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Purpose

Provide an overview of the process for submittingProvide an overview of the process for submitting 
grant-related documents and change requests 
electronically through the HRSA Electronicelectronically through the HRSA Electronic 
Handbooks (EHBs)
Visually highlight key steps and procedures for usingVisually highlight key steps and procedures for using 
the HRSA  EHBs to submit these documents
Answer questions regarding the EHBs-based q g g
processes
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Pre-requisites (All Users)
All members of the grantee organization who are responsible for submittingAll 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 aspGo 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 
passwordpassword

Start here

Need help?
Get it here

Start here

Read the guidelines here
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Read the guidelines here



Grant Handbook Overview
Access to Post Award SubmissionsAccess to Post-Award Submissions
Project Director 

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

Other Users (Non Financial)Other Users (Non-Financial)
Access to Post-Award Submissions once Project Director 
approves privilegesg

Financial Reporting Administrator (FRA)
Access to Financial Reports (FFR) using PMS PIN to 
alidate acco ntvalidate account

Other Users (Financial)
Access to Financial Reports once FRA approves privileges
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Access to Financial Reports once FRA approves privileges



Electronic Document Submission – Overview

Reporting requirements or documents required as aReporting requirements or documents required as a 
condition of award on the NGA should be submitted 
via EHBsvia 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• 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 the1. 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 

t d i f tirequested 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 EHBs the5. Once all documents have been uploaded into the EHBs, the 

grantee will submit the documents to HRSA
6. HRSA Program and Grants Office personnel will review the 

doc ments and appro e disappro e or req est moredocuments and approve, disapprove, or request more 
information

7. If returned for changes, make the appropriate changes and re-
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submit the report/submission



Registration to Grant Handbook 

By default the project director will have access to allBy default, the project director will have access to all 
reports and submissions
All other users must be given privileges to view editAll 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 Grantability to Administer User Privileges in the Grant 
Handbook
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Grant Handbook - Monitor Schedule
Monitor Schedules page displays a list of 
upcoming reports or submissions that are 

pending action by the grantee

Click Link to 
Navigate to Section
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Submissions List
The list page will display all requiredThe list page will display all required 

reports/submissions that are in Not Started, In 
Progress, or Change Requested Status

Request Extension

View Instructions
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Submissions List - Begin Report/Submission

Click StartClick Start 
Submission
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Electronic Document Submissions Page

Summary information about the required submission
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Electronic Document Submissions Page

Link toLink to 
Report/Submission 

Instructions
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Electronic Document Submissions Page

Link to download a template for 
b i i h dsubmitting the requested 

information/report (if available)
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Electronic Document Submissions Page

Click Attach to upload theClick Attach to upload the 
completed template and any 
other required attachments
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Attach File(s)

The required attachment(s) 
appear listedappear listed

Click Browse to locate the file
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Choose Action

Submit to HRSA or 
Save and Continue
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Save and Continue



Submit to HRSA

Click Submit to HRSA to Submit the 
Report/Submission for Review
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Submit to HRSA

A Submission Confirmation will appear once 
report/submission has been submitted to HRSAreport/submission has been submitted to HRSA
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Grant Handbook Security Model

All Other Users must be given privileges to the GrantAll Other Users must be given privileges to the Grant 
Handbook by the Project Director or user with 
“Administer Grant Users” privilege for the GrantAdminister Grant Users  privilege for the Grant
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What is a Prior Approval Request?

A prior approval request is a request initiated by theA prior approval request is a request initiated by the 
grantee to change grant-related information
In the past these requests were submitted on paperIn the past, these requests were submitted on paper 
or via email. Grantees will now be required to submit 
Requests through EHBsRequests through EHBs
Prior Approval Requests include:

Project Director Changej g
Carry over of Unobligated Balances
Extension of Project Period (with or without funds)
Re-Budgeting 
Administrative Supplements
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Other Changes (Grantee Name, Deviation from Terms, etc.)



Registration to Grant Handbook 

By default the Project Director and FinancialBy default, the Project Director and Financial 
Reporting Administrator will have privileges to view, 
edit or submit prior approval requestsedit, 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 
Di t th ith th bilit t Ad i i tDirector or other user with the ability to Administer 
Grant Users privileges in the Grant Handbook
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Prior Approval Requests – Process Overview
1 The Project Director or other user with “Administer Grant1. 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 requestbegin 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 
EHBsEHBs

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 and6. Once all required fields have been completed and 
validated and all documents have been uploaded into 
the EHBs the grantee will submit the request tothe EHBs, the grantee will submit the request to 
HRSA

7. HRSA Program and Grants Office personnel will7. 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, 

h i d N ti f G t A d (NGA)
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such as a revised Notice of Grant Award (NGA)



Navigate to Prior Approval Requests

New/Existing link
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Prior Approval Requests – Begin New Request

Click GO to 
Begin New Request
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Prior Approval Requests – Select Type of Request

The Instructions link provides 
additional information about each type 

of request
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Prior Approval Requests – Select Type of Request

S l t TSelect Type

Click 
Continue
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Prior Approval Request – Created Confirmation

Tracking 
Number
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Click 
Continue



Prior Approval Request – Status Overview

Click View Details to 
display a list of users with 
permissions to work on the 

request

Links to Related 
Information

request.

Information
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Prior Approval Request – Status Table

Status Denotes

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

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

O h t d ll th d t ithi h d th th
Completed

Once you have entered all the data within each page and there are no errors on the
page, the page status will be changed to ‘Completed’
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All prior approval requests consist of two sections

Prior Approval Request – Sections

All prior approval requests consist of two sections
General Information Section – Collects Point of Contact and 
Authorizing Official InformationAuthorizing Official Information
Details Section – Collects information needed based on the 
type of request
• Web-based Forms
• Uploaded Supporting Documents
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Prior Approval Request – General Information Section

Both Point of Contact and 
Authorizing Official are required in 

the General Information Sectionthe General Information Section
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Prior Approval Request – General Information Section

Click Save and 
Continue
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Information requested in the details section varies

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 withThe details section will be pre-populated with 
information from the EHBs when possible
Required fields are marked with a red asterisk (*)Required fields are marked with a red asterisk ( )
Document templates will be available for download
All required documents for the type of request mustAll required documents for the type of request must 
be uploaded before the request can be submitted to 
HRSAHRSA
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Prior Approval Request – Details Section 
(PD Change Example)

Required Fields 
are marked with 
a red asterisk (*)

Details Section will be pre-populated with 
information from the EHBs. 
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Prior Approval Request – Details Section 
(PD Change Example)

Cli k Att h tClick Attach to 
upload the 
required 

documents
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Prior Approval Request – Details Section 
(PD Change Example)

Required Documents are 
li d i h Plisted in the Purpose. 
Select the purpose….

… and click Browse to… and click Browse to 
navigate to the drive and 

directory on your 
computer where the 
document is stored

38 of 50 Post  Award Submissions



Prior Approval Request – Details Section 
(PD Change Example)

EHBs will display errors whenEHBs will display errors when 
requirements are not met
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Prior Approval Request – Details Section 
(PD Change Example)

Click Save and 
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Continue to 
Proceed



Prior Approval Request – Submit to HRSA

Click Proceed 
to Submit
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to Submit 
Request



Prior Approval Request – Electronic Signature

Check the 
tifi ticertification 
box

Click
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Click 
Submit Request



Prior Approval Request – Submission Confirmation

A confirmation message will appear stating that 
the request has been submitted successfullythe request has been submitted successfully
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Noncompeting Continuation (NCC) Streamlining

Beginning with FY 2011 Grantees will submit aBeginning with FY 2011, Grantees will submit a 
streamlined Noncompeting Continuation Progress 
Report instead of a full NCC ApplicationReport instead of a full NCC Application
Submission of Noncompeting Continuation Progress 
Report will be through the EHBs grant portfolio only –Report will be through the EHBs grant portfolio only 
no submission through grants.gov
NCC Progress Report will consist of:g p

Standard SF-PPR Forms
Progress Report Uploads
Appendices (vary depending on program requirements)
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Questions ?
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