds requested under New or Revised Budget in the Section A — Budget Summary section
by clicking the related [Update] button (Figure 4, 1) and updating the federal request so that it is equal to
the new Recommended Federal Budget amount.

3. Revise Section B — Object Class Categories section by clicking the related [Update] button (Figure 4, 2) and
adjusting the amounts as needed so the total in this section equals the total in Section A — Budget Summary
section.
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Figure 4: Updating the Federal Request on Budget Details Form

E 2 Budget Details

& Error: one or more errors have occurred.

7 Total Federal Budget must equal $
» NCC Progress Report Tracking # : S5 i Due Date: 10/18/2013(Dye In: 2 Days) | Section Status: Not Complete
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Recommended Federal Budget: $& 5 e

Section A - Budget Summary n (@ Update

New or Revised Budget

Grant Program Function or Activity CFDA Number
Federal Non-Federal Total
Community Health Centers 93.224
Health Care for the Homeless 93.224
Update Sub Program Total: -

Section B - Budget Categories a f@ Update

Grant Program Function or Activity

Object Class Categories Total

Community Health Centers Health Care for the Homeless

Personnel

Fringe Benefits
Travel

Equipment

Supplies
Contractual
Construction

Other

Total Direct Charges
Indirect Charges

Total:

Section C - Non Federal Resources (@ Update
Grant Program Function or Activity Applicant State Local Other Program Income Total
Community Health Centers

Health Care for the Homeless

Total:

4. Once the federal request has been adjusted according to the displayed Recommended Federal Budget
amount, click the [Save] button to save the information and change the status of the form to Complete.

Updating the Federal Object Class Categories Form

1. After the Budget Details form is completed, navigate to the program specific section of the progress report by
expanding the left menu, if not already expanded (Figure 5, 1), and clicking the Program Specific
Information link (Figure 5, 2).
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Figure 5: Accessing the Program Specific Section from the Budget Details Form

# Budget Details
NCC Progress Report

« Success:

Overview
Information saved successfully.

Status
Basic Information » NCC Progress Report Tracking # : =

« SF-PPR

-

« SF-PPR-2 ¥ Resources [£
Budget Information View

¥ Budget Details NCC Progress Report | Last NoA | Program Instructions

' Budget Narrative
Other Information + Support Year

' Program Specific
Information \{a

' Appendices

Recommended Federal Budget: $ o

Review and Submit

Due Date: 10/18/2013(Due In: 2 Days) | Section Status:

NCC User Guide

12/01/2013 - 12/01/2014

Section A - Budget Summary f@ Update
Review
Submit New or Revised Budget
Grant Program Function or Activity CFDA Number
. Federal Non-Federal Total
Other Functions -
o Community Health Centers 93.224
Navigation
 to Subgissians List Health Care for the Homeless 93.224

> The program specific Status Overview page opens and the status of the Federal Object Class Categories form

is displayed as Not Complete (Figure 6).

Note: The Federal Object Class Categories form collects the federal and non-federal funding distribution across
budget categories for the upcoming budget period. The total federal and non-federal funding figures displayed on
this form are pre-populated from the Budget Details form. You are required to update the distribution of the
revised federal funds across these budget categories in the Federal Object Class Categories form.

2. Click the Update link for the Federal Object Class Categories form.

Figure 6: Program Specific Status Overview Page

Program Specific Information Status

Budget Information

Sites and Services

Other Forms

Section Status

Options

Federal Object Class Categories & Not Complete @Update v

Form 2 - Staffing Profile " Complete [ Update =

Form 3 - Income Analysis « Complete [ Update =

Form 5A - Services Provided «" Complete
Required Services " Complete |: Update =
Additional Services " Complete QUpdate v
Form 5B - Service Sites « Complete |’__ Update =
Form 5C - Other Activities/Locations «" Complete (@ Update ¥

Program Narrative Update " Complete QUpdale v

3. The Federal Object Class Categories form opens displaying the revised federal funds in the Total Proposed

Budget section (Figure 7, 1).
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Figure 7: Federal Object Class Categories Form

2 Federal Object Class Categories

Note(s):
« To update the amounts displayed in the Total Proposed Budget section of this form, navigate to the Budget Details form and update the total Federal funds requested in the Budget Summary section.
+ To update the amount displayed in the Total column in the Budget Categories section of this form, navigate to the Budget Details form and update the amount requested in the Budget Categories section.

& Error: One or more errors have occurred.

Field Level Messages

WV Emor1 'V Error2

P IR MEREE (RNTR WNREMERTE (N TRERSAEAEIC lelatel 08 10NN e Due Date: 09/11/2013 (Due In: % Swws ) | Section Status: Not Complete
¥ Resources [f
View

NCC FY 2014 User Guide

Fields with * are required

Total Proposed Budget Amount

Section 330 Federal funding (from Total Federal - New or Revised Budget on Section A - Budget Summary) l:l

Non-Federal funding (from Total Non-Federal - New or Revised Budget on Section A — Budget Summary)

Total

Budget Categories

QS N et e W R L o R A e e Br o o e B s

4. The system displays errors in the Budget Categories section because of the updates made on the standard
Budget Details form. Correct the displayed errors by adjusting the amounts in the Budget Categories section
of the form (Figure 8).

Figure 8: Federal Object Class Categories Form — Budget Categories Section Displaying Errors

Budget Categories
Object Class Category Federal Non Federal Total (from Section B — Budget Categories)
a. Personnel 2 - e
b. Fringe Benefits . s
Y/ The sum of federal and non-
federal amounts provided for this line
item should be equal to the amount
displayed in the value in the Total
c. Travel -
column for the equivalent line item of
the Budget Categories section of the
Budget Details form.(4)
d. Equipment . o -
e. Supplies .
f. Contractual . W -
g. Construction . .
h. Other -
i. Total Direct Charges (sum of a - h) | Calculate Total And Save
J- Indirect Charges . .
W The sum of Federal amount
requested in the Budget Categories
o ) o section should be equal to the amount
k. Total Budget Specified in Section A - Budget Summary (sum of i - J) ) ) )
Calculate Total And Save displayed in the Section 330 Federal
funding field of the Total Proposed
Budget section of this form.(+)

5. Click the [Save] button to save the updates.
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Updating the Budget Narrative Form

1. Expand the left menu, if not already expanded, and click the Complete Status link to access the NCC Progress
Report — Status Overview page (Figure 9).

TASKS <«

Program Specific

Information -

Overview
Status Overview
Budget Information

+ Federal Object Class
Categories

« Form2
¥ Form3
Sites and Services
« Form 5A
« Form 58
« Form 5C
Other Forms

« Program Narrative
Update

Review

Program Specific Forms
All Forms -

Overview

Complete Status

Submit

Figure 9: Accessing the NCC Progress Report — Status Overview Page

& Federal Object Class Categories

Note(s):
-
« To update the amounts displayed in the Total Proposed Budget section of this form, navigate to the Budget Details form and update the total Federal funds requested in the Budget
Summary section.
- To update the amount displayed in the Total column in the Budget Categories section of this form, navigate to the Budget Details form and update the amount requested in the
Budget Categories section.
+ Success:
Information entered on Federal Object Class Categories was saved successfully. This form is now Complete.
BB R TR, WM N PRI ¢ bbaiel b ORI Due Date: 09/11/2013 (Due In: % Ssws) | Section Status: Complete

¥ Resources [f
View

NCC FY 2014 User Guide

Fields with * are required

Total Proposed Budget Amount

Section 330 Federal funding (from Total Federal - New or Revised Budget on Section A - Budget Summary)
Non-Federal funding (from Total Non-Federal - New or Revised Budget on Section A — Budget Summary)

Total

Budget Categories
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2. From the NCC Progress Report — Status Overview page, access the Budget Narrative form from the left menu
or by clicking the related Update link (Figure 10).

ALL TASKS 3

NCC Progress Report =

Overview
Status
Basic Information
' SF-PPR
+ SF-PPR-2
Budget Information
+ Budget Details
Other Information

' Program Specific
Information

' Appendices
Review and Submit

Review

Submit

Other Functions N

Navigation

Return to Submissions List

Figure 10: Accessing the Budget Narrative Form

& NCC Progress Report - Status Overview

« Note(s):
The table below shows the status of the progress report. The progress report is currently COMPLETE .
» NCC Progress Report Tracking # : = ki Due Date: 10/18/2013(Due In: 1 Days) | Status: In Progress

i Resources [

) Users with Permissions on NCC Progress Report (2)

NCC Progress Report Status

Section Status Options
Basic Information
SF-PPR ' Complete (& Update
SF-PPR-2 (Cover Page Continuation) ' Complete {& Update
Budget Information
Budget Details ' Complete

Support Year " Complete f& Update
Budget Narrative ' Complete
Other Information
Program Specific Information ' Complete @ Update
Appendices o Complete f& Update

3. Delete the uploaded attachment(s) by expanding the context menu (Figure 11, 1), using the down arrow for
the Options, and clicking the Delete link (Figure 11, 2).
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Figure 11: Deleting the Existing Budget Narrative Attachment(s)

2 Budget Narrative

» NCC Progress Report Tracking # : = s Due Date: 10/18/2013(Due In: 1 Days) | Section Status: Complete

¥ Resources [
View

NCC Progress Report | Last NoA | Program Instructions | NCC User Guide

Attach File

~ Budget Narrati ini 1) i 2)
Document Name Size Date Attached Description Options /(D

2MB 09/04/2013 Budget Narrative (‘@ Undate Dascrintinn[ ¥
Action

(@ Update Description

x [odere] —(2 )

4. Click the [Attach File] button and upload the updated Budget Narrative attachment(s) that are revised to
reflect the correct amounts provided in the Federal Object Class Categories form (Figure 12).

Figure 12: Uploading the Revised Budget Narrative Attachment(s)
¥ Budget Narrative (Minimum 1) (Maximum 2)¥7 There are too few documents attached for this purpose(i)

* Document

Allowable Document Types: doc,if txt,wpd,pdf xls msg,jpg jpeg tif xfd xlsx,docx,ppt TrmE
Allowable Document Size: 100 MB

Approximately 1/4 page (Max 500 Characters): 500 Characters left.

Description

Upload | | Cancel

No documents attached

(=]

5. Expand the left menu, if not already expanded, and proceed to submit the progress report with the updated
budget details by clicking the Submit link (Figure 13).

Figure 13: Submit Link

ALL TASKS %] 2 Budget Narrative

NCC Progress Report =
" Success:

Overview
Information saved successfully.
Status
Basic Information » NCC Progress Report Tracking # : # hi Due Date: 10/18/201]
' SF-PPR
, o
+ SF-PPR-2 ¥ Resources [4
Budget Information View
' Budget Details NCC Progress Report | Last NoA | Program Instructions | NCC User Guide

+ Budget Narrative

Other Information w Budget Narrative (Minimum 1) (Maximum 2)

+" Program Specific
Information

' Appendices 10/17/2013

Document Name Size Date Attached | Description

Review and Submit

Review




