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This user guide describes the steps you need to follow to submit an FY 2021 Noncompeting Continuation
(NCC)/Budget Period Progress Renewal (BPR) report to HRSA.

1. Accessing the FY 2021 NCC/BPR

To access the FY 2021 NCC/BPR, follow the steps below:

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

IMPORTANT NOTE: If you do not have a username, you must register in the HRSA EHBs. 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.

Figure 1: Accessing the H80 Grant Folder

{fm| Electronic Handbooks Sk @ @ oo

A | Tasks ‘ Organizations Free Clinics | FQHCLALs | Resources

You are here: Home » Grants » Browse

L My Grant Portfolio - List

3 Add Grant To Portfolio

My Grant Portfolio (2) My Grant Access Requests (0)

[=] Detailed View | jjSearch | [l Saved Searches
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3. On the Grant Home page, click on the Work on My NCC Report link under the Submissions section
(Figure 2, 1). The system opens the Submissions — All page.
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http://www.hrsa.gov/about/contact/bphc.aspx

Figure 2: Work on My NCC Report link
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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 2021 NCC/BPR (Figure 4).

IMPORTANT NOTE: Once you start working on the NCC/BPR, 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
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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 ot Not Started @ Update
SF-PPR-2 (Cover Page Continuation) % Not Started @ Update
Budget Information ——{3
Budget Details ¢ Not Started

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

The FY 2021 NCC/BPR 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 of the Budget Narrative form 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:

1. 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).
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2. 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
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w4 Budget Narative
Other Information
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W% Appendices
Review and Submit
Review p Usars with Permissions on NCC Progress Report |
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Other Functions - NCC Progress Report Status
Navigation Saection Status Options
Return to Submissions List Basic Information
SF-PPR St Not Started (@ Update
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The Budget Details form consists Budget Summary, Budget Categories, and Non Federal Resources (Figure
6).
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Figure 6: Budget Details Form

& Budget Details

» NCC Progress Report Tracking # : M Esas Due Date: #% #5854 (Due In: #8% Days) | Section Status: © “
¥ Resources

View

MNCG Progress Reporl ~ Last NoA  Program Instructions = NCC User Guide
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_I"' i Federal get: $ M . I e e e
Section A - Budget Summary [ Update |
New or Revised Budget
Grant Program Function or Activity CFDA Number
Federal Non-Federal Total
Community Health Centers 93224 $0.00 $0.00 $0.00
[Update Sub Program Total: s000 $0.00 s000
Soction B - Budget Categories , [ updato|
Grant Program Function or Activity ' I
Object Class Categories - Total
Federal Non-Federal
Personnel $0.00 $0.00 0.00
Fringe Benefits $0.00 $0.00 $0.00
Travel 50.00 $0.00 50.00
Equipment $0.00 $0.00 £0.00
Supplies s0.00 $0.00 $0.00
Contractual £0.00 £0.00 $0.00
Construction $0.00 $0.00 $0.00
Cther $0.00 $0.00 $0.00
Total Diract Charges $0.00 §0.00 $0.00
Indirect Charges 50,00 $0.00 50.00
Total $0.00 $0.00 $0.00
Section C - Non Federal Resources | Upaate|
‘Grant Program Function or Activity Applicant State Local Other Program Income Total
Community Health Centers $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Total: 50.00 $0.00 50.00 50.00 50.00 50.00

3. Under Section A — Budget Summary, click on the Update Sub-Program button (Figure 6, 1).The Sub-
Programs — Update page opens (Figure 7).

Figure 7: Sub-Programs — Update Page

# Sub Programs - Update

» NCC Progress Report Tracking # : i i Due Date: #% 85885 (Due In: 8 Days) | Section Status: & 800
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View
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O Public Housing
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4. Select or de-select the sub-programs as applicable.

5.
selected sub-program(s) under Section A — Budget Summary (Figure 8, 1).

Click on the Save and Continue button (Figure 7, 1). The Budget Details form re-opens showing the

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
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Total:
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$0.00

$0.00

$0.00

l “# Update i

Total

New or Revised Budget

Mon-Faderal
$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

6.

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

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

View

NCC Progress Repori - LastMoA - Program Instructions

Section A - Budget Summary
Grant Program Function or Activity

Community Health Centers
Health Cara for the Homeless

Total:

) - Update

NCC User Guide

CFDA Number
=
83224

93.224

Due Date: ¥

(Due In: 8% Days) | Section Status:

New or Revised Budget

Federal
0.00

0.00

50.00

Non-Federal Total

5 0.00 50.00

$0.00

5 0.00

50.00

Save and Continue

$0.00

Under the New or Revised Budget section, enter the amount of federal funds request for the upcoming

7.
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).

8. 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).
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Figure 10: Section A — Budget Summary after Update

Recommended Federal Budget: $ % 58 |

Saction A - Budget Summary

Grant Program Function or Activity CFDA Number

Community Health Centers 93.224

Health Care for the Homeless 93.224
Update Sub Program Total:

New or Revised Budget

Federal Non-Federal
$100.000.00 $0.00
$176.567.00 50.00
$276,567.00 $0.00

# Update

Total
$100.000.00
$176,567.00

$276,567.00

9. 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). The Budget Information (Support Year) — Update page

opens displaying Section B — Budget Categories (Figure 12).

Figure 11: Section B — Budget Categories

* Section B - Budget Categories
Grant Program Function or Activity

Object Class Categories

Federal
Personnal $0.00
Fringe Benefits $0.00
Travel 30.00
Equipment 50,00
Supplies $0.00
Cantractual 50.00
Construction $0.00
Cther 30.00
Total Direct Charges $0.00
Indirect Charges $0.00
Total $0.00

Non-Federal
50.00
$0.00
$0.00
s0.00
$0.00
50.00
§0.00
$0.00
$0.00
$0.00

50.00

| 4 Update

Total

%0.00
$0.00
30.00
$0.00
30.00
%0.00
$0.00
$0.00
$0.00
30.00

$0.00

10. Enter the federal dollar amount for each applicable object class category under the federal column

(Figure 12, 1).

11. 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

& Budget Information (Support Year = ) - Update

W Note(s):

» NCC Progress Report Tracking # : Ss i
¥ Resources [
View

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

Grant Program Function or Activity

-0

Summary (Section A)

Section B - Budget Categories
DObject Class Categories

Federal
Personnel 3 o.0o
Fringe Benefits $ 0.00
Travel - L]
Equipment - 0.00
Supplies H 0.00
Contractual -3 0.00
Construction s 000
Other 5 0.00
Indirect Charges 5 0.00
Total [Calculate Total| $0.00
Total Budget specified in Budget $276,567.00

Total federal amount in Section B must be aqual to the total new o revised budget, federal amount specified in budget summary (section 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 budget summary (section A) ($0.00).

Due Date: ¥ #5 085% (Due In: 88 Days) | Section Status: §

Non-Federal

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

$0.00

$0.00

Total

B o

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

$0.00

$276,567.00

e |

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

13. 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
Community Health Centers §0.00
Health Care for the Homeless §0.00
Total: 50.00

Go to Previous Page

State
$0.00
$0.00
$0.00

Local
$0.00
§0.00
$0.00

Other
50.00
$0.00
$0.00

Program Income Total
$0.00 50.00
£0.00 $0.00
$0.00 50.00

=]

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

& Budget Narrative

» NCC Progress Report Tracking # :
¥ Resources [
View

NCC Progress Report Last NoA Program Instructions NCC User Guide

¥ Budget 1 i 2)

Go to Previous Page

No documents attached

Due Date:

(Due In: &% Days) | Section Status: |

[

S [T

X R

15. On the Budget Narrative form, attach a budget justification narrative by clicking on the Attach File

button (Figure 14, 1).

16. 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:

1. Onthe NCC Progress Report - Status Overview page, click on the Update link for the Program
Specific Information line item (Figure 15, 1).

2. 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).

3. Click on the Program Specific Information link in the left menu (Figure 15, 3). The Program Specific

Information — Status Overview page opens (Figure 16).
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Figure 15: Accessing the program specific information section of the NCC progress report

+# NCC Progress Report - Status Overview
NCG Progress Report  «

Note{s):

Overview w

'| Status The table below shows tha status of the prograss report. The progress report is curmanty and cannot be submitted in its current state

Basic Information
& SF-PPR ¥ NCC Progress Report Tracking # ; 8= Dus Date: 4% 55 @54 (Due In: 88 Days) | Status:
W SF-FPR-2 Grant Number: HE0CS Original Deadline: Created On:

Budget Information Project Officer: Sees B Project Officer Email: ws L - Project Officer Contact #:
W Budget Details Last Updated By: s

w4 Budget Narative
Other Information

¥ Resources [f
View

NCC Progress Repor Last NoA Program Instructions NCC User Guide

Review and Submit

Review p Usars with Permissions on NCC Progress Report |
Submit
Other Functions - NCC Progress Report Status
Navigation Saection Status Options
Retumn to Submissions List Basic Informaticn
SF-PPR St Not Started (@ Update
SF-PPR-2 (Cover Page Continuation) i Not Started (@ Update

Budget Information

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

Other Information

Program Specific Information W4 Not Started (@ Update “

Appendices & Not Started g Update

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

2 Satus Overview

Announcement Number: 5-HE0-71.001

Grant Number:

¥ Resources f
View

FY21 BOR Usor Guide  Fursding Opportunity Annconcement

Program Specific Information Siatus
Section

Genesal Infoamation

Feem 1C - Documents On Fila

Gusdget Infeamation

Fom 3 - irscome Anatyss

Sites and Services

A - Serncas Provded

Citver Forms

Pacject Mamatve Updats

Anaouncement Name: Hasmh Canter Frogram

Target Population: Comenunity Heath Canters, Hss®h Care for the Homeless

Due Date: | Program Specific Status:

Progress Report Typoe: Noncompating Continuaton
Current Project Period: 1/12019 - 12312021

Options

‘@ Updaty

WUpdate

g Upctatiy
3 Updata
@ Updty
P Updatn

@ Updale

@ Upaiai

3 Upsiatn

3.1 Form 1C - Documents On File

Form 1C: Documents on File displays a list of documents to be maintained by an organization.

To complete the Form 1C, follow the steps below:

1. Inthe Management and Finance section, provide the date of last review/revision. Click N/A if not

applicable (Figure 17, 1).

2. Inthe Services section, provide the date of last review/revision. (Figure 17, 2).

3. Inthe Governance section, provide the date of last review/revision. Click N/A if not applicable (Figure

17, 3).

4. Click Save and Continue to proceed to the next form.
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Figure 20: Form 1C

A Form 1C - Documents On File

W Note{s):
DB of Last
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Kot Applicadie iNA}
Date of Last Review Revision (MMDDYYYY) ol Applicable (A}
% WA, iy
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3.2 Form 3 -Income Analysis

Form 3: Income Analysis projects program income, by source, for the upcoming budget period. Click the
Update link to get started. This form comprises of Payer Category (Figure 18, 1) and Comments/Explanatory
Notes (Figure 18, 2).
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Figure 21: Form 3: Income Analysis

24 Form 3 - Income Analysis
. Note(s):

Comments/Explanatory Notes box,

4
» Resources [
Fields with * are required
Payer Csmgory/@
Part 1: Patient Service Revenue - Frogram Income
* 1. Medicaid
* 2. Medicare
* 3. Other Public
* 4 Private
* 5. Self Pay
B. Total (Lines 1 -5) | Calculate Total and Save

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

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

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

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

MIA
Calculate Total and Save —@

Comments/Explanatory Notes (if applicahle]“@

Approximately 2 pages (& (Max 2500 Characters): 2500 Characters left.

Go to Previous Page

Patients By Primary
Medical Insurance (a)

NIA
NIA
NIA
MIA
MIA
MWIA
NIA

NIA

MIA

Billable Visits (b)

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

C W (Due In: "8 Days) | Section Status:

Income Per Visit (c)

NiA

NIA
NIA
NIA
NIA
NiA
N/A
A

NIA

NIA

o*]

Projected Income (d) Prior FY Income

| Save ] Save and Continue |

3.2.1 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 O if not applicable (Figure 18, 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 18, 4).

3. Incolumn (c), provide the amount of Income per Visit for each payer category. Enter 0 if not

applicable. (Figure 18, 5).
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In column (d), provide the amount of Projected Income for each payer category. Enter 0 if not applicable
(Figure 18, 6).

In column (e), provide the amount of Prior FY Income. Enter 0 if not applicable (Figure 18, 7).

Click the Calculate Total and Save button to calculate and save the values for each Payer Category in Part
1 (Figure 18, 8).

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 18, 9).

3.2.2 Completing the Comments/Explanatory Notes section
In this section, enter any comments/explanations related to this form (Figure 18, 2).

1.

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.

3.3 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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Figure 22: Form 5A - Services Provided

& Form 5A - Services Provided (Required Services)
o Note(s):
Review the list of services retrieved from your scope on file s of * *. If there was a recent change approved for your scope (e.g. through a Change In Scope appiication), click the ‘Refresh From
Scope’ button below 1o get your most recent scope on file.
b e Due Date: {Due In: Days) | Section Status:
} Resources [f a
+' Required Services gt Additional Services peclah'_.' Servites
S (He::‘“‘;:;':,::‘] i col:::;:;::;m:mv:ﬂmmn Column il -:n:rr:;.l:::m Referral
(Health Genter Pays) (i) (Health Genter DOES NOT pay) (i)
General Primary Medical Care (i) [x] [x] -1
Diagnostic Laboratory (&) [x1 [x] [x]
Diagnostic Radiclogy [ [l [x]
Screenings (F [x] [x] [x1
Coverage for Emergencies During and After Hours (§ [x} [X] [x]
Voluntary Family Planning (i [x1 | [x]
Immunizations (i) [x] [x] -1
Weil Child Services (@) [x] [x] .1
Gynecological Care () (%1 A | [x1
Obstetrical Care (i
Prenatal Care (i) [.1 [X] [X]
Intrapartum Care (Labor & Delivery) (& [.1 | [x]
Postpartum Care (§ [_1 [x] | |
Preventive Dental (i) [.1 i | [x]
Pharmaceutical Services (i) [x1 [X] [X]
HCH Required Substance Abuse Services (i -1 5 | 1
Case Management (i) [x] (] [x]
Eligibility Assistance (& (8.9] () | 8
Heaith Education (& [x1 .1 [x]
Outreach (& x] .1 [x]
Transportation (i) (%] [Xx] [X1]
Translation (i [x] [%] [-1 E]

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 19, 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 19, 2).

After visiting all the sections on Form 5A, click the Continue button (Figure 19, 3) to proceed to the next
form.
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3.4 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 23: Form 5B - Service Sites

< Form 5B - Service Sites

Note(s):
Review the list of sites retrieved from your scope on file as of * . If there was a recent change approved for your scope (e.g. through a Change In Scope application),
click the "Refresh From Scope’ button below to get your most recent scope on file.

» Due Date; (Due In: '} | Section Status
¥ Resources [
View

FY20 BPR User Guide | Funding Opportunity Announcement

{3 Refresh From Scope |/

Existing Sites in Scope

LA ezD Total Hours of
Site Name Physical Address Service Site Type Location Type Site Address Oparation Options
Category P
TOWBARS INGLES COMMUNITY , FORT CLINTON, NY Administrative/Service Permanent Accurate &5 View v
HOSPITAL 249131761 Deelivery Site o
. FISHING CREEK, NY o
SILCOCK ENGINERRING §5029-3616 Service Dellvery Site Permanent Accurate 40 View =
SUPPLILIES AMIN HEALTH CENTER :’__‘IQIB'MAGE' NY 35321- Service Delivery Site Permanent Accurate o View =
TARPAULING SHOOTING CARE 'QZP%F;L%;NTON' A7 Service Delivery Site Mabile Van Accurate 30 View w
TANKERS NUTRITIONAL '1;'55 APPLE, NY 82354 5ervice Dellvery Site Permanent Approximate 40 View
Go to Previous Page m Save and Continue I

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 20, 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
20, 2).

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

3.5 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 24: Form 5C — Other Activities/Locations

& Form 5C - Other Activities/Locations

Note(s):

Review the

Veved [rom your scope on fike as of 7 " there was a recent change approved 1o your scope (2.0 through & Ghange In Scope appication), chck the “Refresh From
Scope’ buton below f your most recent scope on fik

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

¥ Resources [

.4 Refresh From Scope -E]

Activity/Location Information

Type of Activity Frequency of Activity Description of Activity Type of Location(s) where Activity Is Conducted
W i’ 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 21, 1).

Click the Continue button on Form 5C to 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 2021 budget period. This form is comprised of the following
sections:

1. Organizational Capacity
2. Patient Capacity and Supplemental Awards
3. One-Time Funding Awards

3.6.1 Completing Organizational Capacity
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Figure 25: Project Narrative Update (Organizational Capacity)

# Project Narrative Update - Organizational Capacity
MNote]s)

¥ Due Date: | Section Status:

¥ Rescurces i

Wiew

W Crganizational Capacity g Paant Capactly and Supplementsl Awands. 9 (ine Time Funding

 Qrganizational Capacity E

D

To complete this section, follow the steps below:

1. Provide a narrative description for the Organizational Capacity (Figure 22, 1) section.

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

3.6.1 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)

3.6.1.1 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 2017 - 2019 Patient Number columns (Figure 23, 1, 2, 3). These

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

IMPORTANT NOTE:

For the Total Unduplicated Patients row (Figure 23, 4), the 2017 - 2019 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. For the Special Populations rows (Figure 23,
5), the 2017 - 2019 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. For the Patients and Visits by Service Type rows (Figure 24, 1) the 2017 - 2019 Patient
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Numbers are pre-populated from Table 5 of the respective UDS Reports. If there is no data available to
pre-populate, the system displays “Data not available” under these columns.

Figure 26: Patient Capacity

2 Project Narrative Update - Patiemt Capacity and Supplemental Awards

W Nate{s):

e progre: of e EY 2021 tuge! peviod
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2.

Figure 27: Patient Capacity cont.

HNodas:

Project Pariod:

1T Pament 2018 Pasient 2010 Patient % Change 2017-2019 % Chanpe 20182019 % Progress Toward

Projected Number of Patients Patiant Capacity Narmative
Number (i Murmber i Wumnber (i Trend (& Trend (i Goal (@ . ¥

Patknis and Visits by Servics Type

Review the numbers populated in the Projected Number of Patients column (Figure 23, 6).

IMPORTANT NOTE:

For the Total Unduplicated Patients row (Figure 23, 4), the Projected Number of Patients value is pre-
populated from the Patient Target noted in the Patient Target Management Module in the HRSA EHBs.
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), plus the patient projections from 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.

Review the values displayed in the % Change 2017-2019 Trend (Figure 23, 8), % Change 2018-2019
(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 NOTE:

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

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 2017-2019 Trend, % Change
2018-2019 Trend, 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.

3.6.1.2 Supplemental Awards

In the Supplemental Awards section, discuss the progress made in implementing recent supplemental
Health Center Program awards (Figure 25).

To complete this section, follow the steps below:

1. Review the information provided under the Programmatic Goal column (Figure 25, 1).

Figure 28: Supplemental Awards

¥ Supplemental Awerds o
* In the Supplemental Award Narrative column, describe the following:

« Inplamentation S1ATUE and Progross Ioward achioving goals, INcliding your prograss Toward meating projciod outcomes (inclsding ACHual varsus projacted patiants) and néwty proposad a6, a8
» Koy Inctors impacting progress towsnd achieving goals, inchuding an explanation of the impact of any new or changing envirammental Eaciors (stateflocalicommunily) on supplemental award progress; and
= Plans for sustaining progress andlor overcoming barriers (including environmental barriers) to ensure goal achievement.

Natas:

o W you did nod receive 8 Supplomental Award, the system will not requite narsatiee in the Supplemental Award Narrative column.
+ Supplemental awards released late in FY 2020 or early in FY 2021 will be inchuded i (he FY 2022 BPR.

Type of Supplemental Award Programmatic Goal @ Supplemental Award Nomative

2000 characters with spades (Approcamaledy 1 page

ral heatin services, Incuding pravartion

EY HHA Intoge wwintal Hoalth Serdces (IEHS) et et (SLI0S), including
2000 characters with £pacet (Approamatedy 1 pagel
Y 2049 New Access Poinls (NAP) Satellile Achieve opstations] slalus and increase he number of pelients by December 31, 2020
2000 characters with £pades (Approamalely 1 page!
Cxpand HIV prevention senvicas that decrease ha risk of HIV fransmission by Decambar
FY 202 ng H ; } o
31,2020
Bo to Previous Page Bave and Confinue

2. Inthe Supplemental Award Narrative column (Figure 25, 2), 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.

3.6.2 Completing One-Time Funding Awards

In the One-Time Funding Awards section, use checkboxes in the Allowable Activities column (Figure 26, 1)
to indicate the allowable activities that are taking place or have taken place in the organization. Use the
Activities column (Figure 26, 2) to discuss those activities. If you did not receive a One-Time Funding Award,
“Not applicable” may be entered in the Activities column.
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Figure 29: One-Time Funding Awards
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Save your information and proceed to the Clinical/Financial Performance Measures section.

3.6.3 Completing the Project Narrative Update forms

The Project Narrative Update form will be complete when the status of all the 3 sections is complete. The
completed status of all these sections is indicated with a green tick mark in the section tabs (Figure 27).

Figure 30: Completed Project Narrative Update Sections
Flekds with ¥ e resgisned

¥ Orpanizational Capacity  +F Patent Capacity and Supplemental Awarms " Ome Time Funding

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 28, 1). Click on the Appendices link (Figure 28, 2) to
navigate to the Appendices form.

FY 2021 BPR 24 of 31 User Guide for Award Recipients




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
(¥ azpengezd L)
Review and Submit
Review
Submit
Other Functions -~
Navigation

Return to
Submissions List

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 2021 NCC/BPR.

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 2021 NCC/BPR to HRSA

To review your progress report, follow the steps below:

1. Click on the NCC Progress Report link in the navigation links displayed at the top of any program specific

form (Figure 29, 1).

2. On the program specific Status Overview page, click on the Return to Complete Status button (Figure
29, 2). The system navigates to the NCC Progress Report — Status Overview page (Figure 30, 1).

FY 2021 BPR

250f 31

User Guide for Award Recipients



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

You are here: Home » Tasks » Browse » NCC Progress Repon (1549675 Program Specific Information [ =]
b 2 Status Overview
Program Specific
Information a 4 Due Date: W (Due In: Days) | Program Specific Status:
Overview F Resources [f
| Program Specific Status
Budget Information Program Specific Information Status.
v Form3 Section Status Options
Sites and Services Budget Information
' Form 5A Form 3 - Income Analysis ' Complete (@ Update
v Form 58
Sites and Services
o' Form 5C
" Scope Centification Form SA - Senvices Provided ' Complete
Other Forms Required Services «" Complete {@ Update
+ Project Narraive Additional Services ' Complete (@ Update
Update
jalty v molete “3 Updat
— Specialty Services " Complete o Updaie
Program Specific Forms Form 58 - Service Siles ' Complele @ Update
All Forms. - Form 5C - Other Activities/Locations w Complete (@ Update
Overview Scope Certification ' Complate (@ Update
Appendices Other Forms
Complete Status
Project Narrative Update o' Complete
Submit
Environment and Organizational Capacity o Complete @ Update
Telehealth " Complete (i@ Update
Patient Capacity and Supplemental Awards ' Complete {@ Update
One Time Funding &' Complete f@ Update
ClinicalFinancial Performance Measures ' Complete (@ Update
Return to Complete Status

3. Onthe NCC Progress Report - Status Overview page, click the Review link in the Review and Submit
section of the left menu (Figure 30, 1). The system navigates to the NCC Progress Report- Review page.

Figure 33: Review link

4 NCC Progress Report - Status Overview

NCC Progress

Report - v 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.
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' Budget Details
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View

¥ Program Specific NCC Progress Report | Last NoA | Program Instructions | NCC User Guide
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« Appendices
Review and Submit » Users with Permissions on NCC Progress Report (4)
i
Submit NCC Progress Report Status
Other Functions = Section Status Opticns
Navigation Basic Information
Return ta SF-PPR ' Mot Started f@ Update
Sbeison L SF-PPR-2 (Cover Page Continuation) ¥ Nol Staned ¥ Update
Busget Infarmation
Budget Details ¥ Not Started
Support Year ¥ Not Staned {# Update
Budget Narrative ¥ Not Started # Update
Other Information
Program Specific information + Mot Complete {2 Update
Appendices ' Mot Started f# Update

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

5. 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 31, 1).
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Figure 34: Proceed to Submit button on the NCC Progress Report — Review page

4 NCC Progress Report - Review
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6. The system navigates to the NCC Progress Report — Submit page (Figure 32).

Figure 35: NCC Progress Report — Submit page
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E}_ Submit to HRSA

7. Click the Submit to HRSA button at the bottom of the Submit page (Figure 32, 1).
8. The system navigates to a NCC Progress Report — Confirm Submit page (Figure 33).

FY 2021 BPR 27 of 31 User Guide for Award Recipients



Figure 36: NCC Progress Report — Confirm Submit page
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9. Certify the statement displayed under the NCC Progress Report Certification section of the NCC
Progress Report — Confirm Submit page (Figure 33, 1), and click the Submit Report button to submit
the NCC/BPR to HRSA Figure 33, 2).

10. If you experience any problems with submitting the application in the HRSA EHBs, 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.

5.1 Accessing your submitted H80 Applications/Progress Reports

You may need to reference your submitted H80 applications/progress reports when completing your
FY 2021 NCC/BPR. 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 34).

Figure 37: Grants Tab

@'@Hm ‘ Electronic Handbooks

EL 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 35).
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http://www.hrsa.gov/about/contact/bphc.aspx

Figure 38: Accessing the H80 Grant Folder
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3. To Click the Applications link under the Requests section on the Grant Home page (Figure 36). The
system navigates to the Applications — All search page (Figure 37).

Figure 39: Applications link
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4. Expand the Advanced Search Parameters section of the Applications - All search page by clicking

the arrow icon (Figure 37, 1). In the Status field under this section, un-select all the statuses except
Completed (Figure 37, 2).

Figure 40: Applications — All search Page
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5. Click the Search button located at the bottom of this page to access the completed applications
(Figure 37, 3). The system navigates to the Applications — All results page displaying the completed
applications submitted for the H80 grant.

6. 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 38).

Figure 41: Applications — All results Page
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7. 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 39).
The system navigates to the Submissions — All page displaying all the Noncompeting continuation
progress reports for the H80 grant.

Figure 42: Work on My NCC Report link

Grant Home

O omne e il A 1 amagy e Tlissiiy [ TR T T Bogeoopanainspih .
Current Budget Period: Current Project Period: CRS-EIN:
Budget Support Year: Project Title: Grant Period:

¥ Resources
View

Last NeA | HRSA Contacts | Awarded Funding Cppertunities

Grants

Submissions Requests Users
Werk on Financial Report Applications Approve Requests
Work on Progress Report Existing Prior Approvals Update Privileges

Performance Report Request New Prior Approval Authorize New
Werk on My NCC Repon Existing H80 Heailth Center CIS
Work on Other Submissions Request New HB0 Health Center CIS

Legacy HBO Health Center CIS

+ View More + View More + View More

8. Locate the applicable NCC progress report(s) and click the Noncompeting Continuations link to
access the program specific forms (Figure 40).
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Figure 43: Submissions — All Page
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6. Submitting a Change Requested Progress Report

HRSA will send a ‘Change Requested’ email to you if your NCC/BPR needs to be revised. To revise your
progress report, access it in the HRSA EHBs using the steps described in the section titled Accessing the FY
2021 NCC/BPR of this user guide. Edit the progress report as indicated in the email sent by HRSA, and re-
submit the NCC/BPR by following the steps in section Reviewing and Submitting the FY 2021 NCC/BPR 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, 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. HRSA will review the last NCC/BPR that
you submitted.

FY 2021 BPR 310f 31 User Guide for Award Recipients




	1. Accessing the FY 2021 NCC/BPR
	2. Completing the standard SF-PPR section of the progress report
	2.1 Completing the Budget Information forms

	3. Completing the Program Specific Forms
	3.1 Form 1C - Documents On File
	3.2 Form 3 - Income Analysis
	3.2.1 Completing the Payer Category section
	3.2.2 Completing the Comments/Explanatory Notes section

	3.3 Form 5A – Services Provided
	3.4 Form 5B – Service Sites
	3.5 Form 5C - Other Activities/Locations
	3.6 Project Narrative Update
	3.6.1 Completing Organizational Capacity
	3.6.1 Completing Patient Capacity and Supplemental Awards
	3.6.1.1 Patient Capacity
	3.6.1.2 Supplemental Awards
	3.6.2 Completing One-Time Funding Awards
	3.6.3 Completing the Project Narrative Update forms


	4. Completing the Appendices Form
	5. Reviewing and Submitting the FY 2021 NCC/BPR to HRSA
	5.1 Accessing your submitted H80 Applications/Progress Reports

	6. Submitting a Change Requested Progress Report



