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This user guide describes the steps you need to follow to submit an FY 2018 Noncompeting Continuation
(NCC)/Budget Period Renewal (BPR) progress report to HRSA.

1. Accessing the FY 2018 NCC/BPR Progress Report

To access the FY 2018 NCC/BPR progress report, follow the steps below:

1. After logging into Electronic Handbook (EHB), click the Grants tab (Figure 1, 1) on the HRSA EHB Home
page to navigate to the My Grant Portfolio — List page.

IMPORTANT NOTE: If you do not have a username, you must register in HRSA EHB. Do not create duplicate
accounts. If you experience log in issues or forgot your password, contact the Bureau of Primary Health Care
(BPHC) Helpline at http://www.hrsa.gov/about/contact/bphc.aspx or (877) 974-2742.

2. Locate your H80 grant in the list and click on the Grant Folder link (Figure 1, 2).
> The system navigates to the Grant Home page of the H80 grant.

IMPORTANT NOTES: If you do not see your grant on the My Grant Portfolio — List page, you must add the
grant to your portfolio. To add the grant to your portfolio, follow the steps below:

e On the My Grant Portfolio - List page, just below the page title, click the Add Grant to Portfolio button.
e On the Add Grant to Portfolio page, select the appropriate Role.

e C(Click the Continue button at the right edge of the page and proceed.

Figure 1: Accessing the H80 Grant Folder
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3. Onthe Grant Home page, click on the Work on My NCC Report link under the Submissions section
(Figure 2, 1).
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Figure 2: Work on My NCC Report link
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» The system opens the Submissions — All page.
4. Locate the record with the heading ‘Noncompeting Continuation Progress Report’. Click on the Start
link to start working on the submission (Figure 3, 1).

» The system opens the NCC Progress Report - Status Overview page of the FY 2018 NCC/BPR
progress report (Figure 4).

IMPORTANT NOTE: Once you start working on the NCC/BPR progress report, the system displays the Edit
link instead of the Start link the next time you access this page.

Figure 3: Accessing the NCC Progress Report

< Submissions - All

Not Completed  Recently Completed Al

Search Filters:

Basic Search Parameters

(@ g CADCS1608G) Submission Name Like

P cptnambmm, g5t oo B I s, O . Gt P i P B il il ol el T A, i

[~ Export To Excel
£ Search | bl Saved Searches w

[ BRS IREE R Pagesize: 15 ~ Go 8 items in 1 page(s)
7 Submission Tracking Reporting Submitted
Submission Name Typa Organization Grant # 2 Pariod Deadline Status Options
7 All - | A v || 7 7 All - [L:
' i

MNencompeting

i Noncompeting “m—— —— i - . b Stan - /.
L} :xgr:tununn Progress Continuations HEDCS| Not Started
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Figure 4: Accessing the NCC Progress Report - Status Overview Page

NCC Progress Report Status
Section Status Options
Basic Information —‘{D
SF-PPR &% Not Started @ Update
SF-PPR-2 (Cover Page Continuation) % Not Started @ Update
Budget Information ——{3
Budget Details ¢ Not Started

Support Year & Not Started @ Update
Budget Narrative % Not Started @ Update
Other Information —@
Program Specific Information % Not Started @ Update
Appendices W& Not Started @ Update

The FY 2018 NCC/BPR progress report consists of a standard and a program specific section. You must
complete the forms displayed in both of these sections in order to submit your progress report to HRSA.

2. Completing the standard SF-PPR section of the progress
report

The standard section of the progress report consists of the following main sections:

e Basic Information (Figure 4, 1)
e Budget Information (Figure 4, 2)
e Other Information (Figure 4, 3)

To complete the standard section of the progress report, follow the steps below:

1. The SF-PPR form displays the basic award recipient organization information. Review and update the
Authorizing Official (AO) information as necessary, and click the Save and Continue button to proceed
to the SF-PPR-2 (Cover Page Continuation) form.

2. The SF-PPR-2 (Cover Page Continuation) form displays project information related to lobbying
activities, areas affected by the project, and the Point of Contact (POC). Update the information on this
page as necessary, and click the Save and Continue button to proceed to the Budget Details form.

3. To complete the Budget Details and Budget Narrative forms, refer to the Completing the Budget
Information section of this document. Click on the Save and Continue button of the Budget Details
form to proceed to the Budget Narrative form.

4. Click on the Save and Continue button to navigate to the Other Information forms. Refer to the
Completing the Program Specific Forms and Appendices sections of this user guide for details to
complete the Other Information forms of the progress report.

2.1 Completing the Budget Information forms

To access the Budget Details form, you can choose one of the following options:
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e Onthe NCC Progress Report - Status Overview page, click on the Update link for the Support Year
line item under the Budget Details form (Figure 5, 1).

e Expand the left navigation menu if not already expanded by clicking the double arrows displayed
near the form name at the top of the page (Figure 5, 2). Click on the Budget Details link in the left
menu (Figure 5, 3).

Figure 5: Accessing the Budget Details form

NCC Progress Report =
Overview
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¥ S5F-PPR
W SF-PPR-2
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Submit

Other Functions -
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Return to Submissions List
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+# NCC Progress Report - Status Overview

 Note(s):

The table below shows the siatus of the progress report. The progress report is curmantly INCOMPLETE and cannot be submitted in its current state

¥ NCC Progress Report Tracking # : ™ ey

Grant Number: HEICS
Project Officer: “as

Last Updated By: s
¥ Resources

View

NCC Progress Report - Last NoA  Program Instructions

p Usars with Permissions on NCC Progress Report )

NCC Progress Report Status
Section
Basic Information
SF-PPR
SF-PPR-2 (Cover Page Continuation)
Budget Infarmation
Budget Detalls
Suppart Year
Budget Narrative
Other Information
Program Specific Information

Appendices

Original Deadline:

Project Officer Email:

NCC User Guide

Status

oA Not Started

ot Mot Started

% Mot Started
WL Mot Started

oL Mot Started

W& Mot Started

Wt Not Stanted

Due Date:

W% (Due In: #9% Days) | Status: In Progress.

Created On:

Project Officer Contact #:

Options

@ Update

(@ Update
-0
[# Update

(@ Update

@ Update

The Budget Details form consists of the following three sections (Figure 6):

e Section A - Budget Summary

e Section B — Budget Categories

e Section C— Non-Federal Resources
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Figure 6: Budget Details Form

& Budget Details

P NCC Progress Report Tracking # : S meas
¥ Resources [

View
Last NoA

WCG Progress Report Program [nstructions

% Support Year '»

' Recommended Federal Budget: . e .

Section A - Budget Summary
Grant Frogram Function or Activity
Community Health Centers

Section B - Budget Categories
Object Class Categories

Parsonnel

Fringe Benefits
Travel

Equipment

Supplies

Confractual
Construction

Other

Total Direct Chargas
Indirect Gharges

Total

Section C - Non Federal Resources
‘Grant Program Function or Activity
Community Health Centers

Total:

Go to Previous Page

NCC User Guide

CFDA Number

93224

Total:

Grant Program Funection or Activity
Federal
50.00
$0.00
$0.00
50.00
$0.00
£0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Applicant State
$0.00 $0.00
$0.00 $0.00

Due Date: # *5 888 (Due In: 88 Days) | Section Status: Not Started

e el M e
| 7 Update
New or Revised Budget
Federal | Non-Federal I Tulnll

$0.00 $0.00 $0.00

$0.00 $0.00 $0.00

(7 gt
Total

Non-Federal

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

(@ upaate|

Local Cther Program Income Total
$0.00 $0.00 $0.00 $0.00
$0.00 50.00 $0.00 $0.00

m Save and Continue

1. Under Section A — Budget Summary, click on the Update Sub-Program button (Figure 6, 1).

> The Sub-Programs — Update page opens (Figure 7).
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& Sub Programs - Update

» NCC Progress Report Tracking # : W
¥ Resources [
View

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

Select Sub Program(s)

Select Program
& Community Health Centars
Healtn Care for the Homeless
E Migrant Health Centers
O Public Housing

Due Date: |

¥ (Due In: 8% Days) | Section Status: Not Started

CFDA
93.224
93224
93.224

93.224

2. Select or de-select the sub-programs as applicable.

3. Click on the Save and Continue button.
a. The Budget Details form re-opens showing the selected sub-program(s) under Section A —

Budget Summary (Figure 8, 1).

Figure 8: Section A — Budget Summary showing addition of a sub-program

Section A - Budget Summary
Grant Program Function or Activity

Community Health Centers

Health Care for the Homeless

| Update Sub Program |

CFDA Number

93.224

93224

Faederal

$0.00

$0.00

$0.00

New or Revised Budget
Mon-Faderal
$0.00
$0.00

$0.00

| @ Update I

Total
$0.00
$0.00

$0.00

4. To enter or update the budget information for each sub-program, click the Update button displayed in

the right corner of the Section A — Budget Summary header (Figure 8, 2).

» The Budget Information (Support Year) — Update page opens displaying Section A — Budget

Summary.

Figure 9: Budget Information (Support Year) — Update page for Section A — Budget Summary

# Budget Information (Support Year ' ¥) - Update

» NCC Progress Report Tracking # : W
¥ Resources [

View

NCC Progress Report - LastNoA - Program Instructions = NCC User Guide

Soction A - Budget Summary

CFDA Number

Due Date: 4

(Due In: &8 Days) | Section Status: Not Complets

New or Revised Budget

FY 2018 BPR Progress Report

Grant Program Function or Activity
Federal Non-Federal Total
Community Health Centers §3.224 0.00 s 0.00 _ 50.00
Health Cara for the Homeless §3.224 o.0o 3 o.00 s0.00
Total: 50.00 $0.00 50.00
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5. Under the New or Revised Budget section, enter the amount of federal funds request for the upcoming
budget period for each requested sub-program (CHC, MHC, HCH, and/or PHPC) (Figure 9, 1). In the
Non-Federal column, enter the non-federal funds for the upcoming budget period for each selected
sub-program (Figure 9, 2).

6. Click the Save and Continue button.

> The Budget Details form re-opens displaying the updated New or Revised Budget under Section A —
Budget Summary (Figure 10).

Figure 10: Section A — Budget Summary after Update

Recommended Federal Budget: § 8 38 |

Saction A - Budget Summary ‘# Update
New or Revised Budget
Grant Program Function or Activity CFDA Number
Federal Non-Federal Total
Community Health Centers 93.224 5$100.000.00 $0.00 $100.000.00
Health Care for the Homeless 93.224 $176,567.00 50.00 $176.567.00
Update Sub Frogram Total: $276,567.00 $0.00 $276,567.00

IMPORTANT NOTE: The total New or Revised federal budget included in Section A — Budget Summary must
be equal to the “Recommended Federal Budget” displayed on the Budget Details form (Figure 10, 1).

7. In Section B — Budget Categories, you must provide the federal and non-federal funding distribution
across object class categories for the upcoming budget period. Click the Update button provided at the
right corner of the Section B header (Figure 11).

Figure 11: Section B — Budget Categories

* Section B - Budget Categories | # Update
Grant Program Function or Activity
Object Class Categories Total
Federal Non-Federal
Personnal 50.00 50.00 %0.00
Fringe Benefits $0.00 $0.00 $0.00
Travel $0.00 50,00 30.00
Equipment 50,00 50.00 $0.00
Supplies $0.00 50,00 30.00
Contractual §0.00 50.00 %0.00
Construction $0.00 $0.00 $0.00
Other $0.00 50.00 $0.00
Total Direct Charges $0.00 $0.00 50.00
ndirect Charges $0.00 §0.00 30.00
Total $0.00 50.00 $0.00

> The Budget Information (Support Year) — Update page opens displaying Section B — Budget
Categories (Figure 12).

8. Enter the federal dollar amount for each applicable object class category under the federal column
(Figure 12, 1).

9. Similarly, enter the non-federal dollar amount for each applicable object class category under the Non-
Federal column (Figure 12, 2).
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Figure 12: Budget Information (Support Year) — Update page for Section A — Budget Categories

 Note(s):

» NCC Progress Report Tracking # : ™
¥ Resources [
View

NCC Progress Report = Last NoA . Program Instructions

Section B - Budget Categories
Object Class Categories

Personnel

Fringe Benefits

Travel

Equipmant

Supplies

Contractual

Construction

Cther

Indirect Charges

Total |Calculate Total

Total Budget specified in Budget
Summary (Section A}

& Budget Information (Support Year ' #) - Update

NCC User Guide

‘Grant Program Function or Activity

Fedaral
0.00

0.00

0.00
0.00
0.00
0.00

0.00

_@

$0.00

$278,587.00

Due Date: §

Tetal fedaral amount in Saction B must be aqual to the total new or revised budget. federal amount specified in budget summary (saction A) ($276.567.00)
Total non-federal amount in Section B must be equal to the total new or revised budget, non-federal amount specified in budgst summary (section A) ($0.00).

(Due In: ¥ Days) | Section Status: Not Complete

Non-Faderal

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

£0.00

$0.00

Total

—@ $0.00

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

£0.00

$276,567.00

e s o |

IMPORTANT NOTES:

e The total federal amount in Section B — Budget Categories must be equal to the total new or revised
federal budget amount specified in Section A — Budget Summary of the Budget Details form.

e The total non-federal amount in Section B — Budget Categories must be equal to the total new or revised
non-federal budget amount specified in Section A — Budget Summary of the Budget Details form.

10. Click the Save and Continue button (Figure 12, 3) to navigate to the Budget Details form (Figure 6).

11. In Section C — Non-Federal Resources, distribute the non-federal budget amount specified in Section A
— Budget Summary across the applicable non-federal resources. Click the Update button provided in
the right corner of Section C header to do so (Figure 13, 1).

Figure 13: Section C — Non-Federal Resources

Section C - Non Federal Resources

=]

Grant Program Function or Activity Applicant State Local Other Program Income Total
Community Health Centers §0.00 $0.00 £0.00 $0.00 80.00 $0.00
Health Care for the Homeless £0.00 50.00 £0.00 £0.00 £0.00 £0.00
Total: $0.00 $0.00 $0.00 50.00 50.00 50.00

FY 2018 BPR Progress Report 10 of 35 User Guide for Award Recipients




US. Deporiment of Health ond Heman Services

Health Resources and Services Administration

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

12. Click the Save and Continue button to proceed to the Budget Narrative form (Figure 14).

Figure 14: Budget Narrative form

& Budget Narrative

» NCC Progress Report Tracking # : L Due Date: 194 (Due In: &84 Days) | Section Status: Not Started
¥ Resources [

View

NCC Progress Report - LastNoA © Program Instructions  NCC User Guide

[

1
R 1) (aximum 2) Ak Sl
No documents attached
Go to Previous Page m Save and Continue

13. On the Budget Narrative form, attach a budget justification narrative by clicking on the Attach File
button (Figure 14, 1).

14. Click on the Save and Continue button to navigate to the Program Specific Information — Status
Overview page.

3. Completing the Program Specific Forms

To access the program specific section of the progress report, you can choose one of the following options:
e Onthe NCC Progress Report - Status Overview page, click on the Update link for the Program
Specific Information line item (Figure 15, 1).
e Expand the left navigation menu if not already expanded by clicking the double arrows displayed
near the form name at the top of the page (Figure 15, 2). Click on the Program Specific Information

link in the left menu (Figure 15, 3).
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Figure 15: Accessing the program specific information section of the NCC progress report

+# NCC Progress Report - Status Overview
NCC Progress Report =~

Note(s):
Overview -
e The table below shows the stalus of the progress report. Tha progress report Is currently INCOMPLETE and cannot be submittad in its current state
Basic Information =
& SEPPR ¥ NCC Progress Report Tracking # ; = =558 Due Date: 4 W% (Due In: 8 Days) | Status: In Progress
WA SF-FPR-2 Grant Number: HEICS Original Deadline: Creatad On:
Budget Information Project Officer: wess & - Project Officer Email: - Project Officer Contact #:
¥ Budget Detads Last Updated By: ‘s

W Budget Narrative
¥ Resources [
Other Information

@ View
NCC Progress Report © LastMoA | Program instructions = NCC User Guide

¥ Appendices

Review and Submit

Review p Users with Permissions on NCC Progress Report 4
Submit
Other Functions - NCC Progress Report Status
Navigation Section Status. Options
Return to Submissions List Basic Informaticn
SF-PPR St Not Started (@ Update
SF-PPR-2 (Cover Page Continuation) W% Not Started (@ Update

Budget Information

Budget Detalls Wt Not Started
Support Year ot Mot Starmed @ Update
Budget Narrative o Not Started f@ Update

Other Information

Program Specific Information ot Not Started f@ Update n

Appendices & Not Started g Update

» The Program Specific Information — Status Overview page opens (Figure 16).

IMPORTANT NOTE: Click on the Update link for any form to start updating it. Once completed, click on the
Save and Continue button to proceed to the next listed form.
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Figure 16: Status Overview Page for Program Specific Forms
@ Status Overview
T AR SN RN - N - TR " Due Date: “#%s& "« (Due In: *+ Days) | Program Specific Status: Not Complete
Announcement Number: Announcement Name: Health Center Program Progress Report Type: Noncompeting Continuation
Grant Number: Target Population: Current Project Period:
g Resources [
Program Specific Information Status
Section Status Options
Budget Information
Form 3 - Income Analysis & Mot Started @Update
Sites and Services
Form 5A - Senices Provided & Mot Started
Required Services 9 Mot Started (@ Update
Additional Services & Not Started (@ Update
Specialty Services W& Mot Started @Update
Form 5B - Service Sites A& Mot Started (g Update
Form 5C - Other Activities/Locations & Mot Started @umate
Scope Certification 9k Mot Started (@ Update
Other Forms
Project Narrative Update & Mot Started
Environment and Organizational Capacity W& Mot Started @Update
Patient Capacity and Supplemental Awards 9 Mot Started (@ Update
One Time Funding & Mot Started @Upcate
ClinicaliFinancial Performance Measures @A Mot Started (@ Update

3.1 Form 3 -Income Analysis

Form 3: Income Analysis projects program income, by source, for the upcoming budget period. This form

comprises of the following sections:

1. Payer Category (Figure 17, 1)
2. Comments/Explanatory Notes (Figure 17, 2)
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Figure 17: Form 3: Income Analysis

2 Form 3 - Income Analysis

W Note(s):

The value in the Projected Income (d) column should equal the value in the Billable Visits (b) column muttiplied by the value in the Income per Visit (c) column. If not, explain in the
Comments/Explanatory Notes box,

» Due Date: #5855 (Due In: "8 Days) | Section Status:

» Resources [

Fields with * are required /EJ ’{E} @

Payer Csmgory/@ ;:g;:ﬁ;ir;r;:z) Billable Visits (b) Income Per Visit(c) Projected Income (d) Prior FY Income
Part 1: Patient Service Revenue - Program Income

* 1, Medicaid

* 2. Medicare

* 3. Other Public

* 4 Private

* 5. Self Pay

B. Total (Lines 1 - 5) | Calculate Total and Save ' ' NIA

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

* 7. Other Federal MNIA NIA NIA
* §. State Government MIA MNIA, NIA
* 9, Local Govemnment N/A, /A WA
* 10, Private Grants/Contracts NIA NIA NIA
* 11. Contributions NIA MIA NIA
* 12, Other MNIA MWIA NIA
* 13. Applicant (Retained Eamings) MNIA MiA N/A
14. Total Other (Lines 7 - 13) | Calculate Total and Save MNIA MNIA N/A

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

15. Tetal Mon-Federal Income (Lines & + 14)

1 f /
Calculate Total and Save W n s
Comments/Explanatory Notes (if applicahle]“@
Approximately 2 pages (& (Max 2500 Characters): 2500 Characters left.
Go to Previous Page [ Save |

3.1.1 Completing the Payer Category section
The Payer Category section is further divided into the following sub-sections:
e Part 1: Patient Service Revenue - Program Income

e Part 2: Other Income - Other Federal, State, Local and Other Income
e Total Non-Federal (Non-section 330) Income (Program Income Plus Other)

To complete the Payer Category section, follow the steps below:

1. Incolumn (a), provide the number of Patients by Primary Medical Insurance for each payer category.
Enter 0 if not applicable (Figure 17, 3).

2. Incolumn (b), provide the number of Billable Visits that is greater than or equal to the number of

Patients by Primary Medical Insurance, i.e. column (a), for each payer category. Enter O if not applicable
(Figure 17, 4).

3. Incolumn (c), provide the amount of Income per Visit for each payer category. Enter 0 if not applicable.
(Figure 17, 5).
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In column (d), provide the amount of Projected Income for each payer category. Enter O if not applicable
(Figure 17, 6).

In column (e), provide the amount of Prior FY Income. Enter O if not applicable (Figure 17, 7).

Click the Calculate Total and Save button to calculate and save the values for each Payer Category in Part
1 (Figure 17, 8).

IMPORTANT NOTES:

The number of Billable Visits in column (b) should be 0 if the number of Patients by Primary Medical
Insurance in column (a) for a payer category is O.

The value in column (d) — Projected Income for a payer category should be equal to the value calculated
by multiplying column (b) — Billable visits by column (c) — Income per Visit for that category. If these
values are not equal, provide an explanation in the Comments/Explanatory Notes box.

The columns Patients By Primary Medical Insurance (a), Billable Visits (b) and Income Per Visit (c) in
Part 2 are disabled and set to ‘N/A’.

7.

Click the Calculate Total and Save button in the Total Non-Federal (Non-section 330) Income (Program
Income plus Other) section to calculate and save the values for each Payer Categories in Part 1 and 2
(Figure 17, 9).

3.1.2 Completing the Comments/Explanatory Notes section
In this section, enter any comments/explanations related to this form (Figure 17, 2).

1.

2.

If the value for any payer category in Projected Income (d) is not equal to the value obtained by
multiplying Billable Visits (d) with Income per Visit (c), provide an explanation in this section. Provide
justification for each payer category for which these numbers are not equal. If these numbers are equal
for all the payer categories, providing comments in this section is optional.

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

3.2 Form 5A — Services Provided

Form 5A: Services Provided 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. You will be required to visit the Required Services, Additional Services, and

the Specialty Services sections at least once in order to change the status of the form to Complete.
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i3 Refresh from Scope 1

Service Type

Ganeral Primary Medical Care (1)
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Diagnostic Radiology (4

Screenings (4

Voluntary Family Planning (&
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Wall Child Services (1)
Gynecological Care (1)
Obstetrical Care (i)
Prenatal Care (§
Intrapartum Care (Labor & Delivery) (i
Postpartum Care (i
Preventive Dental (3
Pharmaceutical Services (i
HCH Required Substance Abuse Services (i
Case Management (i)
Eligibility Assistance (i
Health Education ()
Qutreach ()
Transportation (i

Translation (&)

Go to Previous Page

<4 Form 5A - Services Provided (Required Services)

Raview the list of services retrieved from your scopa on file as of "
Scope’ buiton below to get your most recent scope on flle.

«" Required Services o Additional Services .-...- acially Services

Coverage for Emergencies During and After Hours (i)

*. If there was a recent change approved for your scope (e.g. through a Change In Scope application), click the 'Refresh From

Column | - Direct
(Heaith Center Pays) (i)

x]
x1
[.1
X1
x1
x1
X1
x1

[x1

[x]
X1

x1

Due Date: {Due In: Days) | Section Status: Not Comp

Calumn H - Formal Writtan
Contract/Agreement
(Health Center Pays) (i)
[x]

[X]

[.1
[x1
[X]

[.1
[x]

[x]

[.1

Column Il - Formal Written Referral
Arrangement
(Health Center DOES NOT pay) (i)
(.1
[x]
[x]
[x1
[x]

[x1

v

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 18, 1).

Form 5A will be complete when the status of the Required Services, Additional Services and Specialty
Services sections are all complete. The completed status of these sections is indicated with a green tick mark

icon in the section tabs (Figure 18, 2).

After visiting all the sections on Form 5A, click the Continue button (Figure 18, 3) to proceed to the next

form.
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3.3 Form 5B — Service Sites

Form 5B: Service Sites 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. You will be required to visit the form at least once in order to change the

status of the form to Complete.

Figure 19: Form 5B - Service Sites

2 Form 5B - Service Sites

_ Note(s):
Review the list of activities and locations retreved from your scope on file as of ° ". i there was a recent change approved for your scope (e.g. through a Change In Scope application), click the
'Refresh From Scope’ bulton below 1o gel your mast recent scope on file.

L3 Due Date: {Due In: Days) | Section Status: Not Started

» Resources [

i Refresh From Scope n

Existing Sites In Scope

Site Name Physical Address Service Site Type Location Type Perfomance Site Address Category Options
Service Delivery Site Seascnal Accurate 2 ' View w
Service Delivery Site Permanent Accurate View w
Service Delivery Site Permanent Accurate Vigw v

Go to Previous Page m Save and Continue

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 19, 1). If you need to
view the details of a particular site displayed on this form, you can do so by clicking on the View link (Figure
19, 2).

Click the Save and Continue button on Form 5B to proceed to the next form.

3.4 Form 5C - Other Activities/Locations

Form C — Other Activities/Locations 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. You will be required to visit this form at least once in order to change the

status of the form to Complete.
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Figure 20: Form 5C — Other Activities/Locations

& Form 5C - Other Activities/Locations

w Note(s):
Review the bist of actvities and locations retneved Irom your scope on frie as of 7
Scope' button below to get your most recent scope on file:

" there was a recent change approved for your scope (2.0 thwrough & Change In Scope appacation), chck the ‘Refresh From

» Due Date: (Due In: Days) | Section Status:

¥ Resources [

4 Refresh From Scope -@

Activity/Location information

Type of Activity Frequency of Activity Description of Activity Type of Location{s) where Activity Is Conducted

k'd 4 ki v

Goto Previous Page

If the pre-populated data on Form 5C 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 20, 1).

Click the Continue button on Form 5C to proceed to the next form.

3.5 Scope Certification

The Scope Certification form requires you to certify if the H80 scope of your organization, as displayed in
Form 5A: Services Provided and Form 5B: Service Sites of this progress report, is correct.

Figure 21: Scope Certification

2 Scope Certification

[ 2 T Due Date: {Due In: Days) | Section Status: Not Started

b Resources of

Flelds with * are required ;
m@
* 1. Scope of Project Certification - Services — Select only one bel

o] By checking this aption, | certify that | have reviewed my Form 5A: Services Provided and it accurately reflects all services and service delivery methods included in my current approved scope of project

O By checking this option. | cerify that | have reviewed my Form 547 Services Provided and it requires changes that | have submitted through the change in Scope process.

* 2. Scope of Project Certification - Sites — Select only one mmﬂ@

O By checking this option, | certify that | have reviewed my Form 5B: Service Sites and il accurately reflecis all sies included in my current approved scope of project

O By chacking this option. | certify that | have reviewsd my Form 58: Service Sitas and it requires changas that | have submitted thraugh the changs in scope process.

Go to Previous Page m Save and Gontinue

To complete this form, follow the steps below:
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1. Select an option to certify that the Form 5A: Services Provided form of this FY 2018 NCC/BPR progress
report accurately reflects all services and service delivery methods included in your current approved
project scope or that it requires changes that you submitted through the Change in Scope process
(Figure 21, 1).

2. Select an option to certify that the Form 5B: Service Sites form of this FY 2018 NCC/BPR progress report
accurately reflects all sites included in your current approved project scope or that it requires changes
that you submitted through the Change in Scope process (Figure 21, 2).

3. Click the Save and Continue button to save the information and proceed to the next form.

3.6 Project Narrative Update

The Project Narrative Update form addresses progress and changes that have impacted the
community/target population and the award recipient organization over the past year. It also addresses the

award recipient’s plans for the upcoming FY 2018 budget period. This form is comprised of the following

sections:
1. Environment and Organizational Capacity
2. Patient Capacity and Supplemental Awards
3. One-Time Funding Awards
4. Clinical/Financial Performance Measures

3.6.1 Completing Environment and Organizational Capacity

Figure 22: Project Narrative Update (Environment and Organizational Capacity)

& Project Narrative Update - Environment and Organizational Capacity

Note(s):
Describe the progress made from the beginning of a grantee’s FY 2017 budget period until the date of BPR submission, the expected progress for the remainder of the budget period, and any projected changes for the FY 2018
budget period.

b Hannes BN oD W S i T Due Date: “#is" (Due In: *+ Days) | Section Status: Not Started

E Resources [

Fields with * are required

% Environment and Organizational Capacity | @& Patient Capacity and Supplemental Awards & One Time Funding @& ClinicaliFinancial Performance Measures

w Environment
Approximately 2 pages @ (Max 3000 Characters without spaces): 3000 Characters |eft.

* Discuss the major changes in the region, state, and/or community over the past year that have directly impactediaffected the progress
of the funded project (e.g., changing service area demographics/shifting target population needs, changes in major health care providers
in the service area, changes in key program partnerships, changes in insurance coverage, including Medicaid, Medicare and the Children’s
Health Insurance Program (CHIP).

w Organizational Capacity

* Discuss the major changes in the organization’s capacity over the past year that have impacted or may impact the progress of the Approximately 2 pages (& (Max 3000 Characters without spaces): 3000 Characters |eft
funded project, including changes in:

« Staffing, staff composition, and/or key staff vacancies;

+ Operations;

« Systems, including financial, clinical, andior practice management systems; and
« Financial status.

Goto Previous Page

To complete this section, follow the steps below:
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1. Provide a narrative description for the Environment (Figure 22, 1) and Organizational Capacity (Figure
22, 2) sections.

2. Click the Save and Continue button (Figure 22, 3) to proceed to the Patient Capacity and Supplemental
Awards section, OR click the Save button (Figure 22, 4) at the bottom of the Environment and
Organizational Capacity section and select the Patient Capacity and Supplemental Awards tab below

the Resources section (Figure 22, 5).

3.6.2 Completing Patient Capacity and Supplemental Awards
The Patient Capacity and Supplemental Awards section of Project Narrative Update form consists of the

following sub-sections:

e Patient Capacity (Figure 23)

e Supplemental Awards (Figure 24)

3.6.2.1 Patient Capacity

In the Patient Capacity section, discuss the trend in unduplicated patients served and report progress in
reaching the projected number of patients to be served in the identified categories. Explain key factors
driving significant changes in patient numbers and any downward trends or limited progress towards the
projected patient goals. (Figure 23).

To complete this section, follow the steps below:

1. Review the numbers populated in the 2014 - 2016 Patient Number columns (Figure 23, 1, 2, 3). These

numbers are populated from the respective UDS Reports that you previously submitted to HRSA.

IMPORTANT NOTES:

e For the Total Unduplicated Patients row (Figure 23, 4), the 2014 - 2016 Patient Numbers are pre-
populated from Table 3a of the respective UDS Reports. If there is no data available to pre-populate, the
system displays “Data not available” under these columns.

e For the Special Populations rows (Figure 23, 5), the 2014 - 2016 Patient Numbers are pre-populated
from Table 4 of the respective UDS Reports. If there is no data available to pre-populate, the system
displays “Data not available” under these columns.
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Figure 23: Patient Capacity
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2. Review the numbers populated in the Projected Number of Patients column (Figure 23, 6).

IMPORTANT NOTES:

e For the Total Unduplicated Patients row (Figure 23, 4), the Projected Number of Patients value is pre-
populated from the Patient Target data communicated to all authorizing officials, and project directors
on May 8, 2017.

e For the Special Populations rows (Figure 23, 5), the Projected Number of Patients values are pre-
populated from the patient projections in the application that initiated your current project period
(SAC/NAP), plus selected supplemental funding awarded after the start of the current project period.
Hover over the information icons (Figure 23, 7) for each row to see how the values are being compiled.
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3. Review the values displayed in the % Change 2014-2016 Trend (Figure 23, 8), % Change 2015-2016

(Figure 23, 9), and % Progress Toward Goal (Figure 23, 10) columns. The system calculates these values
using the numbers displayed in the corresponding columns.

IMPORTANT NOTES:

e To view the formulas used to calculate these system calculated values, hover over the information icons
displayed for those columns headers.

e If data is not available for any of the corresponding columns that are used in the formulas, “Data not
available” is displayed for the system calculated fields for that patient category.

4. In the Patient Capacity Narrative column (Figure 23, 11), provide a narrative describing your progress
for each patient category by referencing the numbers displayed in the % Change 2014-2016 Trend, %
Change 2015-2016, and % Progress Toward Goal columns. If pre-populated patient numbers or

projections are not accurate, adjusted projections should also be provided and explained in the Patient
Capacity Narrative column.

3.6.2.2 Supplemental Awards
In the Supplemental Awards section, discuss the progress made in implementing recent supplemental
Health Center Program awards (Figure 24).

To complete this section, follow the steps below:
1. Review the information provided under the Programmatic Goal column (Figure 24, 1).

2. Review the numbers provided under the Numeric Goal column for all the Supplemental Awards that
you received (Figure 24, 2).

IMPORTANT NOTES:

e The numbers displayed in the Numeric Goal column are pre-populated from the awarded Supplemental

application. “Not Applicable” is displayed under this column for any Supplemental Awards that you did
not receive.

e Hover over the information icons for each Supplemental Award to see where the Numeric Goals are
being pre-populated from (Figure 24, 3).
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3. Inthe Numeric Progress Toward Goal column (Figure 24, 4), you may report numeric progress for the

awarded supplemental application. “Not Applicable” is displayed under this column for any

Supplemental awards that you did not receive.

4. Inthe Supplemental Award Narrative column (Figure 24, 5), provide a narrative progress towards

goals for each award that you received. Describe the 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.

3.6.3 Completing One-Time Funding Awards

In the One-Time Funding Awards section, use the Activities column (Figure 25, 1) discuss the activities for

which the funds were used and the impact on the organization. If you did not receive a One-Time Funding

Award, “Not applicable” may be entered in the Activities column.
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Figure 25: One-Time Funding Awards

i Project Narrative Update - One Time Funding

W MNote(s)
Describe ihe progiess made from s beginning of 3 gractes's FY 3017 unté the date he sapaciea prograss for igat pericd, and any proj o far e FY 20

P o e e n e w b e e = o Due Date: Sl (Due In: 4§ Days) | Section Status: Not Started

b Resources o

Fhelis wath # are raquined

w w " * One * "INty easures

w One-Time Fusding Awargs

For gach appicabin @
Type of Gne-Tama Fanding Awand AScusabis RTINS Actnities
Dewizging proung tar ity impe (af) systams
« baining $1a8 Appresimatety 2 pages () (Max 3000 Chassctars without spaces) 3000 Charssters 140

» develuping policies and procedures
« enhancing health skermstion lechnology certibed electronsc health record. and data systems
= duta snalysis

o 10 G dctibes

Y 2015 Cushity Improvenvent Assistance [December 2014) Davelaging 3nd IMproving care deler $rstema:

» sunplies casg ! ang madication
= devwloping conracts 3nd foemal prUaments with ST provaens
= IEDoratony Fpoang and racking

» training g0 10 Suppee
» clinical imegration of benaoral haghh. oral SR HIV care. and cihar SEnices
+ pabIn ngagament actiss

Ayshern
* fraimng sta® Approrimately 2 pages (3} (Ma 3000 Characters without spacest 3000 Characlers efl
= developing policies amd procedures
= gnhancing heaim clrons hualn 1ecora.
= data analysis
FY 3015 Guality imprevamant Assistance (August 2015) Davaloping 3nd improving care delvery Sslems
+ supplies o cagg ane medation
+ Geveloping Contacts nd Remal ArEemEns Wi omer prowdns
* L¥Doralary FEROTENG and racking
.k and Tediaign 1o Supmed b d
« clinical integralion of behavioral beallh. ocal healh HY care. and olher senices
« pabieril engagement adniies
Developing contet QO systems
» training £1a8 Agprommanety 2 pages B (Ma 2000 Characters wihout $paces) 000 Characters len
= deweloping policias and procedures
» ANANCIAG NBANN R TABSA WCANOIOGY. COMET Blbclronie heallh fcord and data Syssems
= data analysis
« impl acmites 3 hiring
TY 2016 QuaNty impeovement Assistance (September 2016) Davaloging 300 Improwng care debvery Srtema:
. ! oil Care lion, case andm ment

= developing and imglementing conlracts snd ftmal agteerments with other providets
= Eaboratoey rEpOrING dnd Iracking

& Training ang woriow redusion 1o supcon leank-based care

= chiiical inteQration of BEnoral Beamn. oral PeaT. HIV care, and cier Senices

= Db engageMEnt Jces

tchnGIngy (Reammy T 1 y
Apprommately 2 pages & Max 3000 £DACREL T

= accelerabs health centers’ transition 1o walue-cased models of can

7 to share 0 dacisions

= INSCTRAER BNGIHMAnt I dellvery System Fanstormation

Funaing must g uged for healh IT investments in ene o mers of e Tollowing Acily Calsgesias, Wi e cefion 1o
TY 2016 Dedvery System Health information investment expand teleheslth in one or more of the categories as well

= equipnven nd supplies p i e hash centor does ROl have 3N Eledroni: hoalth (acord (EMA)
CRrang by e Ofce of vk Nubonal Coordmatos S Hedth IT (D0G] In use at any site)

= Pieal® Information System ehancements

- aining

» data SPONEALLN. AAKNCS. g dath GUALEY Imedovampnt actes

Save your information and proceed to the Clinical/Financial Performance Measures section.

3.6.4 Completing Clinical/Financial Performance Measures
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In the Clinical/Financial Performance Measures section, discuss the trends and report progress for the

performance measures listed in the following sub-sections:
e Perinatal Health (Figure 26, 1)

e Preventive Health Screenings and Services (Figure 26, 2)
e Chronic Disease Management (Figure 27, 1)

e Financial Measures (Figure 27, 2)

e Additional Measures (Figure 27, 3)

Figure 26: Clinical/Financial Performance Measures

< Project Narrative Update - Clinical/Financial Performance Measures
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Figure 27 : Clinical/Financial Performance measures (Cont’d)
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To complete this section, follow the steps below:

1. Review the numbers populated in the 2014 - 2016 Patient Measures columns (Figure 28, 1, 2, 3). These
numbers are populated from the respective UDS Reports that you previously submitted to HRSA. If
there is no data available to pre-populate, the system displays “Data not available” under these
columns.

IMPORTANT NOTES:

e See PAL 2016-02 for details about the measures that were updated in 2016.
e For the updated performance measures, if the application that initiated your current project period was
an FY 2017 SAC, the Measure Goal field will be prepopulated and cannot be edited. However, if the
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application that initiated your current project period was an FY 2016 SAC or an FY 2017 NAP, provide a
goal in Measure Goal field that corresponds to the updated performance measure. The goal must be
provided before the % Progress Toward Goal value can be calculated.

e For the measures listed under the Additional Measures sub-section, provide information in the 2014 -
2016 Measure columns, as applicable.

Figure 28 : Clinical/Financial Performance Measures Details

2014 Measares (& 2015 Measures || 2016 Medswres (i % Change 2014-2016 Trend (5 % Change 20152016 Trend % Progress forward Goal (f Mpasure Goals

Preveninee Husith Streenings and Servces @ (d_] @ @ m
ertorm sure 4 i
e

* Maasure Narmatie

2. Review the values displayed in the % Change 2014-2016 Trend (Figure 28, 4), % Change 2015-2016
(Figure 28, 5), and % Progress Toward Goal (Figure 28, 6) columns. The system calculates these values
using the numbers displayed in the corresponding Measure columns.

IMPORTANT NOTES:

e To view the formulas used to calculate % Change 2014-2016 Trend, % Change 2015-2016, and %
Progress Toward Goal values, hover over the information icons displayed for those columns headers.

e |f data is not available for the 2014 Measure, 2015 Measure, or 2016 Measure columns for a
performance measure, the system displays “Data not available” for % Change 2014-2016 Trend, %
Change 2015-2016, and % Progress Toward Goal, if used in the formula, for that performance measure.

3. Review the numbers populated in the Measure Goals column (Figure 28, 7). They are pre-populated
from the Projected Data (at the End of Project Period) Measure Goal provided in the Clinical and
Financial Performance Measures forms of the H80 application that initiated your current budget
period (FY 2017 SAC/BPR/NAP or FY2016 SAC).

4. In the Measure Narrative field (Figure 28, 8), provide a narrative describing your progress for each
performance measure sub-section by referencing the numbers displayed in the corresponding columns.
If the pre-populated performance measure goals are not accurate, adjusted goals should also be
provided and explained in the Measure Narrative field.

5. In the Additional Measures sub-section only, the system displays the column ‘Is this Performance
Measure Applicable?’ (Figure 29, 1). Answer Yes or No under this column to indicate if the measures
are applicable to you in FY 2018.
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3.6.5 Completing the Project Narrative Update forms

The Project Narrative Update form will be complete when the status of all the 4 sections is complete. The
completed status of all these sections is indicated with a green tick mark in the section tabs (Figure 30).

Figure 30: Completed Project Narrative Update sections

Fields with * are required

+ Environment and Organizational Capacity 4 Patient Capacity and Supplemental Awards 4 One Time Funding 4 ClinicallFinancial Performance Measures

4. Completing the Appendices Form

1. Expand the left navigation menu if not already expanded by clicking the double arrows displayed near
the form name at the top of the page (Figure 31, 1). Click on the Appendices link (Figure 31, 2) to
navigate to the Appendices form.

Figure 31: Left Navigation Menu

ALL TASKS «

NCC Progress
Report -

QOverview
Status
Basic Information
« SF-PPR
¥ SF-PPR-2
Budget Information
¥ Budget Details
¥ Budget Narrative
Other Information
+ Program Specific
Information
[+ Agpenied A
Review and Submit
Review
Submit
Other Functions  ~
Navigation

Return to
Submissions List
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2. The Appendices form allows you to attach one additional standard document that your grant program
requires when you submit your Progress Report. Attachments are NOT required for FY 2018 NCC/BPR
Progress Report.

3. Click on the Save button to mark this form as Complete. Click on Save and Continue button to navigate
to the NCC Progress Report — Review page.

5. Reviewing and Submitting the FY 2018 NCC/BPR Progress
Report to HRSA

To review your progress report, follow the steps below:

1. Ifyou are in the Program Specific section of the progress report, navigate to the Standard section of the
progress report by using one of the following options:

e Click on the NCC Progress Report link in the navigation links displayed at the top of any program
specific form (Figure 32, 1).

e On the program specific Status Overview page, click on the Return to Complete Status button
(Figure 32, 2).

Figure 32: Accessing the standard section of the NCC progress report

You are here: Homa » Tasks » Browse »- Program Specific Informaton | =] »
2 Status Overview ﬂ

] Due Date: (Due In: Days) | Program Specific Status:

¥ Resources [
Program Specific Status View

Budget Information BPR 2017 User Ginde | Funding Opportunity Announcemant
v Form 3

Sites and Services P m Spacific ink AP

Bection Status Options

Budget Information

¥ Scope Certification Form 3 - Income Analysis " Mot Staned PUpdate ¥
Other Forms

¥ Program Narrative

Sites and Services

Review
ANl Forms

Overview

4 4 4« 4 4

> The system navigates to the NCC Progress Report - Status Overview page (Figure 33).

2. On the NCC Progress Report - Status Overview page, click the Review link in the Review and Submit
section of the left menu (Figure 33, 1).
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Figure 33: Review link

g @ 2 NCC Progress Report - Status Overview
NCC Progress
Report - w Note(s):
Ovarviaw The table below shows the status of the progress report. The progress report is currently COMPLETE and can be submitted in its current state.
o v el » Bisppesst Vogaiteiiyg # WES Bl
SR - e - AR T . .
Basie Information St g e b g Due Date: #8005 (Due In: "85 Days) | Status: In Progress
¥ SE-PPR Grant Number: HE0 . Original Deadling: Created On:
¥ SF-PPR-2 Project Officer: - e - Project Officer Email: s - Project Officer Contact #:
Budget information Last Updated By: —
' Budget Detall
?ucgg MR ¥ Resources [
W Bucge! Narrative
Other Information View
¥ Program Specific NCC Progress Report | Last NoA | Program Instructions | NCC User Guide
Information
« Appendices
Review and Submit » Users with Permissions on NCC Progress Report (4)
Submit NCC Progress Report Status
Other Functions = Section Status Options
Navigation Basic Information
Return ta SF-PPR ' Mot Started f@ Update
Submissions List
- SF-PPR-2 (Cover Page Continuation) ¥ Nol Staned # Update
Budget Information
Budget Details ¥ Not Started
Support Year ¥ Not Staned {# Update
Budget Narrative ¥ Not Started # Update
Other Information
Program Specific infarmation « Not Complete {# Update
Appendices ' Mot Started f# Update

» The system navigates to the NCC Progress Report - Review page.

3. Verify the information displayed on the NCC Progress Report - Review page.

4. If you are ready to submit the progress report to HRSA, click the Proceed to Submit button at the
bottom of the Review page (Figure 34, 1).

Figure 34: Proceed to Submit button on the NCC Progress Report — Review page

< NCC Progress Report - Review

» NCC Progress Report Tracking # : W =3y

Due Date: #% 55 3844 (Due In: #% Days) | Status: In Progress
¥ Resources [
View
NCC Progress Repor Last NoA Program Instructions NCC User Guide
i=h Print NCC Progress Report Table of Contents Rl Go
M o4 1]lr n Pagesize: 50 + Go 22 items in 1 page(s)
View Section Type Options
= |5 - | -
a View: Basic Infermation
Basie Information SF-PPR HTML View w
Basic Information SF-PPR-2 (Cover Page Continuation) HTML View *
4 View: Budget Information
Budget Information SF-4244A Budget Information (Standard Form) HTML View w
q:po_w . L e e L ~ . ol o (R Te

« View: Program Specific information
Program Specific Infermation Program Specific OMB Approved Forms HTML Open Popup

H 41| N Pagesize: 50 ~ Go 22 itemns in 1 page(s)

Go 1o Previous Page 1k Proceed to Submit I

» The system navigates to the NCC Progress Report — Submit page (Figure 35).

FY 2018 BPR Progress Report 30 of 35 User Guide for Award Recipients



US. Deporiment of Health ond Heman Services

Health Resources and Services Administration
Figure 35: NCC Progress Report — Submit page
# NCC Progress Report - Submit
s Nots(s):
The table below shows the status of the progress report. The progress report Is currently COMPLETE .
Vo Pepgpiems Bunpeess Topeiipong # 0 0TTaN Due Date: 8% 55 @854 (Due In: #4¢ Days) | Status: In Progress
Grant Number: H30CS Original Deadline: J Created On:
Project Officer: % - — Project Officer Email: s 8§ - Project Officer Contact #: - =]

Last Updated By: ~» ——
* Resources [

View

NCC Progress Report ~ Last NoA © Frogram Instructions = NCC User Guide

» Users with Permissions on NCC Progress Report (2)

NCC Progress Report Status

Saction Status Options
Basic Information

SF-PPR « Complata (@ 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 Infarmation " Complete (@ Update

Appendices " Complete (@ Update

@_ Submit to HRSA

5. Click the Submit to HRSA button at the bottom of the Submit page (Figure 35, 1).
» The system navigates to a NCC Progress Report — Confirm Submit page (Figure 36).

Figure 36: NCC Progress Report — Confirm Submit page

& NCC Progress Report - Confirm Submit

& Confirmation:
You have choosen to submit this report to HRSA. Please check the box to sign the M peting C {NCC) Progress Report. Click on the Submit Report button below to submit the report. If you
do not wish to submit the NCC Progress Report at this time, click on the Cancel button to return to the Previous screen.

oW Pegpesns Tiggesss Tomiidig § W8S C T Due Date: #% ¥4 385% (Due In: #4 Days) | Status: In Progress
Grant Number: H80CS Original Deadline: ] Created On:
Project OMicer: M " Project Officer Email: s & - Project Officer Contact & -~ 2]

Last Updated By: © « ———
¥ Resources [

View

NCC Progress Repori - LastNoA = Program Instructions = NCC User Guide

* NCC PROGRESS REPORT CERTIFICATION |= View Report £

I certify to the best of my knowledge and befief that the information provided in this progress repor is true and cormect
Iease check the box to electronically sign the NCC Progress Report

6. Certify the statement displayed under the NCC Progress Report Certification section of the NCC
Progress Report — Confirm Submit page (Figure 36, 1), and click the Submit Report button to submit
the NCC/BPR progress report to HRSA (Figure 36, 2).
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7. If you experience any problems with submitting the application in HRSA EHB, contact the BPHC
Helpline at 1-877-974-2742 (Monday — Friday, 8:30 AM - 5:30 PM ET) or send an email through the
Web Request Form at http://www.hrsa.gov/about/contact/bphc.aspx. (select either Applicant or BPHC
Grantee, Application/Progress Report: Instructions, BPR)

5.1.1 Accessing your submitted H80 Applications/Progress Reports

You may need to reference your submitted H80 applications/progress reports when completing your
FY 2018 NCC/BPR progress report. 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 Project Narrative Update form to access your Grant
Portfolio (Figure 37).

Figure 37: Grants Tab

{(ﬁ'ﬂm  Electronic Handbooks

Tasks Organizations Grants Free Clinics FQHC-LALs Resources

2. Locate the H80 grant for which you are submitting the NCC progress report and click on its Grant
Folder link (Figure 38).

Figure 38: Accessing the H80 Grant Folder

W4 1|r W Pagesize: 15 - Go 2 items in 1 paga(s)
Current Current Project Grant  Last Award
| T Grant Number Organization Name T Budget Period Period End Date CRS-EIN T Grant Role T Artive 1 IasusiDate Options
v ¢ @ ¢ Al 7| Al v 6
. . U 12/01/2014-03 0313112017 - mame  PD Yes 06/10/2015 Grant Folder_]
13112018
e p— 08/01/2014-08 ) ) .
¢ - . : e 081312016 - mowms FD Yas 0310912015 Grant Folder
LIBRE LA Page slze: 15 = | Go 2 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 39).
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Grant Home
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Awarded Funding Opportunities
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Existing Prior Approvals

Request New Prior Approval

Existing H80 Health Center CIS
Request New HBO Health Center CIS
Legacy HBD Health Center CIS

+ View More

CRS-EIN:
Grant Period: 12/01/2001 - 03/3172017

Users

Approve Requests
Update Privileges
Authorize New

+ View More

The system navigates to the Applications - All search page (Figure 40).

Expand the Advanced Search Parameters section of the Applications - All search page by

clicking the arrow icon (Figure 40, 1). In the Status field under this section, un-select all the
statuses except Completed (Figure 40, 2).

Figure 40: Applications — All search Page

2 Applications - All

Not Completed  Recently Compisted  All

Search Filters:
Basic Search Parameters
EHBs Tracking

« Display Options

Sort Method (Grid | Custom)

.. Grants.gov Applications Pending Validation: 0

Number (e.g. 00012322) Project Title Like
oAl
Aneincenet (e.9. HRSA-04-003) Organization 2 ue
o b
Application Deadline — — Grants Gov Tracking
[Ik‘.m‘":dc'ww} Between W And iy Number
- A Search Par
Application Parameters
In Progress < Al
Status B- | Completed Application Type ¥ New
Change Request 0 nCompetl
Grants.Gov Received pgoivean =  And = Submitted On Betwesn
Date (mmiddiyyyy)

Search Name:

{2.0. GRANTDO012345)

ng

i And

8

(Figure 40, 3).

applications submitted for the H80 grant.

Click the Search button located at the bottom of this page to access the completed applications

The system navigates to the Applications — All results page displaying all the completed
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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 (Figure 41).

Figure 41: Applications — All results Page

Application Date Announcement EHBs Grants.Gov
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» 08082010 08/04/2010  HRSA-10-029 hrA ARRA- Facility Investment Completed Application ¥
Program
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Senvice Arsa Competition (SAC)
» 08/29/2012 08/24/2012 HREA-12-088 HRSA 12-088 Completed
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S, p= l- P Cate Home in Ea e p

» 11/09/2011 11072011 HR8A-12-115 Completed Application ¥

4. To access the H80 Noncompeting Continuation progress reports (NCCs/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 42).

Figure 42: Work on My NCC Report link

Grant Home

v wE B cibis & {oassppms Piidsnamiy Bt § asrbier bbss Bameemisisit. Bl
Current Budget Period: 12/01/2014 - 03/31/2018 Current Project Peried: 12/01/2011 - 03/31/2017 CRS-EIN:
Budget Support Year: 14 Project Title: ’ ’ Grant Period: 12/01/2001 - 03/31/2017

¥ Resources
View

Last NoA | HRSA Contacts | Awarded Funding Oppertunities

Grants

Submissions Requests Users
Werk on Financial Report Applications Approve Requests
Work on Progress Report Existing Prior Approvals Update Privileges
Performance Report Request New Prier Approval Authorize New

Werk on My NCC Repon Existing H80 Health Center CIS
Work on Other Submissions Request New HB0 Health Center CIS
Legacy HBO Health Center CIS

+ View More + View More + View More

» The system navigates to the Submissions — All page displaying all the Noncompeting
continuation progress reports for the H80 grant.
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B. Locate the applicable NCC progress report(s) and click the Noncompeting Continuations link to

access the program specific forms (Figure 43).

Figure 43: Submissions — All Page

Wo4 1 M Page size: 15 - Go 9 items in 1 page(s)
Taai Submission o Tracking Reporting i Submitted -
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»  Continuation Progress gg:agu’“;fa“nnf Haoi 12001/2013  0911/2013  09/11/2013  Submitted Nencompeting Continuations =
Report
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»  Continuation Progress ggﬂg::’gﬁ:‘n"s‘-’ e H80H " 12/01/2012 08/29/2012  08/28/2012  Submitted Noncompeting Continuations
Report
Moncompeting "
»  Continuation Progress gg;;ﬁmf‘:;"f H8o! . 12/01/2010 08/20/2010  08/20/2010  Submitted Noncompeting Centinuations =
Report

6. Submitting a Change Requested Progress Report

HRSA will send a ‘Change Requested’ email to you if your NCC/BPR progress report needs to be revised. To
revise your progress report, access it in HRSA EHB using the steps described in the section titled Accessing
the FY 2018 NCC/BPR Progress Report of this user guide. Edit the progress report as indicated in the email

sent by HRSA, and re-submit the NCC/BPR progress report by following the steps in section Reviewing and
Submitting the FY 2018 NCC/BPR Progress Report to HRSA of this user guide.

IMPORTANT NOTE: A HRSA reviewer may cancel (or override) a change request after you have re-submitted
a change requested NCC/BPR progress report, or if you have not responded to a previous change request in
a timely manner.

If a HRSA reviewer cancels the change request, you will receive a Change Request cancellation email. After
you receive this email, you will not be able to revise your NCC/BPR progress report. HRSA will review the last
NCC/BPR progress report that you submitted.
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