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1. Introduction

Assistance provided under HHS appropriations has supported the construction, renovation and
equipment needs at facilities such as hospitals, outpatient clinics, skilled nursing facilities, university
academic programs, health departments, trauma care centers, drug abuse centers, research
centers, etc., through an earmark program called “Health Care and Other Facilities ” (HCOF).
Funding is limited to earmarked entities and the purposes identified in the Appropriation.

Grantee institutions that receive assistance under this program must file periodic progress reports.
Beginning November 11, 2008, these progress reports will be submitted through the HRSA
Electronic Handbook (EHB).

The purpose of this document is to provide detailed, step-by-step instructions to grantees for
preparing and submitting progress reports for the HCOF program through the EHB.

2. Getting Started

2.1. Process Overview

2.1.1 What is a Health Care and Other Facilities progress report and who is required to
submit it?

An HCOF progress report is a status update report for a project funded through the HCOF program.
There are numerous types of projects funded through this grant program, as indicated by the Code
column in the table below. Grantees who receive funding through this program must either file a
quarterly or an annual report, as detailed in Table 2.1.

Table 2.1: HCOF Report Types

E Equipment only Annual

R Renovation Quarterly
N New Construction/addition/fixed equipment Quarterly
D Design only Quarterly
N/R New Construction AND renovation of two separate buildings Quarterly
N/E New Construction AND moveable equipment that will be purchased  |Quarterly

for a different building

N/D New Construction AND design only for an entirely different building Quarterly
(this type of project is rare)

R/E Renovation AND moveable equipment that will be purchased for a Quarterly
different building

R/D Renovation AND design only for an entirely different building Quarterly
(this type of project is rare)
D/E Design only AND moveable equipment purchases Quarterly
User Guide For Grantees 5 of 31 Healthcare And Other Facilities (HCOF)
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2.1.2 When is the report available for filing?

The HCOF progress report is available in the EHB five business days before the end of the reporting
period.

2.1.3 When is the deadline for submission?

The deadline for submission of a HCOF progress report is five business days after the end of the
reporting period. This information is displayed on the Monitor Schedules and Progress Reports list
pages in the EHB. See section 2.2.4 below.

2.2. Accessing HCOF Progress Reports

2.2.1 Required Roles

In order to access, work on and submit a HCOF progress report, you must be a registered user
within the EHB, with appropriate roles and privileges.

If you do not have a HRSA EHB account, please create one at:
https://grants.hrsa.gov/webexternal/RegistrationWizard.asp

Every EHB user has the organization-level role of Authorizing Official (AO), Business Official (BO) or
Other. You request that role when you create your EHB account. To work on submissions for a
grant, you must also have the grant-level role of Project Director (PD) or Other for that grant. In the
case of the HCOF progress report, you must have the Project Director or Other role for the grant for
which the report is being submitted, and you must have one or more of the privileges listed in Table
2.2 below.

The Project Director automatically has all privileges associated with a grant, including the privilege to
view, edit and submit progress reports. He or she may grant these privileges (as well as others) to
any user who is registered with his or her organization. This is done through the Manage User
Privileges page (Figure 2.1).

Figure 2.1: Manage User Privileges Page

==_. EHANDBOOK HOME oo
Welcome Dennis T (Last login date and time 10/29/2008 3:17:00 PM)
Grant Handbook Existing Users
C76HF00000 home | logout | contact us | glossary | help | questions/comments

This section will allow user to manage privileges for the selected user. Check / uncheck the checkboxes against a privilege to grant / revoke the respective
privilege. Click on the "Update Privileges" button after you are done, to save the changes. To go back to the list page, click on the "Cancel” button.

MANAGE USER PRIVILEGES

Award History
Administe:

New Users Jennifer C
P Existing Users
Submissions

Functional Role [other

Email ‘ Phone ( )

n H s

Performance

Reports PRIVILEGES

[0 Access Grant [0 Administer Grant Users [0 View Awards
Other Submissions [ Edit Noncompeting Continuations [ Submit Noncompeting Continuations [0 View Noncompeting Continuations
[ Edit Progress Report ¥ Submit Progress Report [ View Progress Report
Logout [ Edit Performance Report [ Submit Performance Report [] View Performance Report
[] Edit Other Submissions [] Submit Other Submissions [] View Other Submissions
[] Edit FSR [] SubmitFSR [0 View FSR

Acceptable Use Policy

Healthcare And Other Facilities (HCOF) User Guide For Grantees
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All users (including the PD) who need to work on a progress report for a grant should ensure that the
grant is in their portfolio. Click the ‘View Portfolio’ link from the left side menu in the EHB. If the grant is
not listed, click the ‘Add to Portfolio’ link and follow the directions on screen. The PD will be given
immediate access to the grant. Others will be given access and privileges when the PD approves their
request.

The privileges you have determine what you can do. You may have any or all of the view, edit and
submit progress report privileges for the grant. Table 2.2 summarizes the permissions associated
with each privilege.

Table 2.2: Progress Report Privileges

Privilege Permissions

v' Access the read-only version of the report

View Progress Report v' Access the read-only versions of the reports submitted for all previous

reporting periods

All permissions associated with the 'View' privilege plus
Edit Progress Report v' Enter and save the data in the electronic forms

v' View change requests and comments from the HRSA reviewer

All permissions associated with the 'Edit' privilege plus
Submit Progress Report
v' Submit the report once the data has been entered

User Guide For Grantees Healthcare And Other Facilities (HCOF)
7 of 31
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1.
2.

Accessing Progress Reports
If you are already a registered user, you can follow these steps to get started:

Point your browser to https://grants.hrsa.gov/webexternal/Login.asp.

Log into the EHB using your Grantee login and password.

The Welcome page opens (Figure 2.2). On the side menu, under Grants Portfolio, click on
the 'View Portfolio' link.

b Welcome

[Manage Applications
Funding
Opportunities
View Applications
Peer Access

lGrants Portfolio

SIS

( view Fortfolio

View/Update Profile
[Manage Persanal Profile
Update Profile
Change Password
My Registered
Organizations

Logout

Figure 2.2: Welcome Page in Grantee Handbook

HRSA Electronic Handbooks for Applicants/Grantee

Welcome Emery P {Last login date and time 10/10/2008 5:41:00 PM)

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

B Contact Us:

Phone:
877-God-HRSA/877-464-4772;
301-998-7373

Time:

through Friday

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

Organieatio D WHAT WOULD YoU LIKE T0 50 ToDAY?
prone o

@ Manage Competing Applications

@® Manage My Profile
Update My Contact and Address Detail

9:00 a.m. to 3:30 p.i

HELP.

--Tools Manu--

Email:
m. Eastern Time (E.T.), Monday

@ Manage Grants Portfolio
(@ Read About Grant Registration
2 Add a Grant ta My Portfolio
View Grants in My Portfolio
& work on a Grant
work on My Nencompeting Application
& work on Other Post Award i

@® Manage Organization Profile
[@ Read About Organizatien Profile Management
= Oraanization Infon El
Change Communication Contact for Organization (why is the link disabled?)
B Manage Users of My Organization (why is the link disabled?)

4. The View Portfolio page opens (Figure 2.3), containing the Grants List. Locate the grant for
which you are submitting the progress report. Click on 'Open Grant Handbook.’

Figure 2.3: View Portfolio Page in Grantee Handbook

HRSA Electronic Handbooks for Applicants/Grantee

HELD

I

walcome Emary P {Last login date and tne 10/10/2008 5:41:00 PM)

--Tools Menu--
View Portfolio
home | logout | contact us | glessary | help | questions/comments

Welcome Following are the grants for which you have been registered either as a project director or an employee. Click on the "Open Grant Handbook" link to manage a

IManage Applications grant.

Funding

Opportunities GRANTS LIST

View Applications

Peer Access
|Grants Portfolio € Care and Other Facilities Last Award Issued on: 09/02/2008
" Cf:u L;nl:;l'\;";lff)\iu Project Period 9/1/2008-8/31/2009 [Budget Period [o/1/2008-8/31/2009

iew io
CRS EIN 191605743842 [Number of Support Years [1

[prome Project Director Emery s pre

View/Update Profile
[Manage Personal Profile Grant Contact Dona G Emai: [

Update Profile Program Contact Matthew K mail P
- Change

My Registered

Organizations

Acceptable Use Policy
Logout !

Healthcare And Other Facilities (HCOF)
Progress Reports
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5. The Grant Handbook opens to the Overview page (Figure 2.4). On the side menu, under
Submissions, click on 'Progress Reports.'

Figure 2.4: Grant Handbook Overview Page

HRSA Electronic Handbooks for Applicants/Grantee

"= £.HANDBOOK HOME HELD
Vialcome Emery P (Last login data and tima 10/10/2008 5:41:00 PM;
Grant Handbook Overview
C76HF00000 home | logout | contact us | glossary | help | questions/comments
b Overview & Contact us:
|View Awards Phone: Time: Email:
Last NGA 877-God-HRSA/877-464-4772; 9:00 a.m. to 5:30 p.m. Eastern Time (E.T.), Monday -enter@
Award Histo 301-998-7373 through Friday

Ex Grant Electronic Handbook (EHB) provides authorized users of the grantee organization a means to conduct various activities electronically.
isting
|Submissions

Cheduies | WHAT WOULD YOU LIKE TO DO TODAY?

icompeting ® View Grant Information @ Administer Grant Handbook
Continuations

Monitor

Porformanice B view Most Recent Notice of Grant Award [Z Learn About Grant Access Privileges
T — View Prior Notices of Grant Awards Allow Other Users from My Organization to Work on this Grant
< Prog eports ) B Change/Control Who Can View this Information B Change/Control How Others Can Work on this Grant

Other Submissions

® Manage Post Award Submissions

Logout [ Learn About Post Award

View Available Post Award St lon Schedule
Work on Noncompeting Continuation Application
Work on Performance Report or Other St

Acceptable Use Policy

6. The Progress Reports list page opens (Figure 2.5). The Progress report page may list
multiple reports. Click on ‘Start Report’ for the report you want to work on.

Figure 2.5: Progress Report List Page

HRSA Electronic Handbooks for Applicants/Grantee

E-HANDBOOK HOME
Welcome € P {Last login date and time 10/10/2008 5:41:00 PM)
Grant Handbook Progress Reports
C76HF00000 home | logout | contact us | glossary | help | questions/comment

Following Is the list of progress reports for this grant along with their statuses. Based on its status, you can edit or view the progress report by clicking on the
Overview appropriate link. To search through progress reports, click an the "Search" button.
|view Awards

Last NGA

rd History
PROGRESS REPORT

Input Parameters: (Show Parameters)

Monitor Schedules
Noncompeting Quarterly Progress Reports for Construction and Design Schedule Status: Not Started
Continuations 10/07/2008
Performance [¥Be Progress Report ELELD Due In: 2 days
Reports

b Progress Reports Available Date 10/22/2008 2:43:00 PM 3';:’"’;'5“’” Tracking PRC76032994
FSR
Cther Sul Reporting Cycle Quarterly Reporting Period 07/01/2008 - 09/30/2008

Online Submission Yes (Required) Submission Status Not Started
Logout
Start Report | Yiew Related NGA
—
Quarterly Progress Reports for Construction and Design Schedule Status: Not Started
Type Progress Repert Due Date 1/06/2009

Due In: 94 days

Submission Tracking

Avallable Date 10/22/2008 2:43:00 PM Hormber PRC76008621
Reporting Cycle Quarterly Reporting Period 10/01/2008 - 12/30/2008
Online Submission Yes (Required) Submission Status Not Started

Started by

Start Report | View Related NGA

Each available HCOF progress report appears on the Progress Reports list page. Reports are made
available 5 business days prior to the start of the reporting period.

If multiple HCOF progress reports are available, you must first complete the one for the earliest
reporting period.

Healthcare And Other Facilities (HCOF)
Progress Reports
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7. The report opens in a new window (Figure 2.6). Refer to Section 3 below for instructions on
completing the report.

Figure 2.6: HCOF Report Window

2826 - STATUS OVERVIEW - Windows Internat Explorer

Welcoms E P (Last login date and tme 10/10/2008 S:an:of ik 0 By - F
Grant Handbook Progress Reports

s3p poge v G Tous ~ @) (B

S S ol e s i =
C76HF00000 home | logout | contact us | glossary | help | questicH S Progress Report For 07/01/2008 - 09/30/2008
T roiouing is the ist o progress reparts for this grant [
Overview appropriate link. To search through progress reports,
[view Awards Welcoms Emery P (Last login data and time 16/10/2008 5:41:00 P}
® Status
Displaying 1-5 of § Tracking # home | glossary | help | guestions/comments
PROGRESS REPORT PRC7602626/1

The table below shows the status of the HCOF. The application Is currently
INCOMPLETE and cannot be submitted in it's current state.

Input Parameters: (Show Parameters)

STATUS OVERVIEW

Quarterly Progress Reports for Construction|

Quarterly HCOF Progress Report
i Progress Report (07/01/2008 - 09/30/2008) Schedule Status: In Progress

i

Available Date 10/22/2008 2:431 ; 43 P -00:

e ga,za,‘zoos 2:43:00 [0 pate 10/07/2008 12:00:00

. Reporting Cycle arterl
Other Submissions porting Cy Qu 14 Reporting | Reporting 07/01/2008 -
Online Submission Yes (Required) Submit Cycle Quarterly Perlod 09/30/2008
Logout - —
R cioewingon | [Zine s e[ b
Start Report | View Related NGA are
Emery P on Last Updated |EMeNY
= Started by |10/2/2008 4:41:07 |25 UPCE P oni0/2/2008

Quarterly Progress Reports for Construction| PM By 4:41:08 PM
Type Progress Report :ir:;;::'gv

Submission
Avallable Date 10/22/2008 2:43 Tracking PRC7602826 Praject Period |9/1/2008 - 8/31/2000
T o Number

eporting Cycle Quarterly View: Eolated 1A | Last ok

Online Submission Yes (Required) L
Started by ocne @ Intermer w10 -

Start Report | View Related NGA T

Your Internet browser must be configured to allow popup windows.

You should maximize the HCOF progress report window while working on it.

Advanced Windows users: You may close the main EHB window. This will not affect your HCOF
session.

2.2.3 Working with the Progress Reports List Page

The Progress Reports List page displays available progress reports. For each report, high-level
information is presented in tabular format. For reports not started yet (Figure 2.7), a link is provided
to the related Notice of Grant Award (NGA). Click ‘Start Report’ to open the report for editing.

Figure 2.7: Progress Reports List Page Item for Report Not Started

Quarterly Progress Reports for Construction and Design Schedule Status: Not Started
10/07/2008

Type Progress Report Due Date Due mn: 2 days

Available Date 09/23/2008 2:43:00 PM iﬂm}:ﬁ'o” liacking PRC76032994

Reporting Cycle Quarterly Reporting Period 07/01/2008 - 09/30/2008

Online Submission Yes (Required) Submission Status Not Started

Started by

Start Report | View Related NGA

Healthcare And Other Facilities (HCOF) User Guide For Grantees
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For reports that have been started (Figure 2.8), links are provided to a printable (HTML format)
version of the report and to the related NGA. Click ‘Submit Report’ to open the Submit page for the
report, or ‘Edit Report’ to open the report for editing.

Figure 2.8: Progress Reports List Page Item for Report In Progress

Quarterly Progress Reports for Construction and Design

Schedule Status: In Progress

Type

Progress Report

Due Date

10/07/2008
Due In: 2 days

Available Date

09/23/2008 2:43:00 PM

Submission Tracking

PRC76032994

Number
Reporting Cycle Quarterly Reporting Period 07/01/2008 - 09/30/2008
Online Submission Yes (Required) Submission Status Submission In progress
Started by Emery P on 09/23/2008 4:41:08 PM

Submit Report | Edit Report | View Report | View Related NGA

Progress reports that have been submitted to HRSA do not, by default, appear on the Progress
Reports list page. To display these reports, you must search for them. To do this, follow these steps:

1. Onthe Progress Reports list page, click the Search button in the upper right corner of the list

(Figure 2.9).

Figure 2.9: Search Button on Progress Reports List Page

Grant Handbook
C76HF00000

Other Sut

Welcome € P (Last login date and time 10/10/2008 5:41:00 PM)
Progress Reports
home | logout | contact us | glossary | help | guestions/comments

Following is the list of progress reports for this grant along with their statuses. Based on its status, you can edit or view the progress report by clicking on the

appropriate link. To search through progress reports, click on the "Search” button.

Displaying 1-5 of §

‘ Search '

PROGRESS REPORT

Input Parameters: (Show Parameters)

|Quamrlv Progress Reports for Construction and Design

Schedule Status: Not Started

Type Progress Report

Due Date

10/07/2008
Due In: 2 days

Available Date 10/22/2008 2:43:00 PM

Submission Tracking
Number

PRC76032994

Reporting Cycle Quarterly

Reporting Perlod

07/01/2008 - 09/30/2008

Logout

Online Submission Yes (Required)

Submission Status

Not Started

Started by

Start Report | View Related NGA

Quarterly Progress Reports for Construction and Design

Schedule Status: Not Started

Type Progress Report

Due Date

1/06/2009
Due In: 94 days

Avallable Date 10/22/2008 2:43:00 PM

Submission Tracking
Number

PRC76008621

Reporting Cycle Quarterly

Reporting Period

10/01/2008 - 12/30/2008

Online Submission Yes (Required)

Submission Status

Not Started

Started by

Start Report | View Related NGA

User Guide For Grantees
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2. The Search page opens (Figure 2.10), giving you the capability to search for progress
reports that have been submitted. Enter search criteria, and then click Search.

Grant Handbook
C76HF00000

dther Submissions

Logout

Figure 2.10: Progress Report Search Page

Wakome € P
Progress Reports
home

Last login date and time 10/10/2008 5:41:00 PM;

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

Enter the criteria to be used to search for progress reports and their corresponding statuses. Once done, click on the "Search" button.

PROGRESS REPORT

Search Parameters

All -
Schedule Status Fe
To select multiple, hold the Ctrl key and then select lot Started
from the list. s (TCEE]
Submitted v
Submission Due Date e
mission Coming up within (days) All (¥
Reporting Cycle Budget Period
To select multiple, hold the Ctrl key and then select = Period
from the st roject Perio
Fiscal Year v
Results per Page 10

| Search

Acceptable Use Policy

3. The search result screen (not shown) opens, showing progress reports that match your
search criteria.

For reports that have been submitted (Figure 2.11), links are provided to a printable (HTML format)

version of the report and to the related NGA.

Figure 2.11: Progress Reports List Page Item for Submitted Report

Annual HCOF Progress Report (01/01/08 - 12/31/2008)

Schedule Status: Submitted

Type

Progress Report

Due Date

01/08/2009

Available Date

01/03/2009

Submission Tracking Number

PRC7642011

Reporting Cycle

Annual Calendar Period

Reporting Period

01/01/08 - 12/31/2008

Online Submission

Yes (Required)

Submission Status

Started by

] G

on 01/04/2009 4:22:00 PM

Submitted by

M T on 01/08/2009 8:09:00 AM

view: Submission | Related NGA

Action: View Submission
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2.2.4 Tracking the Due Date of the Report

The due date for a HCOF report is given on the Monitor Schedules page as well as the Progress
Reports list page in your Grant Handbook.

Click Monitor Schedules under Submissions on the left side menu (Figure 2.12) to access the
Monitor Schedules page, or click Progress Reports to access the Progress Reports list page.

Figure 2.12:
Monitor Schedules Link on Left Side Menu for Grant Handbook

- Qverview

View Awards

i~ Last NGA

- Award History
Administer

i~ New Users

i~ Existing Users
Sub o 0

lonitor Schedules

Continuations

_ Performance
Reports

~ Progress Reports

" FSR

- Other Submissions

The Monitor Schedules page (Figure 2.13) lists all current post-award submissions, including HCOF
progress reports, with their due dates and the number of days remaining before the due date. If the
due date has passed, the Monitor Schedules page shows by how many days the submission is late.

Figure 2.13: Progress Report on Monitor Schedules Page

HRSA Electronic Handbooks for Applicants/Grantee
== E-HANDBOOX HOWE HELP
welcome Emery P (Last login date and time 10/28/2008 5:27:00 PM)
Grant Handbook Monitor Schedules
C76HF00000 home | logout | contact us | glossary | help | questions/comments
Grant Menu Following Is the list of post award submission requirements for this grant. You can click on the submission type to edit/view/submit the submissions. Online
Overview submission is currently not supported for submissions whose name does not appear as a link. You should continue to mail those submissions.
View Awards
Last NGA
Award History @ Note: Please refer to all notice of grant awards for a complete list of post award submission requirements.
Administer
New Users
Existing Users Search
S ubmissions Displaying 1-10 of 12
¥ Monitor Schedules MONITOR SCHEDULES
Noncompeting
Continuations Input s: (Show Parameters)
Performance
:?g'm E R N bmission Name Type Du. te Schedule Status Reporting Cycle
rogress Reports
FSR Quarterly Progress Reports for 07 In Progress _
Other Submissions Construction and Design 10/07/2008 Due In: 1 days QT (07/01/2008 - 09/30/2008)
Quarterly Progress Reports for ) Not Started B
Logout Construction and Design Herioes Due In: 93 days QT (10/01/2008 - 12/30/2008)
Quarterly Progress Reports for 120/ Not Started _
Construction and Design /302008 Due In: 183 days QT (01/01/2009 - 03/31/2009)
Quarterly Progress Reports for ; Not Started B
Construction and Design 7ayznes Due In: 275 days QT (04/01/2009 - 06/30/2009)
Quarterly Progress Reports for - Not Started _
Construction and Design 1002072009 Due In: 366 days QT (07/01/2009 - 09/30/2009)
Certificate of Substantial N " Not Started ~
Completion her 1} I 11/29/2009 Due In: 396 days BP (09/01/2008 - 08/31/2009)
. . B s Not Started -
Notice of Federal Waiver her issior 8/31/2009 Due tn: 306 duys BP (09/01/2008 - 08/31/2009)
. Not Started
/297, -
Certification of Occupancy her issior 11/29/2009 Due In: 366 days BP (09/01/2008 - 08/31/2009)
[Rp———] -
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The Progress Reports list page (Figure 2.14) lists all outstanding progress reports, with the due date
for each.

Figure 2.14: Progress Reports List Page Showing Due Date for Pending Report

HRSA Electr: Handbooks for Applicants/Grantee

. BANDBDON FONE HELP'
Walcome E L (Last login date and time 10/10/2008 5:41:00 PM)
Grant Handbook Progress Reports
C76HF00000 home | logout | contact us | glossary | help | questions/comments

Following is the list of progress reports for this grant along with their statuses. Based on its status, you can edit or view the progress report by clicking on the
Overview appropriate link. To search through progress reports, click on the "Search” buttan.
|View Awards

Last NGA
o Displaying 1-5 of 5 Search
ter

PROGRESS REPORT

Input Parameters: (Show Parameters)

s
Monitor Schedules . =
Noncompeting Quarterly Progress Reports for Construction and Design edul s°
Continuations 10/07/2008
performance Type Progress Report (DD Due In: 2 days
Reports e Submisslon Tracking
» ’E\_oRqress Reports Date 10/22/2008 2:43:00 PM Number PRC760329"
Other Submicsions Reporting Cycle Quarterly Reporting Perlod 07/01/2008 - 09/30/2008
Online Submission Yes (Required) Submission Status Not Started
Logout Started by
Start Report | View Related NGA
Quarterly Progress Reports for Construction and Design Schedule Status: Not Started
Type Progress Report Due Date 1/06/2009

Dus In: 34 days

Submission Tracking

Availlable Date 10/22/2008 2:43:00 PM P PRC76008621

Reporting Cycle Quarterly Reporting Period 10/01/2008 - 12/30/2008
Online Submission Yes (Required) Submission Status Not Started

Started by

Start Report | View Related NGA

2.2.5 Tracking the Status of the Report

The status of a HCOF report is given on the Progress Reports list page, as shown in Figure 2.15
below.

Figure 2.15: Progress Reports List Page Showing Status of Pending Progress Reports

Handbooks for Applicants/Grantee

. BANDBDON FONE HELP
Walcome E L (Last login date and time 10/10/2008 5:41:00 PM)
Grant Handbook Progress Reports
C76HF00000 home | logout | contact us | glossary | help | guestions/comments

Following is the list of progress reports for this grant along with their statuses. Based on its status, you can edit or view the progress report by clicking on the
Overview appropriate link. To search through progress reports, click on the "Search” buttan.
|View Awards

Displaying 1-5 of 5 Search

PROGRESS REPORT

Input Parameters: (Show Parameters)

s
Monitor Schedules - -
Noncompeting Quarterly Progress Reports for Construction and Design (Sdludlllu Status: Not Started )

Continuations 10/07/2008
P —— Type Progress Report Due Date /07/

Due In: 2 days

Reports
b Progress Reports Available Date 10/22/2008 2:43:00 PM 33:’\,‘”;'?“’” [[=cizg PRCT6032904
FSR
Other Submissions Reporting Ccle Quarterly wacla_05/30/2008
Online Submission Ves (Required) Submission Status Not Started D
~— e
Logout Started by
Start Report | View Related NGA
Quarterly Progress Reports for Construction and Design Schedule Status: Not Started
1/06/2009
Type Progress Report Due Date e
Avallable Date 10/22/2008 2:43:00 PM Submission Tracking PRCT6008621
Number
Reporting Cycle Quarterly Reporting Period 10/01/2008 - 12/30/2008
Online Submission Yes (Required) Submission Status Not Started
Started by

Start Report | View Related NGA

There are two kinds of status to be tracked for your report, the ‘Schedule Status’ and the
‘Submission Status.” The schedule status is the status of the report as it proceeds through its
lifecycle, as described in Table 2.3 below.

Healthcare And Other Facilities (HCOF)
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Table 2.3: Schedule Status

Not Started

In Progress

Submitted

Change Requested

This indicates that the report has never been worked on. When a new report
is available in the grants handbook, its status will be 'Not Started.'

Clicking on the ‘Start Report’ link changes the status of the report to ‘In
Progress.” Once in this status, the report never reverts to ‘Not Started.’

This indicates that the report has been submitted to HRSA. Once in this
status, the report never reverts to ‘In Progress.’” This is the ‘end’ status for the
report, except as noted below.

After the report has been submitted, it is reviewed by HRSA. If, for any
reason, the reviewer finds it necessary to request changes or corrections from
the grantee, the report will again be made available to the grantee. At this
time the schedule status will move to 'Change Requested'. The report will stay
in this status while it is being edited to address the requested changes. When
the changes have been made and the report has been re-submitted, the
schedule status will revert to ‘Submitted’.

Within the overall lifecycle of the report, there is a second status to be tracked, the ‘Submission

Status.’ This is the status of the report as it is worked on, submitted, and, if necessary, reworked and
resubmitted, as described in Table 2.4 below. A report may need to be submitted several times over
its lifecycle, and the submission status is reset each time the report is made available to the grantee

for submission.

Table 2.4: Submission Status

Submission Status

Not Started

HRSA Requested
Changes

Submission in

This indicates that the report has not been started. This is the initial status
for the report; the Schedule Status is ‘Not Started.’

This indicates that HRSA has returned the report to the grantee for
changes and the grantee has not taken action yet. This status is the
equivalent of ‘Not Started’ except that it is used when the Schedule Status
is ‘Change Requested.’

This indicates that the grantee is working on the report. The report can be

Progress in ‘Submission in Progress’ either initially, when the Schedule Status is ‘In
Progress,’ or in subsequent submission cycles, when the Schedule Status
is ‘Change Requested.’ Clicking on a ‘Start Report’ link changes the status
of the report from ‘Not Started’ or ‘HRSA Requested Changes’ to
‘Submission in Progress.’
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Submission Status

This indicates that the report has been submitted and is under review by
Review in Progress HRSA. This could apply either to the first submission or to any re-
submissions.

This indicates that HRSA has completed its review and concurred with the

Processed submission. This is the end state for the report.

3. Working on the HCOF Status Report

As noted in Section 2.2.2 above, the HCOF report opens in a separate popup window on top of the
main EHB window. This section provides instructions for working in the HCOF report window.

3.1. System Behavior

3.1.1 Navigating Report Sections

The progress report module has been designed to make navigating the sections of the report easy.
All sections of the report can be accessed through the left side menu (Figure 3.1), available on every
page of the handbook.

Figure 3.1: Left Side Menu for Financial Status Report Module

Overview

b Status

- Basic Information
Progress Data

- Status Information
i~ Data Audit Status
Supporting Documents
i _Supporting

. Documents
Review and Submit

- Review

-~ Submit

There is a ‘Save’ and ‘Save and Continue’ button in each section of the report. Clicking on ‘Save’ will
save the data and keep you on the same section. ‘Save and Continue’ will save the data and,
assuming there are no errors on the page, navigate you to the next section of the report. If you have
reached the end of the report, the system will navigate you to the Review page.

3.1.2 Entering Data

Data entry is accomplished using the keystrokes commonly used for data entry in Web-based
systems. Use the TAB key to enter the data and navigate from one data-entry field to the next. Use
Shift+TAB to go backward. You can also navigate by clicking with the mouse.

You must make an entry in every field marked with an asterisk (*).Entries such as ‘None’ or ‘N/A’ are
not acceptable where numbers are called for. In these cases, enter ‘0’ instead.

Healthcare And Other Facilities (HCOF)
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3.1.3 Saving and Continuing

As noted above, there is a ‘Save’ and ‘Save and Continue’ button in each section of the report. You
can click the ‘Save’ button at any time to save the data you have entered so far. Note that if data
entry is incomplete, the system will display error messages. You may disregard them and continue
data entry.

When data entry for a section is complete, you should click the ‘Save’ button to see if there are
errors. If there are, you can address them immediately. When clicking ‘Save’ produces no error
messages, you can click ‘Save and Continue’ to proceed to the next section of the report.

3.2. System Conventions

Table 3.1 lists the conventions followed for system messages in the HRSA EHB as they appear in
the Financial Status Report module. Symbols used as part of these conventions are designed to
convey system messages consistently and to provide you with a richer experience while preparing
the report.

Table 3.1: System Conventions

Critical Error. This kind of error must be corrected before you can save your data. If
_ errors of this kind appear on the page and are not corrected, when you leave the page
(q_g) (e.g., by using the left side menu to jump to another page) the system will revert to
your last saved data and you will lose all the data entered after the last successful
save.

X7 Regular Error. This kind of error will let you save the data, but with these errors
existing on the page, the system will not change the status of a page to ‘Complete’.

Exception. This denotes either a discrepancy or an inconsistency in the data entered
! in the report. Exceptions will be shown in the Data Audit Report. These need to be
either corrected or justified.

Information. This appears to alert you to any important information on your report.

@ Success Message. This indicates that a particular process has been executed
& successfully. This can appear anytime data is successfully saved or submitted.
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3.3. Status Page

The Status page for the report (Figure 3.2) shows high-level information about the report, users with
permission to access the report, and the completion status of all the sections that you are required to
complete before you can submit the report.

High-level information about the report is presented in tabular format at the top of the page. This is
the same information that is shown on the Progress Reports list page. Links are provided here to the
related NGA and the most recent NGA.

The Users with Permissions table is read-only. The information displayed is based on users who
have been registered for the grant and privileges they have been granted. See Section 2.2.1 above
for information on roles and permissions.

The completion status for each section is shown in the report status table at the bottom of the page.

Figure 3.2: Status Page for HCOF Report

Progress Report For 07/01/2008 - 09/30/2008

Walcome Emery P (Last login date and time 10/10/2008 5:41:00 PM)
@ Status
Tracking # home | glossary | help | questions/comments
PRC7602826/1

The table below shows the status of the HCOF. The application Is currently INCOMPLETE and cannot be submitted in it's current state.

Overview
P Status

- Basic Information
Progress Data

STATUS OVERVIEW

SRR Quarterly HCOF Progress Report (07/01/2008 - 09/30/2008)  (Hide Details) Schedule Status: In Progress
Data Audit Status Available Date 09/23/2008 2:43:00 PM Due Date 10/07/2008 12:00:00 AM
5“;:"‘;’:‘1‘2??"':";‘"“'“‘5 Reporting Cycle Quarterly Reporting Period 07/01/2008 - 09/30/2008
Documents Online Submission Yes (Required) Submission Status Submission In Progress
Re;::;::vd Submit Started by Emery P on 08/23/2008 4:41:07 PM | Last Updated By Emery P on09/23/2008 4:41:08 PM

Last Version Submitted by
Submission Tracking

Submit

Close Window Number PRC7602826 Project Period 9/1/2008 - 8/31/2009
View: Related NCA ast NGA
Users with Per i on HCOF {(Hide Details)
Name Username External Organization Role Grant Role Privileges

- Edit Progress Report
Emery P Emery Other Program Director - Submit Progress Report
- View Progress Report

HCOF REPORT STATUS

Section | Status J Action
Basic Information | Not Started ‘ Update
PROGRESS DATA
Status Information [ Not Started [ Undate
Data Audit Status I Not Started 1 Update
OTHER INFORMATION
Supporting Documents | Not Started ‘ Update

Acceptable Use Policy v

The meaning of the entries in the Status column of the report status table is given in Table 3.2
below.
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Table 3.2: Section Status

Status Denotes

All sections of the report are initially in the ‘Not Started’ status. Navigating to the

Table from the side menu link or by clicking on the ‘Update’ link in the Status page
will change the status of the section to ‘In Progress.’

Not Started

In Proqress Data entry for this section is in progress. The page will remain in this status until all
g the data has been entered and has been saved without errors.

Once you have entered and saved all the data within a section and there are no

errors (See Table 3.1) in that section, the section status will be changed to
‘Complete.’

Complete

For any section of the report (including those marked ‘Complete’), you can click the Update link
under Action in the progress report Status table to open that section for viewing or editing.

3.4. Basic Information

The Basic Information page (Figure 3.3) asks for points of contact for the HCOF report.

Figure 3.3: Basic Information Page

S
) | ! - / i
sealf Resources anc Services Acrinisrstion
=. EHANDBOGK HOME HELP
Welcome Kelly O ast login date and time 11/14/2008 11:59:00 AM
® Basic Information
Tracking # home | glossary | help | questions/comments
PRC7605353/1 . ;
Please verify and/for update the contact information, and answer all the questions on the page. When complete, click the "Save and Continue" button to move
onto the next sec... (Show Full Instruction)
Overview
Status ields marked with an asterisk () are requirad.
} Basic Information |
Progress Data BASIC INFORMATION

| status Information |

Data Audit Status
5”}“’“"'““_“"’“"“""" [Annual HCOF Progress Report (07/01/2008 - 08/31/2008)

ments | view: Rslated NGA | Last NGA | Last Submittad HCOF

Status: Complete

o J
Review and Submit

Review |

Note: The name and title of the person who submits this HCOF Report will be used to populate the value for Autherized Certifying Official on
HCOF Report.

Close Window

Contact Information

POC Title Last Name, First Name

Phone Email Registered EHB Role ""gl';' Action
*Primary Point of | Program g et Program

et it | 0. Kelly (702) 796-0000 |reitesterl@hotmail.com Yes Direceor |Employee|Chs
Alternate Point of

Contact

Go to Previous Page Save | Save and Continue

The Contact Information table asks for a primary and alternate point of contact for this report. By

default, the Program Director is entered as the primary point of contact. Use the links under Action to
add, update or delete the information.

.Individuals who are entered as primary or alternate points of contact need not be registered in the EHB.
They only need to be able to answer questions about the report.
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Add appears where no primary or alternate point of contact has been entered. Click Add either to
choose a point of contact from the list of people registered to this grant or to enter a new person.

Update, Change and Delete appear where a primary or alternate point of contact has been entered.
Use Update to edit the information that has been entered. Use Change either to choose a new point
of contact from the list of people registered to this grant or to enter a new person. Use Delete to
remove the person who has been entered.

Click ‘Save and Continue’ when you have finished entering data on this page.

3.5. Status Information

The Status Information page (Figure 3.4) is the main section of the report. It is described in detail in
the sections below.

Figure 3.4: Status Information Page

ZIPEny 7

HELP,

welcome Emery P (Last login date and time 10/10/2008 5:41:00 PM
@® Status Information
Tracking # home | glossary | help | questions/comments
PRC7602826/1 ) ) n
The table below shows the status of the HCOF. The application is currently INCOMPLETE and cannot be submitted in it's current state,

W.e_n_'i:w ields marked with an asterisk (*) are raquired.

taty

Basic Information STATUS INFORMATION

Progress Data
P Status Information
Data Audit Status

Status: In Progress

‘Annual HCOF Progress Report (07/01/2008 - 09/30/2008)

view: Ralated NGA | Last NGA

Review and Submit [TYP' Information ‘
o e [Not Available |
Submit
Close Window ‘Grantee Awards Information ‘

‘3. Total Allowable Cost (Faderal + Non-Fedaral) $ 268,939.00 ( project Period Start Date: 9/1/2008 Project Period End Date: 8/31/2009 ) ‘
*4. Project Completion Information More Information
Previously Reported Information Current Information
Cast Incurred to Date (a) N/A 5
Total Allowable Cost (b) N/A $268,939.00
Project Completion Percentage (c)=(a/b)*100 N/A
Click "Calculate" button to calcul. the Project Completion P: Mote: Calulate will not save any changes) Calculate
*5. Dr Per Information More
Previously Reported Information Current Information
Drawdown To Date (a) N/A 5
Total Awarded Amount thy N/A $268.939.00 L

3.5.1 Type and Awards Information

The page heading, Type Information and Grantee Awards Information areas of the Status
Information page are illustrated in Figure 3.5 below. In the page heading, links are provided to the
related NGA (Notice of Grant Award) and the most recent NGA. Information in the other areas is pre-
populated from the related NGA.

Figure 3.5: Type and Grantee Awards Information Areas

Annual HCOF Progress Report (07/01/2008 - 09/30/2008)
View: Related NGA | Last NGA

Type Information
Not Available

Grantee Awards Information

3. Total Allowable Cost (Federal + Non-Federal) ‘$ 268,939.00 ( Project Period Start Date: 9/1/2008 Project Period End Date: 8/31/2009 )
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3.5.2 Project Completion Information
The Project Completion Information area of the Status Information page is illustrated in Figure 3.6
below. Click ‘More Information’ to display popup help for this question.

Enter the data. Click ‘Calculate.’

Clicking ‘Calculate’ will NOT save changes.

Figure 3.6: Project Completion Information Area

*4. Project Completion Information More Information
Previously Reported Information Current Information
Cost Incurred to Date (a) N/A $
Total Allowable Cost (b) N/A $268,939.00
Project Completion Percentage (c)=(a/b)*100 N/A
Click "Calculate" button to calculate the Project Completion Percentage. (Note: Calulate will not save any changes)

3.5.3 Drawdown Percentage Information

The Drawdown Percentage Information area of the Status Information page is illustrated in Figure
3.7 below. Click ‘More Information’ to display popup help for this question.

Enter the data. Click ‘Calculate.’

Clicking ‘Calculate’ will NOT save changes.

Figure 3.7: Drawdown Percentage Information Area

*5. Drawdown Percentage Information More Information
Previously Reported Information Current Information
Drawdown To Date (a) N/A $
Total Awarded Amount (b) N/A $268,939.00
Drawdown Percentage (c)=(a/b)*100 N/A
Click "Calculate” button to calculate the Drawdown Percentage. {Note: Calulate will not save any changes)

3.5.4 Start Date Information

The Start Date Information area of the Status Information page is illustrated in Figure 3.8 below.
Enter the estimated or actual date for the project start.

Click the calendar button (=£]) to pick a date and enter it in the proper format.

Figure 3.8: Start Date Information Area

*6. Start Date Information

Has your project started?

OYes ONo
Previously reported Start Date: N/A

Estimated/Start Date: i

If you answer “Yes,” the answer to this question will default to “Yes” and the start date will be pre-
populated in subsequent reports.
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3.5.5 Completion Date Information

The Completion Date Information area of the Status Information page is illustrated in Figure 3.9
below. Enter the estimated or actual date for the completed project. For equipment only projects,
enter the estimated or actual date for the installation of the equipment items.

Click the calendar button (=) to pick a date and enter it in the proper format.

Figure 3.9: Completion Date Information Area

*7. Completion Date Information

Is your project completed?

OYes ONo

Previously reported Completion Date: N/A

Estimated/Completion Date: =

If you answer “Yes,” the answer to this question will default to “Yes” and the completion date will be
pre-populated in subsequent reports.

3.5.6 Current Status

The Current Status area of the Status Information page is illustrated in Figure 3.10 below. Click
‘More Information’ to display popup help.

This is a free-form text box. Click in the box and enter a description of project status. The description
should include major problems, delays, etc. (e.g., the facility is currently negotiating the purchase of
a site for the project; framing should be complete by 11/20/2008; the MRI will be delivered within the
next 3 months), up to the maximum number of characters allowed, as indicated on the screen. The
system will display the number of characters remaining.

Figure 3.10: Current Status Area

*8. Current Status More Information

Maximum 2000 characters (Approx. half a page)

VI 4B

Times New Roman - Size - MNormal - &*aﬁ)' B /7 UE

K [ [0 [E 1S i 2B £ X X abe £ A%

Q& Preview

Click ‘Save and Continue’ when you have finished entering data on this page.
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3.6. Data Audit Status

The Data Audit Status page (Figure 3.11) displays a list of items, based on the information you
entered on the Status Information page, which you may need to correct or explain.

You must complete the Status Information page in order for the system to run the data audit.

Figure 3.11: Data Audit Status Report

Progress Report For 07/01/2008 - 09/30/2008

= E-HANDEOOK HOME

HELP
Wwelcome Emery P (Last login date and time 10/10/2008 5:41:00 PM)
@ Data Audit Status
Tracking # home | glossary | help | questions/comments
PRC7602826/1

DATA AUDIT STATUS

Overview

Status

Basic Information
Progress Data

Status Information
P Data Audit Status
Supporting Documents.

Supporting

Doc s
Review and Submit
Review
Submit

Status: In Progress

' Validation 300: Drawdown Percentage in Question Edit Status: Pending Review
You report a current drawdown percentage that is greater than your project completion percentage. Please correct or explain.
Action: Edit Data | Explain

Go to Previous Page Save Save and Continue

Close Window

The Data Audit Status page will display an exception (denoted by - !'-.), in each of the following
cases:

e You report a project completion percentage that is less than or equal to a percentage you
previously reported.

e You report a drawdown percentage that is less than a percentage you previously reported.

e You report a current drawdown percentage that is greater than your project completion
percentage.

e You report an actual or estimated completion date that occurs after September 30th of the
five years’ project duration.

e You report a completion date that occurs after the project period end date.
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For each item in the data audit report, you can click ‘Edit Data’ or ‘Explain’ to edit the data or explain
it, respectively. Clicking ‘Explain’ opens the Edit Justification page (Figure 3.12). Enter your
explanation in the space provided. Click ‘Save and Continue’ to return to the data audit report.

Figure 3.12: Justification Page for Data Audit Report

Progress Report For 07/01/2008 - 09/30/2008

~ E-HANDBOOK HOME HELP,
welcome Emery P (Last login date and time 10/10/2008 5:41:00 PM)
@ home | glossary | help | questions/comments
Tracking #
PRC7602826/1

EDIT JUSTIFICATION

Overview
Status
Basic Information
Progress Data
Status Information
Data Audit Status
Supporting Documents.
Supporting
Documents
Review and Submit
Review
Submit

) Validation 300 Drawdown Percentage in Question Edit Status: Pending Review

You report a current drawdown percentage that is greater than your project completion percentage. Please correct or explain.

ENTER COMMENTS

Please Justify this edit below.

You have 1948 characters remaining out of maximum limit of 2000
TmesNewRoman = Sze ~ Noma - A% B I UEE BT J 4 @A 9~
K EOE ISEEFE " %abada i

, Project completion delayed due to unforseen circumstances.
Close Window

Bl Qe

Save and Continue

Items for which you supply an explanation are marked ‘Reviewed Explained’ on the Data Audit
Status page (Figure 3.13).

Figure 3.13: Data Audit Report Exception Explained

DATA AUDIT STATUS

Status: In Progress

a Validation 300: Drawdown Percentage in Question

You report a current drawdown percentage that is greater than your project completion percentage. Please correct or explain.
Action: Edit Data | Explain

Go to Previous Page

Save and Continue

When all items in the data audit report have been either corrected or explained, click ‘Save and
Continue.’
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3.7. Supporting Documents

The Supporting Documents page (Figure 3.14) provides an area where you may attach (upload)
relevant documents.

Attachments are required for construction-type projects. If your project is design only, equipment only,
or design/equipment, documents are not needed. Click ‘Save and Continue’ to mark this page
complete.

For construction-type projects, pictures are to be uploaded as attachments. Photos submitted should
include a brief description. It is recommended that photos be taken of exterior shots (front, rear of

building) and major rooms. If construction has not started, attach a document stating “The project has
not been started.”

Figure 3.14: Supporting Documents Page

‘and Services Adenisiration
"=. E-HANDBOOK HOWE HELP
Welcome Emery P (Last login date and time 10/10/2008 5:41:00 PM|
@® Supporting Documents
Tracking # home | glossary | help | questions/comments
PRC7602826/1
Please complete and click the "Save and Continue” button to move onto the next section. Click "Save" to save the form at any time. To go back to the last
page, click "Go to... (Show Full Instruction)
Overview
Status
Basic Information SUPPORTING DOCUMENTS

Progress Data

Status: In Progress
Status Information

Data Audit Status -
Supporting Documents. ‘Annual HCOF Progress Report (07/01/2008 - 09/30/2008) |

Supportir |View: Related NGa | Last nGa |

Documents

Review and Submit Attached Dc (Maxi 10 Attachments)
Review
Submit Select‘ Purpose ‘ Document Name ‘ Size ‘ Uploaded By Description
No attached document exists,
Close Window :‘
Aftach
Go to Pravious Page Save Save and Continua
Acceptable Use Policy

If you have documents to attach, follow these steps:
1. Inthe Attached Documents area (Figure 3.15), click ‘Attach.’
Figure 3.15: Attached Documents Area

Attached Documents (Maximum 10 Attachments)
Select Purpose ‘ Document Name | Size ‘ Uploaded By ‘ Description
No attached dggument exists.
D)
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2. The Attach Document page opens (Figure 3.16). Click ‘Browse’ under Attach Document to
navigate to the document on your computer.

Figure 3.16: Attach Document Page

Progress Report
Progress Report

E-HANDBOOX HOME HEL?
Welcome Emery P {Last login date and tme 10/10/2008 5:41:00 PM) ~Tools Menu--  |w
@ home | contact us | help | questions/comments
ields marked with an asterisk(*) are raquired
ATTACH T
*Purpose Property Picture (Max 10} e
- Basic Information
[Progress Data *Document Browse.
|- Status Information (ASlowable Document Types: doc,rtf, txt,wpd, pdf,xis,jpg, jpeg,)
(aBowable Document Size: 20 MB)
Data Audit Status
[supporting Documents Descriptlon (Maximum 500
Supporting characters)
Documents
[Review and Submit
- Review
Submit Go Back Altach Document
Logout Finished Afiaching
Docu
Purpose Document Name Size Uploaded By Description
Mo attached document exists.

Acceptable Use Palicy

3. The Choose File dialog box opens (Figure 3.17).Navigate to the drive and folder on your

computer where the document is saved. Click on the document name, and then click the
Open button.

Figure 3.17: Choose File Dialog Box

Choose file | ? Hxl
Lookin: {2 My Pictres ~| eEc@Er
E 547 DSCFO086
(< BESE
My Recent
Documents
Deskiop
(R b,
I
My Documents
My Computer
File name [25452E ~| Open >
MyNetwork  Filss oftyps [AnFies ) ~] Cancel

7 |
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4. You are returned to the Attach Document page (Figure 3.18). Click ‘Attach Document.’

You should enter a description for the document, because filenames do not always clearly convey what
a document contains. This is helpful when you have many documents to attach.

Figure 3.18: Attach Document Page after Browsing for File

Progress Report

E-HANDBOOK HOME HELP
Welcome Emery Pollack {Last login date and time 10/10/2008 5:41:00 PM) ~Tools Menu--  |w
@ home | contact us | help | questions/comments
ields marked with an asterisk({*) are required

loverview ATTACH T

Status =Ppurpose Property Picture (Max 10)
- Basic Information
[Progress Data *Document [D:\My Pictures\29452€ jpg Browss...

Status Information (Allowable Document Types: doc,rtf, tet,wpd, pdf,xls, 1pg, jpeg, xfd)

(Allowable Document Size: 20 MB)

Data Audit Status - :
[supporting Documents Description (Maximum 500

Supporting charactars)

Documents
[Review and Submit - —
- Review

Submit (5o Back |

Logout Finished Afiaching
s)
Purpose Document Name Size Uploaded By Description
No attached document exists.

Bcceptable Use Policy

5. The document is uploaded and appears in the Attached Document(s) table at the bottom of
the Attach Document page (Figure 3.19). Click ‘Finished Attaching.’

Figure 3.19: Attach Document Page with Attached Document

Progress Report ]
E-HANDBOOK HOME HELP
Welcome Emery Pollock (Last login date and time 10/10/2008 5:41:00 PM) ~Tools Menu-~
@ home | contact us | help | guestions/comments
Tracking # ®
ly.
GO Attachment saved successfully.

(Overview

Status ieids marked with 3n asterisk(*) are required
| Baslc ATTACH DOCUMENT
[Progress bata *Purpose Property Picture (Max 10)

Status e

Data Audit Status Rocurient Browse...
Isupporting Documents (Allowable Document Types: doc,rtf, tt, wpd,pdf,xls g jpeg, xfd

{Allowabla Document Size: 20 M8)

Supporting

Documents Description (Maximum 500
Review and Submit charactars)
| Review

Submit

Logout Go Back ‘Attach Document
Finished Attaching
Purpose D Name Size By
Emery Pollock on 10/28/2008
9
Property Picture 945 12.42 KB =ikt R
ccaptable Use Pokc
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6. You are returned to the Supporting Documents page (Figure 3.20). The document you
attached appears in the Attached Documents area. If desired, click ‘Update Description’ to
update the narrative description for the document, or click ‘Delete’ to delete it.

Figure 3.20: Supporting Documents Page with Attached Document

Progress Report For 07/01/2008 - 09/30/2008

E-HANDBOOX HOME HELP
Welcome Emery P {Last login date and time 10/10/2008 5:41:00 BM)
® Supporting Documents
Tracking # home | glossary | help | questions/comments
PRC7602826/1 .
Please complate and click the "Save and Continue® button to mave enta the next section. Click "Save* to save the form at any time. Te go back to the last
HCOF Report page, click "Go to... (Show Full Instruction)
loverviow
Status

- Basic Information SUPPORTING DOCUMENTS
[Progress bata
-~ Status Information

Data Audit Status

Status: In Progress

|Annual HCOF Progress Report (07/01/2008 - 09/30/2008) |

Views Balated NGA | Lost \

b Supporting
Document:

[Review and Submit (Maxi 10
~ Review - .
Submit Select Purpose Document Name Size Uploaded By Description
5 Emery Pollock on
® |Property Picture 29452E.ipg 12.42 KB
Close Window : pery e 22:12 PM
Attach ([ Updata Description Deleia
Tehe—— "
Go lo Previous Page Save and Conlinue

Click ‘Save and Continue’ when you are finished with this page.
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3.8. Review

Clicking ‘Save and Continue’ on the Supporting Documents page opens the Review page (Figure
3.21). You can also access the Review page by using the left side menu.

The Review page allows you to display or print any section of the report. Report pages are in HTML

format. Attached documents open in the program (Microsoft Word, for example) that was used to
create them.

Click the View link under Action column to review the corresponding report. All forms and attached
documents open in separate windows.

Figure 3.21: Review Page

Progress Report For 07/01/2008 - 09/30/2008

welcome Emery P (Last login date and time 10/10/2008 5:41:00 PM)
@ Review
Tracking # home | glossary | help | questions/comments

PRC7602826/1

The HCOF reguest has not been submitted to HRSA. To submit this HCOF please click Proceed to Submit button provided below. Following is the table of
contents for HCOF Report... (Show Full Instruction)

Overview

Status " m

S F| I FAN A P
Progress Data

Status Information

Data Audit Status
Supporting Documents

Supporting

EfNote: 'Print All HTML Forms' button will print all program specific HTML forms only.

TABLE OF CONTENTS

Table of Contents v
m'::;‘:‘:ﬂ";';;’]mn Section J Type ‘ Action
P Review HCOF Project Status Update Report | p—
Submit HCOF Project Status Update Form I HTML [ View )
‘ Other Information ———
Close Window -
Other Information (29452E.ipg) [ DOCUMENT | View
Acceptable )
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3.9. Submit

The Submit page (Figure 3.22), like the Status page, shows the completion status of each section of
the report. If all sections are complete, a message at the top of the page will advise you that the
report can be submitted.

You can click Update under Action to open any section of the report (even those marked Complete) for

viewing or editing. Be advised that editing a section marked Complete may cause its status to revert to
In Progress.

Click the Submit button at the bottom of the page to continue.

Figure 3.22: Submit Page

Progress Report For 07/01/2008 - 09/30/2008

— E-HANDBOOK HOME HELP
welcome Emery P (Last login date and time 10/10/2008 5:41:00 PM)
@® Submit
Tracking # home | glossary | help | questions/comments

PRC7602826/1

The table below shows the status of the HCOF Report. The HCOF Report is currently COMPLETE and can be submitted. Click on "Submit" to proceed.

HCOF Report

Ovarview
Status STATUS OVERVIEW
-~ Basic Information
"“;“t’:t‘::;;mmation Quarterly HCOF Progress Report (07/01/2008 - 09/30/2008) (Hide Details) Schedule Status: In Progress
Data Audit Status Available Date 09/23/2008 2:43:00 PM Due Date 10/07/2008 12:00:00 AM
5“;:"‘:‘:‘:2?:“:::"“““‘5 Reporting Cycle Quarterly Reporting Period 07/01/2008 - 09/30/2008
Documents Online Submission Yes (Required) Submission Status Submission In Progress
“e;:::;d Submit Started by Emery P on 09/23/2008 4:41:07 PM _|Last Updated By Emery P ©on 10/04/2008 4:41:08 PM
b Submit Last Version Submitted by
Close Window S e PRC7602626 Project Period |9/1,'zooa - 8/31/2009
View: Related NGA | Last NGA
|users with Permissions on HCOF (View Details) \
| Name Username I External Organization Role ] Grant Role | Privileges |
HCOF REPORT STATUS
Section | Status [ Action
Basic Information I Complete ‘ pdate
PROGRESS DATA
Status Information I Complete ‘ pdate
Data Audit Status [ Complete \ Update
OTHER INFORMATION
Supporting Documents I Complete J Update
acceptable Use Bolic v

A confirmation page opens (Figure 3.23). Read and follow the directions to submit the report.

Figure 3.23: Submit Confirmation

home | contact us | guestions/comments

[l Note: This is a confirmation page! You MUST click on the appropriate button to complete your action..

You have choosen to submit this report to HRSA. Type "I Agree" in the text box to electronically sign the HCOF Repart. Click on the "Submit Report” button below
to submit the report. If you do not wish to submit the HCOF Report at this time, click on the "Cancel” button to return to the previous screen.

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

1 certify to the best of my knowledge and belief that this report is correct and complete and that all outlays and unliquidated obligations are for the Report
purposes set forth in the award documents.

I Agree] | Type "1 agres® in the text box to electronically sign the HCOF Report

=== [ Submit Repor_]
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4. Change Request Process

This capability is NOT available in the current release (HCOF v1.0). It will be made available in a future
release.

4.1. Responding to Change Requests

The HRSA reviewer may require changes or corrections to your submitted progress report. If this is
the case, the progress report will again be made available in your handbook (Figure 4.1). Follow the
instructions in Section 2.2.2 above to navigate to the Progress Reports list page. Click Edit Report
for the report that you must revise.

Figure 4.1: Progress Reports List Page Item Showing Report with Change Requested

Schedule Status: Change Requested
10/07/2008

Quarterly HCOF Progress Report (07/01/2008 - 09/30/2008)
Type Progress Report

Due Date

Available Date

09/23/2008

Submission Tracking Number

PRC7602561

Reporting Cycle

Quarterly Calendar Period

Reporting Period

07/01/2008 - 09/30/2008

Online Submission

Yes (Required)

Submission Status

Started by ] G on 10/03/2008 3:09:00 PM
view: Submission | Related NGA

Action: Edit Submission

on 09/23/2008 4:22:00 PM Submitted by M T

4.2. Re-submitting your Progress Report

The process of working on and re-submitting a progress report is identical to that of working on and
submitting the original. Refer to Section 3 above.

5. Support and Contact

For all technical/system issues, contact the HRSA Call Center at:
e Phone: 877-464-4772
e Email: CallCenter@HRSA.GOV
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