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1. Introduction

NOTE: None of the screens displayed in this user guide are for real progress or real grants.

1.1. Document Purpose and Scope

The purpose of this document is to provide detailed instructions to help grantees complete NCC Progress
Reports for their grant within HRSA Electronic Handbook (EHB). Progress Reports in EHBs consist of:

e Standard Information, (i.e., the SF-PPR forms) and the Performance Narrative
e Budget Information

1.2. Document Organization and Version Control
This document contains 4 sections apart from the Introduction. Following is the summary:
Section Description

Before You Access a Progress Report Provides information that grantees need to know
before they initiate Progress Reports.

Completing the Progress Report in HRSA Electronic Describes the steps necessary to complete and

Handbooks submit the Progress Report in the Electronic
Handbooks.
Customer Support Information Provides contact information to address technical

and programmatic questions.

FAQs Provides answers to frequently asked questions by
various categories.

Revision History

Reason for change(s) Author(s)

10/26/2010 Original document REI - Ed Molin

03/29/2011 Changed Budget Info sections to reflect new Budget Details forms REI - Ed Molin
displaying remaining Budget Periods

09/27/2012 Updated to reflect move to new Ul REI — Barbara Gould
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2. Before You Access a Progress Report

To initiate your Progress Report, you will have to access the HRSA Electronic Handbooks (EHBSs). To do this,
you must register within the EHBs. The purpose of the registration process is to collect consistent information
from all users, avoid collection of redundant information, and allow for the unique identification of each system
user.

If you already have a user account, you do not need to create another account. Do not create duplicate
user accounts.

Note: Registration within HRSA EHBs is required ONLY ONCE for each user, regardless of the organizations
the user represents.

You may associate your user account with more than one organization. Registration with the EHBs is required
only once for each user, regardless of how many organizations a user represents. If you already have a user
account and need to associate it with a new organization, log into the EHBs and associate your account with
the organization. Do not create a new user account.

If you are a new user, complete the following steps to get appropriate access:
1. Create a user account: https://grants.hrsa.gov/webexternal/RegistrationWizard.asp.

2. Choose a role. EHBs offer three roles — Authorizing Official, Business Official and Other Employee.
To submit an application, an Authorizing Official role is required.

3. Associate your user account with your organization. Use the 10-digit grant number from box 4b of the
NGA to search for your organization.

For detailed steps on registration information, see HRSA'’s Electronic Submission User Guide
(http://www.hrsa.gov/grants/apply/userguide.pdf).

For assistance in registering with HRSA EHBSs, call 877-GO4-HRSA (877-464-4772) or 301-998-7373
between 9:00 am to 5:30 pm ET or email callcenter@hrsa.gov.
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3. Completing the Progress Report in HRSA Electronic Handbooks

The next step is to complete your Progress Report in the HRSA Electronic Handbook (HRSA EHB).

Users new to the EHBs should be mindful that the system times-out after 30 minutes of inactivity. Some forms
may take a long time to complete. Users should ensure that they save their work at frequent intervals.

3.1. Login and Access the Progress Report

3.1.1. Log

ging Into the HRSA Electronic Handbooks

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

Enter your username and password.

£ Existing Users

[
Username ||

Password

Figure 1: Section of Login Screen

+ Click here to get started Cf'

Contact Us

Phone:

Time:

Email:

Learn About

+ Grant Program
877-God-HRSABTT-464-4772

+ Free Clinic Program

9:00 a.m. to 5:30 p.m. Eastern Time (E.T.) % FQHC-LAL Program o

Monday through Friday
CallCenter@HRSA GOV
For more information, Contact Us

B What's New

07/31/2012 - Electronic Handbooks New User Interface released
HRSA has updated the EHBs User Interface to significantly improve the ability of users to conduct work
within the EHBs, making it more intuitive and faster to use. In order to hel..Learn Mare

07131/2012 - EHBs Report Module Upgraded to the New UI!

The reporting handbook has been upgraded to the new User Interface. In addition to the usual
functional capabilities the new Ul brings, there are other significantimprovements: ...Learn More

Other Links

+ Browser Requirements

+ Funding Opportunities

+ Help £

View All

Click [L21]. The HRSA EHB Home (Welcome) page (Figure 2) opens.
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Research & Related (R&R) Grants

User Guide For Grantees



https://grants.hrsa.gov/webexternal/login.asp

115, Department of Health end Heman Services

Health Resources and Services Administration

Figure 2: HRSA EHB Home (Welcome) Page

Support v | Logout

sé‘@]’lllSA| Electronic Handbooks

Welcome | RecenflyAccessed | Whats New | Guide Me Mondsy 17" September 2012 02:15:31 P.M. ET | &
Getting Started with the Handbooks
> Recommended Settings > What Would You Like To Do » Handbook Screen Elements o > Tour the Handbooks of
Today?
X
Items We Are Tracking For You My Recently Accessed
4 Display 7 | 15 | 20
@) Taskwith a deadline 4
o Grant Folder | T73MC24481 ast week
¥} Due within 30 days Tasks 0 i
@ Late 3 o Grant Continuations - Cantinuation Progress Jast week
; . Report
(& Tasks without a deadline 0 Tracking #:101989, OHIO STATE UNIVERSITY, THE (Grant #T73MC24481)
. @ Grant Continuations - Continuation Progress
=] Unread News 0 Report a last week
Tracking #:101799, OHIO STATE UNIVERSITY, THE (Grant#T73MC24481)
o Grant Cantinuations - Continuation Progress last week
Report
Tracking #:101868, OHIO STATE UNIVERSITY, THE (Grant #T73MC24481)
o Grant Continuations - T Continuation Progress T
Report
Tracking #101989, OHIO STATE UNIVERSITY, THE (Grant#T73MC24481)
o Grant Continuations - Cantinuation Progress 2 weeks ago
Report
Tracking #:101868, OHIO STATE UNIVERSITY, THE (Grant #T73MC24481)
Wiew All + View More

3.1.2. Accessing the Progress Report
Users who are accessing a progress report should follow these steps:

1. Onthe ‘HRSA EHB Home (Welcome)' Page, click the Tasks tab under the HRSA Electronic
Handbooks heading at the top of the page (Figure 2). The Pending Tasks — List page opens.

Figure 3: Pending Tasks List Page

T73MC24481_2442 ~ | Support » | Logout ol

{K@HRSA | Electronic Handbooks

Browse Monday 177 September 2012 02:22:13 PM. ET &

You are here: Home » Tasks » Browse » Al Entities [=]

& Pending Tasks - List

Al Entities B
Tasks Mot Completed Recently Completed
Pending Tasks Detailed View| JZiSearch | [l Saved Searches v
Grants - = '
LEAR | ‘1 | P H Pagesize: 15 v Go 4items in 1 page(s)
Requests e
Grant Applications Due Deadline  Task Category Tm‘;k'"g Task Entity Entity # Organization Options
A vy Al -||v v | A v v -|[v
v
User Access Reguests
» 277 Days 0642112013 Grant Submissions 101799 Moncompsting Grant T73WC24481  OHIO STATE UNNERSITY, THE, (@ Edit ¥
Review Requests Continuations
g AT 0802012012 Grant Submissions 10185 Mioncomesting Grant T73MC24481  OHIO STATE UNIVERSITY, THE,  (@Edit =
Days Continuations
g REEITE 0802012012 Grant Submissions 101989 Moncomeeting Grant T7INMC24481  OHIO STATE UNIVERSITY, THE, (@ Edit =
Days Continuations
Late by 28 Noncompeting
» 08/2012012  Grant Submissions 102030 : Grant T73MC24481  OHIO STATE UNIERSITY, THE, (@ Edit ¥
Days Continuations
W a1 M Pagesizer/15 v | Go Attems in 1 page(s)

2. Click the Submissions link in the left navigation panel. The Submissions — Incomplete List page opens
(Figure 4).
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3. Choose the appropriate grant record and click the Start or Edit link.

| Note: Once a progress report has been started, the Start link changes to Edit.

Figure 4: Submissions — Incomplete List Page

2 Submissions - Incomplete List
Not Completed Recently Completed Al
[ Export To Excel (=] Detailed View | JE15earch | ol Saved Searches v
LAAR] ‘ll L] Pagesize: 15 ~ Go 9items in 1 page(s)
Duen Submission Name ?::;mssm" Organization Grant# Tm‘;'“"g R:ZT_:';Z'Q Deadiine  Status Options
Al -|lv v Al vl A -|lw v v Al -|lw
v
4 Due:Late (5)
»  136Days Rencompeing Coninuation Noncompeting . g state University, OH T73MC24481 101778 07012012 05/042012  In Progress (ZEdt ¥
Progress Report Continuations
» 136 Days Ha g Sin e Moncompeling  r. i state University, OH T73MC24481 101783 07/01/2012 0500412012 In Progress (ZEdt ¥
Progress Report Continuations
Moncompeting Continuation MNoncompeting
»  28Days i ORI The Onio State Unnarsity, OH T73MC24481 701989 07/012012 0812012012 In Progress (@Edt ¥
» 28Days Noncempatng Contnustion NoncomPelng . 6o State University, OH T73MC24481 102030 07/01/2012  08/20/2012  Not Started v) Start ¥
Progress Report Continuations =
Noncompeting Continuation Noncompeiing
Edit v
»  28Days P Continuatians. The Ohio State Unersity, OH T7IMC24481 101868 OZ/OU2012  0B/202012 In Progress @
a Due: Within 30 Days (1)
» 13Days Honceshpstk Choibon MNoncompeting . oo state Unwersity, OH T73MC24481 101798 07012012 09302012 Cnange (@Edt ¥
y Progress Report Continuations ! ! Requested
a Due:In more than 30 Days (3)
» 58Days Performance Repart ;Z:”ﬂg;‘a”w The Ohio State University, OH T7AMC24481 Un%’fuagﬁunﬁ 1114/2012 Mot Started DECIR
»  102Days Honcompeg . ulSnion Moncompeting  py. i state University, OH T7AMC24481 104771 07/04/2012 12282012  In Progress (@Edt ¥
Progress Report Continuations
277 Days Homemps e Moncompeting 1 0 State University, OH T7IMC24481 101799 07012042  0G2i2013  Cnange (BEdt ¥
4 = Progress Report Continuations £ ! Requested
"HE E| P M pageszer|ls v Go 9items in 1 page(s)

4. The NCC Progress Report — Status Overview page opens (Figure 5) corresponding to the link you
clicked will be displayed.

Note that the screen contains a different left navigation panel than it did before.
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Figure 5: NCC Progress Report — Status Overview
# NCC Progress Report - Status Overview
. Note(s):
The table below shows the status of the progress report. The progress report is currently INCOMPLETE and cannot be submitted in it's current state.
¥ NCC Progress Report Tracking #: & oo Due Date: 08/20/2012 (Late By: 27 Days) | Status:
In Progress
Grant Humber: Original Deadline: 08/20/2012 Created On: 09/11/2012
Project Officer: N/A Project Officer Email: MNIA Project Officer Contact #: N/A

Last Updated By: |
Started By:
BLECEy 24804 PN
¥ Resources [f
View

WCC Progress Report | LastMoA | Program Instructions | MCC User Guide

) Users with Permissions on NCC Progress Report (1)

NCC Progress Report Status
Section Status Options
Basic Information

(SF_F-F-R 9% Not Started f@ Update )

SE-PPR-2 % Mot Started (& Update

Performance MNarrative & Not Started (g Update

Budget Infarmation

Section A % Mot Started @Update
Section B ot Mot Started [ Update
Section C % Mot Started (g Update
Section D % Mot Started [ Update
Section E % Mot Started (g Update
Section F % Mot Started (@ Update
Section G-J % Mot Started @Update
Section K % Mot Started (& Update

Other Information

Appendices % Mot Started [ Update

5. Onthe SF-PPR row, click the Update link in the Options column.
6. The SF-PPR page (Figure 6) opens.

Noncompeting Continuation (NCC) Progress Report -
Research & Related (R&R) Grants
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Figure 6: SF-PPR Page

& SF-PPR

b NCC Progress Report Tracking #: & «oiis Due Date: 08/20/2012 (Late By: 27 Days) |
Section Status: Not Started

¥ Resources [f
View

NCC Progress Report | LastMoA | Program Instructions | NCC User Guide

Grantee Organization Information

Federal Grant or Other Identifying
Number Assigned by Federal
Agency

DUNS Number

Employer Identification Number
(EIN)

Recipient Organization Name
Recipient Organization Address . =t Hebt
CRS Entity Identification Number

Recipient Identifying Number or
Account Number

Reporting Period End Date 06/30/2013
Yes
Final Report 5
@ Mo

Fields with * are required

* Authorizing Official (AO) Information

Title of Position Name Phone Email Options

Authorizing Official #r Change *

D

e | save and Con
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3.1.3. Navigating within the Progress Report

Figure 7: SF-PPR Left

Navigation Panel

ALL TASKS

HCC Progress Report

Overview

Basic Information

<

s

|9 SF-PPR

o 3F-PPR-2
% Performance Marrative

Budget Information
% Section A

«% Section B
% Section C
% Section D
o Section E
ok Section F
oK Section G-J
% Section K

Other Information
o Appendices

Review and Submit
Review

Submit

Other Functions

MNavigation
Return to Submissions
List

The left navigation panel (Figure 7) appears on every screen in the
Electronic Handbook. Use this menu to access the various pages of
your Progress Report.

You can always go to the NCC Progress Report — Status Overview
(Figure 5) page to check your progress toward completing your
Progress Report by clicking Status under Overview.

3.2. Standard Forms (SF-PPR)

After you open your Progress Report, the first screen that appears is the NCC Progress Report — Status
Overview (Figure 5), showing the various sections of overall SF-PPR.

The NCC Progress Report — Status Overview (Figure 5) shows the status of each form in the Progress
Report. You cannot submit your Progress Report until all forms in all sections are complete.

User Guide For Grantees

Noncompeting Continuation (NCC) Progress Report -

13 of 63 Research & Related (R&R) Grants



115, Department of Health end Heman Services

Health Resources and Services Administration

Note: Your session will remain active for 30 minutes since your last activity. Please save your work every 5
minutes to avoid unexpected behavior.

Within the NCC Progress Report Status table, click the Update link to open the corresponding form. (You
can also click the form name in the left navigation panel.)

Note: For the remainder of this document, the left navigation panel will be used to indicate how to access
each form.

However, as noted above, you can access any form by returning to the NCC Progress Report — Status
Overview (Figure 5), and clicking its Update link.

3.2.1. Basic Information: SF-PPR

The SF-PPR page contains basic information about your grantee organization and is the cover page for the
progress report. By default, the information will be pre-populated from the information in the application which
started the last budget period, including the Authorizing Officials designated for the grant.

Click the SF-PPR link on the Progress Report left navigation panel to access the SF-PPR page (Figure 8).

Fields marked with an asterisk (*) are required.

Figure 8: SF-PPR Form
& SF-PPR

b NCC Progress Report Tracking # : 6 susas Due Date: 08/20/2012 (Late By: 27 Days) |
Section Status: Not Started

¥ Resources [f
View

NCC Progress Report | LastNoA | Program Instructions | NCC User Guide

Grantee Organization Information

Federal Grant or Other Identifying
Number Assigned by Federal
Agency

DUNS Number

Employer ldentification Number
(EIN)

Recipient Organization Name
Recipient Organization Address
CRS Entity ldentification Number

Recipient ldentifying Number or
Account Number

Reporting Period End Date 06/30/2013

Final Report

Fields with * are required
* Authorizing Official {AO) Information

Title of Position Name Phone Email Optiol

2o z 1/ ]
Authorizing Official Change *

(2}
\—E D
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You can perform the following functions on the screen:
Options:

Change the Selected Authorizing Official
Add an Authorizing Official (AO)

Update the AO information

Delete an AO®

X3

S

X3

S

X3

8

X3

S

3.2.1.1. Changing the Selected Authorizing Official

1. Onthe SF-PPR page (Figure 8), click the Change link (1). The Authorizing Official — Change page
opens (Figure 9) and is populated with all the AOs registered for the grant.

Figure 9: Authorizing Official — Change Page

[ Authorizing Official - Change
» NCC Progress Report Tracking # : & sssas Due Date: 08/20/2012 (Late By: 27 Days) |
Section Status: Not Complete
¥ Resources €
View
MCC Progress Report Last MoA | Program Instructions MCC User Guide
(@ Reguest New AD
Choose AO to Add
Select Hame Role Email Last Login Date
(@] AD reitester! @hotmail. com 71512012 1:41:00 PYJ
AD reitester1@hotmail.com 1212212011 2:47:00
P
AD reitesteri@hotmail.com P01 123000
P
@ AD reitester!@notmail.com 2131.0!2011 2200
l
AD reitester1@hotmail.com BII2011 11:15:00
AN
@ AO reitester1@hotrail.com A2 000
AN
AD reitester1@hotmail.com TI6/2012 7:15:00 AM
AD reitester1@hotmail.com 1:;9;03’2012 15500
l
@ A reitesteri@hotmail.com 51442012 1:02:00 FM
. —
o Back | (EEEER )
[ | =
1. Select an AO and click the | | button at the bottom right of the Authorizing

Official — Change page (Figure 8). The second Authorizing Official — Change page (Figure 10) will
be displayed for the selected user, listing the current contact information.
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Figure 10: Authorizing Official — Change Page (2)

¥ Authorizing Official - Change

» NCC Progress Report Tracking #: & “ovas Due Date: 08/20/2012 {Late By: 27 Days) |

¥ Resources
View

MCC Progress Report | LastMoA | Program Instructions | NCC User Guide

Fields with * are required

Authorizing Official Information

Section Status: Not Complete

Title

Prefix

* Last Name

* First Name [

Middle Initial

Suffix =

Organization Affiliation

Contact Information

* Email Address reitesteri@hnoimail.com (username@domain.com)

* Phone Humber | - Ext.

Fax Number =

* Mailing Address (Required)

Mailstop Code (Internal
Routing)

Division / Department Name

Address Type @ Domestic Address ©) International Address

Specify Domestic Address (Street Address or PO Box Only or Rural Route)

o StreetNumber %% * StreetName
@ * Address
Select One |:IZ[ MNumber
© * po Box Only Number
@ * Rural Route Type ﬂ Mumber Box
* City pr—————— (Required if Zip is not specifisd)
Urbanization " (Used only for Pusrto Rico(FR})
* State Elz[ (Required if City is =pecified)
* Zip Code (Lookup o9 ) I -0 (Requiredif City is not specified)

2. Verify and revise the contact information, as necessary. Fields marked with an asterisk (*) are

required.

3. Click the | | button to save your information and return to the SF-PPR form (Figure

8). The user that you added will be listed as the Authorizing Official.

Noncompeting Continuation (NCC) Progress Report -
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3.2.1.2. Adding an Authorizing Official

1. Onthe SF-PPR page (Figure 8), click the Change link (1). The Authorizing Official — Change page
opens (Figure 9) and is populated with all the AOs registered for the grant.

2. Click the [Request New AO] button. The Authorizing Official — Request New (Figure 11) page
opens.

Figure 11: Authorizing Official — Request New Page

[Z Authorizing Official - Request New

(. Note(s):
In order to assign a new AQ to your application, the chosen person must be registered. Please enter the information below to notify the prospective AO via an
email and requestthat he or she registers.
AQ information entered here will not be saved by the system.

» NCC Progress Report Tracking # : # saiis Due Date: 08/20/2012 (Late By: 28 Days) |
Section Status: Not Complete

¥ Resources [
View

NCC Progress Report | LastMoA | Program Instructions | NCC User Guide

Fields with # are required

Notify AQ

* First Name

* Last Name

* Email Address
Subject Registration Request

This email has been sent to you because Karen Ratlifi-Schaub has indicated that you are the Authorizing Official (AQ) for the following
arganization

Name: OHIO STATE UNIVERSITY, THE

Address:

OFFICE OF SPONSORED PROGRAMS 1960 KENNY ROAD
COLUMBUS, OH, 43210-1016

Registered ADs: |

has created an application for the above organization. You are required to review and submit this application to

HRSA. In order to do this, you must register with HRSA following the instructions given below.

Message
1. Log on to the HRSA EHBs website https:/hrsautl16-
is.reisys.com/2010/\WebEPSExternallnterface/commoniaccesscontrolflogin.as px
2. Click on the registration link on the left hand side menu.
3. Enter your name and contact information, choose to register the organization and select the Authorizing Official (AD) role. Complete
the registration by following the instructions.
4. Click on ‘Continue to Register Organization' and search for your organization using the name provided above. In case there are
multiple matches, please use the complete arganization infarmation given above to selectthe correct organization from the results

After your registration process is complete, please notify the creator of the application, so your name can be chosen as the AQ for
his/her application.

Ifyou have any questions, please contact HRSA Contact Center at CallCenter@HRSA GOV,

(Max 500 Characters): 500 Characters left

Additional Comments

1. Enter the First Name, Last Name, and Email Address of the person you wish to add as an AO and
any comments you may wish to add.

User Guide For Grantees 17 of 63 Noncompeting Continuation (NCC) Progress Report -
Research & Related (R&R) Grants



115, Department of Health end Heman Services

Health Resources and Services Administration

2. Click the :I button. The Authorization Official — Confirm Request page opens (Figure 12).

Figure 12: Authorization Official — Confirm Request Page

@ Authorizing Official - Confirm Request

@ Confirmation:
Mote: This is a confirmation page! You must click the appropriate button to complete your action.

} NCC Progress Report Tracking # : % sssus Due Date: 08/20/2012 (Late By: 28 Days) |
Section Status: Not Complete
¥ Resources [f
View

NCC Progress Report | LastMoA | Program Instructions | NCC User Guide

Notify A

First Name

Last Name

Email Address

Subject Registration Request

This email has been sent to you because Karen Ratlif-Schaub has indicated that you are the Authorizing Official (AO) for the following
organization.

Name:
Address:

Registered AOs: |

has created an application for the above organization. You are required to review and submit this application to

M HRSA. In order to do this, you must register with HRSA following the instructions given below.

1. Log on to the HRSA EHBs website hitps:ifhrsautl16-

is reisys com/2010/WebEPSExernalinterface/commoniaccesscontrol/login.aspx

2. Click on the registration link on the left hand side menu

3. Enter your name and contact infermation, choose to register the organization and select the Authorizing Official (AQ) role. Complete

the registration by following the instructions.

4. Click on ‘Continue to Register Organization’ and search for your organization using the name provided above. In case there are

multiple matches, please use the complete organization information given above to selectthe correct organization from the results.

After your registration process is complete, please notify the creator of the application, so your name can be chosen as the AD for

hisfher application.

If you have any questions, please contact HRSA Contact Center at CallCenter@HRSA.GOV.

Additional Comments

(&=

Click the :I button. You will be returned to the Authorizing Official — Change page (Figure 9).

Change page (Figure 8) to select the newly registered person as AO.

Note: After the HRSA employee registers within the EHB, you must return to the Authorizing Official —

3.2.1.3. Updating the AO Information

1. Onthe SF-PPR page (Figure 8), select an Authorizing Official (if there is more than one listed) and

click the corresponding Change drop-down.

2. Click the Update link. The Authorizing Official Information — Update page opens (Figure 13) with
the selected AO’s current contact information. Verify and revise the contact information, as

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

Noncompeting Continuation (NCC) Progress Report -
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Figure 13: Authorization Official Information — Update

[ Authorizing Official Information - Update
» NCC Progress Report Tracking #:/0 - oos
¥ Resources [f

View

MCC Progress Report | LastMoA | Program Instructions | NCC User Guide

Fields with * are required

Authorizing Official Information

Due Date: 08/20/2012 (Late By: 28 Days) |
Section Status: Not Complete

Title Sponsored Program Officer

-

Prefix

* Last Name

* First Name

Middle Initial i

Suffix v

Organization Affiliation

Contact Information

* Email Address

reitestert@nhotmail.com {username@domain.com)

* Phone Number Ext.

Fax Number

* Mailing Address (Required)

Mailstop Code ({Internal

Routing)
Division / Department Hame e
Address Type @ Domestic Address ©) International Address

Specify Domestic Address (Street Address or PO Box Only or Rural Route)

Street Number * Street Name I -

® * pddress

Select One Mumber

[Tl

@ * po Box Only Number

@ * Rural Route Number

Type r :

x. City Columbus (Required if Zip is not specifisd)

Urbanization (Used only for Puerto Rico(PR})

[ [=] required it City s specifiea)

. (Required if City is not specifisd)

* state

* Zip Code (Lookup 4 )

Box

(D)

4. Click the |
Confirm Update page opens. Figure 14).

| button to save your information. The Authorizing Official Information -
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Figure 14: Authorization Official Information — Confirm Update

[ Authorizing Official Information - Confirm Update

@ Confirmation:

Note: This is a confirmation page! You must click the appropriate button to complete your action

» NCC Progress Report Tracking #: & susis

¥ Resources f

View

MCC Progress Report | LastMoA | Program Instructions | NCC User Guide

Authorizing Official Information

Title Sponsored Program Officer
Prefix

Last Name

First Name

Middle Initial

Suffix

Organization Affiliation

Contact Information

Email Address
Phone Humber

Fax Number

Mailing Address (Required)

Mailstop Code {Internal
Routing)

Division | Department Name
Specify Domestic Address (Street Address or PO Box Only or Rural Route)

Street Address

City

State
Zip Code

Congressional District

Due Date: 08/20/2012 (Late By: 28 Days) |
Section Status: Not Complete

5. Click the [211114] button. The SF-PPR page opens with a green Success banner at the top of the

page.

3.2.1.1. Deleting an AO

1.

On the SF-PPR page (Figure 8), select an Authorizing Official (if there is more than one listed) and
click the corresponding Change drop-down.

Click the Delete link. The Authorizing Official Information — Confirm Delete page opens (Figure

15).
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Figure 15: Authorization Official Information — Confirm Delete

# Authorizing Official - Confirm Delete

@ Confirmation:
Mote: This is a confirmation page! You must click the appropriate button to complete your action.

» NCC Progress Report Tracking #: &

¥ Resources Of
View
MCC Progress Report | LastMNoA Program Instructions ! NCC User Guide
Authorizing Official Information

Title of Position Name Phone

Autharizing Official

Due Date: 08/20/2012 (Late By: 28 Days) |
Section Status: Not Complete

Email

Click the :I button. The SF-PPR page opens with a green Success banner at the top of the

page. The AO that you deleted will not be listed under the Name column. (However it will still be

listed in the Authorizing Official — Request New page (Figure 11).

| button to save your work

If you are satisfied with the information on the screen, click the |
and proceed to the next form.

3.2.2. Basic Information: SF-PPR-2 (Cover Page Continuation)

The SF-PPR-2 (Cover Page Continuation) page contains information about the grant for which you are

creating or updating the progress report, and is a continuation of SF-PPR page.

1. To openthe SF-PPR-2 (Cover Page Continuation) page, click the SF-

Report left navigation panel, if it is not already displayed.

PPR-2 link on the Progress

Note: Fields marked with an asterisk (*) are required.
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Figure 16: SF-PPR-2 (Cover Page Continuation) Page

& SF-PPR-2 (Cover Page Continuation)

» NCC Progress Report Tracking #: = 0 Due Date: 08/20/2012 (Late By: 28 Days) |
Section Status: Not Started

¥ Resources [
View

MWCC Progress Report | LastMoA | Program Instructions | NCC User Guide

Supplemental Continuation of SF-PPR Cover Page
Department Hame I

Division Name

Name of Federal Agency

Funding Opportunity Humber

Funding Opportunity Title

Areas Affected by Project (Cities, County, State, etc.)

There are no Areas Affected added.

Fields with # are required
* Point of Contact (POC) Information
Title of Position Name Phone Email Options

Fuoint of Contact Change =

T )

Notes:

e By default, the information will be pre-populated from the information in the application which
started the last budget period. This includes the Department Name, Division Name, and the Point
of Contact (POC) registered for the grant.

e |f a POC was not added in the application which initiated the last budget period, the system will
list the Project Director (PD) , Business Official (BO), and Authorizing Official (AO) from the
application, so that one of them can be selected as a POC (see Add/Change POC below).

e In addition, the system will pre-populate the list of areas affected from all the awarded
applications in the last budget period.

2. Review the SF-PPR-2 (Cover Page Continuation) page. You can perform the following functions on

the screen:
Options:
«» Modify Department Name and/or Division Name
«* Add or Change a Point of Contact
% Update POC information
« Delete a Point of Contact
Noncompeting Continuation (NCC) Progress Report - User Guide For Grantees
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3.2.2.1. Modifying the Department Name or Division Name

To modify the Department Name or Division Name, replace the text in the text boxes on the SF-PPR-2
(Cover Page Continuation) page.

3.2.2.2. Changing the Point of Contact

1. Onthe SF-PPR-2 (Cover Page Continuation) page, select a Point of Contact, and click the Change
drop-down (Figure 16).

2. Click the Change link. The second Point of Contact — Change page opens.
3. Click a radio button to select a POC to add from the list.

Note: If you click the [Add New POC] button, go to section 3.2.2.3, Adding a New POC.

Figure 17: Point of Contact - Change Page
& Point of Contact - Change

» NCC Progress Report Tracking # : B sasas Due Date: 08/20/2012 (Late By: 28 Days) |
Section Status: Not Complete

¥ Resources [f
View

NCC Progress Report | LastMoA | Program Instructions | NCC User Guide

(& Add New POC

Choose POC to Add

Select Name Role Email

[ AQ reitester1@hotmail.com
Budget Personnel, Other reitestert@hotmail.com
POC reitester1@notmail.com
BO reitester1@hotmail.com
Budget Personnel, PD, POC reitester1@hotmail.com
Other reitestert@hotmail.com

4. Click the | | button. The second (expanded) Point of Contact — Change

(Figure 18) will be displayed, listing the current contact information for the contact.
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Figure 18: Expanded Point of Contact - Change Page

[ Point of Contact - Change

» NCC Progress Report Tracking #: &= oo

¥ Resources [f
View

MCC Progress Report

Fields with * are required

Point of Contact Information

Last MoA Program Instructions

MCC User Guide

Due Date: 08/20/2012 (Late By: 28 Days) |
Section Status: Complete

Title

Prefix

* Last Name

* First Name

Middle Initial

Suffix

Organization Affiliation
Contact Information

* Email Address

* Phone Number

Fax Number

* Mailing Address (Required)

Mailstop Code (Internal
Routing)

Division | Department Hame

Address Type

Sponsored Program Officer

-

| e " | (usernams@domain.com)

) - Ext.

Health Sciences

@ Domestic Address © International Address

Specify Domestic Address (Sireet Address or PO Box Only or Rural Route)

@ * Address

© * pp Box Only
O * Rural Route
* City
Urbanization

* State

* Zip Code (Lookup £ )

Street Number * StreetName . Gl .

Select One Number

LI

MNumber

Type |Select Route [~]

(Required if Zip iz not specified)

Number Box
Columbus

(Used only for Puerte Rico(PR))

[ [=] (required if City is specified)

i (Required if City is not specified)

E—

5. Verify and revise the contact information, as necessary. Fields marked with an asterisk (*) are

required.

6. Click the |

| button to save your information. The Point of Contact — Confirm

Change page opens (Figure 19).
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Figure 19: Point of Contact — Confirm Change Page

& Point of Contact - Confirm Change

@ Confirmation:

MNote: This is a confirmation page! You must click the appropriate button to complete your action.

» NCC Progress Report Tracking #: & oo

¥ Resources O
View

MCC Progress Report Last MoA Program Instructions

Point of Contact Information

Title Sponsored Program Officer
Prefix

Last Hame

First Hame

Middle Initial

Suffix

Organization Affiliation

Contact Information

Email Address
Phone Number

Fax Humber

Mailing Address (Required)

Mailstop Code (Internal
Routing)

Division / Department Name Health Sciences

! NCC User Guide

Specify Domestic Address (Street Address or PO Box Only or Rural Route)

Street Address

City

State
Zip Code

Congressional District

l

Due Date: 08/20/2012 (Late By: 28 Days) |

Section Status: Complete

green Success banner.

3.2.2.3. Adding a New POC

7. Click the [2211] button to return to the SF-PPR-2 (Cover Page Continuation) page showing a

the information for the new POC.

Note: If you click the |Add New POC]| button on the Point of Contact — Change page (Figure 17), the
expanded Point of Contact — Change page (Figure 18) opens with all the fields blank as you will need to

drop-down.

1. Onthe SF-PPR-2 (Cover Page Continuation) page, select a Point of Contact, and click the Change

User Gui

de For Grantees
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2. Click the Change link. The second Point of Contact — Change page opens.
3. Click the Add New POC] button to add a new POC to the list.
4. Enter all required information and other information, as appropriate.
5. Click the | | button to save your information. The Point of Contact — Confirm
Change page opens (Figure 19).
6. Fields marked with an asterisk (*) are required.
7. Click the [221] button to return to the SF-PPR-2 (Cover Page Continuation) page showing a

green Success banner. The user that you added will be listed as a Point of Contact.

3.2.2.4. Updating the Contact information for an Existing POC

1. Onthe SF-PPR-2 (Cover Page Continuation) page, select a Point of Contact, and click the Change
drop-down (Figure 16).

2. Click the Update link. The second (expanded) Point of Contact — Change (Figure 18) will be
displayed, listing the current contact information for the contact.

3. Verify and revise the contact information, as necessary. Fields marked with an asterisk (*) are
required.

4. Click the | | button to save your information. The Point of Contact — Confirm
Update page opens (Figure 20).
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Figure 20: Point of Contact — Confirm Update Page

¥ Point of Contact Information - Confirm Update

@ Confirmation:

Note: This is a confirmation page! You must click the appropriate button to complate your action

» NCC Progress Report Tracking # =

¥ Resources

View

MCC Progress Report | LastMoA | Program Instructions

Point of Contact Information

{ NCC User Guide

Due Date: 08/20/2012 (Late By: 29 Days) |

Section Status: Complete

Title

Prefix

Last Name

First Name

Middle Initial

Suffix

Organization Affiliation

Contact Information

Email Address

Phone Number

Fax Number

Mailing Address (Required)

Mailstop Code (Internal
Routing)

Division / Department Name

Specify Domestic Address (Street Address or PO Box Only or Rural Route)

Street Address
City
State

Zip Code

Congressional District

5. Click the :I button to return to the SF-PPR-2 (Cover Page Continuation) page showing a

green Success banner.

3.2.2.5. Deleting a Point of Contact
1. Onthe SF-PPR-2 (Cover Page Continuation) page, select a Point of Contact, and click the Change

drop-down (Figure 16).

2. Click the Delete link. The Point of Contact — Confirm Delete page opens (Figure 21).

User Guide For Grantees
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Figure 21: Point of Contact — Confirm Delete Page

& Point of Contact - Confirm Delete
@ Confirmation:
MNote: This is a confirmation page! You must click the appropriate button to complete your action

» NCC Progress Report Tracking #: b v Due Date: 08/20/2012 (Late By: 29 Days) |
Section Status: Complete

¥ Resources [
View

MCC Progress Report Last MoA Program Instructions | NCC User Guide

Point of Contact Information
Title of Position Name Phone Email

Paoint of Contact

o

3. Click the [2114] button to return to the SF-PPR-2 (Cover Page Continuation) page showing a
green Success banner.

3.2.3. Performance Narrative

Note: Depending on the type of grant program, there may not be a Performance Narrative section. (If the Progress
Report has a Program Specific Information section, it will not contain a Performance Narrative section.)

The Performance Narrative page allows you to attach up to two documents describing your grant’s
performance for the period covered by the Progress Report.

1. Click the Performance Narrative link on the Progress Report left navigation panel to access the
Performance Narrative page (Figure 22), if it is not already displayed.

Figure 22: Performance Narrative Page

¥ Performance Narrative

} NCC Progress Report Tracking #: & & Due Date: 06/21/2013 (Due In: 276 Days) |
Section Status: Complete

¥ Resources [
View

MCC Progress Report Last MoA | Program Instructions ENCCUserGuide

¥ Performance Narrative (Minimum 1) {(Maximum 2} ‘ Attach File '

Document Name Size Date Attached Description Options

Ue0nwL Weuro wuor Uweauroiwu oriuweoiry oiwueoirueoiwru

Deliverable migrationxlsx 411 kB 08/24/2012 oweur aiuweior oiewu
weiourioewu rieuw rioue... (+View More)

[ o toerovons baoe | )

@Update Description +

2. You can perform the following functions on this screen related to Performance Narrative documents:

Noncompeting Continuation (NCC) Progress Report - 28 of 63 User Guide For Grantees

Research & Related (R&R) Grants



115, Department of Health end Heman Services

Health Resources and Services Administration

Options:

«» Attach a document
«» Update a document description

R/

% Delete a document

3.23.1. Attaching A Performance Narrative Document

1. Click |Attach Filel on the Performance Narrative page (Figure 22) and follow the usual file browsing
procedures to locate the document to be attached. The Performance Narrative section will expand
to accept the document name, path, and optional description.

2. Enter afile name and path or click the button to select a file from an existing folder and enter
a description, if appropriate.

3. Click the button. The Performance Narrative page refreshes showing the file you just added.

4. Click the | | button. The next form opens with a green Success banner at the top of
the page.

Note: You must attach at least one and no more than two files. If you attach two files, the |Attach File| button
becomes disabled and the label will read Max 2 AIIowed| (Figure 23).

Figure 23: Performance Narrative Page with Max Files Added

& Performance Narrative

» NCC Progress Report Tracking # . = * Due Date: 06/21/2013 (Due In: 276 Days) |
Section Status: Complete

¥ Resources [
View

MCC Progress Report | LastMoA | Program Instructions | NCC User Guide

Max 2 Allowed

¥ Performance Narrative (Minimum 1) (Maximum 2}

Document Name Size Date Attached Description Options

Lie 0rwu WeLro wLor Uweouroiwd oriuweairy oiwueoirueoiwru

Deliverable migration.xlsx 411 kB 08/24/2012 OWeLr oiuweior oiewu @Update Description ¥
weiourioewu rieuw rioue... (+View More)

Mew Text Document.bd 46 Bytes 08/24/2012 @Update Description *

(G010 rrovous rage| (=)

3.2.3.2. Updating the Description of the Document

1. Click the Performance Narrative link on the left navigation panel. The Performance Narrative page
opens (Figure 23).

2. Click the Update Description drop-down for the attached file you wish to modify.

3. Click the Update Description link.

4. Enter your description change in the Description text box and click the button.
5

The Performance Narrative page refreshes showing your modified description.
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6. Click the | | button. The next form opens with a green Success banner at the top of
the page.

3.2.3.3. Deleting a Document

1. Click the Performance Narrative link on the left navigation panel. The Performance Narrative page
opens (Figure 23).

Click the Update Description drop-down for the attached file you wish to modify.
Click the Delete link.

The Performance Narrative page refreshes without the file you just deleted.

o > N

Click the | | button. The next form opens with a green Success banner at the top of
the page.
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3.3. Budget Forms

| Note: All the Budget Forms (other than Section K) will list each remaining budget period for the grant.

3.3.1. Budget Information: Section A

Section A of the Budget is where users specify the key personnel for each remaining budget period of the
project, along with other information such as salary and fringe benefits.

Click the Section A link on the Progress Report left navigation panel to access the Section A page (Figure
24), if it is not already displayed.

Figure 24: Budget Information — Section A Page (Initial Screen)

& Section A
p NCC Progress Report Tracking #: & 8 Due Date: 04/02/2013 (Due In: 196 Days) |
Section Status: Not Started
¥ Resources [
View
NCC Progress Report | LastMoA | Program Instructions | NCC User Guide
Fields with * are required
=
+ Start Date
(mmiddhyyy)
613012014 '
+ End Date
(mmiddfyyyy)
* Senior [ Key Person @ Add |
Name Requested Salary Fringe Benefits Funds Reguested Options
Ellen Whiting 526,385.00 $8,179.00 $34,564.00 @Update il
Susan M
Labuda $33,345.00 $10,337.00 $43,682.00 @Uudate it
Schrop
Total Senior | Key Person: $78,246.00
712014 B
+ Start Date
(mmiddhyyyy)
612012015 =
+ End Date
(mmiddfyyyy)
* Senior/ Key Person © Add |
Name Requested Salary Fringe Benefits Funds Requested Options
Ellen Whiting $20,382.00 $6,318.00 $26,700.00 @Update >
Susan M
Labuda $25,759.00 $7,985.00 $33,744.00 @Update b
Schrop
Total Senior/ Key Person: $60,444.00
e g | |
s Pags | (Ens|ememacsm)
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| Note: You MUST enter the information for EACH remaining budget period listed on the screen.

1. Update the start and end dates of the budget period, as necessary.

Note: The Start and End dates should cover a full budget period (i.e., one full year, as shown in
(Figure 25).

Figure 25: Budget Information — Section A — Start and End Dates

ol i T WY

7112013
(mmiddiyyyy)

* Start Date

6130/2014

(mmiddiyyyy)
e Vo e s NN N e

+ End Date

2. Enter the information for the Senior/Key Person for the Budget Period. The Senior/Key Person will

be populated from the latest application or NCC report. You should review and update this
information, as necessary.

3. If you can add multiple Senior/Key people, ensure that one of them is a Project Director.

Figure 26: Budget Information — Section A — Senior/Key Person

T g T e WP

e L G P

* Senior | Key Person © Aad

Name Requested Salary Fringe Benefits Funds Requested Options
526,385.00 $8,179.00 $34,564.00 @Update 24
$33,245.00 $10,337.00 $43,682.00 @Update b

Total Senior / Key Person: $78,246.00

R 20T 50 L -~ PRSP, SN

You can perform the following functions for each budget period on the screen:

Options:

<+ Add a key person by selecting the person from a list (on
page 33)

Add a completely new key person (on page 35)

* Update a key person (on page 37)

* Delete a key person (on page 38)

X3

S

DS

DS
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3.3.1.1. Adding a Key Person

1. Click the button on the Senior/Key Person header (Figure 26). The Person — Add page (Figure
27) opens. The screen lists people who have been designated as the AO, POC, and PD for your

Organization.
Figure 27: Person — Add Page

¥ Person - Add

MNote(s):

W
Below are the key personnels on record. Choose the one that you want to add to the budget period and click on ‘Add Selected Person’ to enter the information
aboutthat person. If you cannet find the name of the person you wish to add click on *Add Mew Person’. To return to the previous section, click on "Go Back’

button.

Due Date: 04/02/2013 (Due In: 186 Days) |

» NCC Progress Report Tracking # . % vy
Section Status: Not Started

¥ Resources [f

View

MCC Progress Report | LastNoA | ProgramInstructions | NCC User Guide

Choose Key Person to Add

Select Name Application Role Email

Budget Personnel , Other
A
BO

FOC

reitester1@hotmail.com
reitester1@hotmail.com
reitester1@hotmail.com

reitester1@hotmail.com

\ )

e ——

2. Select a person and click the | | button. The Add/Update Personnel Form
(Figure 28) will be displayed for the person you have selected.
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Figure 28: Person — Add (Personal Information) Page
Z Person - Add

. Note(s):
Update the information for the person below. When you are done, click on the ‘Save and Continue’ button to save your data and return to the main page. To retumn
to the previous section without saving your data, click on 'Go Back’ button.

» NCC Progress Report Tracking # : & s Due Date: 04/02/2013 (Due In: 196 Days) |
Section Status: Not Started
¥ Resources f
View

MCC Progress Report | LastNoA | Program Instructions | NCC User Guide

Fields with # are required

Person Information

Prefix gt
* LastHame n

* First Hame

Middle Initial

Suffix it

* 2
Project Rol
foject ol IF*Other Role”, Specify -

Base Salary
Calendar Months
Academic Months
Summer Months

- Requested Salary

- Fringe Benefits

3. Complete the form, and click the | | button. Fields marked with an asterisk (*) are

required. You will be returned to the Section A page (Figure 24). The person you added will be
added to the screen and there will be a green Success banner at the top of the page.

Notes:

o If the project role is other than Post-Doctoral Associates, Graduate Students, Undergraduate
students, or Secretarial/Clerical, enter the appropriate project role (for example, Engineer,
Statistician, IT Professional etc.) in the Other Role field.

regardless of the number of months specified.

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

e The Requested Salary and Benefits are for the person’s involvement in the entire budget period,

Noncompeting Continuation (NCC) Progress Report - User Guide For Grantees
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3.3.1.2. Adding a New Person to the List

1. Click the button on the Senior/Key Person header (Figure 26). The Person — Add page (Figure
29) opens. The screen lists people who have been designated as the AO, POC, and PD for your
Organization.

Figure 29: Person — Add (New Person) Page
¥ Person - Add

MNote(s):

W
Below are the key personnels on record. Choose the one that you want to add to the budget period and click on ‘Add Selected Person’ to enter the information
aboutthat person. If you cannet find the name of the person you wish to add click on *Add Mew Person’. To return to the previous section, click on "Go Back’
button.

» NCC Progress Report Tracking # . % vy Due Date: 04/02/2013 (Due In: 186 Days) |
Section Status: Not Started

¥ Resources [f
View

MCC Progress Report | LastNoA | ProgramInstructions | NCC User Guide

Choose Key Person to Add
Select Name Application Role Email
@ Budget Personnel , Other reitester1@hotmail.com
@ AQ reitester1@hotmail.com
@ BO reitester1@hotmail.com
@ POC reitester1@hnotmail.com
| ( ) !
S —
2. Click the | | button. The New Person — Add page (Figure 30) will be displayed.
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Figure 30: New Person — Add Page
# New Person - Add

Note(s):

b 4

Enter the information for the person below. When you are done, click on the "Save and Continue’ button to save your data and return to the main page. To return to
the previous section without saving your data, click on 'Go Back’ bution

» NCC Progress Report Tracking #: = s Due Date: 04/02/2013 (Due In: 196 Days) |

Section Status: Not Started
¥ Resources [f

View

MCC Progress Report | LastMoA | Program Instructions | NCC User Guide

Fields with # are required

Person Information

Prefix =

* LastName

* First Name

Middle Initial

Suffix i

* .
Project Rol
s e If 'Other Role', Spacify -

Base Salary
Calendar Months
Academic Months
Summer Months

* Requested Salary

* Fringe Benefits
|

6. Complete the form, and click the | | button. You will be returned to the Section A

page (Figure 24). The person you added will be added to the screen and there will be a green
Success banner at the top of the page.

| Note: Fields marked with an asterisk (*) are required.
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1. Onthe Section A page (Figure 24) select the person you want to update, and click the Update drop-
down.

Figure 31: Updating a Person

* Senior [ Key Person

Name

Requested Salary

$26,385.00

$33,345.00

$100,000.00

$1,000,000.00

Fringe Benefits

$8,179.00

$10,337.00

$10,000.00

$0.00

Funds Requested

$34 564.00

$43 682 00

$110,000.00

$1,000,000.00

Total Senior/ Key Person:  $1,188,246.00

@ Add
Options
@Update -
@Update Gy
@Update -
Action
‘ & Update
K Delete
o —

2. Click the Update link. The Person Information — Update page (Figure 32) opens.

Figure 32: Person Information — Update Page

@ Person Information - Update

i Note(s):

Update the information for the person below. When you are done, click on the "Save and Continue’ bution to save your data and return to the main page. To return

to the previous section without saving your data, click on 'Go Back' button

» NCC Progress Report Tracking # : & s

¥ Resources '

View

NCC Progress Report | LastMoA | Program Instructions | NCC User Guide

Fields with # are required

Person Information

Prefix =
* Last Name

* First Name

Middle Initial

Suffix T

Other Role

* Project Role

If "Other Role’, Specify
Project Co-Director

Base Salary 64040
Calendar Months 12
Academic Months

Summer Months

L Requested Salary

26,285.00

L Fringe Benefits 8,179.00

Due Date: 04/02/2013 (Due In: 196 Days) |
Section Status: Not Started

D)
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3. Update the form, and click the | | button. The Section A page will re-open with a

green Success banner and the changed personal information.

3.3.1.4. Deleting a Person

Figure 33: Deleting a Person

* Senior [ Key Person | @ Add
Name Requested Salary Fringe Benefits Funds Requested Options
$26,385.00 $8,179.00 $34,564.00 (2 Update ¥
$33,345.00 §10,337.00 $43,682.00 (2 Update ¥
$100,000.00 $10,000.00 $110,000.00 C@Update hd
$1,000,000.00 $0.00 $1,000,000.00

Total Senior | Key Person:  $1,188,246.00

1. Onthe Section A page (Figure 24) select the person you want to update, and click the Update drop-

down.

2. Click the Delete link. The Person — Confirm Delete page (Figure 34) opens.

Figure 34: Deleting a Person
& Person - Confirm Delete

L7 Confirmation:
Mote: This is a confirmation page! You must click the appropriate button to complete your action

» NCC Progress Report Tracking # : sl Due Date: 04/02/2013 (Due In: 196 Days) |
Section Status: Not Started

¥ Resources
View

NCC Progress Report | LastNoA | Program Instructions ; NCC User Guide

Person Information
Prefix

Last Name

First Name

Middle Initial

Suffix
Project Role Undergraduate Students

Base Salary
Calendar Months
Academic Months

Summer Months

Requested Salary 1,000,000.00
Fringe Benefits 0.00
C =/
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3. Click the :I button. The Section A page will re-open with a green Success banner and the
person you deleted no longer listed.

3.3.2. Budget Information: Section B

Section B of the Budget allows users to specify the additional personnel that will be used for each budget
period of the project, along with other information such as salary and fringe benefits.

1. Click the Section B link on the Progress Report left navigation panel to access the Section B page
(Figure 35), if it is not already displayed.

Figure 35: Budget Information — Section B Page (Initial Screen)

¥ Section B

» NCC Progress Report Tracking # : 4 sasis Due Date: 04/02/2013 (Due In: 196 Days) |
Section Status: Not Started

¥ Resources §
View

MNCC Progress Report | LastNoA | Program Instructions | NCC User Guide

See section 3.3.2.1 Adding Persons

Start Date 07/01/2013 End Date
Other Personnel
Number of
o it Project Role Funds Requested Options
Personnel
) 1 Data Support $15,661.00 @uudale -
| 1 Administrative Suppart $0.00 (@ Update
E 1 Research Track Co-directar $13,179.00 @uudale b
| 1 Fellowship Steering Committae $2,822.00 (@ Update

Steering Committee $5,088.00 @uudale 1]

Steering Committee $3,774.00 @uodate hd

1 Symposium Steering Committee $0.00 @uudale 2.

$25,979.00 (@ Update

See section 3.3.2.3 Deleting Persons $254,749.00

Start Date 07/01i2014 End Date 06/30/2015

Other Personnel Im‘
=] Muberor Project Role Funds Requested Options

Personnel

[} 1 Data Support $16,131.00 @undate .
] 1 Administrative Suppart $0.00 @Update k.ol
]} 1 Research Track Co-director $13,573.00 (g Update ¥
= 1 Fellowship Steering Committee $2,907.00 @Unda{e b
]} 1 Symposium Steering Committee £5,240.00 (g Update ¥
1 1 Symposium Steering Committee $3,887.00 @Unda{e hd
1 Symposium Steering Committee $0.00 @undate -
= 1 SecretarialiClerical $17,839.00 (@ Update ~

Updat Total Salary, Wages and Fringe Benefits {A<B):  $120,021.00
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Notes:

e The additional personnel will be populated from latest application or NCC report. You should review
and update this information, as necessary

e You can add multiple additional personnel

e The screen reflects the information that was previously entered in Section A, and displays the
previously entered project period start and end dates, and the funds requested for salaries, fringe
benefits, etc.

2. Enter the additional personnel information, as necessary, for each remaining budget period listed
on the screen.

You can perform the following functions for each budget period on the screen, as necessary:

Options:
+» Add persons

* Update additional persons
«» Delete additional persons

3.3.2.1. Adding Persons

1. Click the button on the Section B page (Figure 35). The Other Personnel - Add page (Figure
36) opens. Fields marked with an asterisk (*) are required.

Figure 36: Other Personnel — Add Page

# Other Personnel - Add

» NCC Progress Report Tracking #: % naas Due Date: 04/02/2013 (Due In: 196 Days) |
Section Status: Not Started

¥ Resources [f

Report | LastMoA | Program Instructions | MCC User Guide

Number of
persons in the
selected Role

Role selection drop-down

| @ Add More Rows

*
Ri ted
Academic Months Summer Months eqsu:l.:; X Fringe Benefits

Calendar Months

If*Other Role', Specify :
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Select a Role from the drop-down, and enter the number of personnel for the role.

3. Complete the remainder of the information for the personnel in the role.

Note: The Requested Salary and Benefits are for the person’s involvement in the entire budget
period, regardless of the number of months specified.

4. Repeat steps 2 and 3 for the other roles, as necessary.

When you have entered all the additional personnel required, or all the roles that can fit on the form,
click the | | button. The Section B page re-opens with a green Success banner
showing the personnel you just added. (Figure 37).

6. After you have completed the Section B form, click the | | button to save your work
and proceed to the next form.

Figure 37: Section B Page Showing Personnel Just Added

& Section B

« Success:
Personnel added successfully.

» NCC Progress Report Tracking #: & =i} Due Date: 04/02/2013 (Due In: 136 Days) |
Section Status: Not Started
¥ Resources [f
View

NCC Progress Report LastNoA : Program Instructions MNCC User Guide

Start Date 07/01/2013 End Date 06/30/2014
Other Personnel @ Add |
Humber of 5 .
o Personnel Project Role Funds Requested Options
o 1 Data Support $15,661.00 @Update k-
) 1 Administrative Support $0.00 @Update -
= 1 Research Track Co-director $13,179.00 @Update =
i} 1 Fellowship Steering Committee $2,822.00 @Update T
] 1 Symposium Steering Committee £5,088.00 @Update A
5 St c it 3,774.00 Update ¥

[ Personnel just added w posium Steering Committee %3, 2 Up
]} Symposium Steering Committee $0.00 @Update =
[ - SecrelarialiClerical $25,878.00 @Update T

t = 5 Undergraduate Students $30,000.00 @Update > ’
Update || Delete Total Salary, Wages and Fringe Benefits (A+B):  $284,749.00

i N e = e o e WP SV
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3.3.2.2.

Updating Additional Persons

Figure 38: Section B With Roles Selected for Updating

& Section B

» NCC Progress Report Tracking # : & ssis

¥ Resources £
View
Program Instructions { NCC User Guide

NCC Progress Report | LastMoA !

Due Date: 04/02/2013 (Due In: 185 Days) |
Section Status: Not Started

(oosyosies]

art D B End Date 06/20/20714
Roles selected to be Updated
' [© nas]
Number of
7 A Project Role Funds Requested Options
; Personnel
==
1 Data Support $15,661.00 @undate
1 Administrative Suppart $0.00 (@ Update ¥
1 Research Track Codirector $13.179.00 (@ Update
B 1 Fellowship Steering Committee $2,822.00 (@ Update
= 1 Symposium Steering Committee $5,088.00 @Update -
B 1 Symposium Steering Commitiee $3,774.00 (@ Update
[} Symposium Steering Committee $0.00 @Update -
] Secretarial/Clerical $25,979.00 (# Update ¥
] Undergraduate Students $30,000.00 @undate hd

Total Salary, Wages and Fringe Benefits (A+B):  $284,749.00

1. Select one or more Project Roles that contain the people you want to update on the Section B page
(Figure 38), and click the Update button. The Other Personnel Information — Update page (Figure
39) opens.

Figure 39: Other Personnel Information — Update Page

[Z Other Personnel Information - Update

» NCC Progress Report Tracking # : & s

¥ Resources [f
View
NCC Progress Report |

LastMoA | Program Instructions | NCC User Guide

Fields with * are required

Due Date: 04/02/2013 (Due In: 195 Days) |
Section Status: Not Started

Other Personnel
* No.of & Requested
E i Project Role Calendar Months Academic Months Summer Months * Frin ge Benefits
Personnel Salary
Other Role i
1 12 — | E— 11,955.00 3,706.00
If*Other Role', Specify :
Data Support
Other Role A
— f——— 0.00 0.00
1 12
If*Other Role', Specify
Administrative Support
Other Role o
— 1 10,060.00 3,119.00
1 12 : :

If *Other Role', Specify :
Research Track Co-director

Noncompeting Continuation (NCC) Progress Report -

42 of 63

Research & Related (R&R) Grants

User Guide For Grantees



115, Department of Health end Heman Services

Health Resources and Services Administration

2. Update the screen as necessary, and click the | | button. You will be returned to the

Section B page with a green Success banner at the top of the page and the information you updated
reflected in the form.

| Note: Fields marked with an asterisk (*) are required.

3. After you have completed the Section B form, click the | | button to save your work
and proceed to the next form.

3.3.2.3. Deleting Additional Persons

1. Select one or more Project Roles that contain the people you want to delete on the Section B page
(Figure 38), and click the Delete button. The Other Personnel — Confirm Delete page (Figure 40)
opens.

Figure 40: Other Personnel — Confirm Delete Page

@ Other Personnel - Confirm Delete

L Confirmation:
Mote: This is a confirmation page! You must clickthe appropriate button to complete your action

} NCC Progress Report Tracking # : # s Due Date: 04/02/2013 (Due In: 195 Days) |
Section Status: Not Started

¥ Resources [
View

NCC Progress Report { LastNoA Program Instructions { NCC User Guide

Other Personnel

HNo. of

Doy Project Role Calendar Months Academic Months Summer Months Requested Salary Fringe Benefits

Other Role

1 If"Other Role’, 12 $15,000.00 53,706.00
Specify : Data
Support
Other Rale
If "Other Role’,

1 S 12 $0.00 $0.00
Administrative
Support
Other Role

1 If"Other Role’, 12 §10,060.00 §3119.00

Specify : Research
Track Co-director

2. Click the [2:11i1] button to confirm your deletion. You will be returned to the Section B page with a
green Success banner at the top of the page and the information you updated reflected in the form.
The roles that you deleted will no longer be listed in the form.

3. After you have completed the Section B form, click the | | button to save your work
and proceed to the next form.

3.3.3. Budget Information: Section C

Section C of the Budget allows users to specify the equipment that will be used for each budget period of the
project.

1. Click the Section C link on the Progress Report left navigation panel to access the Section C page
(Figure 41), if it is not already displayed.
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Note: The equipment information for each budget period will be populated from the latest application or NCC

report, if it exists. You should review and update this information, as necessary.

Figure 41: Budget Information — Section C Page (Initial Screen)

& Section C

» NCC Progress Report Tracking # : & isus

¥ Resources [

View

MNCC Progress Report | Last NoA

Program Instructions MNCC User Guide

Start Date 07/01/2013 End Date

Equipment Description

Equipment ltem

Mo Equipment has been added for SupportYear 4

Start Date 07/01/2014 End Date

Equipment Description

Equipment ltem

Mo Equipment has been added for SupportYear 5

Due Date: 04/02/2013 (Due In: 195 Days) |
Section Status: Not Started

| @ Ada |

Options

| @ Aad

Options

2. Enter the equipment information, as necessary, for each remaining budget period listed on the

screen.

You can perform the following functions for each budget period on the screen, as necessary:

Options:

*,

Add equipment
Update entered equipment

R/
.0
R/
.0
0.

% Delete entered equipment
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3.3.3.1. Adding Equipment

1. Click the button in the Equipment Description header of the Support Year you are modifying.
The Section C — Equipment Add page opens.

Figure 42: Section C Page Add Button

@ Section C

} NCC Progress Report Tracking # : i Due Date: 04/02/2013 (Due In: 195 Days) |
Section Status: Not Started

¥ Resources ¥
View

NCC Progress Report | LastNoA Program Instructions | NCC User Guide

Start Date 07i01/2013 End Date 06/30/2014

Eguipment Description

Equipment item Funds Requested Options

~ No Equlﬁmenl hi Eﬁen added TErSupEum’ear 4 ~ P ’

Figure 43: Section C — Equipment Add Page

[Z Section C - Equipment Add

» NCC Progress Report Tracking # : & s Due Date: 04/02/2013 (Due In: 195 Days) |
Section Status: Not Started
¥ Resources
View

NCC Progress Report | LastMoA | Program Instructions | NCC User Guide

Fields with * are required

SECTION C - Support Year 4 | @ Add More Rows

i Equipment ltem * Funds Requested ($)

U

2. Enter each individual piece of equipment.

Notes:

Equipment is defined as an item of property that has:
e An acquisition cost of $5,000 or more (unless the organization has established lower levels)
e An expected service life of more than 1 year

List each item of equipment separately. Ordinarily allowable items are limited to those which will be
used primarily or exclusively in the actual conduct or performance of grant activities.

3. Enter the funds requested for the equipment that will include the estimated cost of each item of
equipment, shipping, and any maintenance costs and agreements.
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4. After you have entered all the equipment or have entered as much equipment as can fit on the form,

click the |

include the equipment that you added.

| button. You will be returned to the Section C page (Figure 44) which will

Figure 44: Budget Information — Section C Page With Added Equipment

1Z Section C

» NCC Progress Report Tracking #: & oiis

¥ Resources ¥

View
NCC Progress Report | LastMoA | Program Instructions | NCC User Guide
Start Date 07/01/2013 End Date

New equipment added

Delete

Update

Due Date: 04/02/2013 (Due In: 195 Days) |
Section Status: Not Started

08/30/2014

@ Add |

Equipment ltem Funds Requested

X-Ray machine $10,000.00

Total: $10,000.00

Options

(g Update ~

Start Date

Equipment Description

07/01/2014 End Date

06/30/2015

| @ Ada|

Equipment ltem Funds Requested

Mo Equipment has been added for SupportYear 5

Total: $0.00

Options
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3.3.3.2. Updating Entered Equipment

1. Select one or more pieces of equipment you want to update on the Section C page and click the
Update drop-down.

2. Click the Update link. The Section C — Equipment Update page opens.
3. Modify the Equipment Item field, the Funds Requested field, or both, as appropriate.

Note: Fields marked with an asterisk (*) are required.

4. Click the | | button. The Section C page re-opens with a green Success banner and
reflecting the changes you made to the Equipment.

5. After you have completed the form, click the | | button to save your work and
proceed to the next form.

Figure 45: Update Equipment Form

¥ Section C - Equipment Update

} NCC Progress Report Tracking #: & oo Due Date: 04/02/2013 (Due In: 195 Days) |
Section Status: Not Started

¥ Resources ¥
View

MCC Progress Report | LastMoA | Program Instructions | NCC User Guide

Fields with # are required

SECTION C - Support Year 4
* Equipment item * Funds Requested ($D
-R.ay machine [ 100%5
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3.3.3.3. Deleting Entered Equipment

1. Select one or more pieces of equipment you want to update on the Section C page and click the
Update drop-down.

2. Click the Delete link. The Section C — Equipment Confirm Delete page opens (Figure 46).

Figure 46: Delete Equipment Confirmation Form
& Section C - Equipment Confirm Delete

@ Confirmation:
Mote: This is a confirmation page! You must click the appropriate button to complete your action.

» NCC Progress Report Tracking #: © o8 Due Date: 04/02/2013 (Due In: 185 Days) |
Section Status: Not Started
¥ Resources [
View

MNCC Progress Report ELastNoA Program Instructions NCC User Guide

SECTION C - Support Year 4
Equipment [tem Funds Requested ($)

X-Ray machine $10,000.00

3. Click the :I button to confirm your deletion. The Section C page re-opens with a green
Success banner and the Equipment you deleted no longer listed.

4. After you have completed the form, click the | | button to save your work and
proceed to the next form.

3.3.4. Budget Information: Section D
Section D of the Budget allows users to enter travel costs for each budget period of the project.

Click the Section D link on the Progress Report left navigation panel to access the Section D page (Figure
47), if it is not already displayed.

Note: The travel information for each budget period will be populated from the latest application or NCC
report, if it exists. You should review and update this information, as necessary.
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Figure 47: Budget Information — Section D Page

& Section D

p NCC Progress Report Tracking #: & woos Due Date: 04/02/2013 (Due In: 195 Days) |
Section Status: Not Started

¥ Resources [f
View

MCC Progress Report | LastNoA | Program Instructions | NCC User Guide

Start Date 0710112013 End Date 0613012014
Travel Funds Requested ($)
Domestic Travel Costs (Incl. Canada, Mexico and U.S. Territories) i 9,700.00

0.00

Faoreign Travel Costs
Total Travel Costs:  $9,700.00

Start Date 0710112014 End Date 06/30/2015
Travel Funds Requested ($)
Domestic Travel Costs (Incl. Canada, Mexico and U.S. Territories) i 11,900.00.
0.00

Faoreign Travel Costs
Total Travel Costs:  $11,300.00

1. Enter the domestic and foreign travel costs for each remaining budget period listed on the screen.

2. After you have completed the form, click the | | button to save your work and
proceed to the next form.
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3.3.5. Budget Information: Section E
Section E of the Budget allows users to enter school-related for each budget period of the project.

Click Section E on the Progress Report left navigation panel to access the Budget Information — Section E
Page (Figure 48), if it is not already displayed.

Note: The participant and training information for each budget period will be populated from the latest
application or NCC report, if it exists. You should review and update this information, as necessary.

Figure 48: Budget Information — Section E Page

& Section E

» NCC Progress Report Tracking #: & ~naas Due Date: 04/02/2013 (Due In: 195 Days) |
Section Status: Not Started
¥ Resources [f

View

MCC Progress Report | LastMoA | Program Instructions | MCC User Guide

Start Date 0710112013 End Date 06/30/2014

Participant / Trainee Support Costs Funds Requested ($)
Tuition/Fees/Health Insurance 0.00
Stipend 0.00
Travel 0.00
Subsistence 0.00
Other Specify

Mumber of ParticipantsiTrainees Total Travel Costs:  $0.00
Start Date 0710172014 End Date 06/30/2015

Participant / Trainee Support Costs Funds Requested ($)

Tuition/Fees/Health Insurance 0.00
Stipend 0.00
Travel 0.00
Subsistence 0.00
Other Specify

Mumber of Participants/Trainees Total Travel Costs:  $0.00

S—

1. Enter the school support costs (as applicable), as well as the number of participants/trainee, for each
remaining budget period listed on the screen.

2. After you have completed the form, click the |
proceed to the next form.

| button to save your work and
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Section F of the Budget allows users to enter other direct costs for each budget period of the project.

Click the Section F link on the Progress Report left navigation panel to access the Budget Information —
Section F Page (Figure 49), if it is not already displayed.

Note: The other direct costs for each budget period will be populated from the latest application or NCC
report, if it exists. You should review and update this information, as necessary.

Figure 49: Budget Information — Section F Page

& Section F

} NCC Progress Report Tracking #: & iiis

¥ Resources £
View

NCC Progress Report | LastMoA | Program Instructions | NCC User Guide

Start Date 0710112013
Other Direct Costs

Material and Supplies

Publication Costs

Consultation Services

ADPIComputer Services
Subawards/Consortium/Contractual Cosls
Equipment or Facility Rental/lUser Fees
Alterations and Renovations

Other Specify PhonefFax

Other Specify Postage

Other Specify  Scholarly Project Advisor Honorarium

Start Date 071012014
Other Direct Costs

Material and Supplies

Publication Costs

Consultation Services

ADPIComputer Services
Subawards/Consortium/Contractual Costs
Equipment or Facility Rental/lUser Fees
Alterations and Renovations

Other Specify PhonefFax

Other Specify Postage

Other Specify  Scholarly Project Advisor Honorarium

End Date

End Date

Due Date: 04/02/2013 (Due In: 195 Days) |
Section Status: Not Started

06/30/2014

Funds Requested ($)

6,000.00

0.00

30,700.00

0.00

46,800.00

7,000.00

0.00

100.00

500.00

3,200.00

Total Other Direct Costs:  $94,300.00

06/30/2015

Funds Requested ($}

5,250.00

0.00

30,700.00

0.00

46,800.00

7,000.00

0.00

100.00

400.00

3,200.00

Total Other Direct Costs:  $93,450.00

T

1. Enter the requested funds (as applicable) for each remaining budget period listed on the screen.

2. After you have completed the form, click the |

the next form.

| button to save your work and proceed to

User Guide For Grantees

51 of 63

Noncompeting Continuation (NCC) Progress Report -

Research & Related (R&R) Grants



115, Department of Health end Heman Services

Health Resources and Services Administration

3.3.7. Budget Information: Sections G —J

This page contains several budget sections for each budget period. Sections G — J of the Budget will display

direct costs, indirect costs and fees for each budget period of the project.

Note: The screen only allows users to enter the INDIRECT direct costs. (The DIRECT costs are calculated
from Section A - F of the Budget, and the fees are not applicable for this type of progress report.)

1. Click Section G — J on the Progress Report left navigation panel to access the Section G-H page

(Figure 50), if it is not already displayed.

Figure 50: Budget Information — Sections G - J Page (initial Screen)

¥ Section G-

P NCC Progress Report Tracking #: & oo J

¥ Resources ¥
View

MCC Progress Report

LastMoA | Program Instructions

NCC User Guide

Due Date: 04/02/2013 (Due In: 185 Days) |
Section Status: Not Complete

Recommended Federal Budget : $266,041.00

Start Date

G. Direct Costs

07101/2013

End Date

06/30/2014

Funds Requested ($)

Total Direct Costs (AthruF):  $247,749.00
H. Indirect Costs | @ ada|
Cognizant Federal Agency DHHS
Indirect Cost B
(] Indirect Cost Type Indirect Cost Rate (%) chehs Zed Funds Requested {$) Options
0 Modified Total Direct 8 $216,140.00 $17,292.00 @Update x
] Salary and Wages 10 $10,000.00 $1,000.00 (@ Update ¥

Total Indirect Costs:  $18,292.00

L. Total Direct and Indirect Cost

Total Direct and Indirect Institutional Costs (G + H) :

J.Fee

Federal {$)
$266,041

Mot Applicable

Mon Federal ($)
$0.00

Funds Requested ($)

$266,041.00

Recommended Federal Budget : $240,521.00

2. Enter the indirect costs, as necessary, for each remaining budget period listed on the screen.
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Rules for each Budget Period:

The Funds Requested in section G (Direct Costs) is calculated from the sum of sections A
through F.

The Federal ($) column in section | is calculated from the sum of sections G and H.

The Funds Requested ($) column in section | (Total Direct and Indirect Cost) is calculated
from the sum of sections G and H.

The Funds Requested ($) column in section | (Total Direct and Indirect Cost) should match
the “Recommended Federal Budget” $ amount (appearing above the Budget Period section
heading) unless there is a HRSA-approved exception to change the budget. (Refer to the
(from Last NGA) link on the top of the Budget Period section heading.)

If the Funds Requested in section | ((Total Direct and Indirect Cost) is $0.00, then the Total
Direct and Indirect Costs (sections G + H) do not have to match.

You can perform the following indirect cost functions for each budget period on the screen, as necessary:

Options:

« Add indirect costs
« Update indirect costs
«» Delete indirect costs

+* Display the last NoA
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3.3.7.1. Adding Indirect Costs

1. Click the button on the Section G-J page (Figure 50). The Indirect Cost(s) — Add page (Figure
51) opens. Fields marked with an asterisk (*) are required.

Figure 51: Add Indirect Cost Form

& Indirect Cost(s) - Add

» NCC Progress Report Tracking # : B iuiis Due Date: 04/02/2013 (Due In: 195 Days) |
Section Status: Not Complete

¥ Resources
View

NCC Progress Report | Last NoA Program Instructions MGG User Guide

Fields with * are required

Indirect Cost Type Drop-down
Indirect Cost

(& Add More Rows

* Indirect Cost Type * Indirect Cost Rate (%) * Indirect Cost Base (€3] * Funds Requested ($)

Cmner', Specify : i 1 ]

IF"Other’, Specify -

If "Other’, Specify : l

If "Other’, Specify : [

IF"Other’, Specify -

—

2. For each type of indirect cost,

a. Select the Indirect Cost Type from the dropdown. If you select Other, then you must enter
the type of indirect cost in the text box below the dropdown.

b. Enter the Indirect Cost Rate (%), the Indirect Cost Base ($) and the Funds Requested ($).

3. If you need more lines to enter additional indirect costs, click the |Add More Rows| button at the top of
the form. The Indirect Cost(s) — Add page (Figure 51) will be redisplayed, containing five more rows.

4. When you are finished entering the indirect costs, click the | | button. You will be
returned to the Section G-J page (Figure 50). The Indirect Costs section of the budget period will
list the costs you entered.

3.3.7.2. Updating Indirect Costs

1. Onthe Section G-J page (Figure 50) select the indirect costs that you want to update and click the
Update button. The Indirect Cost(s) Information — Update page (Figure 52) will be displayed, listing
the indirect costs that you selected.
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Figure 52: Indirect Cost(s) Information - Update Page

& Indirect Cost(s) Information - Update

Due Date: 04/02/2013 (Due In: 195 Days) |

» NCC Progress Report Tracking # : & tosis
Section Status: Not Complete

¥ Resources Of

View

MCC Progress Report Last MoA | Program Instructions fNCCUserGuide

Fields with * are required

Indirect Cost Indirect Cost Type Drop-down

* Indirect Cost Type Indirect Cost Rate (%) * Indirect Cost Base (%) * Funds Requested ($)

Meodified Total Direct ¥ _ [ -
17292

B 216148

If'Other’, Specify

2. Revise the form, as necessary, then click the | | button. You will be returned to the
Section G-J page (Figure 50). The Indirect Costs section of the budget period will reflect your
changes.

| Note: Fields marked with an asterisk (*) are required.

3.3.7.3. Deleting Indirect Costs

1. Select the indirect costs that you want to delete on the Section G-J page (Figure 50), and click the
Delete button. The Indirect Cost(s) Confirm Delete page (Figure 53) will be displayed, listing the

indirect costs that you selected.

Figure 53: Indirect Cost(s) Confirm Delete Page

& Indirect Cost(s) - Confirm Delete

@ Confirmation:
Mote: This is a confirmation page! You must click the appropriate button to complete your action.

Due Date: 04/02/2013 (Due In: 195 Days) |

» NCC Progress Report TracKing #: & «siis
Section Status: Not Complete

¥ Resources
View

MCC Progress Report | LastMoA | Programinstructions | NCC User Guide

Indirect Cost
Indirect Cost Type Indirect Cost Rate (%) Indirect Cost Base ($) Funds Requested ($)
lodified Total Direct a $216149.00 $17292.00

7. Click the :I button. You will be returned to the Section G-J page (Figure 50). The Indirect
Costs section of the budget period will reflect your deletions.

Noncompeting Continuation (NCC) Progress Report -

User Guide For Grantees 55 of 63
Research & Related (R&R) Grants



115, Department of Health end Heman Services

Health Resources and Services Administration

3.3.7.4. Displaying the Last Notice of Award (NoA)

1. Click the Last NoA sub-tab within the [[2] tab. The View NoA page will be displayed in a pop-up
window.

2. You can also view the Terms and Conditions and the Award Email by clicking on the appropriate
tabs.

3. After you have finished viewing the information click the [Z1:5- [ 111 button to return to Section G-
J page (Figure 50).

3.3.8. Budget Justification: Section K

Section K of the Budget allows users to attach a Budget-Justification document.

Note: You MUST attach one Budget-Justification document.

1. Click the Section K link on the Progress Report left navigation panel to access the Budget
Justification page (Figure 54), if it is not already displayed.

Figure 54: Budget Justification — Section K Page

& Budget Justification

b NCC Progress Report Tracking #:[& os Due Date: 04/02/2013 (Due In: 195 Days) |
Section Status: Not Started

¥ Resources [f
View
MCC Progress Report | LastMoA | Program Instructions | MNCC User Guide

S
> Budget Jusitification (Minimum 1) (Maximum 1} ' Attach File '

| —

2. Click the| Attach File| button to attach your Budget Justification document. the budget Justification
section expands.

Mo documents attached

Enter or browse for the file name and path.
4. |If appropriate, enter a brief description of the file.

5. Click the button. The Budget Justification page (Figure 54) refreshes showing the file you
just attached.

6. Click the | | button to proceed to the next form.

3.4. Appendices

The Appendices section allows you to attach any (additional) standard attachments required for your grant
program when submitting a progress report.

1. Click the Appendices link on the Progress Report left navigation panel to access the Appendices
page (Figure 55), if it is not already displayed.
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Figure 55: Appendices Page

# Appendices

} NCC Progress Report Tracking #: & “osas Due Date: 04/02/2013 (Due In: 195 Days) |
Section Status: Not Started
¥ Resources [
View

MCC Progress Report | LastMoA | Program Instructions | MCC User Cuide

¥ Attachment 1 (Minimum 1) (Maximum 1) Attach File
Mo documents attached
¥ Attachment 2 (Minimum 0) {Maximum 1) Attach File

Mo documents attached

¥ Attachment 15 (Minimum 0) (Maximum 1} Attach File

Mo documents attached

2. Click the |Attach File| button in an Attachment header. The Attachment header expands to show the
Document and Description fields

Figure 56: Appendices Page — File Attachment

Document Description C Attach
Browse. .. (Max 500 Characters): 500 Characters left. Cancel

Allowable Document Types:

doc,rif b, wpd, pdf xlz, m=g, jpg jpeg, tif xfd xlsx docx, ppt
Allowable Document Size: 100 MB

[ PR P - —— P s P M ——— . P - ey Y -

Note: Fields marked with an asterisk (*) are required.

Enter or select a file name to attach.
Enter a Description of the file, if appropriate.
Click the button. The Appendices page re-opens listing the file you just attached.

Repeat steps 2 through 5 to attach any other appendix documents.

N o g A~ w

Click the | | button to proceed to the next form.

3.4.1.1. Updating a Document Description
1. Onthe Appendices page, select an Attachment and click the Update Description drop-down.

2. Click the Update Description link to expand that Attachment section.
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5.

Figure 57: Appendices Page — File Attachment Update Description

I e W R Y L e e WANGPEUSLY_ VS Y

Document Name Size Date Anacner( Description Options
(Max 500 ChaTacters £ S Charages et
Sample file to attach to /202012 -
Save | | Cancel
Progress Reports.docx 20658 5:52:06 P

Enter your changes to the Description.

Click the button. The Appendices page refreshes showing the changes you have made to the
Description.

Click the | | button to proceed to the next form.

3.4.1.2. Deleting a Document

3.5.

On the Appendices page, select an Attachment and click the Update Description drop-down.
Click the Delete link.

When you are finished with your deletions, click the | | button to proceed to the next
form.

Review the Progress Report

The NCC Progress Report — Status Overview page (Figure 5) shows the completion status of each
Progress Report form. All forms must be complete before you can submit your Progress Report.

To open the NCC Progress Report — Status Overview page (Figure 5), click the Review link on the
Progress Report left navigation panel. The NCC Progress Report - Review page opens in a Table of
Contents format (Figure 59).

Figure 58: NCC Progress Report — Review and Submit

Review and Submit
Review

Submit
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Figure 59: NCC Progress Report Review Page

# NCC Progress Report - Review

} NCC Progress Report Tracking #: S susns Due Date: 04/02/2013 (Due In: 194 Days) |
Status: In Progress
¥ Resources [%
Click here to print
View
NCC Progress '-___ LastNoA | Program Instructions | NCC User Guide
H o4 ‘il B oM Page size: 50 = Go 26 items in 1 page(s)
View Section Type Options
M ¢ M ~ i
4 View: Basic Information
Basic Information SF-PPR HTML View ¥
Basic Information SF-PPR-2 (Cover Page Continuation) HTML View ¥
Basic Information Performance Narrative DOCUMENT View ¥
4 View: Budget Information
Budget Information SupportYear 4 - Section A-B HTML View ¥
Budget Information Support Year 4 - Section C-E HTML View ¥
Budget Information Support Year 4 - Section F-J HTML View ¥
Budget Information Support Year 5- Section A-B HTML View ¥
Budget Information Support Year 5 - Section C-E HTML View ¥
Budget Information Support Year 5- Section F-J HTML View ¥
Budget Information Cumulative Budget (Total Project Period) HTML View ¥
Budget Information Budget Justification (Sample file to attach to Progress Reports.docx) DOCUMENT View ¥
4 View: Appendices
Appendices Attachment 1 DOCUMENT View ¥
Appendices Aftachment 2 DOCUMENT View ¥
Appendices Aftachment 3 DOCUMENT View ¥
Appendices Aftachment 4 DOCUMENT View ¥
Appendices Aftachment 5 DOCUMENT View ¥
Appendices Aftachment 6 DOCUMENT View ¥
Appendices Aftachment 7 DOCUMENT View ¥
Appendices Aftachment 8 DOCUMENT View ¥
Appendices Aftachment 9 DOCUMENT View ¥
Appendices Aftachment 10 DOCUMENT View ¥
Appendices Aftachment 11 DOCUMENT View ¥
Appendices Aftachment 12 DOCUMENT View ¥
Appendices Aftachment 13 DOCUMENT View ¥
Appendices Attachment 14 DOCUMENT View ¥
Appendices Aftachment 15 DOCUMENT View ¥
LR \Il LR Pagesize: 50 ~ Go 26 items in 1 page(s)

The Table of Contents lists all sections in the Progress Report.

Click the [Print NCC Progress Repori to print the entire NCC Progress Report.

To open the review version of an individual document or HTML page, click the View drop-down and then the
View link for that document or page.

When you have completed your review, click the | | button at the bottom of the page to go to
the NCC Progress Report - Submit page ().

3.6. Submit Progress Report
Once all forms are complete, the Progress Report can be submitted to HRSA.
To submit the Progress Report, you must have the “Submit” privilege.

1. Click the Submit link under Review and Submit on the on the Progress Report’s left navigation
panel, to access the NCC Progress Report — Submit page (Figure 60) if it is not already displayed.
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Figure 60: NCC Progress Report — Submit Page
& NCC Progress Report - Submit

\ MNote(s):
The table below shows the status of the progress report. The progress report is currently COMPLETE

¥ NCC Progress Report Tracking #: & vees Due Date: 04/02/2013 (Due In: 194 Days) |
Status: In Progress
Grant Number: Original Deadline: 04/02/2013 Created On: 09/12/2012
Project Officer: M/A Project Officer Email: N/A Project Officer Contact #: MN/A
Last Updated By:
Started By:
alaka 10:49:22 A

¥ Resources o
View

MCC Progress Report Last MoA | Program Instructions ENCCUserGuide

» Users with Permissions on NCC Progress Report {2)

NCC Progress Report Status
Section Status Options

Basic Information

SFE-PPR o Complete (@ Update
SF-PPR-2 o Complete @Update
Performance Marrative of Complate [ Update

Budget Information

Section A o Complete (& Update
Section B o Complete (@ Update
Seclion C of Complete (@ Update
Section D o Complete (@ Update
Section E o Complete (g Update
Section F o Complete [ Update
Section G-J o Complete (@ Update
Section K o Complete [ Update

Other Information

Appendices of Complete @Update

Note: You can also start the Submit Progress Report process by clicking | | at the bottom of
the NCC Progress Report - Review page (Figure 59).

If all the forms are marked Complete, the NCC Progress Report — Submit page (Figure 60) will have a
| | button at the bottom of the page.

2. Click the | | button. The NCC Progress Report — Confirm Submit page (Figure 61)
will be displayed.
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Figure 61: NCC Progress Report — Confirm Submit Page

& NCC Progress Report - Confirm Submit

(7] Confirmation:
You have choosen to submit this report to HR3A. Please check the box to electronically sign the Noncompeting Continuation (MCC) Progress Report. Click on

the Submit Report button below to submitthe report. Ifyou do not wish to submit the NCC Progress Report at this time, click on the Cancel button to return to the

pFE\u‘iOUS screen.
¥ NCC Progress Report Tracking #: & wvos Due Date: 04/02/2013 (Due In: 193 Days) |
Status: In Progress

Grant Number: Original Deadline: 04/02/2013 Created On: 09/12/2012

Project Officer: hiA Project Officer Email; MNiA Project Officer Contact #: MN/A
: . " Last Updated By:

Started By: 12:50:27 PM

¥ Resources o

View
MNCC Progress Report | Last MoA Program Instructions MNCC User Guide

{=| view Report

* NCC PROGRESS REPORT CERTIFICATION
| cerify to the best of my knowledge and belief that the information provided in this progress reportis true and correct)

1
Please check the boxto electronically sign the NCC Progress Report.

1. Check the box to electronically sign the Progress Report.

2. Click the :I button to submit your Progress Report to HRSA. The NCC Progress Report
- Submit Result page (Figure 62) will be displayed.

Figure 62: NCC Progress Report — Submit Result Page

& NCC Progress Report - Submit Result

o Success:
MCC Progress Report was successfully submitted and received by HRSA

The tracking number for your submission is listed below. Please keep record of the tracking number for future reference.

Your progress report will now be sent for review. During this process you may be contacted by the reviewer for additional questions related to your submission. All such
questions will be directed to the contact person that you have specified in your progress report.
Submitted on Date and Time 9/22/2012 1:08:10 PM

Submitted By

Gracking Number v )

For any questions or to find out the status of your account, please contact us.

3. Take note of the Tracking Number.

4. Click the :I button to go to the Submissions — Incomplete List Pagepage (Figure 4) to
view additional Progress Reports which you can begin or edit.
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Note: If there are no Progress Reports, you will be taken to the HRSA EHB Home (Welcome) Pagepage
(Figure 2)

4. Customer Support Information

| Note: Use your Progress Report Tracking Number for all correspondence.

4.1. BPHC Help Desk

For assistance with completing Standard and Program Specific forms within the application, please contact
BPHC Help Desk:

By email: BPHCHELPLINE@hrsa.gov
OR
By Phone: 1-877-974-BPHC (2742) (between 9:00 am to 5:30 pm ET)

Note: For any questions on application guidance or programmatic questions that you might have when
completing your application, please see section 4.3, HRSA Program Support.

DO NOT call the Call Center for application guidance or programmatic questions.

4.2. HRSA Call Center

For assistance with registering in HRSA EHBSs, or access/password related issues please call the HRSA Call
Center:

By Phone: 877-GO4-HRSA (877-464-4772) or 301-998-7373 (between 9:00 am to 5:30 pm ET)
OR

By Email: callcenter@hrsa.gov

Please visit HRSA EHBs for additional online help.
Go to: https://grants.hrsa.gov/webexternal/home.asp
Click on ‘Help’

Note: For any questions on application guidance or programmatic questions that you might have when
completing your application, please see section 4.3, HRSA Program Support.

DO NOT call the Call Center for application guidance or programmatic questions.

4.3. HRSA Program Support

For any questions on application guidance or programmatic questions that you might have when completing
your application, please contact the Program Point of Contact within the Bureau of Primary Health Care
(BPHC) Office of Policy and Program Development (OPPD) - as noted within the application guidance.
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5. FAQs
5.1. Software

5.1.1. What are the software requirements for HRSA EHBs?

HRSA EHBs can be accessed over the Internet using Internet Explorer (IE) v5.0 and above and Netscape
4.72 and above. HRSA EHBs are 508 compliant.

IE 6.0 and above is the recommended browser.

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

In addition, to view attachments such as Word and PDF, you will need appropriate viewers.

5.1.2. What are the system requirements for using HRSA EHBs on a Macintosh
computer?

Mac users are requested to download the latest version of Netscape for their OS version. It is recommended
that Safari v1.2.4 and above or Netscape v7.2 and above be used.

Note that Internet Explorer (IE) for Mac has known issues with SSL and Microsoft is no longer supporting IE
for Mac. HRSA EHBs do not work on IE for Mac.

In addition, to view attachments such as Word and PDF, you will need appropriate viewers.

5.1.3. What are the software requirements for Progress Reports?
Refer to the software requirements for HRSA EHBs. In addition, you will need Microsoft Word to complete any
unstructured forms, such as those used for attachments.
5.1.4. What document types can | upload?
The following document types are supported in HRSA EHBSs:

e .DOC - Microsoft Word

e .DOCX - Microsoft Word

e JPEG - Graphics Format

e JPG - Graphics Format

e .MSG — Microsoft Mail Document

e .PDF - Adobe Portable Document Format

e .PPT - Power Point

e _.RTF - Rich Text Format

e _.TIF - Graphics Format

o TXT-Text

e .WPD - Word Perfect Document

e XFD - Extensible Forms Description Language files

e .XLS - Microsoft Excel

e .XLSX - Microsoft Excel

User Guide For Grantees 63 of 63 Noncompeting Continuation (NCC) Progress Report -
Research & Related (R&R) Grants



	Table of Contents
	Table of Figures
	1. Introduction
	1.1. Document Purpose and Scope
	1.2. Document Organization and Version Control

	2.  Before You Access a Progress Report
	3.  Completing the Progress Report in HRSA Electronic Handbooks
	3.1. Login and Access the Progress Report
	3.1.1. Logging Into the HRSA Electronic Handbooks
	3.1.2. Accessing the Progress Report
	3.1.3. Navigating within the Progress Report

	3.2. Standard Forms (SF-PPR)
	3.2.1. Basic Information: SF-PPR
	3.2.1.1. Changing the Selected Authorizing Official
	3.2.1.2. Adding an Authorizing Official
	3.2.1.3. Updating the AO Information
	3.2.1.1. Deleting an AO

	3.2.2. Basic Information: SF-PPR-2 (Cover Page Continuation)
	3.2.2.1. Modifying the Department Name or Division Name
	3.2.2.2. Changing the Point of Contact
	3.2.2.3. Adding a New POC
	3.2.2.4. Updating the Contact information for an Existing POC
	3.2.2.5. Deleting a Point of Contact

	3.2.3. Performance Narrative
	3.2.3.1. Attaching A Performance Narrative Document
	3.2.3.2. Updating the Description of the Document
	3.2.3.3. Deleting a Document


	3.3. Budget Forms
	3.3.1. Budget Information: Section A
	3.3.1.1. Adding a Key Person
	3.3.1.2. Adding a New Person to the List
	3.3.1.3. Updating a person,
	3.3.1.4. Deleting a Person

	3.3.2. Budget Information: Section B
	3.3.2.1. Adding Persons
	3.3.2.2. Updating Additional Persons
	3.3.2.3. Deleting Additional Persons

	3.3.3. Budget Information: Section C
	3.3.3.1. Adding Equipment
	3.3.3.2. Updating Entered Equipment
	3.3.3.3. Deleting Entered Equipment

	3.3.4. Budget Information: Section D
	3.3.5. Budget Information: Section E
	3.3.6. Budget Information: Section F
	3.3.7. Budget Information: Sections G – J
	3.3.7.1. Adding Indirect Costs
	3.3.7.2. Updating Indirect Costs
	3.3.7.3. Deleting Indirect Costs
	3.3.7.4. Displaying the Last Notice of Award (NoA)

	3.3.8. Budget Justification: Section K

	3.4. Appendices
	3.4.1.1. Updating a Document Description
	3.4.1.2. Deleting a Document

	3.5. Review the Progress Report
	3.6. Submit Progress Report

	4. Customer Support Information
	4.1. BPHC Help Desk
	4.2. HRSA Call Center
	4.3. HRSA Program Support

	5. FAQs
	5.1. Software
	5.1.1. What are the software requirements for HRSA EHBs?
	5.1.2. What are the system requirements for using HRSA EHBs on a Macintosh computer?
	5.1.3. What are the software requirements for Progress Reports?
	5.1.4. What document types can I upload?



