
‹#›	
  of	
  61	
   EHBs v2.0 Overview 

Health Resources and Services Administration (HRSA) 

Presented	
  To:	
  

Grantees	
  
December	
  14th	
  and	
  15th,	
  2009	
  

EHBs	
  version	
  2.0	
  –	
  Overview	
  for	
  Grantees	
  



‹#›	
  of	
  61	
   EHBs v2.0 Overview 
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!  Resources 
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Purpose and Goals 

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 

!  Communicate the resources available to grantees 
!  Answer preliminary questions 

Goals 
!  Provide technical assistance to grantees 

!  Help grantees transition to the new, EHBs-based process 
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What’s New? 

!  Grantees now have the ability to electronically submit 
requests to change grant-related information (Prior 
Approval requests) and post award submissions 
(Conditions and Reporting Requirements) to HRSA 
through the EHBs 

!  HRSA will review and approve/disapprove requests 
through EHBs  

!  Automated notifications will facilitate review and 
approval processes 
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EHBs Notes 

!  HRSA EHBs is web-based  and can be accessed over 
the internet using Internet Explorer v5.0 and later or 
Netscape v4.72 and later 

!  Internet Explorer v6.0 and above is recommended 

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

!  In order to completely experience the usability 
features, ensure that Javascript is enabled on your 
browser 
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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 
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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.) 
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Prior Approval Requests – Process Overview 
1.  The Project Director or other user with ÒAdminister Grant 

UsersÓ 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 

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

8.  Grantee user(s) will receive an electronic notification of 
HRSAÕs decision 

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

10. Once the request is approved, HRSA will complete the 
process and deliver any related documentation, such as a 
revised Notice of Grant Award (NGA) 

11.  NOTES: 
!   Health Center Cluster Grantees will continue to submit Change In 

Scope Requests through the Change In Scope Module 
!   If you submitted a Carryover request prior to EHBs version 2.0 

(November 22, 2009) you do not have to re-submit the request 
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Registration to Grant Handbook  

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

!  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 
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Prior Approval Request Security Model 

Privilege 	
   Capabilities 	
  

View	
  	
  Prior	
  Approval	
  
Requests	
  

ü  Access	
  the	
  read-­‐only	
  version	
  of	
  any	
  prior	
  approval	
  requests	
  started	
  by	
  
others	
  

ü  Access	
  read-­‐only	
  submiJed	
  versions	
  of	
  past	
  prior	
  approval	
  requests	
  

Edit	
  Prior	
  Approval	
  
Requests	
  

ü  Enter	
  and	
  save	
  the	
  data	
  in	
  the	
  electronic	
  forms	
  
ü  View	
  the	
  reviewer	
  change	
  requests	
  and	
  comments	
  

Submit	
  Prior	
  Approval	
  
Requests	
  

ü  Submit	
  the	
  request	
  once	
  the	
  data	
  has	
  been	
  entered	
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Logging In 

h7ps://grants.hrsa.gov/webexternal/login.asp	
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View Grants Portfolio 

4-,56%
7,'8%9:$;:-,:%



‹#›	
  of	
  61	
   EHBs v2.0 Overview 

Open Grant Handbook 

Click 
Open Grant Handbook 

Locate the grant in the 
Grants List 
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Navigate to Prior Approval Requests 
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Prior Approval Requests – List Page 

Search button 

Click the 
Search button 
to search for 
previously 

completed PA 
Requests 

Any pending prior approval requests will appear in the 
New/Existing Prior Approval Requests list page 
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Prior Approval Requests – 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 

Select Type 

Click  
Continue 
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Prior Approval Request – Created Confirmation 

Click  
Continue 

Tracking 
Number 



‹#›	
  of	
  61	
   EHBs v2.0 Overview 

Prior Approval Request – Status Overview 
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Prior Approval Request – Status Overview 

Links to Related 
Information 

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

request. 
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Prior Approval Request – Status Overview 
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Prior Approval Request – Status Table 

Status 	
   Denotes 	
  

Not Started 	
   All the sections are initially in the ʻNot Startedʼ 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	
  

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 ʻCompletedʼ	
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Prior Approval Request – Status Table 

Click Update 
to open a section for 

editing. 

You can update any 
section, even those 
marked ‘Completed.’  

Doing so may cause the 
status to revert to 

‘In Progress.’ 
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!  All prior approval requests consist of two sections 
!  General Information Section Ð Collects Point of Contact and 

Authorizing Official Information 
!  Details Section Ð Collects information needed based on the 

type of request 
¥  Web-based Forms 

¥  Uploaded Supporting Documents 

Prior Approval Request – Sections 
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Prior Approval Request – General Information Section 

Both Point of Contact and 
Authorizing Official are required in 

the General Information Section 
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Prior Approval Request – General Information Section 

Click Add 
Point of 
Contact 
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Prior Approval Request – Point of Contact 

Select an 
Existing User 

Or Add Point of 
Contact 
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Prior Approval Request – Add Point of Contact 

Click Save and 
Continue 



‹#›	
  of	
  61	
   EHBs v2.0 Overview 

Prior Approval Request – General Information Section 

Click Save and 
Continue 
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!  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 

Prior Approval Request – Details Section 



‹#›	
  of	
  61	
   EHBs v2.0 Overview 

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) 

Click Attach to 
upload the 
required 

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

Required Documents are 
listed in the Purpose. 
Select the purpose…. 

… and click Browse to 
navigate to the drive and 

directory on your 
computer where the 
document is stored 
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Prior Approval Request – Details Section  
(PD Change Example) 

Find the file 
and select it 

Click Open 
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Prior Approval Request – Details Section  
(PD Change Example) 

Click Finished Attaching to 
return to the Details section 
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Prior Approval Request – Details Section  
(PD Change Example) 

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

Click Save and 
Continue to 

Proceed 
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Prior Approval Request – Submit to HRSA 

Click Proceed 
to Submit 
Request 
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Prior Approval Request – Electronic Signature 

Check the 
certification 

box 

Click  
Submit Request 
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Prior Approval Request – Submission Confirmation 

A confirmation message will appear stating that 
the request has been submitted successfully 
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Electronic Document Submission – Overview 

!  For awards starting 12/1/2009 and later, the EHBs will 
support electronic submission of reporting 
requirements or documents required as a condition of 
award on the NGA.  
!  The NGA will specify that EHBs submission is required. 
!  Conditions of award prior to 12/1/2009 will be submitted 

using the previously established method 

!  HRSA Program or Grants Office Personnel may also 
request other information through the EHBs 

!  Processes for existing Program Specific Systems will 
not change (examples: FSR, UDS, H80 CIS, RDR, 
HCOF reports) 
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What are Electronic Documents? 

!  Reporting Requirements or other documents 
requested/required by HRSA 

!  Available in the Grant Handbook under the 
appropriate section (Progress Report, Performance 
Report, or 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 to the grantee 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 EHBs, 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 

7.  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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Report/Submissions Request Security Model 

Privilege 	
   Capabilities 	
  

View	
  
ü  Access	
  the	
  read-­‐only	
  version	
  of	
  any	
  reports/submissions	
  started	
  by	
  

others	
  
ü  Access	
  read-­‐only	
  submiJed	
  versions	
  of	
  past	
  reports/submissions	
  

Edit	
  
ü  Enter	
  and	
  save	
  the	
  data	
  in	
  the	
  electronic	
  forms	
  
ü  View	
  the	
  reviewer	
  change	
  requests	
  and	
  comments	
  

Submit	
   ü  Submit	
  the	
  informaOon	
  once	
  the	
  data	
  has	
  been	
  entered	
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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 

4-,56%J,.6%":%
0#K,*#"'%":%!'5?:.%



‹#›	
  of	
  61	
   EHBs v2.0 Overview 

Submissions List 

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

or Change Requested Status 
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Schedule Status Schedule Status: 
Describes the lifecycle 

of the report 

Schedule Status 	
   Denotes	
   Who’s	
  Responsible?	
  

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

Grantee	
  

In Progress 	
   Clicking on the ʻStart Reportʼ link changes the status of the report to ʻIn 
Progressʼ.	
  

Grantee	
  

Submitted 	
   This indicates that the report has been submitted.	
   HRSA	
  

Change 
Requested 	
  

After the report has been submitted, it is reviewed by HRSA. If the reviewer 
determines that changes are needed, the report will be made available to the 
grantee again for changes. The schedule status will move to 'Change 
Requested.ʼ The report will stay in this status while it is being corrected. 
When the changes are made and the report is re-submitted, the schedule 
status will revert to ʻSubmitted.ʼ	
  

Grantee	
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Submission Status Status 

Submission Status: Describes the status of the report 
while it is being prepared, reviewed, or revised, either 

originally or in response to a request for changes. 
 

Submission Status 	
   Denotes	
  

Not Started 	
   This indicates that the report for the current cycle has not been started. The 
report can be in ʻNot Startedʼ either during the first cycle when the Schedule 
Status is ʻNot Startedʼ or it in subsequent cycles when the Schedule Status is 
ʻChange Requestedʼ.	
  

Data Entry in Progress 	
   Clicking on ʻStart Reportʼ link changes the status of the report to ʻData Entry in 
Progressʼ.	
  

Review in Progress 	
   This indicates that the report has been submitted. This could denote either the 
first submission or any re-submissions.	
  

Note:	
  More	
  submission	
  statuses	
  will	
  be	
  added	
  in	
  the	
  future.	
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Submissions List - Begin Report/Submission 
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Electronic Document Submissions Page 

Summary Information About the Report/Submission 
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Electronic Document Submissions Page 

Link to Report/
Submission 
Instructions 
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Electronic Document Submissions Page 

Link to Download a Template 
for submitting the requested 

information/report 
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Electronic Document Submissions Page 

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

The required attachment(s) 
appear listed 

Click Browse to locate the file 
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Choose Action 
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Submit to HRSA 
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Submit to HRSA 
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Resources 

Resource Type Purpose 

https://grants.hrsa.gov/webexternal/home.asp Website HRSA Electronic Handbooks URL. 

Phone: 877-Go4-HRSA/877-464-4772; 
301-998-7373 (9:00 AM to 5:30 PM ET M-F) 

Email: callcenter@hrsa.gov 

Phone 
and/or 
E-mail 

System help by phone or via e-mail. 
Do not use this for programmatic 
questions. 


