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1. Introduction

NOTE: None of the screens displayed in this user guide are for real progress or real grants.

1.1. Document Purpose and Scope

The purpose of this document is to provide detailed instructions to help grantees complete NCC Progress
Reports for their grant within HRSA Electronic Handbook (EHB). Progress Reports in EHBs consist of:

e Standard Information, (i.e., the SF-PPR forms) and the Performance Narrative

e Budget Information

1.2. Document Organization and Version Control
This document contains 4 sections apart from the Introduction. Following is the summary:

Section Description

Before You Access a Progress Report Provides information that grantees need to know
before they initiate Progress Reports.

Completing the Progress Report in HRSA Electronic | Describes the steps necessary to complete and

Handbooks submit the Progress Report in the Electronic
Handbooks.
Customer Support Information Provides contact information to address technical

and programmatic questions.

FAQs Provides answers to frequently asked questions by
various categories.

Revision History

Date Reason for change(s) Author(s)

10/26/2010 Original document REI - Ed Molin

03/09/2010 Changed Budget Info sections to reflect new Budget Details forms REI - Ed Molin
displaying remaining Budget Periods

Noncompeting Continuation (NCC) Progress Report - 6 of 57 User Guide For Grantees
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2. Before You Access a Progress Report

In order to initiate your Progress Report, you will have to access the HRSA Electronic Handbooks (EHBs). To
do this, you must register within the EHBs. The purpose of the registration process is to collect consistent
information from all users, avoid collection of redundant information, and allow for the unique identification of
each system user. Note that registration within HRSA EHBs is required only once for each user
regardless of the organizations they represent.

If you already have a user account, you do not need to create another account. Do not create duplicate
user accounts. If you are a new grantee organization user, you need to complete the following two steps to
get appropriate access:

& Note that registration within HRSA EHBs is required ONLY ONCE for each user, regardless of the
organizations the user represents.

You may associate your user account with more than one organization. Registration with the EHBs is required
only once for each user, regardless of how many organizations a user represents. If you already have a user
account and need to associate it with a new organization, log into the EHBs and associate your account with
the organization. Do not create a new user account.

If you are a new user, complete the following steps to register with the HRSA EHBs:

1. Create a user account: https://grants.hrsa.gov/webexternal/RegistrationWizard.asp.

2. Choose a role. EHBs offer three roles — Authorizing Official, Business Official and Other Employee. To
submit an application, an Authorizing Official role is required.

3. Associate your user account with your organization. Use the 10-digit grant number from box 4b of the
NGA to search for your organization.

For detailed steps on registration information, see HRSA'’s Electronic Submission User Guide
(http://www.hrsa.qgov/grants/apply/userguide.pdf).

For assistance in registering with HRSA EHBs, call 877-GO4-HRSA (877-464-4772) or 301-998-7373
between 9:00 am to 5:30 pm ET or email callcenter@hrsa.gov.

User Guide For Grantees 7 of 57 Noncompeting Continuation (NCC) Progress Report -
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3. Completing the Progress Report in HRSA Electronic Handbooks

The next step is to complete your Progress Report in the HRSA Electronic Handbook (HRSA EHB).

Users new to the EHBs should be mindful that the system times-out after 30 minutes of inactivity. Some forms
may take a long time to complete. Users should ensure that they save their work at frequent intervals.

3.1. Login and Access the Progress Report

3.1.1 Logging In to the HRSA Electronic Handbooks
1. Point your browser to https://grants.hrsa.gov/webexternal/login.asp.

2. Enter your username and password.

Figure 1: Section of Login Screen

LOGIN

Already Registered?

*Username |

*Password |

Forgot vour password?

3. Click [Login]

4. The ‘HRSA EHB Home (Welcome)’ Page (Figure 2) opens.

Noncompeting Continuation (NCC) Progress Report - 8 of 57 User Guide For Grantees
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Figure 2: ‘HRSA EHB Home (Welcome)’ Page

HRSA Electronic Handbooks for Applicants/Grantee

George Washington University, Washington, DC

HRSA Portal
P Grants Home
I~ FQHC LA Home

‘Welcome Huynh-Nhu Le to HRSA EHB QA environment (Last login date and time 10/19/2010 2:37:00
PM)

Grants Home

home | logout | contact us | glossary | help | questions/comments

Contact Us:

Phone: Time: Email:

Manage Applications

| Funding

| Opportunities

- View Applications

- Peer Access

Grants Portfolio

- Add to Portfolio

- View Portfolio

Manage Organization

Profile

- View/Update Profile
Performance Sites

IManage Personal Profile

- Update Profile

- Change Password

| My Registered
Organizations

877-God-HRSA/B77-164-4772;
301-998-7373

9:00 a.m. to 5:30 p.m. Eastern Time (E.T.}, CallCenter@HRSA.GOV
Monday through Friday

Applicant/Grantee Electronic Handbook (EHB) provides all potential and existing grantees a means to conduct various
activities electronically.

Note: You have multiple organizations in your profile. Currently you are working for - "George Washington
University, Washington, DC". All data shown to you will be for this organization. Use the Tools Menu to change
to a different organization in your profile.

WRAT WOULD YOU LIKE TO DO TODAY?

nage Competing Applications ® Manage Grants Portfolio

The side menu appears on
every screen. Use it to navigate
wd
.yl throuah vour Proaress Report.

L

[2] Read About Grant Registration
Add a Grant to My Portfolio
View Grants in My Portfolio

B Work on a Grant

Gul

Looout

Work on My Noncompeting Progress Report

on My Application

Search Funding Opportunities Work on Other Post Award Submissions

® Manage My Profile
B Update My Contact and Address Detail
Verify My Email Address
Change My Password/Security Question

[2] Read About Multiple Organization Reqgistrations

Associate My Account with Another Organization

® Manage Organization Profile

[2] Read About Organization Profile Management

Update Organization Information on File

Change Communication Contact for Organization
(Why is the link disabled?)

Manage Users of My Organization (Why is the link
disabled?)

Set My Default Organization

3.1.2 Accessing the Progress Report
Users who are accessing a progress report should follow these steps:

1. Onthe ‘HRSA EHB Home (Welcome)’ Page, click the View Portfolio link under the Grants Portfolio
heading on the left side menu (Figure 3).

User Guide For Grantees Noncompeting Continuation (NCC) Progress Report -
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Figure 3: Sample Left Side Menu on ‘HRSA EHB Home (Welcome)’ Page
HRSA Portal

i Grants Home
i FQHC LA Home

- Welcome

Manage Applications

_ Funding
Opportunities

-~ View Applications

[ Peer Access

Grants Portfolio

| Add to Portfolig

‘r \View Portfolio |

Manage Organization
Profile

i~ View/Update Profile
- Performance Sites
Manage Personal Profile
- Update Profile

i Change Password

| My Registered
QOrganizations

2. The View Portfolio Page (Figure 4) will be displayed.
3. Choose the appropriate grant record and click the Open Grant Handbook link.

Figure 4: View Portfolio Page

HRSA Hectronic Handbooks for Applicants/Grantee

George Washington University, Washington, DC

Welcome Huynh-Nhu Le to HRSA EHB QA environment (Last login date and time 10/19/2010 2:37:00
P1) --Tools Menu-- v @
View Portfolio
p | questions/comments
e anED home | logout | contact us | glossary | help | questions/comments
-~ Grants Home Following a s a project director or an employee. Click on the
|- FQHC LA Home Cpen Grant - Click Open Grant Handbook N\
_one W
i Welcome
Manage Applications R40MC17179:MCH Research ard Issued on: 02/04/2010
. Funding Project Period 2/1/2010-1/31/2013 Budget Period 2/1/2010-1/31/2
| Opportunities
- View Applications CRS EIN 1530196584A1 [ LimiEr &f Brant | By N
- Peer Access ears N Open Gran
Grants Portfolio Project Director Huynh-Nhu Le, emsil: reitesterl @hotmail.com, phone: (202) 994-6808
A A_dd to Portf.oho Grant Contact Brad Barney, email: reitesterl@hotmail.com, phene: (301) 443-6916
b View Portfolio - -
Manage Organization Program Contact Rita Haggerty, email: reitesterl@hotmail.com, phone: (301) 443-3146

Profile

- View/Update Profile
i Performance Sites
Manage Personal Profile Acceptable Use Policy
|- Update Profile

- Change Password
| My Registered
Organizations

Logout

Noncompeting Continuation (NCC) Progress Report - 10 of 57 User Guide For Grantees
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4. The ‘Welcome Page’ for the Grant Handbook (Figure 5) corresponding to the link you clicked will be
displayed.
Note that the screen contains a different left side menu than it did before.

Figure 5: ‘Welcome Page’ for the Grant Handbook

tment of Health and Human Services
T A -

HRSA Electronic Handbooks for Applicants/Grantee
George Washington University, Washington, DC

-“— EHANDBOOK HOME HELP
Welcome Huynh-Nhu Le to HRSA EHB QA environment (Last login date and time 10/19/2010 2:37:00 PM)
Grant Handbook Overview .
R40MC17179 home | logout | contact us | glossary | help | questions/comments
P Overview Contact Us: . .
View Awards Phone: Time: Email:
I Last NGA 877-Go4-HRSA/877-464-4772; 9:00 a.m. to 5:30 p.m. Eastern Time (E.T.), CallCenter@HRSA.GOV
) 301-998-7373 Monday through Friday
- Award History
[Approved Scope
Administer Grant Electronic Handbook (EHB) provides authorized users of the grantee organization a means to conduct various
i~ New/Existing Users activities electronically.

Submissions
. i WHAT WOULD YOU LIKE TO DO TODAY?

[ Noncompeting . . ..

Continuations ® View Grant Information ® Administer Grant Handbook
i~ Performance Reports Bl view Most Recent Notice of Grant Award [?] Learn About Grant Access Privileges

Progress Reports B view Prior Notices of Grant Awards Allow Other Users from My Organization to Work on

cher submissions Change/Control Who Can View this Information this Grant
Prior Approval Requests Change/Control How Others Can Work on this Grant
- New/Existing

Return Home ® Manage Post Award Submissions ® Manage Prior Approvals
- View Portfolio [2] Learn About Post Award Submissions [2] Learn About Prior Approval Requests
|- Home B view Available Post Award Submission Schedule Work on Prior Approval Requests
Logout Work on Noncompeting Continuation Progress
Reports

Work on Performance Report or Other Submissions
Control How Others Can Work on Submissions

5. Click the Noncompeting Continuations link under the Submissions heading on the left side menu.
6. The Noncompeting Continuations Page (Figure 6) will be displayed.

User Guide For Grantees Noncompeting Continuation (NCC) Progress Report -
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Figure 6: Noncompeting Continuations Page

HRSA Electronic Handbooks for Applicants/Grantee

George Washington University, Washington, DC
‘Welcome Huynh-Nhu Le to HRSA EHB QA environm il — iinindsliiied = =YV
Grant Handbook Noncompeting Continuations : P g
R40MC17179 home | logout | contact us | glossary | help | fiu Click Beqm Sl_Jbr_nlss_lon
[ GrantMenu | o , ‘ _J /] (or Edit Submission if the Progress Report
Following is the list of noncompeting continyhti -

Overview applications, click on the "Search" button. has aIready been Started.)
view Award

Ii\ggtﬁgqs Displaying 1-1 of 1 earch
- Award History NONCOMPETING CONTINUATION /=
[Approved Scope
Administer Input Parameters: (Show Parametefs)

New/Existing Users
Submissions ] Noncompeting Continuation Prodess Report Schedule Status: In Progress
— Monitor Schedules —

Noncompeting Type Ncmmmpei]g Continuations Due Date é0/219{'21%13 3:00:00 PM

Continuations ue n- ays
- Performance Reports Available Date 9/29/201 ﬁ”bmb'ss'on Tracking | 9082485

Progress Reports umber

Other Submissions Reporting Cycle Budgetleriod Start Date Reporting Period 02/01/2011
pr:\‘]’;ﬁf&'{g‘t'ianlg'zeq"e“s Online Submission  |Yes (Pﬁferred) Submission Status  |Not Started

Started by HuynrlNhu Le on 9/30/2010 4:19:52 PM
Return Home Submit Submission \IEdit Submissiol | View Submission

|- View Portfolio
- Home Page 1

7. Click the Begin Submission (or Edit Submission) link corresponding to the progress report that
you want to enter.

Once a progress report has been started, the Begin Submission link changes to Edit Submission.

8. The Progress Report Status Page (Figure 7) will be displayed.

Note that the screen contains a different left side menu than it did before. Use this left menu to navigate
through the progress report.

Noncompeting Continuation (NCC) Progress Report -
Research & Related (R&R) Grants
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Figure 7: Progress Report Status Page

R40: (93.110)

SF-PPR R&R for FY 2011

Welcome Huynh-Nhu Le to HRSA EHB QA environment (Last login date and time 10/19/2010 2:37:00 PM)
Status

Progress Report .
home | logout | contact us | glossary | help | questions/comments

Tracking#

00082485
The table below shows the status of the application. The application is currently INCOMPLETE and cannot be
Progress Report submitted in it's current state.
_Basic Information
L SE-PPR STATUS OVERVIEW
- SF-PPR-2
Performance NCC PROGRESS REPORT PROCESS STATUS
Narrative
. : QOct 29 2010 5:00FM
_Budget.[nfurmatlun Deadline {You have 10 days to complete and submit the application.}
- Section A =
i Section B Created On 9/30/2010 2:41:05 PM
- Section C Last Updated By Huynh-Nhu Le on 10/14/2010 5:27:11 PM
i~ Section D View: NCC Progress Report | Program Instructions | NCC User Guide
- Section E
- Section F - T .
. Users with Permissions on NCC Request  (Show Details)
- Section G -]
- Section K
Other Information Section Action Status
i~ Appendices Basic Information
_Review and Submit
- Review SF-PPR Update COMPLETE
- Submit SF-PPR-2 Update COMPLETE
Performance Narrative Update COMPLETE
Logout
Budget Information
Section A Update NOT COMPLETE
Section B Update NOT COMPLETE
Section C Update NOT COMPLETE
Section D Update NOT COMPLETE
Section E Update NOT COMPLETE
Section F Update NOT COMPLETE
Section G -] Update NOT COMPLETE
Section K Update COMPLETE

Other Information
Appendices | Update COMPLETE

9. Click the Update link for the section you want to enter or revise.
» The corresponding page will be displayed.

Noncompeting Continuation (NCC) Progress Report -
Research & Related (R&R) Grants
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3.1.3 Navigating within the Progress Report

Figure 8: Side Menu in
Grantee Handbook

Progress Report
Tracking#
00082485

Overview

P Status

- SF-PPR

" Review
-~ Submit

Basic Information

SF-PPR-2
Performance
Narrative
Budget Information
- Section A
= Section B
Section C
Section D
-~ Section E
= Section F
- Section G -]
- Section K
_Other Information
- Appendices

Review and Submit

Logout

A navigation menu (Figure 8) appears on the left side of every screen in
the Electronic Handbook. Use this menu to access the various pages of
your Progress Report.

You can always go to the Progress Report Status page to check your
progress toward completing your Progress Report by clicking Status
under Overview to go to the Progress Report Status Page (Figure 7).

Noncompeting Continuation (NCC) Progress Report - User Guide For Grantees
Research & Related (R&R) Grants
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Figure 9: Menu Progression for NCC R&R Progress Reports
M Menu
: Lenu. to Initiate
0.L0gin Progress Reports
Logon Menu
HRSA Portal
- Forgot Password P Grants Home
Registration - FQHC LA Home
P Welcome
Manage Applications
| Funding
| Opportunities
- View Applications Menu
-~ Peer Access
Grants Portfolio to Access
- Add to Portfolio Preress Reports
- View Portfolio
rra:ﬁalge Organization b Gvervici
- View/Update Profile View Awards
Performance Sites Last ;‘GA
Manage Personal Profile Award History
Update Profile Approved Scope Menu
- Change Password Admlr:|§ter~ to Access
My Registered New/Existing Users Progress Report
Organizations ;_Sme'ss'ons Forms

[~ Monitor Schedules

Noncompeting Progress Report

Continuations Process
Performance Reports Overview
~ Progress Reports Status
Other Submissions Basic Information
Prior Approval Requests P SF-PPR
New/EXxisting - SF-PPR-2

- Performance Narrative

View Portfolio SECt!Oﬂ A
- Home - Section B

Section C
- Section D
Section E
Section F
Section G -]
|- Section K
Other Information
- Appendices
Review and Submit

Review

- Submit

—=

—=

Noncompeting Continuation (NCC) Progress Report -
Research & Related (R&R) Grants
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3.2. Standard Forms (SF-PPR)

After you open your Progress Report, the first screen that appears is the Progress Report Status Page
(Figure 7), showing the various sections of overall SF-PPR.

The Progress Report Status Page (Figure 7) shows the status of each form in the Progress Report. You
cannot submit your Progress Report until all forms in all sections are complete.

£ Your session will remain active for 30 minutes since your last activity. Please save your work every 5
minutes to avoid unexpected behavior.

Within the NCC PROGRESS REPORT FORM STATUS Table, click the Update link to open the
corresponding form. (You can also click the form name in the left hand menu.)

& NOTE: For the remainder of this document, the left-side menu will be used to indicate how to access each
form.

However, as noted above, you can access any form by returning to the Progress Report Status Page (Figure 7),
and clicking its Update link.

3.2.1 Basic Information: SF-PPR

The SF-PPR Form contains basic information about your grantee organization and is the cover page for the
progress report. By default, the information will be pre-populated from the information in the application which
started the last budget period, including the Authorizing Official(s) designated for the grant.

Click SF-PPR on the Progress Report left side menu to access the SF-PPR Form (Figure 10).

Fields marked with an asterisk (*) are required.

Noncompeting Continuation (NCC) Progress Report - User Guide For Grantees
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Figure 10: SF-PPR Form
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TS

Ve
Zuli D
Health Resoutces and Services Adminisiration
== E-HANDBOOK HOME

Progress Report
Tracking#
00082485

Overview

- Status

Basic Information

¥ SF-PPR

i~ SF-PPR-2

| Performance

| Narrative

Budget Information

- Section A

- Section B

- Section €

|- Section D

|- Section E
Section F

~ Section G - J

- Section K

|Other Information

I Appendices

Review and Submit

- Review

- Submit

Logout

Welcome Huynh-Nhu Le to HRSA EHB QA environment (Last login date and time 10/1%/2010 2:37:00 FM)

SF-PPR

home | logout | contact us | glossary | help | gquestions/comments

SF-PPR R&R for FY 2011

Fields marked with an asterisk (*) are required.

£

HELP

SF-PPR

Status: Complete

Grantee Organization Information

Federal Grant or Other

Number (EIN)

Identifying Number Assigned |R40MC17179
by Federal Agency

DUNS Number 042990498
Employer Identification 530106584

Recipient Organization Name

George Washington University

Recipient Organization
Address

Eye Street NW, Washington District of Columbia 20052

CRS Entity Identification
Number

Recipient Identifying Number

or Account Number 52485
Reporting Period End Date 01/31/2013
A
Final Report s
No

Authorizing Official(AO) Contact Information

*Authorizing Official (AO)

Select

Title of Position

Name

Phone

Email

@

Authorizinggeiaia

Y PR PR

L,

55

reitesterl@hotmail.com

Add/Change AD

Update Information

] [ Delete AD

Go to Previous Page

Save and Continue

You can perform the following functions on the screen:

Options:

X3

S

X3

S

X3

S

X3

S

% To CHANGE the selected Authorizing Official,

1. Select an AO and click | Add/Change AO | on the SF-PPR Form (Figure 10).

CHANGE selected Authorizing Official (below)
ADD an AO (on page 19)
UPDATE the AQO information (on page 21)
DELETE an AO (on page 21)

» The SF-PPR Add Authorizing Official Form (Figure 11) will be displayed, and will be populated
with all the AO'’s registered for the grant.

User Guide For Grantees
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Figure 11: SF-PPR Add Authorizing Official Form

R40: (93.110)

SF-PPR R&R for FY 2011

Welceme Huynh-Nhu Le to HRSA EHB QA environment (Last login date and time 10/19/2010 2:37:00 PM)

Progress Report SF-PPR
Tracking# home | logout | contact us | glossary | help | guestions/comments
00082485

Progress Report T_hese are trlwle current AQ(s) with submiE applications privilege. Please choose the person that you want to Add as ;‘50 for this app\icatiﬁm and
Process click on the "Add Selected Person as AO", If you do not find the name of the person you wish to Add, click on the "Reguest A New AQ" Button,

To return to the previous section, click on the "Go Back" Button.

Overview
Status

Basic Information CHOOSE AO TO ADD

P SF-PPR Select Name UserName Email Last Login Date

- SF-PPR-2

| performance O Harold Gollos gollos reitesterl @hotmail.com 8/17/2010 2:55:00 PM

" Narrative ® Jackie Bendall 1Dl aslbasteelr hotmail.com 8/24/2010 10:14:00 AM

Budget Information

i~ Section A [ Add Selected Person as AO ]

i~ Section B

- Section C Request a New AQ

- Section D

2. Select the user to be designated as the AO, if more than one user is listed.

3. Click |Add Selected Person as AO] .
» The SF-PPR Contact Information Form (Figure 12) will be displayed for the selected user, listing
the current contact information.

Noncompeting Continuation (NCC) Progress Report - 18 of 57 User Guide For Grantees
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12: SF-PPR Contact Information Form (for existing HRSA user)

CONTACT INFORMATION

Title

Prefix

*Last Name

*First Name

Middle Initial

Suffix

Organization Affiliation

*Mailing Address (Required)

More Information

i S0

L T

Ay

Mailstop Code
(Internal Routing)
Division / Department Name Office ofthe VP for Research
Select an option [Street Address or PO Box Only or Rural Route)

Number *Name

2121 | Street, MW
(@ * Street Address

Select one Number

STE | 501
*MNumber
{_)*PO Box Only

*Type *Number *Box
73 *Rural Route

h
*City Washington (Regquired if Zip is not specified)
Urbanization (Used only far Puerts Rica(PR))
*State OC % (Required if City is specified)
*Zip Code Lookup 20052 |- |0001 (Reguired if City is not spacifisd)
Contact Address
*Email Address
*Phone Mumber l ) Ext:
Fax Number ( )]
wﬁ --~-~-“‘"“‘-'\ F S e data—a ‘\-A-..-»“'\—\-"- rm‘ T ’\"-\ e - b, e oY .“"'“\.. _1-935-'3 and CT.\IL_’IIHLIB..
B Sy e . . P o =3

4. Verify and revise the contact information, as necessary.

Fields marked with an asterisk (*) are required.

5. Click | Save and Continue |to save your information and return to the SF-PPR form

(Figure 10)

The user that you added will be listed as the Authorizing Official.

< To ADD an AO,

1. Click [Add/Change AO|on the SF-PPR Form (Figure 10).

» The SF-PPR Add Authorizing Official Form (Figure 11) will be displayed.

2. Click [Request a New AO |.

» The SF-PPR Notify AO Page (Figure 13) will be displayed, to allow you to enter name and email
address information into a pre-formatted email, requesting the HRSA employee to register in the

HRSA EHB.

User Guide For Grantees
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Figure 13: SF-PPR Notify AO Page

R40: (93.110)

SF-PPR R&R for FY 2011

Welcome Huynh-Nhu Le to HRSA EHB QA environment (Last login date and time 10/19/2010 2:37:00 PM)

Progress Report SF-PPR
Tracking# home | logout | contact us | glossary | help | questions/comments
00082485

In order to assign a new AO to your application, the chosen person must be registered. Please enter the information below to notify the
prospective AO via an email and request that he or she registers. When you are done click on the "Continue” button. To cancel the action, click
on the “Cancel” button.

Sj:atus ) &0 information entered here will not be saved by the system.
Basic Information
P SF-PPR . pen
- SF_pPR-2 Flelds-marked with an asterizk(*) are required.
| Performance Notify AO
Narrative 3
Budget Information *First Name: ‘ ‘
Section A P— | ‘ ‘
I~ Section B ast Name:
- Section C . : i
i Email Address: ‘ ‘
-~ Section E Subject: Registration Request
|~ Section F
- Section G - J Message: This email has been sent to you because Huynh-Nhu Le has indicated that you are the Authorizing Official (AQ)
- Section K for the following organization.
Other Inf ti
- Aot tnormation Name: George Washington University
LT Address:
“Eg'e"\:'e:f‘d Submit 2121 Eye Street NW STE 601
- - Washington, DC, 20052-0001
Submit Registered AOs: Harold Gollos, Jackie Bendall
Logout Huynh-Nhu Le has created an application for the above organization. You are required to review and submit this

application to HRSA. In order to do this, you must register with HRSA following the instructions given below.

1. Log on to the HRSA EHBs website https://ehbga.hrsa.gov/webExternal/

2. Click on the registration link on the left hand side menu.

3. Enter your name and contact information, choose to register the organization and select the Authorizing
Official (A0) role. Complete the registration by following the instructions.

4. Click on 'Continue to Register Organization’ and search for your organization using the name provided above.
In case there are multiple matches, please use the complete organization information given above to select the
correct organization from the results.

After your registration process is complete, please notify the creator of the application, so your name can be
chosen as the AO for his/her application.

If you have any questions, please contact HRSA Call Center at CallCenter@HRSA.GOV.

Additional Comments:

e
6. Complete the form, and click [Continue .

Fields marked with an asterisk (*) are required.

» The Notify AO Confirmation Page will be displayed (Figure 14).
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Figure 14: Notify AO Confirmation Page

s WWMMMNHM“MM
Cardid el £
e N o SF-PPR R&R for FY 2011
= E-HANDBOOK HOME HELR
Welcome Huynh-Nhu Le to HRSA EHB QA environment (Last login date and time 10/1%/2010 2:37:00 PM)
Progress Report SF-PPR
Tracking# home | logout | contact us | glossary | help | guestions/comments
00082485
This is a confirmation page! To notify the prospective AO via an email, you MUST click on the “Continue” button. To cancel the
action, click on the “Cancel” button.
Overview
Status Notify AO Confirmation
Basic Information
b SE-PPR First Name: ED
SF-PPR-2 Last Name: Molin
Performance -
Narrative Email Address: emolin@REIsys.com
B"ff'ef.l"_f",,r"'ati"" Subject: Registration Reguest
Section A
Section B Message: This email has been sent to you because Huynh-Nhu Le has indicated that you are the Authorizing Official (AQ)
Section C for the following organization.
Section D _ )
section E :g;ni:sg.eo ge Washington University
Section (: : 2121 Eye Street NW STE 601
=ecton © - J Washington, DC, 20052-0001
Section K Registered AOs: Harold Gollos, Jackie Bendall
Other Information
= A!Jpendlces : Huynh-Nhu Le has created an application for the above organization. You are reguired to review and submit this
Re};"ew and Submit application to HRSA. In order to do this, you must register with HRSA following the instructions given below.
eview
i~ Submit 1. Log on to the HRSA EHBs website https://ehbga.hrsa.gov/webExternal/
2. Click on the registration link on the left hand side menu.
Logout 3. Enter your name and contact information, choose to register the organization and select the Authorizing
Official (A0) role. Complete the registration by following the instructions.
4, Click on "Continue to Register Qrganization” and search for your organization using the name provided above,
In case there are multiple matches, please use the complete organization information given above to select the
correct organization from the results.
After your registration process is complete, please notify the creator of the application, so your name can be
chosen as the AO for his/her application.
If you have any guestions, please contact HRSA Call Center at CallCenter@HRSA. GOV,
Additional Comments:
3. Click | Continue |.

» You will be returned to the SF-PPR Form (Figure 10).

The email displayed in the Notify AO Confirmation Page (Figure 14) will be sent, requesting the
HRSA employee to register in the HRSA EHB.

&  After the HRSA employee registers within the EHB, you must return to the SF-PPR Form (Figure 10)
and click [Add/Change AO]to display the SF-PPR Add Authorizing Official Form (Figure 11). The
HRSA employee will now be listed on the screen to allow you to select him/her as an AO.

<+ To UPDATE the AO information,

1.

2.

Select an Authorizing Official and click | Update Information | on the SF-PPR Form (Figure 10).
» The SF-PPR Contact Information Page (Figure 12) will be displayed, listing the user’s current
contact information.

Verify and revise the contact information, as necessary.
Fields marked with an asterisk (*) are required.

Click | Save and Continue |to save your information and return to the SF-PPR Form
(Figure 10).

+ To DELETE an AO,

1.

Select an Authorizing Official and click | Delete AO [ on the SF-PPR Form (Figure 10).
» You will be returned to the SF-PPR Form (Figure 10).
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The AO that you deleted will not be listed under the Name column. (However it will still be listed in
the SF-PPR Add Authorizing Official Form (Figure 11).

R/

% If you are satisfied with the information on the screen, click | Save and Continue | to save your work and
proceed to the next form.

3.2.2 Basic Information: SF-PPR-2

The SF-PPR-2 Form contains information about the grant for which you are creating / updating the progress
report, and is a continuation of SF-PPR form.

Click SF-PPR-2 on the Progress Report left side menu to access the SF-PPR-2 (Cover Page Continuation)
Form (Figure 15), if it is not already displayed.

Fields marked with an asterisk (*) are required.

£ By default, the information will be pre-populated from the information in the application which started the
last budget period. This includes the Department Name, Division Name, and the Point of Contact (POC)
registered for the grant.

& If a POC was not added in the application which initiated the last budget period, the system will list the
Project Director (PD) , Business Official (BO), and Authorizing Official (AO) from the application, so that one
of them can be selected as a POC (see Add/Change POC below).

& In addition, the system will pre-populate the list of areas affected from all the awarded applications in the
last budget period.

Figure 15: SF-PPR-2 (Cover Page Continuation) Form

ps Dﬁalmlﬂﬂtllﬂl-ﬂﬂm Services
Card i B
mmm!w"m SF-PPR R&R for FY 2011
= E-HANDBOOK HOME HELA
Welcome Huynh-Nhu Le to HRSA EHB QA environment (Last login date and time 10/15/2010 2:37:00 PM)
Progress Report SF-PPR-2
Tracking# home | logout | contact us | glossary | help | guestions/comments
00082485
Fields marked with an asterisk (*) are required.
SF-PPR-2 (COVER PAGE CONTINUATION)
vaf"iew Status: Complete
Sh@atus
Basic Information
I~ SF-PPR Supplemental Continuation of SF-PPR Cover Page
b SF-PPR-2 )
e — Department Name
Narrative
Budget Information Division Name
Section A o T
Section B Aame orFedera Health Resources and Service Administration
P gency
-~ Section C
|- section D Fundlng_ Opportunity |c pan 11 001
Coctinn Numbe
i~ Section E
- Section F Funding Opportunity |y ooceocp
Section G - ] Title
Section K
Other Information Areas Affected by List Areas Affected
Appendices Project
Review and Submit (Ciles, County, Area Type Affected Area(s)
-~ Review State, etc.) District of Columbia Other Areas
|~ Submit
Logout Point of Contact (POC) Information
*Point of Contact (POC)
Select Title of Position Name Phone Email
@ Point of Cont_act Mr. Harold Gollos (202)994-6255 eitesterl@hotmail.com
I[ Add/Change POC | [ Update Information | [ Delete POC J{
Go to Previous Page Save and Continue
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1. Review the Supplemental Continuation of the SF-PPR Cover Page.
2. You can perform the following functions on the screen:

Options:

» MODIFY Department Name and/or Division Name (below)
« ADD or CHANGE Point of Contact (below)

«» UPDATE POC information (on page 24)

«» DELETE Point of Contact (on page 24)

% To MODIFY the Department Name and/or Division Name, replace the text in the text boxes.
% To ADD or CHANGE the Point of Contact,

a. Select a Point of Contact, and click | Add/Change POC ] on the SF-PPR-2 (Cover Page
Continuation) Form (Figure 15).
»The SF-PPR Add Point of Contact Form (Figure 16) will be displayed, and will be populated
from the list of contacts proposed in the awarded application which started the last budget period.

Figure 16: SF-PPR Add Point of Contact Form

S)Dq:lmmdlhdm-dHunmkmkn
/b'{ill I i ! ~l I‘ li
fﬂ m& SF-PPR R&R for FY 2011

=. E-HANDBOOK HOME HELA

Welcome Huynh-Nhu Le to HRSA EHB QA environment (Last login date and time 10/19/2010 2:37:00 PM)
Progress Report SF-PPR-2

Tracking# home | logout | contact us | glossary | help | guestions/comments
00082485
These are the current POC(s) with submit applications privilege. Please choose the person that you want to Add as POC
for this application and click on the "Add Selected Person as POC". If you do not find the name of the person you wish

Overview to Add, click on the "Request A New POC" Button. To return to the previous section, click on the "Go Back" Button.

Status
_Basic Information CHOOSE POC TO ADD
~ SF-PPR Select Name Email
b SF-PPR-2 O Mr. Harold Gollos reitesteri@hotmail.com
.. Performance z

Narrative O Jackie Bendall reitesteri@hotmail.com
Budget Information . . K

Saction A Mr. Harold Gollos reitester1@hotmail.com
-~ Section B O Huynh-Nhu Le reitesterl@hotmail.com
- oection C Mr. Harold Goll itester1@hotmail
- Section D r. Haro ollos reitester1 @hotmail.com
-~ Sectlon E [ Add Selected Person as POC

Section F

SEIic Add New POC
.Other Information

b. Select the person to be designated as the POC, if more than one user is listed.

c. Click [Add Selected Person as POC]|.
» The SF-PPR Contact Information Page (Figure 12) will be displayed, listing the current
contact information for the contact.

If you click | Add New POC |, the SF-PPR Contact Information Page (Figure 12) will also be

displayed. However, all the fields will be blank as you will need to provide the information for the
new POC.

d. Verify and revise the contact information, as necessary.
Fields marked with an asterisk (*) are required.

e. Click | Save and Continue |to save your information and return to the SF-PPR-2 (Cover Page
Continuation) Form (Figure 15).
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The user that you added will be listed as a Point of Contact.
% To UPDATE the POC information,

a. Select a Point of Contact and click | Update Information| on the SF-PPR-2 (Cover Page
Continuation) Form (Figure 15).
» The SF-PPR Contact Information Page (Figure 12) will be displayed.

b. Verify and revise the contact information, as necessary.
Fields marked with an asterisk (*) are required.

c. Click [Save and Continue | to save your information and return to the SF-PPR-2 (Cover Page
Continuation) Form (Figure 15).
The POC information will reflect your change(s).

«» To DELETE the Point of Contact,

a. Select a Point of Contact, and click on the SF-PPR-2 (Cover Page Continuation)
Form (Figure 15).
» You will be returned to the SF-PPR-2 (Cover Page Continuation) Form (Figure 15).
The POC that you deleted will no longer be listed under the Name column
3. If you are satisfied with the information on the screen, click | Save and Continue | to save your work and
proceed to the next form.
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3.2.3 Performance Narrative

The Performance Narrative Form allows you to attach up to two (2) documents describing your grant’s
performance for the period covered by the Progress Report.

Click Performance Narrative on the Progress Report left side menu to access the Performance Narrative
Form (Figure 17), if it is not already displayed.

Fields marked with an asterisk (*) are required.

Figure 17: Performance Narrative Form

bR L T
;agﬁdrr.,—.,-".g . R40: (93.110)
SF-PPR R&R for FY 2011

Welcome Huynh-Nhu Le to HRSA EHB QA environment (Last login date and time 10/19/2010 2:37:00 PM)

Progress Report Performance Narrative i
Tracking# home | logout | contact us | glossary | help | guestions/comments
00082485
Upload the completed document using the 'Attach' button. After uploading, you can delete the attachment (if needed}
Progress Report by ... (Show Full Instruction)
Process
0";{;’;“;’ & Information entered on the ‘SF-PPR-2’ page was saved successfully. The Section status is Complete
Basic Information
[~ SF-PPR PERFORMANCE NARRATIVE
- SF-PPR-2 Status: Complete
| Performance
[ Narrative - -
Budget Information Attachment(s) (Maximum two (2) attachments)
- Section A Select Purpose Document Name Size Uploaded By Description
- Section B Huynh-Nhu Le on
- Section C ® E‘;rfrzrtﬂr\'fe"ce 07162010GatesError.tet |33.67 KB|10/14/2010 5:20:03
- Section D PM
B Sect?on - [ Attach ] [ Update Description ] [ Delete ]
- Section F
- Section G - ]
- Section K
(Other Information [ Go to Previous Page I I Save I I Save and Continue
- Appendices

You can perform the following functions on this screen related to Performance Narrative documents:

Options:

«» ATTACH document (below)
«» UPDATE document description (on page 26)
+» DELETE document (on page 27)

7

% To ATTACH a performance narrative document,

1. Click on the Performance Narrative Form (Figure 17) and follow the usual attachment
procedures.
» The Attach Document Page (for Performance Narrative) (Figure 18) will be displayed.

Fields marked with an asterisk (*) are required.
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Figure 18: Attach Document Page (for Performance Narrative)

R40: (93.110)
SF-PPR R&R for FY 2011
Welcome Huynh-MNhu Le to HRSA EHB QA environment (Last login date and time 10/19/2010 2:37:00 PM)
Progress Report Performance Narrative
Tracking# home | contact us | help | guestions/comments
00082485
Progress Report This page allows you to manage the document(s) for a specific purpose. The maximum number of documents allowed for
Process this purpose is displayed below. To attach a document, locate the document an your local machine using the 'Browse’
— button. You may enter a description for the document. Click on the 'Attach Document' button to attach the document.
Overview Depending on the size of your document, the upload process may take several minutes. The attached document will
S_tatus i appear In the 'Attached Document(s)' section along with all other documents that you have uploaded for this purpose.
[Basic Information
|~ SF-PPR After you are done, click on the 'Finished Attaching' button to return to the progress report page.
SF-PPR-2
| Performance Fields marked with an asterisk(*) are required.
| Narrative ATTACH DOCUMENT
_Budget Information * -
- Section A Purpose Performance Narrative (Max 2)
|- Section B *Document [ (Browse... |
I~ Section C (Allowable Document Types: doc,rtf,txt,wpd,pdf,xls,jpg,jpeq,xfd,docx,xlsx)
Section D (Allowable Document Size: 20 MB)
|~ Section E Description
I~ Section F (Maximum 500
: Section G - ] characters)
|- Section K
_Other Information
|- Appendices Attach Document
_Review and Submit
- Review [ Finished Attaching |
I~ Submit
Logout Attached Document(s)
Purpose Document Name Size Uploaded By Description
Huynh-Nhu Le on
Performance 07162010GatesError.txt  [33.67 KB |10/14/2010 5:20:03
Narrative PM

NOTE: This document is similar to the standard Attach Document Form, except that there is a field for
you to enter a description of the document you are attaching.

2. Optionally enter a description.
Follow the standard attachment procedures to attach the document.

4. After finishing the attachment procedures, the Performance Narrative Form will be re-displayed,
with the attachment listed (Figure 17).

« To UPDATE the description of the document,

1. Select the document to be deleted on the on the Performance Narrative Form (Figure 17), after an
Attachment is listed.

2. Click [Update Description|.
» The Update Description Form (for Performance Narrative) (Figure 19) will be displayed.
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Figure 19: Update Description Form (for Performance Narrative)

R40: (93.110)
SF-PPR R&R for FY 2011
Welcome Huynh-Mhu Le to HRSA EHB QA environment (Last login date and time 10/19/2010 2:37:00 PM)
Progress Report Performance Narrative
Tracking# home | contact us | help | guestions/comments
00082485
This page allows you to update the document description.
Prog;:r:cstggport After you are done, click on the 'Update Description’ button to return to the progress report page.
Overview
|- Status UPDATE DESCRIPTION
[Basic Information New Description (Maximum 500 characters)
I~ SF-PPR
|- SF-PPR-2
, Performance
| Narrative
Budget Information I Update Description
|~ Section A
|~ Section B Attached Document
-~ Section C a o
| Section D Purpose Document Name Size Uploaded By Description
Section E Performance Huynh-Nhu L,e on
|- Section F Narrative 07162010GatesError.txt 33.67 KB 10/14/20&3 5:20:03
I~ Section G -]

3. Modify the description, and click | Update Description |.
» You will be returned to the Performance Narrative Form (Figure 17).

The description will reflect your change.
% To DELETE a document,

1. Select the document to be deleted on the on the Performance Narrative Form (Figure 17), after an
Attachment is listed.

2. Click [Delete].

The Delete Attachment Confirmation screen (Figure 20) will be displayed.

Figure 20: Delete Attachment Confirmation Screen

R40: (93.110)
SF-PPR R&R for FY 2011
Welcome Huynh-Nhu Le to HRSA EHB QA environment (Last login date and time 10/19/2010 2:37:00 PM)
Progress Report Performance Narrative
Tracking# home | contact us | help | guestions/comments
00082485
Please review the attachment details you selected to delete. Please click *Confirm Delete’ button to delete this

attachment and return to the progress report page.
Overview

Status DELETE ATTACHMENT CONFIRMATION
_Basic Information
.~ SF-PPR Attached Document
- SF-PPR-2 - —
| Performance Purpose Document Name Size - Uprl]oaNiedLBy Description
© Narrative . uynh-Nhu Le on ;
Budget Information Performance|  57162010GatesError.tt | F387 | 10/14/2010 5:20:03 | Attached is a performance
-~ Section A PM
i~ Section B
i Section C
i Section E

3. Click [Confirm Delete .

» You will be returned to the Performance Narrative Form (Figure 17).
The document you deleted will no longer be listed.
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% If you are satisfied with the information on the screen, click | Save and Continue | to save your work and
proceed to the next form.

3.3. Budget Forms

All the Budget Forms (other than Section K) will list each remaining budget period for the grant.

3.3.1 Budget Information: Section A

Section A of the Budget allows users to specify the key personnel for each remaining budget period of the
project, along with other information such as salary and fringe benefits.

Click Section A on the Progress Report left side menu to access the Budget Information — Section A Page
(Figure 21), if it is not already displayed.

Figure 21: Budget Information — Section A Page (Initial Screen)

Of Health and HUMman Senices
rJlml ure tration 4
E’?h Jmmmmm,m‘ SF-PPR R&R for FY 2011 &
== E-HANDBOOK HOME HE
Welcome Huynh-Nhu Le to HRSA EHB OS environment (Last login date and time 10/20/2010 12:13:00 PM) f
Progress Report Section A i .
Tracking# home | logout | contact us | glossa help | guestions/comments
00082485 . . " : n
Please review the budget information and edit as necessary. When you are done, click on the "Save and Continue" button to save your data
and go... (Show Full Instruction) -
0\."9::_|E|.Sv Fields marked with an asterisk (*) are required. '
StatL b
Basic Information BUDGET INFORMATION - SECTION A 4
SF-PPR Status: Not Complete |¢f
SF-PPR-2 ,I
- performance Narrative *Qrganizational DUNS 043990498
Budget Information - - K
b Section A *Budget Type [X] Project [ ] Subaward/Consortium
Section B *Name of the Organization George Washington University ]
Section C f
Section D Budget Period: 1 i
Section £ * Start Date * End Date i
Section F ‘ | L
MM/DD/YYYY
Section G - ) (MM/DD/ ) y
Section K * Senior/Key Person F
Other Information Requested Fringe Funds o
Appendices Select ‘ Name ‘ Salary Benefits | Requested
Revi d Submit
E;':T:_“ ubmi No senior/key perople have been added for budget period 1 J/
VIEW
Submit Total Senior/Key Pe"son:l $0.00 J;
[_add Person_| [ Update | [ Delete |
Logout ;
Budget Period: 2 '/
* Start Date * End Date |
(MM/DD/YYYY) |
* Senior/Key Person /
Requested Fringe Funds J
Select ‘ Nane ‘ Salary | Benefits | Requested
No senior/key perople have been added for budget period 2
Total Senior/Key Pe"son:l $0.00 1
Add Person | [ Update | [ Delete | f’
Budget Period: 3 .
= Start Date * End Date )
(MM/DD/YYYY) (MM/DD/YYYY) .«
* Senior/Key Person . N N .
Tl e BN AT i B e BB e S [ S e

You MUST enter the information for EACH remaining budget period listed on the screen.

1. Update the start and end dates of the budget period, as necessary.

The start and end dates should cover a full budget period (i.e., one full year).
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2. Enter the information for the Senior / Key Person for the Budget Period.

The Senior / Key Person will be populated from latest application or NCC report. You should review and
update this information, as necessary.

You can add multiple Senior / Key people. However, one of the Senior / Key people that you add MUST be a
Project Director.

You can perform the following functions for each budget period on the screen:

Options:

«» Add a key person by selecting the person from a list (below)
< Add a completely new key person (on page 30)

Update a key person (on page 31)

Delete a key person (on page 31)

R/
0’0
R/
0’0

R/

% To add a person by selecting the person from a list,

a. Click the |Add Person | button on the Budget Information — Section A Page (Figure 21).
» The Choose Key Person to Add Form (Figure 22) will be displayed.

The screen lists people that have been designated as the AO, POC, and PD for your
Organization.

Figure 22: Choose Key Person to Add Form

CHOOSE KEY PERSON TO ADD
Select Name Email
r Mr. Harold Gollos reitesterl@hotmail.com
Mr. Harold Gollos reitesterl@hotmail.com
Huynh-Nhu Le reitesterl@hotmail.com
Mr. Harold Gollos reitesterl@hotmail.com
[ Add Selected Person
Add New Person

b. Select a person and click the | Add Selected Person| button.

» The Add/Update Personnel Form (Figure 23) will be displayed for the person you have
selected.
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Figure 23: Add/Update Personnel Form

ADD/UPDATE PERSONNEL

Prefix Mr v

*Last Name Gollos

*First Name Harold

Middle Initial

Suffix v

*Project Role Selectone he

Other Role, Specify:

Base Salary

Calendar Months

Academic Months

Summer Months

*Requested Salary

*Fringe Benefits

Save and Continue

c. Complete the form, and click the | Save and Continue | button.
Fields marked with an asterisk (*) are required.
» You will be returned to the Budget Information — Section A Page (Figure 21).

The person you added will be added to the screen (as illustrated in the completed Budget Period
section shown in Figure 24.)

If project role is other than Post-Doctoral Associates, Graduate Students, Undergraduate students,
or Secretarial/Clerical, enter the appropriate project role (for example, Engineer, Statistician, IT
Professional etc. ) in the Other Role field.

The Requested Salary and Benefits are for the person’s involvement in the entire budget period,
regardless of the number of months specified.

Figure 24: Budget Period 1 Form (on Budget Information - Section A Page) - Completed

Budget Period: 1

* Start Date p * End Date .
(MM/DD/YYYY) 10/01/2010 (MM/DD/YYYY) 1010172011
* Senior/Key Person
Requested Fringe Funds
SE I Name Salary Benefits |Requested
® Mr. Harold Gollos $10,000.00| $2,500.00(%12,500.00
Total Senior/Key Person: [$12,500.00

Add Person | [ Update | [ Delete |

o,

% To add a completely new person,

a. Click the | Add Person | button on the Budget Information — Section A Page (Figure 21).
» The Choose Key Person to Add Form (Figure 22) will be displayed.
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b. Click the | Add New Person | button.
» A blank version Add/Update Personnel Form (Figure 23) will be displayed.
c. Complete the form, and click the | Save and Continue | button.

Fields marked with an asterisk (*) are required.

» You will be returned to the Budget Information - Section A Page (Figure 21).

The person you added will be displayed in the screen (as illustrated in the completed Budget
Period section of the screen as shown in Figure 24.)

« To update a person,

a. Select the person you want to update, and click the button on the Budget Information
— Section A Page (Figure 21).
The Add/Update Personnel Form (Figure 23) will be displayed for the person you have
selected.

b. Update the form, and click the [ Save and Continue | button.
Fields marked with an asterisk (*) are required.
» You will be returned to the Budget Information - Section A Page (Figure 21).
The information you updated will be displayed in the screen (as illustrated in the completed
Budget Period section of the screen as shown in Figure 24.)

« To delete a person,

a. Select the person you want to delete, and click the button on the Budget Information —
Section A Page (Figure 21).
» You will be returned to the Budget Information - Section A Page (Figure 21).

The person you deleted will no longer be listed on the screen.

3. After you have completed Section A of the Budget, click the ISave and Continue | button to save your
work and proceed to the next form.

3.3.2 Budget Information: Section B
Section B of the Budget allows users to specify the additional personnel that will be used for each budget
period of the project, along with other information such as salary and fringe benefits.

Click Section B on the Progress Report left side menu to access the Budget Information — Section B Page
(Figure 25), if it is not already displayed.

The additional personnel will be populated from latest application or NCC report. You should review and update
this information, as necessary.

You can add multiple additional personnel.
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Figure 25: Budget Information — Section B Page (initial Screen)

TT AT

o i;._l ” :
Resources and Services Adminiztration SF-PPR R&R for FY 2011 }j

¢

4

1

—— E-HANDBOOK HOME

Welcome Huynh-Nhu Le to HRSA EHB OS environment (Last login date and time 10/20/2010 2:08:00 PM)

Progress Report Section B . ,
home | logout | contact us | glossa help | guestions/comments

Tracking#
00082485 Please review the budget information and edit as necessary. When you are done, click on the "Save and Continue" button to save your data /
and go... (Show Full Instruction) 3
Overview Fields marked with an asterisk (*) are required.
Status ~
Basic Information BUDGET INFORMATION - SECTION B J
SF-PPR Status: Complete;
SF-PPR-2 i !
i~ Performance Narrative *QOrganizational DUNS 043990498 }
Budget Information *Bud — " baward/ " .
Section A Budget Type [X] Project [ ] Subaward/Consortium }
b Section B *Name of the Organization George Washington University
Section C
.~ Section D Budget Period: 1
section £ * Start Date |10/1/2010 |* End Date |10/1/2011
Section F -
Section G - J Other Personnel
Section K Select ‘ Number of Personnel | Project Role ‘ Funds Requested
Other ["fn.rmatm“ No other personnel have been added for budget period 1
Appendmes e —
Review and Submit I Total Salary, Wages and Fringe Benefits (A+B):‘ $97,500.00
Review [_Add Person_] [ Update ] [ Delete |
Submit
Logout Budget Period: 2
* Start Date | |* End Date | 4
Other Personnel 5
Select ‘ Number of Personnel | Project Role ‘ Funds Requested o
No other personnel have been added for budget period 2 (
Total Salary, Wages and Fringe Benefits (A+B):‘ $0.00 /a
Add Person | [ Update | [ Delete | 3
4
Budget Period: 3 L
= Start Date ‘ |‘ End Date ‘ 4
Other Personnel ‘{
Select ‘ Number of Personnel | Project Role ‘ Funds Requested
Mo other personnel have been added for budget period 3 (
Total Salary, Wages and Fringe Benefits (A+B):‘ $0.00 /
. _\A,. . ‘\‘, ee i -‘{qd‘whqg )[\\ . LJ’-M"‘?.L_‘"—’\"’.‘\'\..." e N . T Ty Ly putt P oW &_»‘A\r

The screen reflects the information that was previously entered in Section A, and displays the previously
entered project period start and end dates, and the funds requested for salaries, fringe benefits, etc.

1. Enter the additional personnel information, as necessary, for each remaining budget period listed on
the screen.

You can perform the following functions for each budget period on the screen, as necessary:

Options:

«+ Add additional person(s) (below)
< Update additional person(s) (on page 34)
+» Delete additional persons (on page 35)

« To add additional person(s),

a. Click the | Add Persons | button on the Budget Information — Section B Page (Figure 25).
» The Add Additional Persons Form (Figure 26) will be displayed.
Fields marked with an asterisk (*) are required.

Noncompeting Continuation (NCC) Progress Report - User Guide For Grantees

Research & Related (R&R) Grants 32 of 57



US. Department of Health and Human Services

Health Resources and Services Administration

Figure 26: Add Additional Persons Form

SECTION B - Budget Period 1
*No. of S Calendar Academic summer | . e )
P Project Role Months emifie Months Requested Salary Fringe Benefits
Select one hd
1. Other Role, Specify:
Select one hd
2. Other Role, Specify:
Select one R
3. Other Role, Specify:
Select one hd
4. Other Role, Specify:
Select one hd
5. Other Role, Specify:
Go Back Save and Continue
b. Selectarole, and enter the number of personnel for the role.
If project role is other than Post-Doctoral Associates, Graduate Students, Undergraduate students,
or Secretarial/Clerical, enter the appropriate project role (for example, Engineer, Statistician, IT
Professional etc. ) in the Other Role field.
c. Complete the remainder of the information for the personnel in the role.
The Requested Salary and Benefits are for the person’s involvement in the entire budget period,
regardless of the number of months specified.

d. Repeat steps a and b for the other roles, as necessary.

e. When you have entered all the additional personnel required, or all the roles that can fit on the
form, click the [ Save and Continue | button.
» You will be returned to the Budget Information — Section B Page (Figure 27).

The additional personnel information you added will be included in the form.
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Figure 27: Add Additional Persons Page (with Additional Personnel Information)

E3 O Health and Servicer
L r r - ‘ i 4
_‘é? Jm_r“ a, . SF-PPR R&R for FY 2011 p
~—~= E-HANDBOOK HOME 'Lw
Welcome Huynh-Nhu Le to HRSA EHB OS environment (Last login date and time 10/20/2010 2:40:00 PM) -
Progress Report Section B i . f
. home | logout | contact us | glossa help | questions/comments ,
Tracking# e -~
00082485 . . f . . n, " -
Please review the budget information and edit as necessary. When you are done, click on the "Save and Continue" button to save your data J_‘
and go... (Show Full Instruction) r
O‘TrViEW Fields marked with an asterisk (*) are required. 1
Status z
Basic Information BUDGET INFORMATION - SECTION B
SF-PPR Status: Complete
SF-PPR-2
i~ Performance Narrative *Organizational DUNS 043990498
Budget Information - - -
Section A *Budget Type [X] Project [ ] Subaward/Consortium
P Section B *Name of the Organization George Washington University
Section C
Section D Budget Period: 1
Section E . "
Section F Start Date ‘ 10/1/2010 End Date 10/1/2011
Section G - ] Other Personnel
Section K Select Number of Personnel Project Role Funds Requested
Other Information .
Appendices (] 2 Post Doctoral Associates £31,000.0
RE;'E'?’ and Submit O 1 Secretarial/Clerical $1,500.0
Eview
Submit Total Salary, Wages and Fringe Benefits (A+8B): $130,000.0
Add Person Update Delete™
Logout
Budget Period: 2
* Start Date \ |* End pate \
Other Personnel
Select Number of Personnel | Project Role Funds Requested
No other personnel have been added for budget period 2
Total Salary, Wages and Fringe Benefits (A+B):‘ $0.00
Add Person | [ Update | [ Delete |
Budget Period: 3
* Start Date \ [* End Date \
Other Personnel
Select ‘ Number of Personnel | Project Role ‘ Funds Requested
No other personnel have been added for budget period 3
B T, e W L o T T G e A T S Lo

+ To update additional person(s),

a. Select one or more Project Role (s) which contain the people you want to update on the Budget

Information — Section B Page (Figure 27), and click the button.
» The Update Personnel Form (Figure 28) will be displayed for the roles that you have
selected.

Figure 28: Update Personnel Form

SECTION B - Budget Period 1

*No. of e Calendar Academic Summer - o -
personnel Project Role Months Months Months Requested Salary Fringe Benefits
Post Doctoral Associates ¥
1. 2 Other Role, Specify: 2 3 3 30000 1000
Secretarial/Clerical v
2. 1 Other Role, Specify: 2 4 3 1000 500

[ Save and Continue
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b. Update the screen as necessary, and click the | Save and Continue | button.
Fields marked with an asterisk (*) are required.
» You will be returned to the Budget Information — Section B Page (Figure 27).

The information you updated will be reflected in the form.
% To delete additional person(s),

a. Select one or more Project Role (s) which contain the people you want to delete on the Budget
Information — Section B Page (Figure 27), and click the button.

» The Delete Role Confirmation Page (Figure 29) will be displayed, listing the Project Roles
you selected.

Figure 29: Delete Role Confirmation Page

SECTION B - Budget Period 1
*No. of S Calendar Academic Summer | . e )
P et Project Role Months Months Months Requested Salary Fringe Benefits
1. Other Role, Specify:
Continue

b. Click the button to confirm your deletion.

» You will be returned to the Budget Information — Section B Page (Figure 27).
The role(s) that you deleted will no longer be listed in the form.

2. After you have completed the form, click the | Save and Continue | button to save your work and proceed
to the next form.

3.3.3 Budget Information: Section C
Section C of the Budget allows users to specify the equipment that will be used for each budget period of the
project.

Click Section C on the Progress Report left side menu to access the Budget Information — Section C Page
(Figure 30), if it is not already displayed.

The equipment information for each budget period will be populated from the latest application or NCC report, if
it exists. You should review and update this information, as necessary.
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Figure 30: Budget Information — Section C Page (initial Screen)
omamm Sllvicn
. m_r“ , m,m‘ SF-PPR R&R for FY 2011 %
== E-HANDBOOK HOME I
Welcome Huynh-Nhu Le to HRSA EHB OS environment (Last login date and time 10/20/2010 2:40:00 PM) ;
Progress Report Section C _ , .
Tracking# home | logout | contact us | glossa help | questions/comments p
00082485
Please review the budget information and edit as necessary. When you are done, click on the "Save and Continue" button to save your data
and go... (Show Full Instruction) f
Overview & Information entered on the ‘Section B’ page was saved successfully. The Section status is Complete
Status &
Basic Information Fields marked with an asterisk (*) are required. L
SF-PPR -
o pPR2 BUDGET INFORMATION - SECTION C L
| Performance Narrative Status: Not Complete §
Budget Information
Section A *Organizational DUNS 043990498 f"
[~ Section B = P— p — — :
Budget Type [X] Project [ ] Subaward/Consortium
P Section C
|- section D *Name of the Organization George Washington University
|- Section E
- Section F Budget Period: 1
|- Section G - J * Start Date |10/1/2010 * End Date |10/1/2011
|- Section K " =
lother Information Equipment Description
I~ Appendices Select ‘ Equipment Item ‘ Funds Requested
Re;'f":\tla"d Submit No equipment has been added for budget period 1
eview
- Submit Total Eduwpment:‘ $0.00
Add Equipment Update Delete
Logout I guip | [[Update | | J
Budget Period: 2
* Start Date ‘ * End Date ‘
Equipment Description
Select ‘ Equipment Item ‘ Funds Requested
No equipment has been added for budget period 2
Total Eduwpment:‘ £0.00
Add Equipment ][ Update H Delete I
Budget Period: 3
* start Date \ |* End pate \
Equipment Description
Select ‘ Equipment Item ‘ Funds Requested
No equwment has been added for bud T;pe jod 3 .
I P R T Y \",, T v o ~ 7~ »—_,99‘ T T R R e o

1. Enter the additional equipment information, as necessary, for each remaining budget period listed on
the screen.

You can perform the following functions for each budget period on the screen, as necessary:
Options:

% Add equipment (below)
% Update entered equipment (on page 38)
% Delete entered equipment (on page 39)

+ To add equipment,

a. Click the [Add Equipment| button on the Budget Information — Section C Page (Figure 30).
» The Add Equipment Form (Figure 31) will be displayed.
Fields marked with an asterisk (*) are required.

Noncompeting Continuation (NCC) Progress Report -
Research & Related (R&R) Grants

36 of 57 User Guide For Grantees



US. Department of Health and Human Services

Health Resources and Services Administration

Figure 31: Add Equipment Form

SECTION C - Budget Period 1
*Equipment Item *Funds Requested ($)
1.
2.
3.
4,
5.

b. Enter each individual piece of equipment.

Equipment is identified as an item of property that has an acquisition cost of $5,000 or more
(unless the organization has established lower levels) and an expected service life of more than 1
year. List each item of equipment separately and justify each in the budget justification section.
Ordinarily allowable items are limited to those which will be used primarily or exclusively in the
actual conduct or performance of grant activities.

c. Enter the funds requested for the equipment.

Enter the estimated cost of each item of equipment, including shipping, and any maintenance costs
and agreements.

d. After you have entered all the equipment or have entered as much equipment as can fit on the
form, click the button.
» You will be returned to the Budget Information — Section C Page (Figure 32).
The equipment that you added will be listed for the corresponding budget period.

e. If you need to add more equipment, click the |Add Equipment | button again, and repeat steps
b through d (above).
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No equipment has been added for budget period 2
Total Equipment:| $0.00

Acd Equipment | [ Update | [ Delete |

Health Resources and Services Administration
Figure 32: Budget Information — Section C Page (with Added Equipment)
JE of Health and Services "
e %
e o SF-PPR R&R for FY 2011 ;
. E-HANDBOOK HOME e
Welcome Huynh-MNhu Le to HRSA EHB OS environment (Last login date and time 10/20/2010 2:40:00 PM) ’
Section C
Progress Report home | logout | contact us | glossary | hel uestions/comments -
Tracking# — fep g i
00082485 Please review the budget infaormation and edit as necessary. When you are done, click on the "Save and Continue" button to save your data 4
and go... (Show Full Instruction) "
Overview Fields marked with an asterisk (*] are required. {
D_*a“'s . BUDGET INFORMATION - SECTION C T
|Basic Information §
SF-PPR Status: Complete |~
| SF-PPR-2 4
Performance Narrative *0Organizational DUNS 043990498 ;
Buf??_t‘;"_fufmatm" *Budget Type [X] Project [ ] Subaward/Consortium ’
>eCT 1 A
: Section B *Name of the Organization George Washington University _
P Section C %
|- Section D Budget Period: 1 oo
[~ Section E * Start Date |10/1/2010 = End Date 10/1/2011 .
Section F Eaui ia —
Section G - 1 quipment Description )
Section K Select Equipment Item Funds Requested {
Other Information = " " n
¥ Chemical Spectrum Analysis Machine $40,000.0
Appendices O P i )
Review and Submit O Spatial Degauser $50,000.0
Review (o
|- Submit O Intuitive Indemnification Analyser $35,000.0 J
Total Equipment: $125,000.0
Logout p
| Add Equipment || Update || Delete | |
1
Budget Period: 2 f)
* Start Date | = End Date | L
Equipment Description j
Select | Equipment Item | Funds Requested ‘y

Budget Period: 3
* Start Date | * End Date |

N

Equipment Description
e | ke ,J‘_,,vselg%\_r‘_Lr"-\_v;,«*/\ &'M_P_Egljljpm’eglt_;_temh__’.\ Y - \\‘l_‘lwv_’fmlds_ll)aqy‘gﬂgg e /

+ To update entered equipment,

a. Select one or more pieces of equipment you want to update on the Budget Information —

Section C Page (Figure 32), and click the button.
» The Update Equipment Form (Figure 33) will be displayed for the equipment that you have

selected.
Fields marked with an asterisk (*) are required.

Figure 33: Update Equipment Form

SECTION C - Budget Period 1

*Equipment Item *Funds Requested (%)

1. Intuitive Indemnification Analyser 35000

b. Revise the name of the equipment and/or the funds requested, then click the button.
» You will be returned to the Budget Information — Section C Page (Figure 32).

The information you updated will be reflected in the corresponding budget period.
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« To delete entered equipment,

a. Select one or more pieces of equipment you want to delete on the Budget Information —
Section C Page (Figure 32), and click the button.
» The Delete Equipment Confirmation Form (Figure 34) will be displayed for the equipment
that you have selected.

Figure 34: Delete Equipment Confirmation Form

SECTION C - Budget Period 1

*Equipment Item *Funds Requested (%)
1.

b. Click the button to confirm your deletion.

» You will be returned to the Budget Information — Section C Page (Figure 32).
The equipment you deleted will no longer be listed in the corresponding budget period.

2. After you have completed the form, click the | Save and Continue | button to save your work and proceed
to the next form.

3.3.4 Budget Information: Section D
Section D of the Budget allows users to enter travel costs for each budget period of the project.

Click Section D on the Progress Report left side menu to access the Budget Information — Section D Page
(Figure 30), if it is not already displayed.

The travel information for each budget period will be populated from the latest application or NCC report, if it
exists. You should review and update this information, as necessary.
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Figure 35: Budget Information — Section D Page

s Health and ’
lr’ﬂ ! r r —! ‘ i @
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“==. E.HANDBOOK HOME H
Welcome Huynh-Nhu Le to HRSA EHB OS environment (Last login date and time 10/20/2010 2:40:00 PM) ?
Progress Report Section D -
Tracking# home | logout | contact us | glossary | help | guestions/comments k
00082485 ,
Please review the budget information and edit as necessary. When you are done, click on the "Save and Continue” button to save your data
and go... (Show Full Instruction) /
Overview @ . N . . . . ;
Status & Information entered on the "Section C’ page was saved successfully. The Section status is Complete ]’
Basic Information . (
SF-PPR Fields marked with an asterisk (*) are reguired.
SF-PPR-2 BUDGET INFORMATION - SECTION D }
Performance Narrative Status: Not Complete |,
Budget Information (
Section A I T
- Gection B Organizational DUNS 043990498 e
Section C *Budget Type [X] Project [ ] Subaward/Consortium L
P section D *Name of the Organization George Washington University 3
-~ Section E ;
Section F Budget Period: 1
Section G - ] - e P
Section K Start Date ‘ 10/1/2010 End Date 10/1/2011
'Other Information Travel Funds Requested ($) )
Appendices
Review and Submit 1. Domestic Travel Costs (Incl. Canada, Mexico and U.S. Possessions ;
.~ Review 2. Foreign Travel Costs ¢
- Submit H
Total Travel Costs: $0.00 {
Logout
Budget Period: 2 J;
* Start Date | * End Date K
Travel Funds Requested ($) ;
1. Domestic Travel Costs (Incl. Canada, Mexico and U.S. Possessions ,'
-
2. Foreign Travel Costs JJ
Total Travel Costs: $0.00 p
4
Budget Period: 3 {J'
* Start Date * End Date .‘_
4
Travel Funds Requested ($) J}
1. Domestic Travel Costs (Incl. Canada, Mexico and U.5. Possessions f
2. Foreign Travel Costs
R - s e Total Travel Costs: o $0,00 /)

1. Enter the domestic and foreign travel costs for each remaining budget period listed on the screen.

2. After you have completed the form, click the | Save and Continue | button to save your work and proceed
to the next form.

3.3.5 Budget Information: Section E
Section E of the Budget allows users to enter school-related for each budget period of the project.

Click Section E on the Progress Report left side menu to access the Budget Information — Section D Page
(Figure 36), if it is not already displayed.

The participant and training information for each budget period will be populated from the latest application or
NCC report, if it exists. You should review and update this information, as necessary.
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remaining budget period listed on the screen.
2.

to the next form.
3.3.6 Budget Information: Section
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k3 ol Tervicer
,r’.‘ | r 3 - ‘ i @
Sé,ﬁ Jm_r“ a.......ﬂ. . SF-PPR R&R for FY 2011
=== E-HANDBOOK HOME HF
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Progress Report Section E 4
Tracking# home | logout | contact us | glossary | help | guestions/comments :
00082485 )
Please review the budget information and edit as necessary. When you are done, click an the "Save and Continue” button to save your data f
and go... (Show Full Instruction) r
O‘Tf;'fe‘;“ & Information entered on the “Section D’ page was saved successfully. The Section status is Complete *
= Lldlu .,
Basic Informati *
a;';f Pnp;rma on Fields marked with an asterisk (*) are reguired. -
SF-PPR-2 BUDGET INFORMATION - SECTION E L
i~ Performance Narrative Status: Not Complete}
Budget Information 7‘
=ection A *Qrganizational DUNS 043990498
Section B = - -
Section C *Budget Type [X] Project [ ] Subaward/Consortium
Section D *Name of the Organization George Washington University
P Section E
Section F Budget Period: 1 .
Section G - J * Start Dat 10/1/2010 * End Dat: 10/1/2011
Section K a ate n ate
Other Information Participant/Trainee Support Costs Funds Requested ($) ,l
Appendices ) . ~
Review and Submit 1. Tuition/Fees/Health Insurance s
Review 2. Stipend e
Submit ,:
3. Travel
Logout =
4, Subsistence )
e
5. Other Specify: f
Number of Participants/Trainees $0.00 F
Total Travel Costs: /‘
Budget Period: 2 3
* Start Date * End Date -
Participant/ Trainee Support Costs Funds Requested ($) {
L
1. Tuition/Fees/Health Insurance 4
2. Stipend ;.
4
3. Travel b
4. Subsistence )
F PR . 5. Qther.Speci | .. - 'S
4 .

‘-,-/w-\\.,_/ —“/ . _,\f\_‘_‘. [\ .

Enter the school support costs (as applicable), as well as the number of participants / trainee, for each

After you have completed the form, click the | Save and Continue | button to save your work and proceed

Section F of the Budget allows users to enter other direct costs for each budget period of the project.

Click Section F on the Progress Report left side menu to access the Budget Information — Section F Page
(Figure 37), if it is not already displayed.

The other direct costs for each budget period will be populated from the latest application or NCC report, if it

exists. You should review and update this information, as necessary.
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Figure 37: Budget Information — Section F Page
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and go... (Show Full Instruction) L
O‘TMEW & Information entered on the 'Section E’ page was saved successfully. The Section status is Complete j
Status
_Ba;ti Ipn;;rmatinn Fields marked with an asterisk (*) are required. ’
|- sF-pPR-2 BUDGET INFORMATION - SECTION F &
: Performance Narrative Status: Not Complete /
Budget Information f
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| eeon® *Budget T ] Project [ ] Subaward/Consort
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|- Section E ‘f”
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Other Information Other Direct Costs Funds Requested ($) J;
g APPE”G‘(ES . 1. Material and Supplies
Review and Submit
Review 2. Publication Costs
I~ Submit
3. Consultation Services
Logout
4, ADP/Computer Services
5. Subawards/Consortium/Contractual Costs
6. Equipment or Facility Rental/User Fees
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8. Other Specify:
9. Other Specify:
10. Other Specify:
Total Other Direct Costs: $0.00
Budget Period: 2
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Other Direct Costs Funds Requested ($)
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1. Enter the requested funds (as applicable) for each remaining budget period listed on the screen.

2. After you have completed the form, click the | Save and Continue | button to save your work and proceed
to the next form.

3.3.7 Budget Information: Sections G -J

This page contains several budget sections for each budget period. Sections G — J of the Budget will display
direct costs, indirect costs and fees for each budget period of the project.

The screen only allows users to enter the INDIRECT direct costs.
(The DIRECT costs are calculated from Section A - F of the Budget, and the fees are not applicable for this type of
progress report.)

Click Section G — J on the Progress Report left side menu to access the Budget Information — Sections G -
J Page (Figure 38), if it is not already displayed.
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Figure 38: Budget Information — Sections G - J Page (initial Screen)
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Please review the budget information and edit as necessary. When you are done, click on the "Save and Continue" button to save your data %
and go... (Show Full Instruction) '\
Overview [} - N - . . B
tatie & Information entered on the ‘Section F' page was saved successfully. The Section status is Complete /
Statu g
BB;I;_;H;;I’MBUB“ Fields marked with an asterisk (*) are required. ’
SF-PPR-2 BUDGET INFORMATION - SECTION G -] t
Performance Narrative Status: Not CompleteT
Budget Information _
Section A *Qrganizational DUNS 043990498
Section B - - -
Section C *Budget Type [X] Project [ ] Subaward/Consortium
Section D *Name of the Organization George Washington University 4
Section E
Section F Budget Period: 1 {
P sSection G - J * Start Date 10/1/2010 * End Date 10/1/2011 1 y
Section K J/
Other Information Funds
Appendices G. Direct Costs Requested
Review and Submit (5) -
Review Total Direct Costs (A thru F):[ $156,500.00 i
SLETTE H. Indirect Costs ‘
Logout = Funds
Select Indirect Cost Type Indirect Cost Rate (%) EndizectGost B?;? Requested
(%)
Mo indirect costs have been added for budget period 1
Total Indirect Cost5:| $0.0
Add Indirect Cost | [ Updale | [ Delete |
Cognizant Federal Agency |
Funds
1. Total Direct and Indirect Cost Federal ($) Non Federal ($) Reguested !.‘J
(s
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Budget Period: 2 li°
* Start Date | * End Date | 7 ;
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1. Enter the indirect costs, as necessary, for each remaining budget period listed on the screen.

* The Federal
* If the Funds

Rules for each budget period:
* The Funds Requested in section G (Direct Costs) is calculated from the sum of sections A through F.

* The Funds Requested in section | (Total Direct and Indirect Cost) is the amount in the NGA that is
committed for the budget period.

* The Total Direct and Indirect Costs (sections G + H) must match the Funds Requested in section I.

($) in section I must match the Funds Requested in section I.

Requested in section | ((Total Direct and Indirect Cost) is $0.00, then the Total Direct and

Indirect Costs (sections G + H) do not have to match.

You can perform the following indirect cost functions for each budget period on the screen, as necessary:

Options:
«+ Add indirect costs (on page 44)
++» Update indirect costs (on page 45)
+ Delete indirect costs (on page 46)
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< To add indirect costs,

a. Click the [ Add Indirect Cost | button on the Budget Information — Sections G - J Page (Figure
38).
» The Add Indirect Cost Form (Figure 39) will be displayed.
Fields marked with an asterisk (*) are required.

Figure 39: Add Indirect Cost Form

[ Ada More Rows
INDIRECT COST
*
*Indirect Cost Type Hg;st(tog;mt *Indirect Cost Base (%) *Funds Requested ($)
w
If Other, Specify:
3
If Other, Specify:
-
If Other, Specify:
v
4, - ) .
If Other, Specify:
A
If Other, Specify:

b. For each type of indirect cost,
i. Select the indirect cost type from the dropdown. If you select Other, then you must enter the
type of indirect cost in the text box below the dropdown.
i Enter the indirect cost rate (%), the indirect cost base ($) and the funds requested ($).
c. If you need more lines to enter additional indirect costs, click the | Add More Rows | button at the

top of the form.
» The Add Indirect Cost Form (Figure 39) will be redisplayed, containing 5 more rows.

Each time you click the | Add More Rows | button, 5 more rows will be displayed on the form.

d. When you are finished entering the indirect costs, click the button.
» You will be returned to the Budget Information — Sections G — J Page (Figure 40).

The Indirect Costs section of the budget period will list the costs you entered.
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Figure 40: Budget Information — Sections G - J Page (After Adding Indirect Costs)
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Review H. Indirect Costs | {
Submit . Fund ot
Select Indirect Cost Type Indirect Cost Rate (%) Indirect Cost B?;e Requeste rf
Logout i
O Modified Total Direct 50 $5,000.00 $2,000.0) /
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®,

+ To update indirect costs,

a. Select the indirect cost(s) that you want to update on the Budget Information — Sections G - J
Page (Figure 40), and click the button.

» The Update Indirect Cost Form (Figure 41) will be displayed, listing the indirect costs that
you selected.
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Figure 41: Update Indirect Cost Form

INDIRECT COST
) *Indirect Cost )
® ® ®
Indirect Cost Type Rate (%) Indirect Cost Base ($) Funds Requested ($)

Modified Total Direct v
L. If Other, Specify: 50 5000.00 2000

Off Site. Other Special Rate. or More than 1 Rate Involved v
2 If Other, Specify: 25 300000 1000

Eae)

b. Revise the form, as necessary, then click the button.
Fields marked with an asterisk (*) are required.
» You will be returned to the Budget Information — Sections G — J Page (Figure 40).

The Indirect Costs section of the budget period will reflect your changes.
% To delete indirect costs,

a. Select the indirect cost(s) that you want to delete on the Budget Information — Sections G - J

Page (Figure 40), and click the button.
» The Delete Indirect Cost Confirmation Form (Figure 42) will be displayed, listing the indirect
costs that you selected.

Figure 42: Delete Indirect Cost Confirmation Form

INDIRECT COST
e
*Indirect Cost Type Ian?;E:c(toE)ost *Indirect Cost Base (%) *Funds Requested (%)
If Other, Specify:
Continue

b. Click the button.
» You will be returned to the Budget Information — Sections G — J Page (Figure 40).
The Indirect Costs section of the budget period will reflect your deletion(s).
2. Optionally enter the Cognizant Federal Agency.
3. After you have finished entering the information for each budget period on the form, click the
button to save your work and proceed to the next form.

3.3.8 Budget Information: Section K
Section K of the Budget allows users to attach a Budget-Justification document. You must attach a Budget
Justification document.

Click Section K on the Progress Report left side menu to access the Budget Information — Section K Page
(Figure 30), if it is not already displayed.
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Figure 43: Budget Information — Section K Page

R40: (93.110)

SF-PPR R&R for FY 2011

Welcome Huynh-Nhu Le to HRSA EHB OS environment (Last login date and time 10/20/2010 3:16:00 PM)
Progress Report Section K
Tracking# home | logout | contact us | glossary | help | guestions/comments
00082485

P e Please review the budget information and edit as necessary. When you are done, click on the "Save and Continue" button to save your data
and go... (Show Ful Instruction)

Overview Fields marked with an asterisk (*) are required.
Status

Basic Information BUDGET INFORMATION - SECTION K
i SF-PPR Status: Not Complete

SF-PPR-2
-~ Performance Narrative *Attachment (Maximum one (1) attachment)

Budget Information N .
Section A Select‘ Purpose | Document Name | Size | Uploaded By Description

™ Section B Mo attached document exists.
Section C

- Section D
Section E

|- Section F

P Section K

Other Information

I~ Appendices

Review and Submit

- Review

- Submit

This screen has the same functionality as the Performance Narrative Form (Figure 17), except that you can
only attach one document.

You MUST attach a Budget-Justification document.

Refer to the Performance Narrative section (on page 25) for details.

3.4. Appendices

The Appendices section allows you to attach any (additional) standard attachments required for your grant
program when submitting a progress report.

Click Appendices on the Progress Report left side menu to access the Appendices Form (Figure 44), if it is
not already displayed.

Figure 44: Appendices Form

R40: (93.110)

SF-PPR R&R for FY 2011
Welcome Huynh-Mhu Le to HRSA EHB 0S5 environment (Last login date and time 10/20/2010 3:16:00 PM)
Progress Report Appendices
Tracking# home | logout | contact us | glossary | help | guestions/comments
00082485
Progress Report APPENDICES
Process
Overview Status: Not Complete
- Status
Basic Information Attached Documents
- SF-PPR -
L SF-pPR-2 Select Purpose Document Name ‘ Size ‘ Uploaded By Description
Performance Narrative No attached document exists.
Budget Information Attach
- Section A
- Section B
- Section C
Section D Go to Previous Page Save and Confinue
- Section E
- Section F
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1.

Click the button.

» The Attach Document (for Appendices) Page (Figure 45) will be displayed.
Fields marked with an asterisk (*) are required.

Figure 45: Attach Document (for Appendices) Page

us)mimm«nmmummsum
5 - 4
b m,ﬁﬁm SF-PPR R&R for FY 2011
. E-HANDBOOK HOME HELA
Welcome Huynh-Nhu Le to HRSA EHB OS environment (Last login date and time 10/20/2010 3:16:00 PM)
Progress Report Appendices
Tracking# home | contact us | help | guestions/comments
00082485
This page allows you to manage the document(s) for a specific purpose. The maximum number of documents allowed for this purpose is
displayed below. To attach a document, locate the document on your local machine using the '‘Browse’ button. You may enter a description for
Overview the document. Click on the 'Attach Document’ button to attach the document. Depending on the size of your document, the upload process
Status may take several minutes. The attached document will appear in the "Attached Document(s)" section along with all other documents that you
. . have uploaded for this purpose.
Basic Information
| ;Ei EEE\ After you are done, click on the 'Finished Attaching® button to return to the progress report page.
|- Performance Narrative Fields marked with an asterisk(*) are required.
Budget Information ATTACH DOCUMENT
Section A
I Section B *Purpose Select Purpose w
_ Sect?on C *Document
Se(t!on D (Allowable Document Types: doc,rtf,txt,wpd,pdf,xls,jpg,jpeg,xfd,docx,xlsx)
[~ Section E (Allowable Document Size: 20 MB)
Se(t!on 7 Description
[~ Section G -] (Maximum 500
|~ Section K characters)
|Other Information
P Appendices
Review
—
Logout
Attached Document(s)
Purpose | Document Name Size Uploaded By Description
No attached document exists.
2. Select the purpose of the attachment from the Purpose drop-down.
& Only one attachment is allowed per purpose. Once you select a purpose, you cannot attach another
document and select the same purpose.
3. Click |Browse . . .[and follow the standard Windows browse procedure to select the document to be
attached in the Document box.
4. Enter a description of the document you are attaching.
5. Click the | Attach Document ] button to attach the document.
» The Attach Document (for Appendices) Page will be re-displayed (Figure 46), listing the Document
you attached under the heading Attached Documents.
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Figure 46: Attach Document (for Appendices) Page (Listing Attached Document)

Progress Report
Tracking#
00082485

Progress Report
Overview
Status

Basic Information

i~ SF-PPR

- SF-PPR-2

i Performance Narrative

Budget Information

- Section A

" Section B

Section C
D
E

- Section
- Section
i Section F
i~ Section G -]
|- Section K
(Other Information
P Appendices
:Review and Submit
- Review

- Submit

R40: (93.110)

SF-PPR R&R for FY 2011

Welcome Huynh-Nhu Le to HRSA EHB OS5 environment (Last login date and time 10/20/2010 3:16:00 PM)
Appendices
home | contact us | help | guestions/comments

@ Attachment saved successfully.

This page allows you to manage the document(s) for a specific purpose. The maximum number of documents allowed for this purpose is
displayed below. To attach a document, locate the document on your local machine using the '‘Browse’ button. You may enter a description for
the document. Click on the 'Attach Document’ button to attach the document. Depending on the size of your document, the upload process
may take several minutes. The attached document will appear in the "Attached Document(s)” section along with all other documents that you
have uploaded for this purpose.

After you are done, click on the 'Finished Attaching’ button to return to the progress report page.

Fields marked with an asterisk(*) are requirad.

ATTACH DOCUMENT

*Purpose | Pasition Descriptions for NEW Project Staff (Max 1) |

*Document [ |CBrowse.. )
(allowable Document Types: doc,rtf bxt,wpd,pdf,xls,jpa,jpea,xfd,dock,xlsx)
(allowable Document Size: 20 MB)

Description

(Maximum 500

characters)

Go Back Aftach Document

Logout

Finished Attaching

Attached Document(s)

Purpose Document Name Size Uploaded By Description
Position Descriptions
) . . ; Huynh-Nhu Le on
fSotrafl\%lEW Project Position Description.doc 59.5 KB 10/20/2010 8:57:13 PM

6. Repeat steps 2 through 5 to attach any other appendix documents.

7. When you have completed attaching all the appendix documents, click the | Finished Attaching | button.
» The Appendices Form will be re-displayed (Figure 47), listing the appendix document(s) you just
attached.

Figure 47: Appendices Form (with Appendix Documents Listed)

g ;“_fﬂvl-_il-".‘n....-JJ -_J.....

SErvices

-
i) R40: (93.110)
SF-PPR R&R for FY 2011

o

Welcome Huynh-Nhu Le to HRSA EHB OS environment (Last login date and time 10/20/2010 3:16:00 PM)
Progress Report Appendices )
Tracking# home | logout | contact us | glossary | help | guestions/comments
00082485
Progress Report APPENDICES
Process
- Status: Not Complete
Overview
[~ Status
Basic Information Attached Documents
SF-PPR
- SF-PPR-2 Select Purpose Document Name Size Uploaded By Description
- Performance Narrative Position -
lBudget Information @ |Descriptions for  |position Description.doc 59.5 KB :'g?’;g,QNohl% L;_;;‘_B oM
- Section A NEW Project Staff e =0
|- Section B [Attach | [ Update Description | [ Delete |
Section C
|- Section D
I~ Section E
i Section F Go to Previous Page Save and Continue
Section G - ]
|- Section K
|Other Information
P Appendices
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8. At this point, you can:
e Click the hyperlinked name of a listed document to view it.

o Click the button to attach additional appendix documents, by following steps 1 through 7 (on
page 48).

e Select a document and click | Update Description | to change the document’s description via the
Update Description Page (Figure 48).
¢ Selecta document and click to delete the selected attachment.

9. When you are finished with your attachments, click the | Save and Continue | button to save the
information and go to the Progress Report Review Page (Figure 50).

Figure 48: Update Description Page

R40: (93.110)

SF-PPR R&R for FY 2011

‘Welcome Huynh-Mhu Le to HRSA EHB OS environment (Last login date and time 10/20/2010 3:16:00 PM)

Progress Report Appendices )
Tracking# home | contact us | help | guestions/comments
00082485
This page allows you to update the document description.
Progl::csaﬂ:port After you are done, click on the 'Update Description’ button to return to the progress report page.
Overview
- Status UPDATE DESCRIPTION
’BBSiE Information pewiescipioitiaunnlob Hichaicier=} This document contains descriptions of multiple
! SFEPPR positions.
- SF-PPR-2

- Performance Narrative

Budget Information

! Sgct\om " Update Description
- Section B

- Section € Attached Document

gemt:‘o” E Purpose Document Name Size Uploaded By Description
- Section

1 Position

- Section F i

-~ Section G - J D?gf’ﬁé‘&ns Position Description.doc 59,5 KB lo;ggﬁggighsl{;;-?g oM

|~ Section K Project Staff

Other Information

:} Appendices
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3.5. Review the Progress Report

The Progress Report Status Overview Page (Figure 49) shows the completion status of each Progress
Report form. All forms must be complete before you can submit your Progress Report.

Click Status on the Progress Report left side menu to get to the Progress Report Status Overview Page
(Figure 49).

Figure 49: Progress Report Status Overview Page

[US Department of Health and Human Services
Curd i DA £
Lo sdamrew SF-PPR R&R for FY 2011
= E-HANDBOOK HOME HELF
Welcome Huynh-Nhu Le to HRSA EHB OS environment (Last login date and time 10/21/2010 1:07:00 PM)
Progress Report Status )
Tracking# home | logout | contact us | glossary | help | guestions/comments
00082485
The table below shows the status of the application. The application is currently COMPLETE.
- NCC User Guide
Overview
P Status
Basic Information STATUS OVERVIEW
SF-PPR
SF-FPR-2 NCC PROGRESS REPORT PROCESS STATUS
- Performance Narrative Ot 99 2010 5 00PN
. C N M
Busdgsgg_‘fu;matmn peadine (You have 8 days to complete and submit the application.)
e Created On 9/30/2010 2:41:05 PM
Section C Last Updated By Huynh-Nhu Le on 10/21/2010 2:45:39 PM
L ST View: NCC Progress Report
Section E
Section F . — -
Section G - 1 |Users with Permissions on NCC Request (Show Details)
- Section K
Other Information . . . Status Action
P
Appendices ] © Click Review to open the Review
Y // sr-pp page for the Progress Report. Update COMPLETE
Suloms sepel o Click Submit to start the submission Updste COMPLETE
Logout Perfo process Update COMPLETE
Budg
Section A Update COMPLETE
Section B Update COMPLETE
Section C Update COMPLETE
Section D Update COMPLETE
Section E Update COMPLETE
Section F Update COMPLETE
Section G - J Update COMPLETE
Section K Update COMPLETE
Other Information
Appendices | Update | COMPLETE

+ To view or print any Progress Report form, click Review in the Review and Submit section on the side
menu (Figure 49).
» The Progress Report Review Page will open in a Table of Content format (Figure 50).
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Figure 50: Progress Report Review Page
= T
Culidai L
bt e - SF-PPR R&R for FY 2011 1
~—= E-HANDBOOK HOME ;.g
Welcome Huynh-Nhu Le to HRSA EHB OS environment (Last login date and time 10/20/2010 3:16:00 PM) r
Progress Report home | logout | contact us | glossary | help | guestions/comments T
Tracking# ’
00082485 .
The progress report has not been submitted to HRSA as yet. F |
4
- The following is the table of contents of the progress report. Click on "Print” button for a printable version of this page. For a printable version f
Overview of all the HTML forms (forms only, no attachments), click on "Print All HTML Forms" button. You must print each attachment individually. .
status 4
Basic Information To print the entire progress report (HTML fogas H | : | machine. Please read :.
SF-PPR associated important instructions BEF oL Click [ Print All HTML Forms |to get a "
SF-PPR-2 . p
e faranGe NaraEve printable copy of all HTML forms. )
Budget Information Print Frint All HTML Forms ™|
Section A !
Section B "‘.‘
Section C TABLE OF CONTENTS Table of Contents - g
- Section D f
Section Type Action
Section E b 3
it B Basic Information /
Section G - ] SF-PPR HTML View hi!
.~ Section K SF-PPR-2 (Cover Page Continuation) HTML View \
Other Information P — — N 4
Appendices Performance Narrative (Perfarmance Narrative.doc) DOCUMENT IVlem (
Review and Submit Budget Information I J'
Review Budget Period 1 - Section A - B [ mme [J view L4
Suprt Budget Period 1 - Section C - E 5 View
Logout Budger Period 1 - Section F -3 Click View links to view individual vew
Budget Period 2 - Section A - B : View [
= _ sections of your Progress Report. _ 4
Budget Period 2 - Section C - E Wiew
Budget Period 2 - Section F - 1 HTML Wiew *,
Budget Period 3 - Section A - B HTML View y
Budget Period 3 - Section C - E HTML Wiew k
Budget Period 3 - Section F - ] HTML View A
Budget Pericd 4 - Section A - B HTML View f
Budget Period 4 - Section C - E HTML View l=
Budget Period 4 - Section F - 1 HTML View 4|/
Budget Period 5 - Section A - B HTML View [
Budget Period 5 - Section C - E HTML View i
Budget Period 5 - Section F - J HTML Wiew M
Cumulative Budget (Total Project Period) HTML View (’
Budget Justification (Budget Justification.doc) DOCUMENT View
g A W dices |, M f, e ST \\kIJ P N

% The Table of Contents lists all sections in the Progress Report.

Use the View links in the Action column to view any section.

Click to get a printable version of the Table of Contents.

Click | Print All HTML Forms | to print all forms that are HTML i.e. which were not filled using
attachments. Attachments can be printed by clicking on individual View link for DOCUMENT
(attachment) type forms and then printing the document.

Click | Proceed to Submit | at the bottom of the page (not shown) to go to the Submit Page (Figure

51) to initiate the Submit Progress Report process.
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3.6. Submit Progress Report
Once all forms are complete, the Progress Report can be submitted to HRSA.

To submit the Progress Report, you must have the ‘Submit’ privilege.
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1. Click Submit under Review and Submit on the on the Progress Report’s side menu (Figure 49), to
access the Submit Page (Figure 51) if it is not already displayed.

£ You can also start the Submit Progress Report process by clicking | Proceed to Submit | at the bottom of

the Progress Report Review Page (Figure 50).

2. If all the forms are marked COMPLETE, the Submit Page (Figure 51) will be displayed, and the bottom
of the page will have a | Submit to HRSA | button.

Figure 51: Submit Page

== E-HANDBOOK HOME

Progress Report
Tracking#
00082485

[0S Department of Health and Human Services)

e ] sl
25
Zurd i
Resources and Services Adminisiration

Overview
Status

[Basic Information

[~ SF-PPR
SF-PPR-2

- Performance Narrative

Budget Information

[~ Section A

[~ Section B
Section C

- Section D
Section E
Section F
Section G - ]

|- Section K

|Other Information

[~ Appendices

Review and Submit
Review

P Submit

Logout

SF-PPR R&R for FY 2011 ¢
HELF|

Welcome Huynh-Nhu Le to HRSA EHB OS environment (Last login date and time 10/21/2010 1:07:00 PM)

Submit

home | logout | contact us | glossary | help | guestions/comments

The table below shows the status of the application. The application is currently COMPLETE .

SUBMIT REQUEST
NCC PROGRESS REPORT PROCESS STATUS
Reaing {C\)’fjtuigarioé3a‘s_wi;ot[cjjp'crgw1wplete and submit the application.)
Created On 9/30/2010 2:41:05 PM
Last Updated By Huynh-Nhu Le on 10/21/2010 2:45:39 PM
View: NCC Progress Report

Section Status Action

Basic Information
SF-PPR Update COMPLETE
SF-PPR-2 Update COMPLETE
Performance Marrative Update COMPLETE
Budget Information
Section A Update COMPLETE
Section B Update COMPLETE
Section C Update COMPLETE
Section D Update COMPLETE
Section E Update COMPLETE
Section F Update COMPLETE
Section G -] Update COMPLETE
Section K Update COMPLETE
Other Information
Appendices Update COMPLETE

3. Click the | Submit to HRSA | button.

» The Submit — NCC Progress Report Certification Page (Figure 52) will be displayed.
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Figure 52: Submit — NCC Progress Report Certification Page

R40: (93.110)

SF-PPR R&R for FY 2011

Welcome Huynh-Nhu Le to HRSA EHB OS environment (Last login date and time 10/21/2010 3:31:00 PM)

Progress Report Submit
Tracking# home | logout | contact us | glossary | help | guestions/comments
00082485
Progress Report . i i i .
Process u Note: This is a confirmation page! You MUST click on the appropriate button to complete your action..
|Overview
|- Status
Basic Information You have choosen to submit this report to HRSA. Please check the box to electronically sign the Noncompeting Continuation (NCC) Progress
SF-PPR 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,
SF-PPR-2 click on the 'Cancel’ button to return to the previous screen,

[~ Performance Narrative
Budget Information Fields marked with an asterisk (*) are required.

[~ Section A *NCC PROGRESS REPORT CERTIFICATION
Section B
Section C
Section D
Section E I certify to the best of my knowledge and belief that the information provided in this progress report is true and correct. | View Report
Section F
Section G -1 lease check the box to electronically sign the NCC Progress Report
- Section K
Other Information
g Appendices

Review and Submit
Cancel Submit Report h
E Review [cance } C

P Submit
Logout

Acceptable Use Policy

4. Check the box to electronically sign the Progress Report.

5. Click the button to submit your Progress Report to HRSA.

» The NCC Progress Report Confirmation Page (Figure 53) will be displayed.

Figure 53: NCC Progress Report Confirmation Page

R40: (93.110)

SF-PPR R&R for FY 2011

Welcome Huynh-Nhu Le to HRSA EHB OS environment (Last login date and time 10/21/2010 4:44:00 PM)
home | logout | contact us | glossary | help | gquestions/comments

Print

@ NCC Progress Report was successfully submitted and received by HRSA.

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

Your progress report will now be sent for review. During this process you may be contacted by the reviewer for additional questions related to your submission.
All such questions will be directed to the contact person that you have specified in your progress report.

All technical/system issues should be directed to the HRSA helpline at 877-Go4-HRSA/877-464-4772;301-998-7373 or Emall at CallCenter@HRSA.GOV from
9:00 a.m. to 5:30 p.m. Eastern Time (E.T.), Monday through Friday

Submitted on Date and Time 10/21/2010 6:09:44 PM
Submitted By Huynh-Nhu Le
Tracking Number §2485

e
< [ Go To Noncompeting Confinuation List Page
—

—

6. Take note of the Tracking number

e You may optionally print the confirmation page by clicking the button.

7. Click the [ Go to Noncompeting Continuation List Page | to go to the Noncompeting Continuations Page
(Figure 6) to view additional Progress Reports which you can begin or edit.
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If there are no Progress Reports, you will be taken to the ‘HRSA EHB Home (Welcome)’ Page (Figure 2)
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4. Customer Support Information

£ Use your Progress Report Tracking Number for all correspondence.

4.1. BPHC Help Desk

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

» By email: BPHCHELPLINE@hrsa.gov
OR
» By Phone: 1-877-974-BPHC (2742) (between 9:00 am to 5:30 pm ET)

DO NOT call the BPHC Help Desk for any questions on application Guidance or Programmatic questions that
you might have when completing your application

4.2. HRSA Call Center

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

» By Phone: 877-GO4-HRSA (877-464-4772) or 301-998-7373 (between 9:00 am to 5:30 pm ET)
OR

» By Email: callcenter@hrsa.gov

Please visit HRSA EHBs for additional online help.
» Go to: https://grants.hrsa.gov/webexternal/lhome.asp
» Click on ‘Help’

DO NOT call the Call Center for any questions on application Guidance or Programmatic questions that you
might have when completing your application

4.3. HRSA Program Support

For any questions on application guidance or programmatic questions that you might have when completing
your application, please contact the Program Point of Contact within Bureau of Primary Health Care (BPHC)
Office of Policy and Program Development (OPPD) - as noted within the application guidance.
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5. FAQs

5.1. Software

5.1.1 What are the software requirements for HRSA EHBs?

HRSA EHBs can be accessed over the Internet using Internet Explorer (IE) v5.0 and above and Netscape
4.72 and above. HRSA EHBs are 508 compliant.

IE 6.0 and above is the recommended browser.

HRSA EHBs use pop-up screens to allow users to view or work on multiple screens. Ensure that your
browser settings allow for pop-ups.

In addition, to view attachments such as Word and PDF, you will need appropriate viewers.

5.1.2 What are the system requirements for using HRSA EHBs on a Macintosh computer?

Mac users are requested to download the latest version of Netscape for their OS version. It is recommended
that Safari v1.2.4 and above or Netscape v7.2 and above be used.

Note that Internet Explorer (IE) for Mac has known issues with SSL and Microsoft is no longer supporting IE
for Mac. HRSA EHBs do not work on IE for Mac.

In addition, to view attachments such as Word and PDF, you will need appropriate viewers.

5.1.3 What are the software requirements for Progress Reports?

Refer to the software requirements for HRSA EHBs. In addition, you will need Microsoft Word to complete any
unstructured forms, such as those used for attachments.

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

.DOC - Microsoft Word

.RTF - Rich Text Format

TIXT - Text

\WPD - Word Perfect Document

.PDF - Adobe Portable Document Format
XLS - Microsoft Excel

£ HRSA EHBs currently do not support MS Office 2007 formats (.docx, .xIsx, etc).

User Guide For Grantees Noncompeting Continuation (NCC) Progress Report -

570f 57 Research & Related (R&R) Grants



	HRSA EHB USER GUIDE: Noncompeting Continuation (NCC) Progress Report - Research & Related (R&R) Grants User Guide for Grantees
	Table of Contents
	Table of Figures
	1. Introduction
	1.1. Document Purpose and Scope
	1.2. Document Organziation and Version Control
	2. Before You Access a Progress Report
	3. Completing the Progress Report in HRSA Electronic Handbooks
	3.1. Login and Access the Progress Report
	3.2. Standard Forms (SF-PPR)
	3.3. Budget Forms
	3.4. Appendices
	3.5. Review the Progress Report
	3.6. Submit Progress Report
	4. Customer Support Information
	4.1. BPHC Help Desk
	4.2. HRSA Call Center
	4.3. HRSA Program Support 
	5. FAQs
	5.1. Software

