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Introduction: NHHSP Applicant Information Screen User Guide

Goal: The goal of the NHHSP Applicant Information Screen User Guide is to provide guidance on entering NHHSP applicant information into BMISS.

Roles: NHHSP Analysts.

Preconditions:
- Applicant has applied to the NHHSP.
- Applicant is deemed eligible.

Postconditions:
- Applicant information has been saved in BMISS.
- Applicant is converted to Participant.
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Section 1: NHHSP Applicant to Participant Process Flow

The process flow for NHHSP applicants is below.

NHHSP
Participant
Profile Is
Created in
BMISS

Applicant
Completes
Application

Analyst Fills Out
NHHSP Applicant
Information Screen

NHHSP Applicant Is
Sent to Obligation
Module

Applicant
Information
Screen

Applicant Is
Converted to
Participant

\ 4

NHHSP Applicant Is Applicant Is
Batched Through All ——p» Awarded?

Approval Levels

Participant
Profile Is
Deleted From
BMISS

NOTE: If the NHHSP Applicant is not awarded during obligation, in order for their participant profile to be deleted, the analyst will need to notify the BMISS Team.
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Section 2: Navigate to NHHSP Screen

After an NHHSP applicant has submitted all application materials and has been deemed eligible for the NHHSP award, the NHHSP analyst will navigate to the

Applicant Information Screen.

{8 BCRS Management Information System Solution - BMISS - Windows Intemet Explorm - —— e~

ol

@O v ‘@, htkps:/ fbimiss hrsa,gowfintranet/indexseamitid=3389
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BMISS

To ensure BMISS works for everyang, remember the

+ Be clear and complete in your summaries 325LRP ave f0respond 1o a participant that
contacted BCRS previously. You know what level of detail you need to do that, 5o be sure when putting
comments and summaries inta BMISS vau offer the same level of detail you wauld need if responding 10 3
participant that has inguired befare.

+ Enter the mest accurate information possible. Some information fields in BMISS are mandatory. Not al
historic records currently contain this information. Whenever possile, please reach out to program
participants andfor the histaric files ta update this information in BMISS. Da vaur best to avaid ingutting
incorrect information

+ Reach out to your BMISS Expert if incorrect information is recognized in BMISS that you cannot

nndata wanrealf Thers iz infarmation coerenthy rantiirae in BMISS whirh mas nnt be eoemolebeks aeeoests

(@HRSA Health Resources & Services Administration

Welcome niftkaytonb | Close

Tasks Participant Sites & Schools User Administration Reports
Application Search
BCRS Management Information

NELRP

Welcome to BMISS!
NELRP-HF News and Announcements

BMISS i5 the way we conduct husingss with our progl Wbk Batch History |BCRS _
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on BISS o vour BMISS Expert or your Division Dire ATEICTETE LG 7, 120 B L
NHSC P Create Batch Potential Awardees are now able to be ranked and will

recelve Canfirmation of Interest before being sent to
the financials module for award

Adefitionzlly, the Welcome kits for the 2012 FLRP
Awardees will be available an the Partal

BMISS Reference Materials

Customer Service User Guides

525 LRP User Guitdes

m

hittps://brniss hrsa.govintranet/persan/hhsp-award.seam

eIntemet|ProtectedMode:Oﬁ gov RIS v

Steps:

1. User navigates to BMISS via the link:
https://bmiss.hrsa.gov/intranet/index.seam

2. User scrolls over the Programs tab and scrolls
down to NHHSP.

3. User selects New Award.

4. System directs user to the NHHSP Applicant
Information Screen.

Business Rules:

- User must have the NHHSP Reviewer role to
navigate to the NHHSP Applicant Information
Screen.
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Section 3: Upload Required Supporting Documents

Once the analyst has navigated to the NHHSP Applicant Information Screen, the first section at the top of the page will request that the analyst upload the required
supporting documents.

Steps:
New NHHSP Awards

1. User selects Browse under the document they wish
to upload.

. 2. User selects the appropriate document.
V¥ Supporting Documents pprop

3. User selects | Upload

There are no uploadzd documents

4. System displays the date, time, document, and
Please note: The following file tynes are sutable for upload: pdf document type at the top of the page (see
. screenshot on the next page).
Participant Award Worksheet

5. User repeats these steps for all four documents.
Browse.. U
pload _
6. User scrolls down to the next section: Personal
Information.
Contract

Browse... Business Rules:

Upload

- System shall only accept document in .pdf
Award Letter format.

— - System shall require all four documents to be
Upload uploaded in order for user to submit:
Participant Award Worksheet
Contract

Award Letter

W-4 Form

W4 Forn

Browse...

Upload

- System shall allow user to view the uploaded
documents by clicking on the document name.
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New NHHSP Awards

U Dacumert successtully uploaded.

¥ Supporting Documents

* 64212 11:33:27 AM: Participant Award Worksheet.pdf (Participant Award Worksheet)
= 64212 11:33:45 AM: Contract.pdf (Contract)

* 6212 11:33:57 AM: Award Letter.pdf (Award Letter)

* G242 11:34:15 AM: W_4,pdf (W-4 Form)

Pleaze note: The follawing file types are suitable for upload: pof

Participant Award Worksheet

Browse...
Contract

Browse...
Award Letter

Brawsze...
W-4Form

Browse...

Unload

Upload

Unload

Unload

System shall open the documents in a new
window.
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Section 4: Applicant Personal Information

After uploading the required supporting documents, the analyst will enter in the applicant’s personal information. This is divided into four sections of Full Name,
Home Address, Phone and Email, and School Information. This information is needed for creating the participant profile in BMISS.

Steps:

1. User enters all required fields.
2. User scrolls down to the next section: Financial Information.
Business Rules:
- System shall require user to enter all required fields (fields with an *).
- The Funding Start Date and Funding End Date range should include all years that the applicant will be funded.

, Ph d E il
¥ FPersonal Information one an mat

[ Mon-Us Mumber

Full Hame

First Mame = Daytirme = et
Last Mame * Horne *
riddle Initial Mobile
Title Select El
Suffix Select El Sa
SEN T Home
Whork

Home Address

Street Address 17
School Information

Street Address 2

Country Inited States [=] Wear In School Select El

City * Graduation Date ?‘

State * Salect =l Funding Start Date :
Funding End Date ™ 13

Jip Code *
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Section 5: Applicant Financial Information

After the analyst enters in the applicant’s personal information, they will need to enter the applicant’s financial information.

Steps:

¥ Financial Information -
1. User enters all required fields.

Banking Information 2. User scrolls down to the next section: Award Information.

Bank Mame ™ Business Rules:
Account Type ™ E - S}f{item ;hall require user to enter all required fields (fields
with an *).

Routing Mumber *

Account Mumber ®

WA Information

Allowance Cluantity *
Withholding Amount *  $0.00
[ Tax Exempt

Marriage Status Single Person |E|
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Section 6: Award Information

After the analyst enters in the applicant’s financial information, they will need to enter the applicant’s award information.

¥ Award Information

Fiscal Year and Funding Type *

2012 BASE Budget Available Balance: $837,361 00 <

Award Breakdown
Tuition *
otipend *

ORCs ™

Steps:

1. User enters all required fields.
Select [~

Business Rules:

- System shall require user to enter all required fields
(fields with an *).

- System shall show the available budget once user
selects Fiscal Year and Funding Type.
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Section 7: Submitting Applicant Information

When the analyst is ready to submit the NHHSP Applicant Information Screen, they will be required to enter in comments, select submit, and confirm.

New Cornments *

Steps:

A

1. User enters in comments.

2. User selects

i 3. System will ask user to confirm the information entered on the page.
g Flease verify the information below and press confinm

Supmit  Clear Information

4. User reviews the information and selects | confirm Award

5. User is directed to the participant’s profile page in BMISS.

¥ Comments — — Business Rules:
Confirming (after submitting)

MNesw Comrments - User must enter comments to Submit.

- Before selecting Submit, user can select | Clear Information | tg clear all
the information entered on the page and start over.

- After user selects Submit, system shall ask user to Confirm Award.

- When confirming, system shall display all information as “Read Only.”

- When confirming after selecting Submit, user can select to go

back and edit any information. User will need to then Submit again.
Confirm Award  Back
- User must select Confirm Award in order for the applicant information
to be saved in BMISS.
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Section 8: Creation of Participant Profile

Once all NHHSP Applicant information has been submitted and confirmed, a participant profile will automatically be created for the person based on the information
that was entered. The user will be automatically taken to the person’s participant profile page upon submission of the applicant information. The applicant will not
have been awarded and converted to participant at this point, although their participant profile will have been created. The applicant will be ready for batching after
submission of applicant information, and if for any reason they are not awarded during the batching process, their participant profile account will be deleted from

BMISS.

4 Back to Participant Search

Kayton, Brittany

1D Number: 1114097830
Program: MNHHSP
Discipline:

Specialty:

Status:

Participant Profile
Inquiries
Personal Information
Education Information

Financial Information

Phone:

Address:

T

123 Main Strest
City, WD 12345

Personal Information

Steps:

1. System directs user to the person’s participant profile page.

Budget Type: BASE Budget
Service Type:

Estimated End Date:

PDF Profile: View =7

OLC Status:

™

‘ ¢ Participant has been successfully created and award has been sent to the obligation poal

m Contact

* Required Field
Name

Last™

First™®

il

Title

Suffix

Former Last

Faormer First

Clear Changes

Kayton

Erittany

Selec =]
Seleci =]

2. System sends applicant to obligation module.

Business Rules:

Basic participant information will be captured at the top of the
page (See Screenshot 1)

System will pre-populate the person’s information on their
participant profile page based on the information that was
entered on the NHHSP Applicant Information Screen.

e Personal Information (See Screenshot 2)

e Education Information (See Screenshot 3 on page 13)

e Financial Information (See Screenshot 4 on page 13)
All fields are editable.

System will notify user that the person is ready for batching.

NOTES:

Update

Only the Graduation Date, Funding Start Date, and Funding
End Date will be shown on the education tab. The user will
need to update the school information after the applicant is
converted to a participant. This can be done on their participant
profile page.
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- Financial information will show the

Participant Profile Education Information Participant Award Worksheet, Contract,
B and Award Letter on the Award
documents tab under Financial Information.
Fersonal Information

* Required Field - The participant’s payment schedule will
automatically be created.

Education Information

Financial Infarmation School Details Degree Details
School ID # Graduation Date oer1s2012 [ - Participant Profile will be removed from
. BMISS if applicant is not awarded during
Funding Start Date 06/15/2012 i .
Update School — batching.
3
No school selscted. Funding End Date 06/15/2014 [ ' .
Vear In School * Second Vear 7] NOTE: If the NHHSP Applicant is not awarded

during obligation, in order for their participant profile
to be deleted, the analyst will need to notify the
BMISS Team.

Clear Changes Update:

Participant Profile Financial Information
Inquiries
Award Documents Tax Information Payment Schedule Award History

Personal Information

Education Information ¥ 2012 Award Documents

Financial Information Award Type: Contract Type: Contract Length:
Mew Full Time
Documents

Participant Award Worksheet
- Current Version: HRSA_NELRFP_2012_Centact_Us_8_5x11_v3.pdf (6/15/12 1:45:15 PM): hih_bmiss-test-4

Contract
- Current Version: HRSA_NELRP_2012_FAQs_v3.pdf (6/15/12 1:45:18 PM): hih_bmiss-test-4

Award Letter
- Current Version: HRSA_NELRP_2012_Timeline_v3.pdf (6/15/12 1:45:23 PM): nih_bmiss-test-4

Upload Documents
FPlease note: The following file types are suitable for upload: jpg, doc, pdf, and xIs

Docurmnent Type Participant Award Workshest [=]

Browse Upload

PROPERTY OF HRSA | BCRS
13



Bureau of Clinician Recruitment and Service
NHHSP Applicant Information Screen

Section 9: Resolving Issues

Please follow the instructions to resolve any problems a NHHSP Analyst might have:

1. For Technical Issues:
* When atechnical issue is encountered, e.g. Analyst cannot upload the supporting documents, the issue should be logged in TTPro with a detailed
description of the problem. At this point, the BMISS HyperCare Support Team would define and resolve the issue as well as notify the analyst of the
resolution.

Logging Issues:
* When logging issues into TTPro:

— Log issues as “Production Support” under Version.

— Attach a screenshot to the issue (if applicable)

— Include the following details in the Summary section:
* The page that the issue was found on = NHHSP Applicant Information Screen
« Applicant information: Full name, last four of SSN, email, phone number
* The Web Browser the analyst was using
* The frequency of the issue
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