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Purpose

» Provide an overview of the process for submitting
grant-related documents and change requests
electronically through the HRSA Electronic
Handbooks (EHBs)

» Visually highlight key steps and procedures for using
the HRSA EHBs to submit these documents

» Answer questions regarding the EHBs-based
processes
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Pre-requisites (All Users)

» All members of the grantee organization who are responsible for submitting
prior approval requests or other post award submissions must register in the
HRSA EHBs

» Go to https://grants.hrsa.gov/webexternal/login.asp
» If you have registered before, you do not have to register again.

» Contact the HRSA Call Center if you do not remember your username or
password

ﬂ Contact Us:
Phone: Time: Email:
877-Go4-HRSA/877-464-4772; 9:00 a.m. to 5:30 p.m. Eastern Time (E.T.), Monday CallCenter@HRSA.GOV
301-998-7373 through Friday

VAN

Fields marked with an asterisk(*) are requ
LOGIN Need help?
Already Registered? Get it here Not Registered?
®isername | [ Craata an Acoount _] d Start here
*Passwond
¢ Registration is nesded only ance
Lok ¢ Repd tha getting sterted guidelines for Naw Applicants andfor Exlsting
wasliiet Grantees
Forgok ygur o 1

Read the guidelines here
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Grant Handbook Overview

» Access to Post-Award Submissions

» Project Director

» Access to Grant Handbook by “Adding Grant to Portfolio”
using information from most recent Notice of Grant Award
(NGA)

» Other Users (Non-Financial)

» Access to Post-Award Submissions once Project Director

approves privileges
» Financial Reporting Administrator (FRA)

» Access to Financial Reports (FFR) using PMS PIN to
validate account

» Other Users (Financial)
» Access to Financial Reports once FRA approves privileges
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Electronic Document Submission — Overview

» Reporting requirements or documents required as a
condition of award on the NGA should be submitted
via EHBs

» In some cases, a template will be available for you to
download, complete offline, and upload into the EHBs

» Available in the Grant Handbook under the

appropriate section

* Noncompeting Continuations
* Progress Report

» Performance Report

» Other Submissions
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Electronic Document Submissions — Process Overview

1. Submission will be available in the Grant Handbook on the
date specified by HRSA

2. An email notification will be sent reminding you to submit the
requested information

3. Grantees will upload the required documents into the EHBs
and submit to HRSA

4. Business and validation rules will be enforced on the captured
data to ensure completeness

5. Once all documents have been uploaded into the EHBSs, the
grantee will submit the documents to HRSA

6. HRSA Program and Grants Office personnel will review the
documents and approve, disapprove, or request more
information

/. If returned for changes, make the appropriate changes and re-
submit the report/submission
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Registration to Grant Handbook

» By default, the project director will have access to all
reports and submissions

» All other users must be given privileges to view, edit,
or submit by the Project Director or other user with the
ability to Administer User Privileges in the Grant
Handbook
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Grant Handbook - Monitor Schedule

Grant Handbook Monitor Schedules page displays a list of /comments
upcoming reports or submissions that are
p— pending action by the grantee a complete list of post
"ufiew Awards award submission requirements.
Last NGA
= Award History _ _ Search
Approved Scope Ci=playing 1-9 of 9
:Administer MONITOR SCHEDULES
- Mew/Existing Users
Submissions |
Input Param i i =
P Monitor Schedules P Click Link to B
i NGFIC':H'I'I et”-l i NaV’gate tO SECtIOn
P : Submissibw Schedule .
: Continuations Due Date Reporting Cycle
Name Status
- Performance Reports . \ .
Other Submissions MAL Annual Submissions| 11:53:00 FM | Due In: 27 days 1'34-“.,'31-“.,2'31'3__'
Prior Approval Report 03/31/2011)
Requests ) Budget Period
: 7/ Mot Starte Ty
|- New/Existing ADAP RFI Sleifir;i:uns i ”Ettb tarted | pay01/2010 -
- o T 03/31/2011)
: F¥09 Part B Final One .T'”.‘e
- View Portfolio Annual Proaress Progress 8/30/2010 In Progress Submission
. Home d Report | 11:58:00 PM |Due In: 26 days|  (04/01/2009 -
- Report P |
ey 03/31/2010)
- ptnnllP “"w:ﬁ“‘“#rjlﬂqm-ﬁnx ““‘w’l‘-\. r ﬂ CR— Al ity
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Submissions List

Displaying 1-7 of 7

=T1=F=] 8

OTHER SUBMISSIONS

Input Parameters: (Show Para

FY 2010 Final MAI Annual Re

The list page will display all required
reports/submissions that are in Not Started, In
Progress, or Change Requested Status

Schedule Status: In Progress

8/31/2010 11:59:00 PM

Type Other Submissions Due Date Duz In: 27 days
Available Date &8/1/2010 Submission Tracking Number (00084240
Reporting Cycle Fixed Date Reporting Period 04/01/2010 - 03/31/2011

Online Submission

Yes (Required)

Submission Status

In Progress

Started by

Barbara Weisenthal on 8/2/2010 11:34:45 AM

Submit Submission | Edit Submission | View Submission | View Related NGA | Request Extension

ADAP RFI R ;E._ " - Schedule Status: Not Started
Type Other Submissions .??lfff xtension f’iE;_{QEil_t:lz:ll:Sg:Eg PM

Available Date 7/168/2010 Submission Tracking Mumber 00087345

Reporting Cycle Budget Period Reporting Period 04/01/2010 - 03/31/2011

Onling Subrmissiorn Yes (Reguired) Subimission Slalus Mol Slarled

Started by

Start Submission | View Guidance | Reguest Extension

A

FY 200 X i Report Schedule Status: Not Started
— View Instructions s Due Date 9/30/2010 11:59:00 PM
Due In: 537 days
Avallable Date 5/3/2010 Submission Tracking Number |00084235
Reporting Cycle Fixed Date Reporting Period 04/01/2010 - 03/31/2011
Online Submission Yes (Required) Submission Status Mot Started
Started by
Start Submésgion | View Related NGA | Wiew Guidance | Request Exbension

— f -8 " e 'ﬂ"'""' & . *r w” f"“""""‘"": r‘ e —  p——___—r—
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Submissions List - Begin Report/Submission

=T Department of Heallf and Hisman Servioes | AR S o e g |

= MIAMI-DADE COUNTY, Miami, FL

Hea Resources and Services Administration
= E-HANDBOOK HOME HELP

Grant Handbook Other Submissions
home | logout | contact us | glossary | help | guestions/comments

Following is the list of other submissions for this grant along with their statuses. Based

- Overview on its status, you can edit or view the submission by clicking on the appropriate link. To
View Awards search, click on the "Search" button.
- Last NGA

- Award History ) _ :
- ) Dizplaying 1-2 of 2

Approved Scope
Administer OTHER SUBMISSIONS

- New/Existing Users

Submissions Input Parameters: (Show Parameters)
- Monitor Schedules
4 i55i - - -
[_thher Submissions Example - Electronic Document Submission Schedule Status: Not Started
Prior Approval
Requests 11/30/2009 11:59:59
- New/Existing Type COther Submissions Due Date PM
Due In: 17 days
Submission
- iew Portfolio Available Date [11/13/2009 Tracking 00014939
b Mumber
. . Reporting 03/01/2009 -
Logout Click Start t Period Period 02/28/2010
Submission Required) ST Mot Started
Status
BN
Start Submission | View Guidance
Example (Submission Name Field) Schedule Status: Change requested
11/24/2009 11:59:59 bl
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Electronic Document Submissions Page

-
Exf
| Summary information about the required submission I,.ipmgmgg
Tracking Number: 00014535/1 SUhETiiDII Mame: Example - Electronic Document Submission
Submission Type: COther Submissions Due Date: 11/30/200%
Repaorting Cycle: Budget Feriod Reporting Period: 03/01/2009 - 02/28/2010
Online Submission: Ye=s (Required) Available Date: 11/13/200%
Started by: on 11/13/2009 Submitted by: N/ 4
View: Guidance | User 4Action

Guidance

Description Link

View

Download Template

Minimum Maximum
Template Name Template Description Action Attachments | Attachments
Required Required
Example Template Download 1 1
Attach Documents
Select Purpose Document Mame ‘ Size | Uploaded By Description

Mo attached document exists,

Choose Action v Go
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Electronic Document Submissions Page

Example - Electronic Document Submission

Status: In Progress

Tracking Number: 00014535/1 Submission Mame: Example - Electronic Document Submission
Submission Type: COther Submissions Due Date: 11/30/200%
Repaorting Cycle: Budget Feriod Reporting Period: 03/0 Link to
Online Submission: Ye=s (Required) Available Date: 11/13/3 = =
Started by: on 11/13/2009 Submitted by: N/ 4 Report/SmeISSlon
View: Guidance | User 4Action Instructions
- > _

Guidance ‘

Description L

Download Template

Minimum Maximum
Template Name Template Description Action Attachments | Attachments
Required Required
Example Template Download 1 1
Attach Documents
Select Purpose Document Mame ‘ Size | Uploaded By Description

Mo attached document exists,

Choose Action v Go
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Electronic Document Submissions Page

Example - Electronic Document Submission

Status: In Progress

Tracking Number: 00014535/1 Submission Mame: Example - Electronic Document Submission
Submission Type: COther Submissions Due Date: 11/30/200%

Repaorting Cycle: Budget Feriod Reporting Period: 03/01/2009 - 02/28/2010

Online Submission: Ye=s (Required) Available Date: 11/13/200%

Started by: on 11/13/2009 Submitted by: N/ 4

View: Guidance | User 4Action

Guidance Link to download a template for
Descriptior submitting the requested
information/report (if available)

Download Template e i7

Minimum Maximum
Template Name Template Description Action Attachments | Attachments
Required Required
Example Template Download 1 1
Attach Documents
Select Purpose Document Mame ‘ Size | Uploaded By Description

Mo attached document exists,

Choose Action v Go
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Electronic Document Submissions Page

Example - Electronic Document Submission

Status: In Progress

Tracking Number: 00014535/1 Submission Mame: Example - Electronic Document Submission
Submission Type: COther Submissions Due Date: 11/30/200%

Repaorting Cycle: Budget Feriod Reporting Period: 03/01/2009 - 02/28/2010

Online Submission: Ye=s (Required) Available Date: 11/13/200%

Started by: on 11/13/2009 Submitted by: N/ 4

View: Guidance | User 4Action

Guidance

Description Link

View

Download Template

. : himum Maximum
Template Name Cllck Attach to upload the —hments | Attachments
I t d t I ; d quired Required
Example Template Comp ete _emp ate an any 1 1
other required attachments

Attach Documents

L
Select Purpose ‘ Document Mame \ / Uploaded By | Description
No attached Qfcument exists.

Choose Action v Go
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Attach File(s)

The required attachment(s)
@ appear listed

1t (Last login date and time 11/13/2009 1:11:00 PM)

iments

Fields marked with an astMizk{*) are required.
ATTACH DOCUMENT
*Purpose Temporary Attachment Files (Max 1)
*Document

(&llowable Document Types: doc,rif txt, wpd, pdf, x|z, jpg,Jpeq,xfd, doc, xlsx)

(Allowable Document Size: 20 MB) A
Description - -
(Maximum 500 Click Browse to locate the file

[ Attach Document ]

| Finished Attaching |

Attached Document(s)

Purpose | Document Name Size Uploaded By | Description

Mo attached document exists.
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Choose Action

Example - Electronic Document Submission

Status: In Progress

Tracking Number: 00014935/1 Eubm_ls_smn Name: Example - Electronic Document
Submission

Submission Type: Other Submissions |Due Date: 11/30/2009

Reporting Cycle: Budget Feriod Reporting Period: 03/01/2009 - 02/28/2010
Online Submission: Yes (Required) Available Date: 11/13/200%
Started by: on

Submitted by: N/A

11/13/2009

View: Guidance | User Action

Guidance
Description Link
View
Download Template
Minimum Maximum
Template Name Template Description Action Attachments | Attachments
Required Required
Example Template Download 1 1
Attach Documents
Select| Purpose Document Mame | Size Uploaded By Description
Temporary |EHBs Re-Design - John Arafiena
& |Attachment|Assignment 27 KB |on 11/13/2009
Files Management.doc 2:59:14 PM
Update Descnption l [ Delete l
Submit to HRSA or Chooss Action ____[v]
. :Choose Action
Save and Continue Workflow
Submitto HRSA
Other

Save and Continug —
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Submit to HRSA

WS DT tment ot Healih and Hman Series’

i Resoufces and Services Adminisiration

= E-HANDBOOK HOME HELP
@ Other Submissions
home | logout | glossary | help | guestions/comments
To submit this submission, click the 'Confirm' button. To go back to the previous page, click the 'Cancel' button.
B Note:This is a confirmation page! You must click the appropriate button to complete your action.
SUBMISSION CONFIRMATION
Tracking Number: 00014%33/1 Submission Name: Example - Electronic Document Submission
Submission Type: Other Submissions Due Date: 11/30/200%9
Reporting Cycle: Budget Period Reporting Period: 03/01/2009 - 02/28/2010
Online Submission: Yes (Required) Available Date: 11/13/200%
Started by: on 11/13/2009 Submitted by: N/A
View: Guidance | Uszer Action
Attach Documents
Purpose Document Mame Size Uploaded By | Deccrintion
e EHBs Re-Design - | on Click Submit to HRSA to Submit the
porary - U e
Attachment Files Assignment 27 KB 11/13/2009 2:59:14 b e . .
Manaqe|ﬂentld0c PM Report/su ml$$l0n for REVIEW

</Z |
Vv
[ Submitto HRSA |
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Submit to HRSA

Oth e . . . .
GrantHandbook MMMl A Submission Confirmation will appear once

[ Grantmenu [N report/submission has been submitted to HRSA

Jtuses. Based on its

- Owerview status, you can edit or view the sub by clicking on the appropriate link. To search, click
View Awards on the "Search" button, \/

-~ Last NGA

- Award History Submission with tracking number 00014939 has been successfully submitted to HRSA.
:s::::*i?::tlifcﬂpe Displaying 1-1 of 1 @
- New/Existing Users OTHER SUBMISSIONS

Submissions
= Monitor Schedules

P QOther Submissions
Prior Approwval

Input Parameters: {Show Parameters)

Requests Example (Submission Name Field) Schedule Status: Change requested
-~ New/Existing 11/24/2009 11:59:59 PM
Due Date Extended till (11/26/2009

= - Type Other Submissions 11:59:59 PM)
_tllTI ome Due In: 11 days

- Wiew Portfolio

. Submission
~ Home Available Date 11/10/2009 e e 00014927
Logout Reporting Cycle |Budget Period Reporting Period |03/01/2009 - 02/28/2010
online . Submission
E et es (Required) e Change Requested

Started by

Submit Submission | Edit Submission | View Submission

Fage 1

19 of 50 Post Award Submissions




Grant Handbook Security Model

» All Other Users must be given privileges to the Grant
Handbook by the Project Director or user with
“Administer Grant Users” privilege for the Grant

Others

[ Edit Prior Approval Request [] Submit Prior Approval Request [ View Prior Approval Request
Access Grant [] Administer Grant Users [] View Awards

[] Edit Noncompeting Continuations [ Submit Noncompeting Continuations [] View Noncompeting Continuations

[] Edit Progress Report [] Submit Progress Report [] View Progress Report

[] Edit Performance Report [] Submit Performance Report [] View Performance Report

[] Edit Other Submissions [] Submit Other Submissions [] View Other Submissions

[] Create CIS Request [] View CIS Request [] Edit CIS Request

[] Submit CIS Request
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What is a Prior Approval Request?

» A prior approval request is a request initiated by the
grantee to change grant-related information

» In the past, these requests were submitted on paper
or via email. Grantees will now be required to submit
Requests through EHBs

» Prior Approval Requests include:
» Project Director Change
» Carry over of Unobligated Balances
» Extension of Project Period (with or without funds)
» Re-Budgeting
» Administrative Supplements
» Other Changes (Grantee Name, Deviation from Terms, etc.)

w RSA 210f50 Post Award Submissions




Registration to Grant Handbook

» By default, the Project Director and Financial
Reporting Administrator will have privileges to view,
edit, or submit prior approval requests

» If Project Director changes, Financial Reporting
Administrator can submit Project Director Change prior
approval request

» All other users must be given privileges by the Project
Director or other user with the ability to Administer
Grant Users privileges in the Grant Handbook

Post Award Submissions



Prior Approval Requests — Process Overview

1. The Project Director or other user with “Administer Grant
Users” privileges in the Grant Handbook will manage user
privileges for Prior Approval Requests

2. Grantee users with privileges to Edit or Submit Prior Approval
requests in the Grant Handbook will login to the EHBs and
begin the request

3. In some cases, templates for the required documents will be
available for download in the EHBs

4. Grantee will complete required fields in the web-forms and
upload completed required documents as attachments in the
EHBs

5. Business and validation rules will be enforced on the captured
data to ensure completeness
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Prior Approval Requests — Process Overview Continued...

6. Once all required fields have been completed and
validated and all documents have been uploaded into
the EHBs, the grantee will submit the request to
HRSA

/. HRSA Program and Grants Office personnel will
review the request and approve, disapprove, or
request more information

8. If returned for changes, make the appropriate
changes and re-submit the request

9. Once the request is approved, HRSA will complete
the process and deliver any related documentation,
such as a revised Notice of Grant Award (NGA)
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Navigate to Prior Approval Requests

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

b Overview Contact Us:

View Awards Phone: Time: Email:

- Last NGA 877-Go4-HRSA/B77-464-4772; 9:00 a.m. to 5:30 p.m. Eastern Time (E.T.), Monday CallCenter@HRSA. GOV
- Award History 301-998-7373 through Friday

Approved Scope

Administer

Grant Electronic Handbook {EHB) provides authorized users of the grantee organization a means to conduct various activities electronically.

- New/Existing Users
Submissions

- Monitor Schedules |l Note: You have multiple grants in your profile. Currently, you are working on Grant® H89HAO0005. All data shown to you will be for this grant. To

- Other Submissions change to a different grant click here.

Prior Approval

Reques\.tsl . _l T X

- Mew/Existing New/Existing link DAY?
1ew Grant Information @® Administer Grant Handbook

- View Most Recent Motice of Grant Award Learn About Grant Access Privileges

l:f;’;aportfom View Prior Notices of Grant Awards Allow Other Users from My Organization to Work on this Grant

Change/Control Who Can View this Information Change/Control How Others Can Work on this Grant
Logout

@® Manage Post Award Submissions

Learn About Post Award Submissions

View Available Post Award Submission Schedule

Work on Moncompeting Continuation Applications (Why is the link
disabled?)

Work on Performance Report or Other Submissions

Control How Others Can Work on Submissions
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Prior Approval Requests — Begin New Request

Grantee/Applicant Handbook

@ New/Existing
home | logout | contact us | glossary | help | guestions/comments

Prior Approval requests for the grant are listed below. Click on the "Go" button to start creating a
naw requeast.

| Search
NEW/EXISTING PRIOR APPROVAL REQUESTS LIST PAGE Begin New Request |+ lGﬂ!
Input Parameters: (Hide Parameters) Click GO to

Request Tracking Number: &ll; Request Submission Status IN: &ll; Request Type IN i
Date From: All; Created Date To: All; Submitted Date From: All; Submitted Date To Begin New Request
Date From: &ll; &Approved Date To: &ll; HRSA Approval Status IN: All

No Prior Approval Requests Exists for this Grant.

Acceptable Use Policy
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Prior Approval Requests — Select Type of Request

Grantee/Applicant Handbook

== E-HANDBOCK HOME

@ New/Existing
home | logout | contact us | glossary | help | guestions/comments

Select Prior Approval Request Type and click "Continue". To return to list page click "Cancel". Click the link
to below to read "Instructions"”.

Fields marked with an asterisk (") are reguired.
CREATE NEW PRIOR APPROVAL REQUEST

O Carryover of Unobligated Balances
(' Rebudgeting (e.g. A&R, Transfers etc)
(& Project Director(PD) Change
(0 Extension with Funds
() Extension without funds (No Cost Extension)

*Select Type of Prior Approval Request

{Read Instructions to help you select the

right option)

O Administrative Supplements

The Instructions link provides (C Other {e.g. Name Change, Constructions, Deviation from
additional information about each type Terms etc)

of request

SETTCET | Continue
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Prior Approval Requests — Select Type of Request

Grantee/Applicant Handbook

@ New/Existing
home | logout | contact us | glossary | help | guestions/comments

Select Prior Approval Request Type and click "Continue". To return to list page click "Cancel". Click the link
to below to read "Instructions"”.

Fields marked with an asterisk (") are reguired.
CREATE NEW PRIOR APPROVAL REQUEST

O Carryover of Unobligated Balances

(' Rebudgeting (e.g. A&R, Transfers etc)
Select Type ||=>{§} Project Director(PD) Change

' (0 Extension with Funds

() Extension without funds (No Cost Extension)

*Select Type of Prior Apprd

{Read Instructions to help you select the
right option)
O Administrative Supplements

(C Other {e.g. Name Change, Constructions, Deviation from
Terms etc)

ek
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Prior Approval Request — Created Confirmation

usunmmm[dTmﬂmmﬂHummsamkﬂ

rE
Hea le msmmmnlnlﬂrm

— E-HANDBOOK HOME

@ Newaxisting

Sh Elartronie Handbonkc for € it .A?
Grantee/Applicant Handbook g

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

HELP

& A prior Approval Request has been successfully created for you. Please note the tracking number

below.
NEW REQUEST CREATED
Grantee Information
Grantee Name Grant Mumber
On 11/13/2009 . ,
Created By 1:26:45 PM Submitted By MiA
Fiscal Year 5009 Prior Approval Request |Project Director(PD)
Type Change
Project
Director
Program
Contact
Grants
Contact
MNote the following number, and use it for all future g = nted to this request.
. Tracking
Your Request Tracking Mumber: PA-00000034
Number

29 of 50

Click
. Continue
Continue
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Prior Approval Request — Status Overview

s Department of Heallfh and Hisman Serhces

1

i )

; /
Healh Rescuices and Services Administration
=_ E-HANDBOOK HOME

Request Tracking #
PA-00000084/1

Overview
P Status

Prior Approval Request
Information

- General Information
- Details

Review and Submit
Re‘.-'iE'n."a'

- Submit

Navigate To

_ Prior Approval List
Page

Grantee/Applicant Handbook g

HELP

to HRSA EHE Int environment (Last [ogin date and time 11/11/200%9
1:49:00 PM)

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

Table below shows the status overview of the Prior Approval Request. Click "Action"
links for the appropriate sections to Update/Edit them.

STATUS OVERVIEW

Logout

Click View Details to
display a list of users with [
permissions to work on the [
request. ]

<~ 5

\/

Grantee Name:

Grant Number:

Prior Approval Request Type: Froject Director(F|
View: Last NGA

I Links-tlo Il?-elated ns on Prior Approval Request (1) (View De
Information - :
Section Status Action
General Information Mot Started Update
Details Mot Started Update

30 of 50
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Prior Approval Request — Status Table

STATUS OVERVIEW

Grantee Name:

Grant Number:

Prior Approval Request Type: Froject Director(FD) Change
View: Last NGA

Users with Permissions on Prior Approval Request (1) (View De

Section Status Action
General Information Mot Started Update

Details

Mot Started Update

Status Denotes

All the sections are initially in the ‘Not Started’ status. Once any data is entered on a
Not Started .
page and saved, the status will change to In Progress

The page will remain in this status until all the data has been entered and has been
In Progress .
saved. The data on the page will be saved as long as there are no errors on the page

Completed Once you have entered all the data within each page and there are no errors on the
P page, the page status will be changed to ‘Completed’

31 of 50
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Prior Approval Request — Sections

» All prior approval requests consist of two sections

» General Information Section — Collects Point of Contact and
Authorizing Official Information

» Details Section — Collects information needed based on the
type of request
 Web-based Forms
» Uploaded Supporting Documents

Post Award Submissions




Prior Approval R

©
Request Tracking #

Overview

equest -

bt

General Information Section

t it oy

HESA CHE Int envirenmeent (Less login dete and ome 107102005

1:48:00 PM}
Ganeral Inlormalion

bames | logout | contact us | glossacy | belp | guestons Coamnsnks

Enter Ganeral Information for the Request as shown below and <hick "Save” to save the
information and remain on the current page. Click "Save and Continu... (Show Full

In=truction’

- Status

Prior Approval Request
Information

b General Information
- Details
Review and Submit

Both Point of Contact and
Authorizing Official are required in
the General Information Section

tus: In Progress

- Review
- Submit

Mavigate To
_ Prior Approval List

Page

Logout

Grantee Name:

Grant Number:

Prior Approval Request Type: Froject Director(PD) Change
View: Last NGA

*Point of Contact
Select| Title of Position | Name | Phone ‘ Emaill
[ Add Paint of Contact ]
*Authorizing Official
Select| Title of Position | Mame | Phone ‘ Email
|  Add Authorizing Official |

Go to Previous Page l [ Save ] l Save and Caontinue

Lcceptable Use Policy

Post Award Submissions

33 of 50




Prior Approval Request — General Information Section

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

Enter General Information for the Request as shown below and click "Save" to save the
information and remain on the current page. Click "Save and Continu... {Show Full Instruction)

Fields marked with an a=sterizk {*) are required.

PRIOR APPROVAL REQUEST - GENERAL INFORMATION

Status: In Progress

Grantee Name: MIAMI-DADE COUNTY
Grant Number: H23HADOOOS
Prior Approval Request Type: Extension without Funds

View: Last NGA

*Point of Contact

Select| Title of Position MName Phone Email
C Director Jillian Robey CallCenter@hrsa.gov
| Change Point of Contact | [ Update Information

[ Delete Point of Contact ]

*Authorizing Official

Select| Title of Position MName Phone Email
O Director Jillian Robey -
= _ Click Save and
[ Change Authaorizing Official ] [ Update | .
= . Continue
[ Delete Authorizing Official ]
[ Go to Previous Page l l Save ] [ Save and Continue ]
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Prior Approval Request — Details Section

» Information requested in the details section varies
depending on the type of prior approval request

» The details section will be pre-populated with
information from the EHBs when possible

» Required fields are marked with a red asterisk (*)
» Document templates will be available for download

» All required documents for the type of request must

be uploaded before the request can be submitted to
HRSA
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Prior Approval Request — Details Section
(PD Change Example)

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

Fields marked with an asterisk (") are required.

PRIOR APPROVAL REQUEST - DETAILS

Status: In Progress

Required Fields
are marked with
a red asterisk (*)

14

hl Request Type: Froject Director(FD) Change

1 .7 Last NGA
i/ Details Section will be pre-populated with
*Project Director Change information from the EHBs.

Existing Project Director Information

Mame

Email reitesterl@hotmail.com

Phone

Mailing Address

MNew Project Director Information

Click Add to input new Project Director Information for PO Change Add New PD
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Prior Approval Request — Details Section
(PD Change Example)

*Attach Documents
Select Purp _I e Size Uploaded By Description
Click Attach to ﬂéched document exists.

upload the
required =l'>

— documents

*Description
Please provide a detailed description for the above requests
Maximum 2000 characters {Approximately half a page)

Default Font - Sze - MNomal - A-T. B I UEEE=EF F LR 9 &

= EH B| = :E"EEEE X' X, abe 2% AR
L Preview

[ Go to Previous Page [ Save ] [ Save and Cantinue
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Prior Approval Request — Details Section
(PD Chanage Example)

m.mmm e . Grantee/Applicant Handbook
= E-HANDEOOK HOME HELF
® Details
Request Tracking # contact us | glossary | help | guestions/comments
PA-00000084/1 N
= Attachment saved successfully.
PVE:::I?:J Fields marked with an asterisk(*) are required.
. ATTACH DOCUMENT
Required Documents are [EsY )\
listed in the Purpose. >P“rp°5‘e SelectPurpose
Select the purpose.... | |Y+pocument |SelectPuipose
YT — Resume/CV Documents (Max 20) - Browse.. .
- Review Cover Letter and Justification for Change (Max20)  [1PS o xlsx)
view o D D T T T T e T
- Submit Description i
(Maximum ... and click Browse to
500 . .
: characters) navigate to the drive and
Navigate To _ directory on your —
Erlor Approval List [m] computer where the :]
age .
J document is stored
Logout — -
[ Finished Attaching ]
Attached Documenti(s)
Purpose Document Name Size Uploaded By Description
Siiﬂ';:i"ﬂct: Pre.doc Eé 5 111/13/2000
2:02:37 PM
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Prior Approval Request — Details Section
(PD Change Example)

EHBs will display errors when
requirements are not met

N

¥V Error 2: Please attach at least 1 Cover Letter and Justification for Change.

*Attach Documents

Select Purpose Document Mame Size Uploaded By Description
Fesume/CV Jennifer McCloskey on
® DDCLIITIE:FItS Resume 11 09.doc 29 K8 |11/13/2009
' 4:17:40 PM
[Attach ] [ Update Description ] [ Delete ]
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Prior Approval Request — Details Section
(PD Change Example)

*Attach Documents
Select| Purpose Document Mame Size Uploaded By Description
Justification on
() |For Change |AndiCook Resume200907.doc|55 KB [11/13/2009
Documents 4:23:13 PM
Resume/C\V |Jennifer McCloskey Resume on
/ Jennifer McCloskey Resume i
® Documents |11 09.doc 29 KB |11/13/2009
— 4:17:40 PM
[A‘L‘tach ] [ Update Description l [ Delete l

*Description
Please provide a detailed description for the abowve requests

You have 1991 characters remaining out of maximum limit of 2000
= | Size = | Mormal = é" . B I U=

$ Ex |9

Nl
i
<
L*)

Default Font

My E B =

K X, abe 4% A%

Enter summary information here.

Description field may also contain any information you want to communicate to the Reviewer
that was not included in the attached documents.

CPreview
Click Save and
[ Go to Previous Page ] Continue to FevE), [ Save and Continue ]
Proceed

40 of 50 Post Award Submissions



Prior Approval Request — Submit to HRSA

UE Department of Heglih and Hisnan Sefvices

FGath Ristofcer and SNCH BmiNIErton Grantee/Applicant Handbook
== E-HANDBOOK HOME HELE
® Submit

Request Tracking # home | logout | contact us | glossary | help | guestions/comments
PA-00000084/1

The table below shows the Status of your request. A button allowing you to proceed to
submit the request will be displayed once all sections are COMPLETE.

Overview
- Status

Prior Approval Request| | SUBMIT REQUEST
Information
- General Information
- Details Grantee Name:
Review and Submit Grant Number:
- Review Prior Approval Request Type: Froject Director(FO) Change
b Submit View: Last NGA
Navigate To Users with Permissions on Prior Approval Request (1) (View De
_ Prior Approwval List
Page Section Status Action
General Information Complete Update
Logout . p —
Details Complete Update
Click Proceed
to Submit > | Proceed to Submit Request |
Request
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Prior Approval Request — Electronic Signature

U, Department of Healh and Human Services
Healin Resbiufces and Servises Adminleiration Grantee/Applicant Handbook

= E-HANDBOOK HOME HELE

© Details
Request Tracking # home | logout | contact us | glossary | help | guestions/comments
PA-0000DDD84/1

Click on submit to send the prior approval request.

Overview
- Status
Prior Approval Request| | SUBMIT REQUEST CONFIRMATION

Information
- General Information

Fields marked with an asterisk (*) are required.

4 Details Grantee Name:
Review and Submit Grant Mumber: HESHADODOS
- Review Prior Approval Request Type: Froject Director(PD) Change
-~ Submit View: Last NGA
- . .
Navigate To Electronic Signature

I certify that the statement here in are true, COMPLETE and accurate to the
Check the : best of my knowledge, and accept the obligation to comply with Public Health

certification Service terms and conditions if a prior approval request is accepted as a
result of this request. I am aware that any false, fictitious, or fraudulent
box statements or claim may subject me to criminal, civil or administrative
penalties.

Click

Go Back
Submit Request [

[ Submit Request ]
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Prior Approval Request — Submission Confirmation

Grantee fApplicant Handbook

crant Handbook A confirmation message will appear stating that

the request has been submitted successfully

___GrantMenu | | o
creating g new reguest,

Overview

View Awards &# prior Approval Request with Tracking Number PA-00000084 has been

- Last NGA submitted successfully.

- Award History

Approved Scope Displaying 1-1 of 1 Search
Administer _

- New/Existing Users NEW /EXISTING PRIOR APPROVAL REQUESTS LIST Begi

: ' egin Mew Request |+ | |Go
Submissions PAGE d 4 [ ]
- Monitor Schedules

- Performance Reports Input Parameters: (Hide Parameters)

- Progress Reports Request Tracking Mumber: &ll; Request Submission Status IN: &l Request Type IN:

- Other Submissions &ll; Created Date From: All; Created Date Tao: All; Submitted Date From: &ll; Submitted

Date To: All; Approved Date From: &ll; Approved Date To: &ll; HRESA Approval Status IN:

Prior Approval Al

Requests
P Mew/Existing

Request Tracking Number: PA-00000084 Submission Status: Submitted
Request Type Budget Period

- View Portfolio - LE (PD) Change i 02/28/2010

~ Home Mumber of . . HRSA Approval Review In

. Original Wersion
Revisions Status Progress
Logout _ on on
Created By 11/13/2009 Submitted By 11/13/2009
1:26:45 PM 2:07:10 PM

View: Reguest Details

Fage
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Noncompeting Continuation (NCC) Streamlining

» Beginning with FY 2011, Grantees will submit a
streamlined Noncompeting Continuation Progress
Report instead of a full NCC Application

» Submission of Noncompeting Continuation Progress
Report will be through the EHBs grant portfolio only —
no submission through grants.gov

» NCC Progress Report will consist of:
» Standard SF-PPR Forms
» Progress Report Uploads
» Appendices (vary depending on program requirements)
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Questions ?
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