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1. Introduction

1.1 Document Purpose and Scope

The purpose of this document is to provide applicants with detailed instructions for using the
HRSA Electronic Handbook (EHB) to complete a Non-competing 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 Describes how to log into HRSA Electronic
Handbooks Handbooks and access the Progress Report.
Complete the Standard Forms (SF-PPR) Describes the steps necessary to complete the

Standard Form sections of the Progress
Report in the Electronic Handbooks.

Complete the Program Specific Information Describes the steps necessary to complete the
Forms 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
guestions 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 Non-competing Progress Report. Registration allows HRSA
to collect consistent information from all users, avoid collection of redundant information, and
identify each system user uniquely.

Note: 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) between
9:00 am and 5:30 pm ET or email callcenter@hrsa.gov.

If you are a new user in a grantee organization, you need to:

1. 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.

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

o Edit Non-competing Continuation

e Submit Non-competing Continuation

User Guide for Grantees 7 of 48 NCC FY 2014 Progress Report User Guide
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2.1 Get Started with the HRSA Electronic Handbooks

To access your ‘NCC FY 2013 progress report’, you need to login to HRSA EHBs and open the
grant handbook.

2.1.1Logging In

1. Point your browser to https://grants.hrsa.gov/webexternal/login.asp
2. At the Login prompt, enter your username and password.

Figure 1: HRSA EHB Login Screen

Username ||

Fasswaord

Forgot Password?

3. Click the button.
If you do not have a username, then you must register. (Do not create duplicate accounts.)
4. The HRSA EHB home page Opens

Figure 2: HRSA EHB Home Page

FHRSA Eiectronic Handbooks

Welcome Rocently Accessod  Whas New. Guida Mo s

Getting Started with the Handbooks

» Recommended Settings » What Would You Like To Do Today? » Handbook Screen Elements of » Tour the Handbooks (2
*
Hems We Are Tracking For You My Recently Accessed
T Display 71 15 | 20
B Task with o deadiing 16
=] E Grant Noncompeting Continuabons - Noncompeting Continuahon Progress Repont [rovaeey
3 Doewittn 30 days Tasks H Tracking #-107 158, ¥ " S
& Leto 2 Grant Folder | 22N
2 Tasks without & deadine 5
Grant Foider | ¢
= Unread News L

Grant NewExisting Ci5 .
Tracking ¥ CIS00012611

Vi All = Viow Mox

Acceptable Use Polcy | Accessty | Viewers And Players | Contact Us Product EPS

2.1.20pening the Grant Handbook

After logging in, navigate to and open the H80 grant handbook.
1. Onthe Home page, click the Grants tab located at the top of the page.
2. Locate your H80 grant in the list. Click the Grant Folder link.
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If you do not see your grant, you need to complete the grant portfolio registration.

2.1.3Locating the ‘NCC FY 2014 progress report’

In the grant handbook, click the Work on My NCC Report link under the Sub
heading.

missions

If you do not see the link under Submission heading, you do not have the appropriate

permissions. Refer to the instructions on the grant handbook home page.
Figure 3: HRSA EHB Home Page

Browse

Other Functions

My Portfolio
Return to Granis Lest

Grant Folder

Grant Overview

Fundng Opportunities

You are hare: Home » Grands =

Erowse s Grant Foides | =]
Grant Home
S—

¥ Resources [f

View

Last Nod | HRSA Conlacts

[N —

Grant Home
Hishon Geants

Submissions

2. Locate the record with the heading ‘Noncompeting Continuation Progress Report'. Click the
Start link to start working on the submission or Edit to continue working once you have

already accessed this application.
The Start link will become Edit the next time you access this page.

Figure 4: Noncompeting Continuation Progress Report

LORR BRI E AR | Pagesize: 15 - o Tile 1 pag
Submission Name Submission Type ~ Organization Grant T'“:"'“ Reporting |\ dfine  Submitted Date  Status Options
v Al -7 Al *|¥ '8 4 erlili's e A - |
Noncompeting .
»  Continuation Progiess :";‘;I:L’gﬂ'” 107156 12012013 0022013 In Progress
Report i

2.2 Navigation

Use the navigation menu (Figure 5) on the left side of the screen to access the
and Program Specific Information Forms.

Standard Forms

User Guide for Grantees 9 of 48
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Figure 5: Left Side Menu

ALL TASKS
NCC Progress Report

Overview

£

FS

Status

Basic Information
W SF-PPR
v SF-PPR-2
Budget Information
WX Budget Details
WX Budget Narrative
Other Information

W& Program Specific
Information

WX Appendices
Review and Submit

Review

Submit

Other Functions

MNavigation

Return to Submissions List
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3. Complete 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 6).

Figure 6: NCC Progress Report - Status Overview page

* HCC Progress Report Tracking # : 00107423 Due Date: 050212013 {Dus In: 62 Days) | Status: In Progress

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

Note: You cannot submit your Progress Report until you complete all forms in all
sections.

Note: For the purpose of this document, the left-side menu will be used to access each
form. However, as noted above, you can access any SF-PPR or budget form by
returning to the Status Page (for Progress Report) and clicking its Update link.

1. On the Status Overview page, click the Update link for the SF-PPR form. Provide required
information on the form and complete it.

The SF-PPR Form contains basic information about your grantee organization and is the
cover page for the progress report. Information will be pre-populated from your last
application. You can add, update, or delete the Authorizing Official information as desired
under the Authorizing Official (AO) Contact Information section.

User Guide for Grantees 11 of 48 NCC FY 2014 Progress Report User Guide




115, Deperiment of Health end Heman Services

Health Resources and Services Administration

Figure 7: NCC Progress Report — SF-PPR page

< SF-PPR

k NCC Progress Report Tracking 2 : 00107158 Due Date: 08/02/2013 (Due In: 103 Days) | Section Status: Not Started
¥ Resources [J
View

NCC Progress Report. | LastNoA | Program Instructions. | NCC User Guide

Grantes Organization Information

or Othar Identitying Number

Federal Agency

Final Report

Fialds wilh # are required Q
* Authorizing Official (AQ) information o8 Add

o Autharizing Official added

2. After completing the SF-PPR form, click the [Save and Continue] button to navigate to the
SF-PPR 2 (Cover Page Continuation) form. Provide required information on the form and
complete it.

¢ The SF-PPR-2 contains information about your grant. Information will be pre-populated
from your last application. This includes the Department Name, Division Name, and the
Point of Contact (POC) registered for the grant.

o If a POC was not added in your last application, 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 the POC.

e You can modify the Department Name and Division Name if needed. You can also add,
update, or delete the POC information.
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2 SF-PPR-2 (Cover Page Continuation)

» NCC Progress Report Tracking # : 00107158
* Rescurces [f

View

Supplemental Continuation of SF-PPR Cover Page

{Citwrs, Cosndy, State, i)

* Point of Contact {POC) information

Title of Position

4 | LastMoh | Program inshuctons | NCC Uker Gude

Due Date: 09022013 (Due In: 103 Days) | Section Status: Not Started

Phone Email

3. After completing the SF-PPR 2 form, click the [Save and Continue| button to navigate to the
Budget Details form for the first support year displayed. Provide required information for the
support year and click the [Save and Continue| button.

Figure 9: NCC Progress Report — Budget Details Page

Section A - Budgel Sunsmary

Grant Program Function of Activity

Suction B - Budget Categorie

Object Class Catogories

Section C . Nom Foden! Resources

Grast Program Funetion cr Aeshity

......

MNew oe Rovised Bodgot

Fodeenl Hen F pderal

Grant Pragram Funesion er Asthvity

 Update
Toml
50.00
Total
50 500
L £0.00
o Tatal
50,0

4. Complete the Budget Narrative form by uploading one attachment per the NCC
instructions. Click the [Save and Continug] button to navigate to the Status Overview page
on the Program Specific Section of the NCC.

User Guide for Grantees

13 of 48

NCC FY 2014 Progress Report User Guide




115, Deperiment of Health end Heman Services

Health Resources and Services Administration

4. Complete the Program Specific Information Forms

To complete the program specific information Click the Program Specific Information link on the
left side menu or click the Program Specific Information Update link, under Other Information,
on the NCC Progress Report Process Status page (Figure 10).

Figure 10: Update Link on the NCC Progress Report Process Status Page

NCC Progress Report Status

Section Status

Options

Basic Information
SF-PPR ot Not Started # Update
SF-PFR-2 (Cover Page Continuation) « Complete ‘@ Update
Budget Information
Budget Detalls oL NOT Complete

Suppor Year 13 ot Net Complete “# Upaate
Budget Narrative o Not Started ‘@ Update

Other Information

Program Specific Information ¥ NOT Complete & Update

Appendices ot Not Started @ Update

» The Program Specific Information Status (Figure 11) will be displayed.

Figure 11: Program Specific Information Status Page

Program Specific Information Status

Section Status Options
Budget Information

Federal Obyecl Class Calegones oL Mol Started @ Updale w
Form 2 - Staffing Profile o Mot Started -
Form 3 - Incoma Analysis o Mot Started -

Sites and Services

Form 5A - Services Provided ot Nol Started
Required Services W Mol Started -
Additional Services Wt Mol Started -
Form 58 - Sarvice Sites Wt Mol Started -
Form 5C - Other Activities/Locations o Complate -

Other Forms

Program Narrative Uipdate W= Not Complate @ Update w

The Program Specific Information Status shows the status of each program-specific form.

In order to submit your Progress Report, you must complete all the Program Specific
Information forms listed on this screen (in addition to all the forms listed on the Status Page for
Progress Report screen).
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For the balance of this document, when you are instructed to “Open Form...,” use the left
side menu or click the Update link on the Program Specific Information Form.

4.1 Federal Object Class Categories

Federal Object Class Categories collects Federal and Non-Federal funding distribution across
budget categories for the first 12-month budget period.

Under the Budget Summary section of this form, the system will pre-populate the total federal
funds (Figure 12, 1) and total non-federal funds (Figure 12, 2) requested across all the sub-
programs in the Section A — Budget Summary section of the standard Budget Details form.

Note: The federal and non-federal amounts displayed in this section are non-editable. In order
to update these amounts, you will have to update these amounts in the Section A — Budget
Summary section of the standard Budget Details form of this NCC progress report.

Figure 12: Budget Summary section of the Federal Object Class Categories form

Figlds with * are required

Budget Summary Amount
Section 330 Federal funding (from Total Federal - Hew or Revised Budget on Section A - Budget Summary) ERWD 500.00
Hon-Federal funding (from Total Hon-Federal - New or Revised Budget on Section A — Budget Summary) $500.00

Total §11,000.00

In the Budget Categories section of Federal Object Class Categories form, you will be
required to distribute the federal and non-federal amounts displayed in the Budget Summary
section across the listed object class categories (, 1).

1. Enter the federal dollar amount for each listed object class category under the ‘Federal’
column (Figure 13, 2).

2. Similarly, enter the non-federal dollar amount for each listed object class category under
the ‘Non-Federal’ column (Figure 13, 3).

3. Click the |Calculate Total and Save| buttons for line items ‘i’ and 'k’ at any time to
calculate the respective totals.

Notes:

o The total of Federal funds and total of Non-Federal funds for budget categories should
match the total Federal and total Non-Federal funds requested in the Section A - Budget
Summary section of the standard Budget Details form of this NCC Progress Report
(Figure 13, 4, 5).

o The total of Federal and Non-Federal funds for each object class category should match the
total funds provided at sub-program level (CHC, MHC, HCH, and/or PHPC) in the Section B
- Budget Categories section of the standard Budget Details form of this NCC Progress
Report (Figure 13, 6). To update the Totals for each object class category, you will have to
update the Section B - Budget Categories section in the standard Budget Details form.
Refer steps in section Updating the Total Dollar Amounts for Object Class Cateqgories of
this user guide to do so.
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Figure 13: Budget Categories section

Budget Categories (E}‘
Object Class Category ——E] Federal Hon Federal LU
Categories}
a. Construction 50
b. Personnel 511,000
c. Fringe Benefits 50
d. Travel 50
e. Equipment 50
f. Supplies 50
g. Contractual 50
h. Other 50
i. Total Direct Charges (sum of a - h) :Ca\nulé‘re Tma‘l Anﬂ -éave‘ 50 50 $11.000
j- Indirect Charges 30
k. Total Budget Specified in Section A - Budget Summary (sum ofi -]) :CalculaleTma\ And Save | E}_‘ 50 50 511,000

Updating the Total Dollar Amounts for Object Class Categories

Use the following steps to update the Total amounts displayed for each object class category
(Figure 13, 6):

a. Navigate to the standard Budget Details form using any of the following options:

» Click the Budget Details link provided in any of the notes displayed at the top of
the Federal Object Class Categories form (Figure 14).

Figure 14: Link to standard Budget Details form

9 Federal Object Class Categories

() Note(s):

+ Toupdate the amounts displayed in the Budget Summary section o this farm, navigate to the)Budaet Details for total Federal funds requested in the Budget Summary section
+ To Update the amount displayed in the Total column in the Budaet Cateqories section of this form, navigate to thy Budget Detailsfform and update the amount requested in the Budget Cateqories section.

» OR, access the Status Overview page for the entire progress report by clicking
on the Complete Status link in the All Forms section of the left navigation panel
and then clicking the Update link for Budget Details form.
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Figure 15: Accessing Budget Details form from Status Overview page
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NCC Progress Report Status

Section Status Options
Basic Infarmation

SF-FPR P4 Mot Started {@ Update
SF-PPR-2 (Cover Page Continuation) ot Not Started @ Update

Budget Information

Budget Details & Mot Complete
Support Year 10 & Not Complete
Budget Marrative QA Not Started @Update

Other Information
Program Specific Information & Not Complete @ Update

Appendices & Complete @ Update

» The Budget Details page opens.

b. To update the total Federal and Non-Federal amounts for sub-programs, click the
button located in the top right corner of the Section A - Budget Summary

section.

Figure 16: Budget Summary section on the standard Budget Details form

Section A - Budget Summary

New or Revised Budget
Grant Program Function or Activity CFDA Number
Federal Non-Federal
Community Health Centers 93224 §10,000.00 5500.00
Wigrant Health Centers 93224 $500.00 50.00
Update Sub Program Total: $10,500.00 $500.00

Section B - Budget Categories

Grant Program Function or Activity

(# Update

Total
$10,500.00
$500.00

$11,000.00

(# Update

c. To update the amounts for the object class categories, click the button located in

the top right corner of the Section B - Budget Categories section.
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Figure 17: Budget Categories section on the standard Budget Details form

Section B - Budget Categories
Grant Program Function or Activity
Object Class Categories Total
Community Health Centers Migrant Health Centers

Personnel $10,000.00 50.00 $10,000.00
Fringe Benefits 50.00 $500.00 $500.00
Travel $0.00 $0.00 $0.00
Equipment 50.00 $0.00 50.00
Supplies $500.00 50.00 $500.00
Contractual 50.00 50.00 50.00
Construction 50.00 50.00 50.00
Other $0.00 $0.00 $0.00
Total Direct Charges $10,500.00 $300.00 $11,000.00
Indirect Charges 50.00 50.00 50.00
Total: $10,500.00 $500.00 $11,000.00

d. On the resulting page, update the dollar amounts for the desired object class categories.

Figure 18: Select Sub Program(s) Page

& Budget Information (Support Year '#) - Update

p NCC Progress Report Tracking # ! Due Date: (Due In: 88 Days) | Section Status: Not Complete
¥ Resources O
View

NCC Progress Report | LastNoA Program Instructions | NCC User Guide

Section B - Budget Categories

Grant Program Function or Activity
Object Class Categories

Community Health Centers Wigrant Health Centers
Personnel 5 10,000.00 5 0.00
Fringe Benefits 5 0.00 $ 500.00
Travel 5 0.00 5 0.00
Equipment 5 0.00 5 0.00
Supplies g 500.00 3 0.00
Contractual 5 0.00 5 0.00
Construction 5 0.00 $ 0.00
Other 5 0.00 5 0.00
Indirect Charges 5 0.00 5 0.00
Total | Calculate Total s 5
Total Budget specified in Budget Summary $10,500.00 $500.00

==

e. Click the [Save and Continug] button to save the updates and navigate to the Budget
Details list page.

4.2 Form 2 Staffing Profile

Form 2: Staffing Profile reports personnel salaries supported by the total budget for the first
budget year of the proposed project.
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1. Staffing Profile form requires you to provide information for Total FTE(S), Average
Annual Salary of Position, and Total Federal Support Requested columns. (Figure 19, 1,
2 and 3)

Notes:

e Total FTE(sS) —Report the total number of full time employees under respective staffing
positions

o Average Annual Salary of Position (b) — Provide the average annual salary for each staffing
position.

e Total Federal Support Requested — You should provide the total federal support amount for
each staffing position listed. This amount should not be greater than the Total salary amount
calculated by the system

2. Click on [Save and Calculate Total Salary| button to calculate and save the total salary for
each section. (Figure 19, 4)

3. Click the [Save and Continue| button to save your work and proceed to the next form.

Figure 19: Form 2- Staffing Profile

Fiokds with #* arg redquinod 1 ?' 3
w Administration -

Administration Staffing Positions Total FTEs (a) | Average Annual Salary of Position (b} Total Salary {a " b) fotal Federal Support Requested

$0.00

$0.00
Calculate Total Salar

Click "Save and Calculats Total Salary’ bution o caleulate and save the lotal salaries for ol the stafing posiions displayed on his fom

w Medical Staff
Medical Staffing Positions Total FTEs {a) Average Annual Salary of Position (b) Total Salary fa " b) Total Federal Support Requested

£0.00
$0.00
S0.00

$0.00

$0 00
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4.3 Form 3 Income Analysis

Form 3: Income Analysis projects program income, by source, for Year 1 of the proposed
project period.

1. Click the Download link (Figure 20) in the Document Template section to download the
form.

Figure 20: Form 3 - Income Analysis Form

& Form 3 - Income Analysis

[ . e ’ el - Due Date: 10/24/2013 (Due In: 162 Days) | Section Status: Not Started
¥ Resources [
View

SAC FY 2014 User Guide Funding Oppartunity Announcement

Fields with * are required

Download Template

Hame Description Options
Form 3: Income Analysis Form Template for Income Analysis Form
¥ Income Analysis (Minimum 1) (Maximum 1) Attach File

Mo documents attached

2. A Template — Download page will open instructing about how the document can be
saved 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.

4. When you try to open the saved template, the system will display a warning indicating
that the file that you are downloading is in a different format that specified by the file
extension. Select ‘Yes’ for the warning to continue with opening the template (Figure
21).

Figure 21: Warning displayed when Form 3 template is opened

Microsoft Excel

The file you are trying to open, 'Form3_Incomednalysis[1].xls', is in a different format than specified by the fille extension. Verify that the file is not
' corrupted and is from a trusted source before opening the file, Do you want ko open the file now?

[ ves JI [ w0 ] [ rew |

Wv'as this information helpful?

5. The Income Analysis template opens in an EXCEL format (Figure 22). Provide
complete information in this template and save it to your computer.
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Figure 22: Form 3 Income Analysis EXCEL Template
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OMB Mo.: 0915-0285. Expiration Date: 10/31/2013

Department of Health and Human Services
Health Services and Resources Administration

For HRSA Use Only

Applicant Name:

Form 3: Income Analysis

Grant Number:

Yearl

Year2

Application Tracking Number:

Part 1: Patient Service Revenue - Program Income

Prior FY Income

Line # Payer Category Patients Billable Visits Income Per Visit Projected Income Mof¥r:
(a) (b) ) () e)

1 Medicaid

2 Medicare

3 Other Public

4 Private

5 Self Pay

6 Total {lines 1-3)

Part 2: Other Income - Other Federal, State, Local and Other Income

7 Other Federal
8 State Government
9 Local Government
10 Private Grants/Contracts
11 Contributions
12 Other
13 Applicant (Retained Earnings)
14 Total Other (lines 7-13)

Total Non-Federal {(Non-section 330) Income {Program Income Plus Other)

15

Total Mon-Federal (lines 6 +14;|

Comments/Explanatory Notes (if applicable)

Note: An adjustment rate that has the effect of increasing charges is expressed as a negative. |

6. To upload the updated template, click the button provided in the Income

Analysis section on For

m 3 (Figure 23).

Figure 23: Attach Document Page

Name

Download Template

De:

scription

Form 3: Income Analysis Form

* Income Analysis (Minimum 1) (Maximum 1)

Template for Inceme Analysis Form

Mo documents attached

Options

Download ™

Attach File |

> The Income Analysis section will display an attachment panel with the and

buttons.

U
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7. Click the button to navigate to the location where the updated Income Analysis
template, that you want to upload in the form, is saved and select the template (Figure
24, 1).

8. Click the button (Figure 70, 2) to attach the document to the form.
Figure 24: Upload Attachment panel

¥ Income Analysis {Minimum 1) (Maximum 1)

* Document

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

Description

a Upload |_Cance\

Mo documents aftached

» The attached document will appear in the Income Analysis section (Figure 25).

Note: You can delete the uploaded document to replace it with another document by expanding
the Options and selecting Delete link (Figure 25, 1)

Figure 25: Document uploaded to the form

Download Template
Hame Description (Options
Form 3: Income Analysis Form Template for Income Analysis Form Download *

¥ Income Analysis (Minimum 1) (Maximum 1)

Document Name Size Date Attached  Description Uploaded By (Options
100 k8 XTI
Action
{@ Update Description
@ X Delete

3. After completing Form 3, click the [Save and Continue| button to save your work and

proceed to the next form.
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4.4 Form 5A Required Services

Forms 5A is pre-populated with the services in the current H80 scope that HRSA has on file for
your organization.

Form 5A will be non-editable and you will be required to visit both the Required Services and
the Additional Services sections at least once in order to change the status of the form to
complete.

If the pre-populated data on Form 5A does not reflect any recent approved scope changes,
click the |Refresh from Scope]| button to refresh the data and display the latest scope of project.

Figure 26: Refresh from Scope button

Note(s):
Review the list of sel
From Scope’ button

ri
get your most recent scope on file.

eved from your scope on file as of '5/20/2013 12:21:49 P Ifthere was a recent change approved for your scope (e.g. through a Change In Scope application), click the ‘Refresh

» ¢ g Due Date: 09/02/2013 (Due In: 104 Days) | Section Status: Complete
¥ Resources [

View

+ Required Services 4 Additional Senices

@ Refresh from Scope

Form 5A: Services Provides will be complete when the status of the Required Services and
Additional Services sections is complete. The completed status of both these sections is

indicated with a green tick mark ( v icon) in the section tabs (Figure 27).

Figure 27: Completed Required and Additional Services sections

v Required Services o Pdditional Senvices

Fields with ® are required

w Clinical Services

Senvice Type Service provided dir

After completing both the sections on Form 5A, click the [Save and Continue] button (or
button in case of Competing Continuation applications) to save your work and
proceed to the next form.
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4.5 Form 5B Service Sites
Forms 5B is pre-populated with the sites in the current H80 scope that HRSA has on file for your
organization.

Form 5B will be non-editable and you will be required to visit the forms at least once in order to
change the status of the form to complete.

If the pre-populated data on Form 5B does not reflect any recent approved scope changes,
click the |Refresh from Scope]| button to refresh the data and display the latest scope of project.

Figure 28: Service Sites

2 Form 5B - Service Sites

Note(s):
Review the llst of slles retrisved from your scope on file as of 'S/28/2013 1:44 P If there was a recent change approved for your scope (e.9. through a Change In Seope application), click the ‘Refresh Frem Seope’
button below 1o get your most recent scope on fiie.

b 00107458 s s S SR L S Due Date: 09/02/2013 {Due In: 97 Days) | Section Status: Complete
¥ Resources [

View

NCC FY 2014 User Guide MNCC FY 2014 Instructions
.3 Refresh From Scope
Existing Sites in Scope
Site Nama Physical Addrass Service Site Type Location Type Options
Al il Al

- - Wy, Service Delivery Site Permanent View ¥

- - - " Service Delivery Site Permanent View ¥

4.6 Form 5C Other Activities/Locations

Forms 5C is pre-populated with the activities/locations in the current H80 scope that HRSA has
on file for your organization.

Form 5C will be non-editable and you will be required to visit this form at least once in order to
change the status of the form to complete.

If the pre-populated data on Form 5C, click the [Refresh from Scopel button to refresh the data
and display the latest scope of project.

After completing Form 5C, click the [Save and Continuel button (or button in case of
Competing Continuation applications) to save your work and proceed to the next form.

4.7 Program Narrative Update

The Program Narrative Update form addresses progress and changes that have impacted the
community/target population and the grantee organization over the past year. It also addresses the
grantee’s plans for the upcoming FY 2014 budget period.

To complete this form, follow the steps provided below:

Provide narrative in the Environment (Figure 29, 1) and Organizational Capacity (Figure
29, 2) sections that describes the following for the FY 2013 budget period and any
predicted changes for the FY 2014 budget period.
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Figure 29: Environment and Organizational Capacity sections

w Environment
Approximately 1 page (Max 3000 Characters). 3000 Characters left.

* Discuss broad changes in the region, state, andior community over the past year that have impacted the project (e.q.,
changing service area demographics/shifting target population needs, changes in major health care providers in the
service area, changes in key program partnerships, Affordable Care Actimplementation at the stateflocal level).

w Organizational Capacity

* Discuss major changes in the organization's capacity over the past year that have impacted or may impact the
implementation of the funded project, including changes in:

+ Staffing, including staff composition and/or key vacancies
+ Sites
+ Systems, including financial, clinical, andior practice management systems

+ Financial status

Approximately 1 page (Max 3000 Characters). 3000 Characters left.

1. Inthe Patient Capacity section, discuss the current trend in unduplicated patients
served by comparing past patient numbers to the number of patients you projected by
the end of the project period. To complete this section:

A. Review the numbers populated in the 2010 Patient Numbers, 2011 Patient
Numbers, and 2012 Patient Numbers columns. These numbers are populated from
the 2010, 2011 and 2012 UDS Reports, respectively, that you submitted to HRSA
Figure 30, 1, 2, 3).

B. For the Total Public Housing Residents Patients category, provide patient numbers
as applicable from your health center data (Figure 30, 4).

Notes:

If you submitted the 2010, 2011, and 2012 UDS Reports, the system pre-populates these
columns with data from Table 4 of the respective UDS Reports. Otherwise, the system displays
Not Available under these columns.

Since Table 4 of the UDS Report does not collect information for the Public Housing Residents
target population, the system will NOT populate any information about these patients (Figure
30, 4). You may provide the patient numbers for this category, if applicable.

A. Review the numbers populated in the Projected Number of Patients column
(Figure 30, 5). These numbers represent the Projected at End of Project Period
values from the Unduplicated Patients and Visits by Population Type section of
the Form 1A from the SAC/BPR that initiated your current budget period. Please
note that if you receive a FY 2013 New Access Point (NAP) Satellite Grant, the
values from the NAP application’s Unduplicated Patients and Visits by Population
Type section of Form 1A will automatically be added to the values from the
SAC/BPR that initiated your current budget period.
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B. Provide narrative describing your progress for each Patient Category in the Patient
Capacity Narrative column (Figure 30, 6). If pre-populated patient numbers or
projections are not accurate, adjusted projections should also be provided and
explained in the Patient Capacity Narrative column.

Figure 30: Patient Capacity section

w Patient Capacity

* Discuss the trend in unduplicated patients and report progress in reaching the projected number of patients to be served by the end of the project period in the identified categories. Explain significant
changes in patient numbers and discuss progress toward reaching the projected patient goals, including the key factors impacting patient numbers. Maintenance or increases in patient numbers are expected;
decreasing trends or limited progress towards the projected patient goals must be explained.

oY
Patient Categories 2010 Patient Humber () 011 Patient Number (i) 2012 Patient Number () Number of Patient Capacity Narrative
Patients
Approximately 1 page (Max 3000 Characters): 3000 Characters |eft

Total Unduplicated
Patients (inclusive of the 100804 122244 138503 196026
categories below)

Approximately 1 page (Max 3000 Characters): 3000 Characters left

Total Migratory and
Seasonal Agricultural 539 783 936 0
Worker Patients

Approximately 1 page (Max 3000 Characters): 3000 Characters left

Total People Experiencing

. 423 547 760 2366
Homelessness Patients

Approximately 1 page (Max 3000 Characters): 3000 Characters left

Total Public Hnusil 2011
Resident Patients -

2. Inthe Supplemental Awards section, discuss the progress made towards implementing
the H80 supplemental awards that you received in the current budget period. To
complete this section:

A. Review the information provided under the Programmatic Goal column and the
numbers provided under the Numeric Goal column for all the supplemental awards
you received.

B. Provide narrative for each award that you received in the Supplemental Award
Narrative column that addresses progress toward the programmatic and numeric
goals, key contributing and restricting factors toward meeting the goals, and plans for
sustaining progress or overcoming barriers. Comments are not required for awards
you did not receive (leave blank or write Not Applicable).

NCC FY 2014 Progress Report User Guide 26 of 48 User Guide for Grantees




115, Department of Health end Heman Services

Health Resources and Services Administration

Notes: The numbers displayed in the Numeric Goal column are pre-populated from the
supplemental award application. The system displays Not Applicable in the Numeric Goal
column for any supplemental awards you did not receive.

For the FY 2012 Quality Improvement Supplement (Figure 31, 1), the system displays Not
Applicable in the Numeric Goal column even if you received this award.

For the FY 2012 HIV Supplement (Figure 31, 2), the system pre-populates the projected
increase in the number of patients provided by you in the application.

For the FY 2013 Outreach and Enroliment (O/E) Assistance Supplement (Figure 31, 3), the
system pre-populates the following numbers provided by you in the application: number of O/E
staff to be trained, number of individuals to be assisted, and number of individuals to be
enrolled.

For the FY 2012/FY 2013 New Access Points (NAP) Satellite Grant awards (Figure 31, 4, 5),
the system pre-populates the total number of patients projected at the end of the project period
from Form 1A of the NAP application.

Figure 31: Supplemental Awards section

w Supplemental Awards

* Discuss progress made in implementing recent supplemental Health Center Program awards, as applicable. For each of the following, as applicable, describe: a) progress toward goals (programmatic and/or
numeric), b) key factors impacting progress (both contributing and restricting) toward goals, and ¢) plans for sustaining progress and/or overcoming barriers to ensure goal achievement.

Type of Supplemental Award Programmatic Goal Humeric Goal {if applicable) Supplemental Award Narrative
Achievefincrease the level of Approximately 1 page (Max 3000 Characters): 3000 Characters left
FPatient Centered Medical
FY 2012 Quality Improvement
yim —E] Home (PCMH) recognition Mot Applicable
Supplement
and increase cenvical cancer

screening rates

Approximately 1 page (Max 3000 Characters): 3000 Characters left
Increase the number of

patients living with HIV/AIDS _

FY 2012 HIV Supplement N Projected Increase: 304
(PLWHA) receiving medical
care

Increase number of O/E staff Approximately 1 page (Max 3000 Characters): 3000 Characters left
trained; increase number of Trained: 1

FY 2013 Outreach and Enrollment (O/E) : 5
individuals assisted; and Assisted: 1

Assistance Supplement
increase number of Enrolled: 1

individuals enrolled
Approximately 1 page (Max 3000 Characters): 3000 Characters left

Achieve operational status
FY 2012 New Access Point (NAP)

- and increase number of Unduplicated Patients: 6232
Satellite Grant 4
patients

Approximately 1 page (Max 3000 Characters): 3000 Characters |eft

Achieve operational status
FY 2013 New Access Point (NAP)

- and increase number of Unduplicated Patients: 2366
Satellite Grant 5
patients

3. Inthe Clinical/Financial Performance Measures section, discuss the trends and report
progress for the listed performance measures in the following categories:

e Perinatal Health
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e Preventive Health Screenings and Services
e Chronic Disease Management
e Financial Measures

e Other Measures

Note: The measures listed under all the categories EXCEPT the Other Measures category are
pre-defined. The measures listed under the Other Measures category are the Behavioral Health
and Oral Health related clinical measures and any other additional clinical or financial measures
that you may have proposed in the current budget period.

Follow the steps provided in section 4.7.1, Accessing your submitted H80
Applications/Progress Reports to access the applications/progress reports from where the
Other Measures are populated.

To complete this section, follow these steps:

A. Review the numbers populated in the 2010 Measures, 2011 Measures, and the
2012 Measures columns. These numbers are populated from the 2010, 2011, and
2012 UDS Reports, respectively, that you submitted to HRSA (Figure 32, 1, 2, 3).

Notes:
The majority of data will be pre-populated and non-editable (for reference only).
For the last three measures under the Financial Measures category, currently, there is no data

in the system for 2012 audits. Provide numbers under the 2012 Measures column, as
applicable, for these three financial measures.

For the measures listed under the Other Measures category, provide numbers as applicable.

B. Review the numbers populated in the Measure Goals column (Figure 32, 4). These
numbers are populated with the Projected Data (at the End of Project Period)
provided in the Clinical and Financial Performance Measures forms of the H80
application/progress report that initiated your current budget period.

Notes: If any of the following measures were marked Not Applicable in the Clinical
Performance Measures form of the application/progress report that initiated your current
budget period, then you must provide a percentage goal for the end of the project period in the
Measure Goals column.

Access to prenatal care in 1st trimester

Low birth weight (< 2,500 grams)

Colorectal cancer screening (ages 51-75)
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Coronary artery disease (CAD) and lipid-lowering therapy (adult)

Ischemic Vascular Disease (IVD) and aspirin or other anti-thrombotic therapy (adult)

Figure 32: Clinical/Financial Performance Measures section - Perinatal Health category

| ¥ CliicalFinanclal Perfornance Measures

* Discuss the trends in chinicalfinancial parformance measuras and report prograss in reaching the projected goals to ba raachad by the and of the projact pariod in the following categories. Explain significant changes in any of the parformance
measures under each of the five performance measure categories and discuss progress toward reaching the projected goals, inchuding key factors impacting p . M of imp np s eapected; d ing trends or

fimited progress towards the projected goals must be explained,

Perinatal Health

Performance Measure ZDlE Measures 2011 Measures E}— 2012 Measures Measure Geals
Aecessto e 15t timester 780530 18070 702 25 00%

79781 52811 500%

Measure Nauativo—‘&_]

Preventive Health Screenings and Services

a5gre = 58S 0 Hea

C. Provide narrative that discusses trends, explains significant changes, and discuss
progress toward reaching the projected goals, including key contributing and
restricting factors impacting performance, for each category in the Measure
Narrative field (Figure 32, 5).

4. After completing all the sections on the Program Narrative Update form, click the[ Save]
button to save your work and proceed.

4.7.1 Accessing your submitted H80 Applications/Progress Reports

You may need to reference your submitted H80 applications/progress reports when completing
your FY14 BPR (e.g., to provide Oral Health and Behavioral Health measures data for Item 5 of
the Program Narrative Update). You can access your submitted H80 applications/progress
reports through the H80 Grant Folder by following the steps below:

1. Click the Grants tab located at the top of the Program Narrative Update form to access
your Grant Portfolio.
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Figure 33: Grants Tab

%CE’@‘IRSA | Electronic Handbooks

®Y " Tasks | Organizations @ Grants = Free Clinics | FQHC-LALS

Welcome | Recently Accessed | Whats New | Guide Me

2. Locate the H80 grant for which you are submitting the BPR NCC and click on its Grant

Folder link.
Figure 34: Accessing the H80 Grant Folder
K1)y W pagesie1s v Go 3 items in 1 page(s)
Current .
Grant - Current Project . Last Award .
Number Organization Name I::dﬂ Period End Date CRS-EIN Grant Role Grant Active Issue Date Options
7 - 7 v e~y ~ly T @
» |HBOCS 11211210’:,22001]2- 11/30/2018 FD Yes 06/032013 || Grant Folder |
12001/2012- - v
» 1113012014 11/30/2014 Other Yes 121312012 [ Grant Folder
» 002?310‘:'220011%1- 04/30/2014 FD Yes 111412012 5 Grant Folder
W E' P M Pagesie 15 v Go 3 items in 1 page(s)

3. To access the H80 applications submitted by your organization, follow the steps below:

A. Click the Applications link under the Requests section on the Grant Home page.

Figure 35: Applications link

= Grant Home

Budget Support Year: 12
¥ Resources [f
View

LastNoA ;| HRSA Contacts

Grants

Current Budget Period: 12/01/2012 - 11/30/2013

W HEQD SRt bt s et Sh e e cap e o e

Current Project Period: 12/01/2011 - 11/30/2016
Project Title: HEALTH CENTER CLUSTER

CRS-EIN:
Grant Period: 12/01/20071 - 11/20/2016

Submissions

& Work on Einancia
= Work on Progress Report

@ Perfarmance Report

@ Work on My NCC Report

@ Work on Other Submissions

+ View More

Requests

o |Applications

@ Existing Prior Approvals

@ Request New Prior Appraval

@ H80 Health Center Existing CIS

@ Request New H80 Health Center CIS
@ H80 Health Center Legacy CIS

Users

o Approve Requests
= Update Privileges
@ Authorize Mew

+ View More +View Mare

» The system navigates to the Applications - All search page (Figure 36).
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B. Expand the Advanced Search Parameters section of the Applications - All search
page by clicking the arrow icon (Figure 36, 1). In the Status field under this section,
un-select all the statuses except Completed (Figure 36, 2).

Figure 36: Applications — All search Page

3 Applications - All

[= Grants.gov Applications Pending Validation: 0

NotCompleted  Recently Completed Al

Search Filters:
Basic Search Parameters

EHBs Tracking R

Number (e.g. 00012322 Praoject Title Like
All
;'I'EI';':;'Q[CE'“E'“ (e.g. HREA-04-003) Organization
I!LC:?:,‘;,:_\I,T_\,:DEGGHHE Between B And E ﬁ[ﬁgtﬁe?: UEETE (£.0. GRANTD0012345)
¥ Advanced Search Parameters
Application Parameters
[ Mot Startad - All b’

Status L In Progress Application Type New
Completed

Competing Continuation

= & _ _— 3 itted O
Grants.Gov Received gop oo o = and — Submitted On
Date = = (mmiddAyyy’

Between [ And

* Display Options

Sort Method (Grid | Custom)

Search Name:

C. Click the button located at the bottom of this page to access the completed
applications (Figure 36, 3).

» The system navigates to the Applications — All results page displaying all the
completed applications submitted for the H80 grant.

D. Locate the applicable Service Area Competition (SAC) or New Access Point (NAP)
applications and click the Application link to access the program specific forms.
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Figure 37: Applications — All results Page
Application Date Announcement EHBs Grants.Gov X L
Deadline Submitted # Tracking # Trackings ~ProjectTite LITEIEIEET Status Options
E v B 7 v 7 v 7 Al MIE2r v

Expanding Access to Oral Health
for Low-Income and Special
Meeds Populations

b 01/22/2009 01/23/2009 HREA-09-154 Completed Application
Service Area
(HRSA 09-154)
13021 12812 SA-09-156 C Applicatio
» 01/20/2009 01/28/2009 HR8A-09-158 Senices Expansion 2009 (HRSA Completed \pplication +
09-156)

ARRA - Increase Senices o )
3162 311212 S4-09-2 A c Applicatio
] 03M16/2008 03/12/2008 HR5A-09-218 N Health Centers Completed pplication ¥

ARRA - Capital Improvement

» 060202009 0512012000  HRSA-09-244 NiA Completed Application ¥
Program

»  0B/0B2009  08104/2009  HRSA-10-029 NIA ARRA - Fadillty Investment Completed Application ¥
Program

» 01/252011 0118/2011 HRSA-11-148 MIA Health Center Cluster Completed Application *

Service Area Competition (SAC)
» 08/2%2011 08/24/2011 HRE5A-12-088 HRSA 12-088 Completed Application

Affordable Care Act Capital
Development - Building Capacity
Grant Program "Expanding
Access to the Patient-Centered
H hCace Home in Ea

» 11/08/2011 11/07/2011 HRSA-12-115 Completed Application «

4. To access the H80 non-Competing continuation progress reports (BPRs) submitted by
your organization, follow the steps below:

A. Navigate to the H80 Grant Folder by clicking the Grants tab at the top of the page
and then clicking the Grant Folder link for the applicable H80 grant (refer to steps 1
and 2 of this section).

Click the Work on My NCC Report link under the Submissions section on the Grant
Home page.

Figure 38: Work on My NCC Report link

= Grant Home

¥ HBOCSkwas o * ot

Current Budget Period: 12/01/2012 - 11/30/2013 Current Project Period: 12/01/2011 - 11/30/2016 CRS-EIN:

Budget Support Year: 12 Project Title: HEALTH CENTER CLUSTER Grant Period: 12/01/2004 - 11/30/2016
¥ Resources [

View

LastMNoA | HRSA Contacts

Grants
Submissions Requests Users
Applications Approve Reque

Existing Prior Approvals Updat: v
Request Mew Prior Approval Authorize Mew
HB80 Health Center Existing CIS
er Submissions Request Mew H80 Health Cente
H20 Health Center Legacy CIS

CIs

+View More +View More +View More
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» The system navigates to the Submissions — All page displaying all the non-
Competing continuation progress reports for the H80 grant.

B. Locate the applicable non-Competing continuation progress report(s) and click the
Noncompeting Continuations link to access the program specific forms.

Figure 39: Submissions — All Page

Submission Name SETSEET Organization Grant # HEEIE Reporlmg Deadline  Submitted Date  Status Options
Type # Period
v Al T Al MY v v B v B v A k'
Noncompeting Moncompetin
»  Continuation " D. g HBOCs 1200112012 08/29/2012 0giz1i2012 Submitted MNoncompeting Continuations =
Continuations
Progress Report
REEDEETE Nancompetin
»  Continuation Cnminualiinnsg HB0CSs 120012010 08/2002010 08162010 Submitted Noncompeting Continuations =
Progress Report
Noncompeting MNoncompetin
»  Continuation peting HBOCS 12/01/2009  09/03/2009 08/01/2009 Submitted MNoncompeting Continuations =
) Continuations
Application
Noncompeting T
»  Continuation CJminualiiJnsg HBOCs 12/01/2008  08/01/2008 07/29/2008 Submitted MNoncompeting Continuations =
Application
MNoncompeting Nancompeting
»  Continuation X " HB0Cs 120012007 08/03/2007 07i31/2007 Submitted MNoncompeting Continuations =
spplication Continuations
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5. Appendices

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

| Note: Attachments are not required for NCC FY 2014 Progress Report.

Click on button to mark this form as Complete. To proceed to the next form click on

button.
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6. Review a Progress Report

6.1 Review Standard Forms (SF-PPR)

The NCC Progress Report Process Status shows the completion status for the Standard Forms
(SF-PPR and SF-PPR-2), Program Specific Information forms, Appendices, and Budget
Information. Click Status under the Overview heading to go to the NCC Progress Report
Process Status page (Figure 41).

Figure 40: Status Overview Page- Left Menu

ALL TASKS «

NCC Progress Report =«

Overview
Status

Basic Information
WX SF-PPR
¥ SF-PPR-2

Figure 41: Status Overview Page for the Entire Progress Report

NCC Progress Report Status
Section Status Options
Basic Information
SF-PPR ' Complete '@ Update
SF-PPR-2 (Cover Page Gontinuation) « Complete (@ Update
Budget Information
Budget Detalls ' Complete

Support Year 13 ' Complete (@ Update
Budget Narrative ' Complete f@ Update
Other Information
Program Specific Information " Complete ‘# Update
Appendices " Complate (@ Update

To view or print any Progress Report form, click Review in the Review and Submit section in the
left side menu (Figure 42).

Figure 42: Review and Submit
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WX Program Specific
Information

WX Appendices

Review and Submit

Review

Submit

Other Functions -

Navigation

Return to Submissions List

» The Review Page for Entire Progress Report (Figure 43) 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 the View link in the Action column to open a section.
Click the Print link to get a printable version of the Table of Contents.

e Click the | Print NCC Progress Report button to print all forms.

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

e Click the | Proceed to Submit button to go to the Submit Page.

Figure 43: Review Page for Entire Progress Report

¥ Resources [f

View

(= Print NCC Progress Report

LR B kN AR Page size: 50 =

View

4 View: Basic Information
Basic Information
Basie Infarmation

4 View: Budget Information
Budget Information
Budget Information
Budget Information

MCC Progress Report Last NoA Program Instructions MCC User Guide

Table of Contents b

Go 21 tems In 1 page(s}
Section Type Options
(s i
SF-PPR-2 (Cover Page Continuation) HTML View *
SF-4244 Budget Information - Non-Construction Programs HTML View ¥
SF-4244 Community Health Centers HTML View ¥
Budget Narrative DOCUMENT Mot Avallable
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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 44: Review Page for Entire Progress Report

Overview
Status Overview
Budget Information

WX Federal Object Class
Categories

WX Form 2
¥ Form 3
Sites and Services
¥ Form 5A
WX Form 5B
v Form 5C
Other Forms

X Program Narrative
Update

Review

Program Specific Forms

All Forms -

Overview
Complete Status

Submit

User Guide for Grantees

37 of 48 NCC FY 2014 Progress Report User Guide




115, Deperiment of Health end Heman Services

Health Resources and Services Administration

» The Status Overview Page for Program Specific Information (Figure 45) will open.

Figure 45: Status Overview Page for Program Specific Information

Program Specific Information Status
Section Status Options

Budget Information

Federal Object Class Categories « Complete f@Update ~
Form 2 - Staffing Profile ' Complete #Update ~
Form 3 - Income Analysis & Complate (g Update +*

Sites and Services

Form SA - Services Provided ' Complete
Required Services « Complete (@ Update +
Additional Services " Complete fg@Update
Form 5B - Service Sites &' Complete ‘@ \Update -
Form 5C - Gther Activities/Locations ' Complete (g Update »

Other Forms
Program Marrative Update & Complete fg#\Updale =
Performance Measures

Clinical Performance Measures & Complete @ Update

Financlal Performance Measures & Complete ‘@ Update -

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

Figure 46: Program Specific Forms Link

Other Forms

¥X Program Narrative
Update

Review

Program Specific Forms

All Forms -

Overview
Complete Status

Submit

» The Program Specific Information Review Page will open (Figure 47).
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Figure 47: Program Specific Information Review Page
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Section Type
4 View: Budget Information

Foderal Object C HTML

Fom 2 - S HTML

DOCUMENT

HTML
HTML
HTML
HTRIL

4 View: Other Forms

Program Narrative Update HTML

Options
i

Mot Availabie

4 4 4«

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

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

o Click the Print link to get a printable version of the Table of Contents.
e Click | Print All Forms | to print all Program Specific Information forms.
¢ Click the View link for a document to view and print an attachment.

Use the links and
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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.

To submit the Progress Report, you must have the Submit Non-competing
Continuation access rights.

To submit your Progress Report:

Click Submit under Review and Submit on the left side menu to start the Submit
Progress Report process.

Figure 48: Program Specific Information Review Page

Review

Program Specific Forms
All Forms -

Overview
Complete Status
Submit

» The Submit Page (Figure 49) will be displayed.
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Figure 49: Submit Page

¥ Resources 7
View

NCC Progress Report Last NoA Program Instructions. NCC User Guide

p Users with Permissions on NCC Progress Report (7)

NCC Progress Report Status.

Section Status Options
Basic Information

it v Comgiete [# Update
SF-PPR-2 (Cover Page Continuation)  Complete  Update

Budget information

Budget Detaits W Complate
Support Year 13 o Complete f@ Update
Budget Narrative ' Complete fg# Update

Other Information
Program Specific Information v Comglete ‘@ Update

Appendices v Complete @ Update

1. Click the | Submit to HRSA | button.

» The Submit — NCC Progress Report Certification Page (Figure 50) will be
displayed.

Figure 50: Submit — NCC Progress Report Certification Page

#1 NCC Progress Report - Confirm Submit

& Confirmation:

¥ou have chodsan 1o submit this repart to HRSA. Pleass check the box to electranically sign the Nencompeting Continuatisn (NCC) Progress Report. Clickl on the Submit Report button below to submit the repart. If you
do not wish to submil the NCG Progress Repon at this ime, click on the Cancel button to return to the previous screen.

» NCC Progress Report Tracking # : 00107158 Due Date: 09/02/2013 (Due In; 97 Days) | Status: In Progress
¥ Resources [
View

NCC Progress Report Last NoA Program Instructions MNCC User Guide

* NCC PROGRESS REPORT CERTIFICATION |* View Report o

| certify to the best of my knowiedge and belief that the information provided in this progress report is true and comect
¥ Please check the box to electronically sign the NCC Progress Report

2. Check the box to electronically sign the Progress Report.
3. Click the | Submit Report | button to submit your Progress Report to HRSA.
» The NCC Progress Report Confirmation Page (Figure 51) will be displayed.
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Figure 51: NCC Progress Report Confirmation Page

4 NCC Progress Report - Submit Result

« Success:
NEC Progress Report was successiully submitted and recelved by HRSA

Tha tracking number for your submission is listed below. Please keep record of the fracking number for future reference.
Your 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.

on Date and Time §/28/2013 5.06:25 PM

Tracking Number 107158

For any questions or to find out the status of your account, please contact us

4. Take note of the Tracking Number.

5. Click the |Return to List | to go to the list page to view additional grants for which
you can begin or edit Progress Reports.

8. Submit a Change-Requested Progress Report

HRSA sends you a Change Request Email (Figure 52) if your Progress Report needs to be
revised.
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Figure 52: Change-Request Email

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

Sent: Tuesday, June 15, 2012 1:23 PM

To: Vaibhavi Patel

Subject: Noncompeting Continuation for Grant # H80C S00289- Change Requestad by HRSA

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

Grant Number : H80CS00289
Grantee Name: !COLUMBIA ROAD HEALTH SERVICES. DC

Tracking Number: 00082004
Budget Period: 12/1/2012-11/30/2012

Submitted on: 06/30/2012

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://hrsautl5.reisys.com/webExternal/PostAward/deliverables.asp?deliverable TypeCode=3&DeliverableScheduleStatus=1.
2.4

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

To revise your Progress Report:

1. Onthe HRSA EHB Home (Welcome) Page, click the Tasks tab. On the Pending Tasks
— List page, find the Non Competing Continuation application.

2. Click the Edit link .
Figure 53: View Pending Tasks - List Page

3 Pending Tasks - List
Not Compbered  Facantly Compheted
L S ~
B 4{1|r B Pagsze 15 v Go 15 ftarmain 1 pagels]
Dus Dosdling Task Categery Tracking # Task Entity Entity # Organization Opticns
- g - i ¢ [l ¢ ¢
b TS5 DR 01ANG Grant Submismisas 00T Othar Submssicas Carant PEd ¥
b 1096 Days 00143409 Othar Submissiens Grant PER ¥
b 1096 Days 1 PEdz v
b 1095 Days Gras PEde ¥
» Grant pEne v
b 1520wy Grant pEd ¥
[ 710 ant PE®R ¥
»| Touy Grant pEd ¥ |
» D 0632013 Sub 41689 ther Subs Grant # i

3. You can access the change requested application from the submissions — Incomplete list
too.

4. Once you click the Edit link
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» The Status Page (for Progress Report) will be displayed.

5. Click the Update link for the section you need to revise, as per the HRSA reviewer's
comments in the Change Request Email (Figure 52).

» The corresponding page will be displayed.

Refer to Standard Forms (SF-PPR) for instructions on entering the information.

6. 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 11).

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

7. Submit the revised Progress Report.

8.1 Cancelled Change Requests

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

If a 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 54).
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Figure 54: Sample Change-Request Cancellation Email

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

Sent: Tuesday, June 15, 2012 1:23 PM

To: Vaibhavi Patel

Subject: Noncompeting Continuation for Grant # H80CS00289- 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 : HS0CS00289
Grantee Name: COLUMBIA ROAD HEALTH SERVICES, DC

Tracking Number: 00082004
Budget Period: 12/1/2012-11/30/2012

Submitted on: 06/30/2012

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. To view the submitted non-competing continuation application click the ‘Recently Complete’
tab of the Completed-Tasks List page.

Figure 55: Completed-Tasks List

2 Completed Tasks - List

Mot Camplsted  Recamily Complated

M o4 [1]r M Pagasire 15 v Go 2 s in 1 pagels

Complosed | Date Completed !

st il Task Catagary Tracking & Tak Entsty Crtiry # Organization Opticns

Girant View ¥

Moalt|r M pagesize 15+ Go 7 mama in 1 pagajs

102937

2. Click the View link for the Progress Report that corresponds to the tracking number noted in
the Change-Request Cancellation Email (Figure 54).

3. The Review Page for Entire Progress Report will open in a Table of Contents format (Figure
43).
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This page will NOT contain a |Proceed to Submif button.

4. You can now perform the following actions:
e Use the View links in the Action column to view any section.

e Click | Print NCC Progress Report | to print all forms (i.e., forms not completed using
attachments). Attachments can be printed by clicking on individual View link and then
printing the document.

9. Customer Support

Use your Progress Report Tracking Number for all correspondence.

9.1 BPHC Help Desk

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

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

DO NOT call the BPHC Help Desk for any questions on the Instructions for Preparing
and Submitting the FY 2013 Health Center Program Budget Period Progress Report or
programmatic questions that you might have when completing your application.

9.2 HRSA Call Center

For assistance with registering in HRSA EHBs or access/password related issues, call the
HRSA Call Center:

» By Phone: 877-GO4-HRSA (877-464-4772) (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’
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DO NOT call the Call Center for any questions on the Instructions for Preparing
and Submitting the FY 2013 Health Center Program Budget Period Progress
Report or programmatic questions that you might have when completing your
application.

9.3 HRSA Program Support

For any questions on the Instructions for Preparing and Submitting the FY 2013 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 the Bureau of Primary
Health Care (BPHC) Office of Policy and Program Development (OPPD) as noted within the
Instructions for Preparing and Submitting the FY 2013 Health Center Program Budget Period
Progress Report.

> By Phone: 301-594-4300
OR
» By Email: BPHCBPR@hrsa.gov
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10. Frequently Asked Questions (FAQ)

Software-Related FAQs
10.1 What are the software requirements for HRSA EHBs?

System Requirements
¢ Internet Explorer 6 and later or Netscape 4.72 and later
o Internet browser settings that permit pop-ups
e Viewers for Microsoft Word and Adobe PDF

10.2 Are HRSA EHBs compliant with Section 508?

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

10.3 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 that 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.

10.4 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.

10.5 What document types can | upload?
The following document types are supported in HRSA EHBs:

e .DOC - Microsoft Word

e .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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