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1. Introduction

1.1. Document Purpose and Scope

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

e Basic Information

e SF-428

e Other Information
e SF-428B

e SF-428S

\ Note: This user guide can be used to complete Property Report for any grant program.

1.2. Document Organization and Version Control

This document contains four sections in addition to the Introduction. Following is the summary:

Section Description

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

Completing the Property Report in HRSA Electronic Describes the steps necessary to complete and
Handbooks submit the Property Report in the Electronic
Handbooks.

Provides contact information to address technical and

Customer Support Information | -
programmatic questions.

FAQs Provides answers to frequently asked questions by
various categories.

\ Note: None of the screens displayed in this user guide are for real grants.
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2. Before You Access a Property Report

To initiate your Property Report, you will have to access the HRSA Electronic Handbooks (EHBs). 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. Note that registration within HRSA EHBs is required only once for each user regardless of the
organizations they represent.

If you already have a user account, you do not need to create another account. Do not create duplicate
user accounts. If you are a new grantee organization user, you need to complete the following two steps to
get appropriate access:

Individual users from an organization who participate in the grants process must create individual accounts in
the system. To get registration guidance, go to https://grants.hrsa.gov/webexternal/home.asp and click
Registration in the left navigation panel.

The user must then associate their account with the specific grantee organization. While searching for your
organization, use your 10 digit grant number from box 4b of the NoA. If you recently received a grant from
HRSA and have not registered before, this step will be applicable to you. Note that EHBs offers these roles —
Project Director, Authorizing Official, Business Official and an Other Employee role. To work on and submit
the progress report within the EHBs, please request the Project Director for the grant to assign you
appropriate access (i.e. Edit Other Submissions, Submit Other Submissions).

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

For assistance in registering with HRSA EHBSs, call 877-GO4-HRSA (877-464-4772) between 9:00 am to 5:30
pm ET or email callcenter@hrsa.gov.

User Guide For Grantees 5o0f 34 Property Tracking Report
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3. Completing the Property Report in HRSA Electronic Handbooks

The next step is to complete your Property 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 Property Report

3.1.1. Logging Into the HRSA Electronic Handbooks

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

1. Enter your username and password.

Figure 1: EHB Login

£ Existing Users

Username ||

Passward

Forgot Password?

2 New Users

+) Click here to get started &'

Contact Us

Phone: B877-God-HRSABTT-464-4772
Time: 9:00 a.m. to 5:30 p.m. Eastern Time (E.T.)
Monday through Friday

Email: CallCenter@HRSAGOV
For more information, Contact s

2. Click the [L2:] button. The View/Update Profile page opens.
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Figure 2: View/Update Profile Page

| HealthCenters = | Support = | Logout

\gf,{@HRSA | Electronic Handbooks

]
EHBs Home

Welcome | Recently Accessed What's Mew Guide Me

You are here: Home

El} View/Update Profile

Fields with * are required

User Information

User Name HealthCenters

Title

5 < Chief Executive Officer
(Example: Project Director, Director)

Salutation

(Example: Mr., Ms., Dr.} b

* First Name Lore
Middle Initial ]
* Last Name Pease

P =l G . Pl ol T il T STl sl g g g

e L o
* City Espanola (Required if Zip is not specified)
Urbanization T (Used only for Puerto Rico(PR})

* State [NM [=] (Required if City is specified)

* 7ip Code (Lookup 2 ) 87532 |-2627 | (Required if City is not specified)

3. Ensure that all required fields are filled and are up to date.
4. Click the button. The View/Update Profile confirm page opens.

5. Click the button. The View/Update Profile page opens with a green Success banner at the
top of the page

6. Click the |@siilitic] button. The HRSA EHB Home (Welcome) page (Figure 3) opens.
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Figure 3: HRSA EHB Home (Welcome) Page

r | Dettmerd = | Support = | Logout
<¢ *HRSA | Electronic Handbooks
4
\Welcome | Recently Accessed | Whats New | Guide Me Wednesday 127 September 2012 12:30:12 PM. ET R
Getting Started with the Handbooks
> Recommended > What Would You Like > Handbook Screen > Tourthe
Settings To Do Today? Elements Handbooks
{x
Items We Are Tracking For You My Recently Accessed
w Display 7 | 15 | 20
& Taskwith a deadline (]
= Mo items are available at this time
Due within 30 days Tasks 0
2 Wiew All + View More
Late 0
Tasks without a deadline 0
=] Unread News 0
Acceptable Use Policy | Accessibility | Viewers And Players | ContactUs Product: EPS
Last Login: 09/11/12 6:52:00 PM ET
S P e |

Note: Depending on your program, your HRSA EHB Home (Welcome) page may appear differently, and
may not contain all the items listed in this figure.

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

On the HRSA EHB Home (Welcome) page (Figure 3), click the -] tab. The Tasks page opens with the
All Tasks list in the left navigation panel (Figure 4).
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Figure 4: All Entities— Left Navigation Panel
mmmﬂ

All Entities -

Tasks
| Pending Tasks

Grants -

Reguests
Grant Applications

Prior Approvals

Submissions
Submissions

User Access Requests
Review Requests

1. Click the Submissions link. The Submissions — Incomplete List page opens (Figure 5).

2. Use the filters (in the red box in Figure 5: Submissions — Incomplete List Page) to find the
submission you're working on by Tracking #, Submission Name, or Grant #.

Figure 5: Submissions — Incomplete List Page

HealthCenters ~ | Support v | Logout |8

| ¢ “HRSA | Electronic Handbooks

Browse

»

You are here: Home » Tasks » Browse » Grants [[=]]» Submissions

ALLTASKS % 2 Submissions - Incomplete List
All Entities -
Tasks Not Completed Recently Completed All
Penging Fasks [=) Export To Excel Detailed View | Jg3Search | [l Saved Searches v
Grants a —
W 4 |1)2/» M| Pagesize:[15 ~ |Go 24items in 2 page(s)
Requests |j £l 5
GrantApplicalions ;Jueln Submission Name Siission Organization Grant # Tracking # Hspo_mng Deadline  Status Options
l 5 Type Period
Prior Approvals
Submissions All vl T | v All * [ A -l T sl s E e
Submissions v Existing
User Access Requests a Due: Late (6) Report
Review Requests R6.1.3 Revised ; 06/01/2011
» 336Days Board Approved g'le' - ﬁ‘ c;“ﬁ;”"" HE0CS00805 00113282 - 14201
Budgst ubmissions ealth, 0812042 equeste
(94364-01) 0510112012

El Centro Family

Other
- P*ﬂﬁDars "W‘éuw\siiaﬁ -.Heiw"\

07101/2012 In Progress

’08352‘39% 30129836 =

' ﬁquestaﬁensinn b '

g . nal - TR S U s, £
Design SRR ZEid 04/30/2014
: 0510172012 \
> 1i4Das iaot0d)tonding; (Daer. £} Conitio Famity C8BCS23979 00131409 - oMo &) Start ¥
Certificate Submissions Health, NI
0473012014
"] E\z b M Pagesize:/1s ~  Go 24items in 2 page(s)

3. Choose the appropriate Grant (Entity) and click the Start or Edit link. The Property Report — Status

Overview page opens (Status Overview Page

User Guide For Grantees
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4. FEigure 6).

‘ Note: The screen contains a different left navigation panel than it did before.

3.1.3. Status Overview Page

Figure 6: Property Report — Status Overview Page

= Property Report - Status Overview

¥ 00124826: = - -_— - - Due Date: 7/29/2014 11:59:59 PM | Report Status: In
Progress
Grant Number: Reporting Period: 05/01/2012 - 04/30/2014 Due in: 414 days
Submission Name: SF-428 Submission Type: Other Submissions Reporting Cycle: One Time Submission

Project Period: 05/01/2012-04/30/2014
¥ Resources [
View

Property Report TOC | SF-428 | SF-428S | SF-428B | Related NoA | Related Condition/ Reporting Requirement | Action History | Property Report User Guide | SF-428 B (Final Report)
Instructions

Download Guidance
Document Name Description Options

There are no guidance documents available.

» Users with ission on Other issi (3)

Property Report Status

Section Status Options
Basic Information & Not Complete
SF-428 & Not Complete f'g Update
Other Information & Not Complete fg Undate
SF-428B & Not Complete @ Update
SF-4285 R Mot Complete f'g Update

The Property Report — Status Overview page lists the status of each form making up the Property Report,
links to read-only versions of the forms, and links to editable versions of the forms that need to be completed
or updated.

The Header section contains all identifying information about the Submission.

Under the Resources section [[-1] tab, there are sub-tabs that open read-only versions of the documents
they represent.

The Download Guidance section contains a link to download a guidance document for your Property Report.
The fourth section, when expanded, lists the Users with permissions on Other Submissions.

The Property Report Status section lists all forms required for the report and their completion status: Not
Complete or Complete.
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Figure 7: Property Report — Status Overview Page Left Navigation Panel

ALL FUNCTIONS L4
Property Report -
Overview

| status

& Basic Information
Report Data

o SF-428

& Other Informatien

gt SF-428B

& SF-428S
Review and Submit

Review

Submit

Navigation Functions =

Others

Return to Submissions
List

The Property Report — Status Overview page lists each section of the property report and its status: Not
Complete, or Complete.
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3.1.4. Navigating within the Property Report

Figure 8: Side Menu in Grantee Handbook

ALL FUNCTIONS
Property Report

Overview

Status

«& Basic Information
Report Data

K SF-428

& Other Information

ot SF-428B

ot SF-4285
Review and Submit

Review

Submit

Navigation Functions

Others

Return to Submissions
List

«

-

A navigation panel (Figure 8) appears on the left side of
every screen in the Electronic Handbook. Use this panel
to access the various pages of your Property Report.

You can always click Status under Overview go to the
Property Report — Status Overview page to check your
progress toward completing your entire submission.

The Property Report — Status Overview page shows
the status of each Basic Information form (i.e., the SF-
428 forms) and Other Information forms.

Note: You cannot submit your Property Report until all

forms in all sections are complete.

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

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

3.2.  Navigating to the Standard Forms

To get to any of the forms used in the Property Report, click the appropriate link in the left navigation panel,
or click the Update link for that form on the Property Report — Status Overview (Eigure 6).

Property Tracking Report
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3.2.1. Basic Information — Update Page

The Basic Information — Update (Eigure 9) page gathers or contains basic information about the property
purchased with your Grant money, your Point of Contact (POC), and your Project Director. All fields with red
asterisks (*) are required.

Figure 9: Basic Information — Update Page

You are here: Home » Tasks » Browse » Grants [ =] » Submissions » Property Report {00124826) ¥ A
2 Basic Information - Update
3 - - - -— - - Due Date: 7/29/2014 11:59:59 PM | Section Status: Not Complete
¥ Resources [
View
Property Report TOC | SF-428 ! SF-4288 @ SF-428B : Related NoA | Related Condition/ Reporting Requirement | Action History | Property Report User Guide | SF-428 B (Final Report) Instructions
Fields with * are required
* 1. Did your organization purchase equipment under this award with an acquisition cost of $5,000 or more?
If No, then Explain
Approximately 1 page (Max 2000 Characters): 2000 Characters left
E i= B Z U fot.r @O ¥ E
A
v
< >
_/' Design °§ Preview
* 2. Does your organization have residual unused supplies with a total aggregate fair market value greater than $5,000 that are not needed for any other Federally sponsored programs or projects?
O ¥es O No
[z Show Detailed View
s EIT SASNE il O ey
*
I 3 Primary POC No Primary POC Added ) Add ¥ I
»  Project Director Kirk, Constance | reitester1@hotmail com
~ = = W
j=yee] o deflmilean] |

1. Answer question 1 by clicking the appropriate radio button. If the answer is No, you must enter an
explanation in the space provided.

2. Answer question 2 by clicking the appropriate radio button.

Note: If you select “No” and click the [--/] button, the system will auto-complete section SF-428S and the
Other Information section. You will not have to enter any information in these two pages. The default values
for the two Other Information questions will be N/A.

3. If you want to view the details of the Contact Information section, click the Show Details link. The
Contact Information section will expand as shown in (Eigure 10).

User Guide For Grantees 13 of 34 Property Tracking Report
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Figure 10: Contact Information Section — Detailed View
=8 Show Summary View
Role Name Phone Email Options
4 * Primary POC Mo Primary POC Added. I @Add - |
Title: Registered in EHBs:
EHB Role: Grant Role:
4 Project Director Pease, Lore (505) 753-7218 reitester!@hotmail.com

Title: Chief Executive Officer

EHB Role: Authorizing Official

Registered in EHBs: Yes

Grant Role: Program Director

4. |If there is no POC listed, click the button under Options. The Primary POC — Add page opens.

3.2.1.1. The Primary POC — Add Page

The Primary POC — Add page gives you two different methods for selecting a POC. You can select from
Existing Users, as shown in Figure 11, or you can expand the Add New Contact Information section and
add a User to the list of Existing Users, as shown in Figure 12.

Figure 11: The Primary POC — Add Page (Existing Users)

& Primary POC - Add

» - s -

¥ Resources [
View

Property Report TOC | SF-428
Instructions

Fields with * are required
w Select from Existing Users

Select

p Add New Contact Information

SF-4288

SF-428B | Related NoA | Related Condition/ Reporting Requirement | Action History | Property Report User Guide ; SF-428 B (Final Report)

Name
Conerty, William
Kirk, Constance |

O'Sullivan, Nancy

Email
reitester1@notmail.com
reitester1@notmail.com

reitester1@notmail.com

OR

Due Date: 7/29/2014 11:59:59 PM | Section Status: Not

Complete

Phone

Property Tracking Report
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Figure 12: The Primary POC — Add New User

v Add New Contact Information

Title of the position
* First Name

* Last Name

* Phone Number ( = - Ext.

* Email

Note: In the Add New Contact Information section, all fields except the Title of the position field are
required.

5. Click the [2211, ]| button after you have selected and existing user or click the | |
button after you have created a new user to be returned to the Basic Information — Update page.

6. When all information has been entered on the Basic Information — Update page, click the [E-0= -]
[£2.71 ] button to proceed to the next form.

After a POC has been entered on the Basic Information — Update form, the Add link becomes the Update
drop-down with three links, Update, Change, and Delete, as shown in Eigure 13.

Figure 13: POC Contact Information — Action Options

Action

(@ Update
Change

75 Delete

Options:

< UPDATE the POC information

+» CHANGE the POC. This Option includes adding a new POC.
« DELETE the POC

3.2.1.2. To Update the POC information

1. Onthe Basic Information — Update page (Eigure 9), click the Update drop-down for POC and then
select Update from the drop-down. The Primary POC — Update page opens (Eigure 14), and is
populated with the information for the selected POC.
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Figure 14: Primary POC — Update Page

@ Primary POC - Update

» - wrwe -

¥ Resources
View

Property Report TOC | SF-428
Instructions

Fields with * are required

Update Contact Information
Title of the position

* First Name

* Last Name

* Phone Number

* Email

i SF-4285

William
Conerty

(555

i SF-428B | Related NoA

1- 555 - 5555

reitester1@hotmail.com

Ext.

| Related Condition/ Reporting Requirement | Action History | Property Report User Guide | SF-428 B (Final Report)

Due Date: 7/29/2014 11:59:59 PM | Section Status:
Complete

2. Verify and revise the contact information, as necessary.

3. Click the|

Update page (Figure 9).
3.2.1.3. To Change the Selected POC

1. Click the Update link for a POC and then select Change from the drop-down. The Primary POC —
Change page opens (Figure 15), and is populated with all the POCs registered for the grant.

| button to save your information and return to the Basic Information —

Figure 15: Primary POC — Change Page

& Primary POC - Change
» - - -
¥ Resources [

View
Property Report TOC | SF-428

Instructions

Fields with * are required
w Select from Existing Users

Select

p Add New Contact Information

8F-4238

Name
Conerty, William
Kirk, Constance |

O'Sullivan, Nancy

{ SF-428B | Related NoA | Related Condition/ Reporting Requirement

Email
reitester! @hotmail.com
reitester1 @notmail.com

reitester1 @notmail.com

OR

Due Date: 7/25/2014 11:59:59 PM | Section Status:

Action History

Complete

i Property Report User Guide | SF-428 B (Final Report)

Phone

2. To change from the current POC to an existing user, select the user to be designated as the POC, if
more than one user is listed, and click the [£1. 1] button to be returned to the Basic Information —
Update page (Eigure 9) with a green Success banner at the top of the page.

OR

Property Tracking Report
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To change from the current POC to a new user, expand the Add New Contact Information section, enter
the required information, and click the | | button to be returned to the Basic Information —
Update page (Figure 9) with a green Success banner at the top of the page.

Note: New HRSA employee users must register with the EHB. After the new users are registered within the
EHB, you must return to the Primary POC - Add page to select the newly registered HRSA employee as a
POC.

3.2.1.4. To Delete a POC

1. Onthe Basic Information — Update page (Eigure 9), click the Update drop-down for a POC and
then select Delete from the drop-down. The Primary POC — Delete Confirm page opens.

2. Click the [Z21il1] button. The Basic Information — Update page re-opens and the POC that you

deleted has been removed as the Primary POC. (However it will still be listed in the Primary POC —
Add (Figure 15).

If you are satisfied with the information on the Basic Information — Update page, click the [E-00- -]
[£.711 ] button to save your work and proceed to the next form.
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3.2.2. SF-428 — Update Page

Figure 16: SF-428 — Update Page

<«

You are here: Home » Tasks » Browse » Grants [ /=] » Submissions » Property Report (00124826)
@ SF-428 - Update
» - - - — - - Due Date: 7/29/2014 11:59:59 PM | Section Status: Not Complete

¥ Resources [f
View

Property Report TOC | SF-428 | SF-428S | SF-428B ! Related NoA | Related Condition/ Reporting Requirement { Action History | Property Report User Guide | SF-428 B (Final Report) Instructions

w Items 1-7 from SF428 forrng
1. Federal Agency and Organization Element to Which Report is 2. Federal Grant or Other Identifying Number Assigned by Federal

Submitted Agency 3a. DUNS 0. EIN
Health Resources Services Administration (HRSA) CB8BCS24008 10gz78457 237208502
4. Recipient Organization{Name and complete address including Zip code) 5. Recipient Account or ldentifying Number
IMPERIAL BEACH COMMUNITY CLINIC, 949 PALM AVE, IMPERIAL BEACH, CA 91932-1503 NIA

6. Attachment (Check applicable)

7. Suppl tal Sheet
[ _1Annual Report (SF-428-A) [ _L\lr:ﬁemen al Shee
[ _1Final (Award Closeout) Report (SF-428-B) [;] Nok
[ _] Disposition Report/Request (SF-428-C)

*8.C (Provide any i or additional i in this block.}

Approximately 1 page (Max 2000 Characters): 2000 Characters left.
FA Y- G- EESE BLI U fo-{O¥E

7 Design | G Preview

w Other Supporting D linii 0) { 20) Attach File

Mo documents attached

Acceplable Use Policy | Accessibility | Viewers And Players | Contact Us Product: EHBs

[etheol oo LI

The SF-428 — Update page allows you to attach up to 20 documents to update the descriptions of the
property purchased with your grant for the period covered by the Property Report.

1. To open aread-only view of ltems 1 — 7 from the SF-428 form, click on the Expand or Collapse icon.

Note: Item number 6, Attachment (Check Applicable), is not available in Form SF428 at this time, nor is it
applicable.

2. Item 8. Comments is a required field for entering any explanations or additional information regarding
your SF-428 — Update page updates or attachments.

3. To attach a file to the page, click the button. The Other Supporting Documents section
expands.
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Figure 17: SF-428 — Update Page (Attach File)
¥ (Other Supporting Documents (Minimum 0) {(Maximum 20} Attach File
* Document Description Attach

\ [ Browse... ] Approximately 1/4 page (Max 500 Characters): 486 Characters |eft ST

Allowable Document Types:
doc, rtf bet, wpd, pdf %z meg,jpo, jpe, tif x fd xlzx, docx, ppt
Allowable Document Size: 100 MB

In the Document field, enter the file name or click the button to select the file you wish to
attach.

Enter a Description, if appropriate.

Click the button. The SF-428 — Update page refreshes, listing the document you just
attached.

When you have completed your entries, changes, and attachment, click the | |
button to proceed to the next form.

You can perform the following functions on this screen related to SF-428 — Update documents:

Options:

R/

< Attach a document
%  Update a document description
«+» Delete a document

7

3.2.2.1. Attaching A Supporting Document

To attach a supporting document to the SF-428 — Update page, follow steps 3 through 6 of section Error!
Reference source not found..

] Note: You are not required to attach any documents, but you may attach up to 20 files.

3.2.2.2. Updating a Document Description

When at least one document has been attached, you can perform the following:

1.

a M w N

On the SF-428 — Update page, in the expanded Other Supporting Documents section, click the
Update Description drop-down.

Click the Update Description link.
Enter any changes you need to the Description of the attachment.

Click the button The SF-428 — Update page refreshes showing modified description.

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

3.2.2.3. Deleting a Document,

1.

On the SF-428 — Update page, in the expanded Other Supporting Documents section, click the
Update Description drop-down.

Click the Delete link.
The SF-428 — Update page refreshes without the file you just deleted.
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3.2.3. Other Information

The Other Information page (Figure 18) relates to continued use of the equipment purchased and whether
the equipment listed in the Property Report is part of your current, approved budget.

Figure 18: Other Information Page

You are here: Home » Tasks » Browse » Grants [ /=] » Submissions » Property Report (00124826)

@ Other Information

» - - - - - e - Due Date: 7/29/2014 11:59:59 PM | Section Status: Not
Complete
¥ Resources [
View

Property Report TOC | SF-428 | SF-4283 | SF-428B | Relaled NoA ; Related Condition/ Reporting Requirement | Action History ; Property Report User Guide | SF-428 B (Final Report) Instructions

* 1. Will you continue to use the property {equipment) purchased under this award for the original purpose for which it was acquired?

) Note:

Unless otherwise instructed by HRSA, the recipient shall use the equipment in the project or program for which it was acguired as long as needed, whether or not the project or program continues to be supported by Federal
Funds and shall not encumber the property without approval of the HHS awarding agency. Please refer to the Federal Property Standards in 45 CFR 74 and 92, as applicable, as well as the HHS Grants Policy Statement for
further information about when agency approval is required. All prior approval must be submitted through the prior approval module in EHB.

If no, please provide explanation below.
Approximately 3 pages (Max 5000 Characters): 5000 Characters left.

A 9-e- f G- EEEZIZ B U fot.-@OFE

# Design | G Preview

* 2. Was the property listed in this report included in your most recent approved budget?

If no, please provide explanation below
Approximately 3 pages (Max 5000 Characters): 5000 Characters left.

HRD-C- § B FEFEIZIS| B LU frt.-BOTE

_/' Design 0\ Preview

[enemmEmm

Acceptable Use Policy | Accessibility | Viewers And Players | Contact Us Product: EHBs

felws] P e 0w e

1. Answer questions 1 and 2 by clicking the appropriate radio button.

2. If the answer to either question is “No,” then enter explanations in the appropriate areas.

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

3.2.4. SF-428B - Update Page

The SF-428B (Final Report) — Update page contains information about the property for which you are
creating or updating the Property Report.
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Figure 19: SF-428B (Final Report) - Update
@ SF-428B (Final Report) - Update
» 00124826 IMPERIAL BEACH COMMUNITY CLINIC, IMPERIAL BEACH, CA Due Date: 7/28/2014 11:59:59 PM | Section Status: Not
Complete

¥ Resources [f
View

Property Report TOC | SF-428 | SF-4285 | SF-428B | Related NoA | Related Condition/ Reporting Requirement | Action History | Property Report User Guide | SF-428 B (Final
Report) Instructions

p ltems 1-7 from SF428 form

Fields with * are required

* Report(Select all that apply)

Note:
Options b and ¢ below are pre-populated as per response to the Questions 1 & 2 on the ‘Basic Information — Updale’ page, respectively. To update the selection for these options, please update
and save the responses to Questions 1 & 2, on “Basic Information — Update’ page

Federally-owned Property

a
D (List on Supplemental Sheet SF-4285 or recipient equivalent and complete Section 2a below.)
b Acquired Equipment with acguisition cost of $5,000 or more for which the awarding agency has reserved the right fo transfer title
(List on Supplemental Sheet SF-42385 or recipient equivalent and complete Section 2b below.)
- Residual Unused Supplies with total aggregate fair market value exceeding $5,000 not needed for any other Federally sponsored programs or projects

(Complete Section 2c below.)

w Future Action - Request Details
2a. Federally-owned Property (i)

[} Request transfer to Award
Request options

(Select one or more.) [} Request Federal Agency disposition instructions

[ other (Provide detail in Block 3 or aftach request)

2b. Acquired Equipment

O Reguest uncenditional transfer of title with no further obligation to the Federal Govemment.

() Note:

Request options ITHRSA does not provide disposition instructions within 120 days the recipient may continue to use the equipment for Federally supported projects or

(Select one or more.) ~
dispose in accordance with the applicable property standards.

For more information on Federal Property standards refer to 'Code of Federal Regulations - Title 45' [45.CFR] for reference

O Request Federal Agency disposition instructions

2c. Reportable Residual Unused Supplies

ale proceeds O Estimate of current fair market value Clear Value

Value of residual unused supplies ($) $50,000.00

Value derived using

Percentage of Federal participation (%) 50.00 %

Federal share (5) $25,000.00

Clear Value

Selling and handling allowance ($) $5,000.00

Amount remitted to the Federal
20,000.00 i Calculat Clear Vali
Government (5) 5. @® alculate ear Value

p Comments

T oo

1. Options b and c will be pre-populated as per response to the Questions 1 & 2 on the ‘Basic
Information — Update’ page. If no options are selected, select option D.

2. If option c is selected, fill out the information in the Reportable Residual Unused Supplies section.

3. Click the | | button to proceed to the next form.
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3.2.5. SF-428s (Supplemental Sheet) — Update Page
The SF-428s (Supplemental Sheet) — Update page contains information about the property for which you
are creating or updating the Property Report.

Figure 20: SF-428s (Supplemental Sheet) — Update Page

) Note(s):

» - - - -—

¥ Resources [7

2 SF-428S (Supplemental Sheet) - Update

The Property and Equipment details can either be entered using the ‘Add Property’ button or be aftached using the ‘Attach file' button, as below

Due Date: 7/29/2014 11:59:59 PM | Section Status: Not Complete

View
Property Report TOC | SF-428 | SF-4288 | SF-428B | Related NoA | Related Condition/ Reporting Requirement | Action History | Property Report User Guide | SF-428 B (Final Report) Instructions
3 Add Property
H 4 ‘T‘ P M Pagesize: 50 ~ Go 0 items in 1 page(s)
GPor Description of Item Identification Acquisition Condition Code Acquisition
ACQ © P Number Date n Cost Options
(b) (d) (e) (As of Reporting Date) @
E|
g W ‘: N g
'
There are no records to display.
LAER | ‘T‘ P M Pagesize: 5p ~ @ Go 0 items in 1 page(s)
> Property and Equi List (Mini 0) 1) Attach File

No documents attached

—1

Use the filters for the Description of Item, Identification Number, Acquisition Date, Condition Code, or
Acquisition Cost to help you find the item you wish to update. After a property has been added, you can

update or delete it from this screen.
You can perform the following functions on the screen:

Options:

7
‘0

7

R/
0.0
R/
0.0

Add Property
Update Property

Delete Property

Property Tracking Report
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3.2.5.1. Adding Property

1. Onthe SF-428s (Supplemental Sheet) — Update page, click the button. The Property
— Add page opens.

Figure 21: Property - Add Page

Z Property - Add
» - — - Due Date: 7/29/2014 11:59:59 PM | Section Status:
Complete
¥ Resources [f
View
Property Report TOC | SF-428 | SF-4285 | SF-428B | Related NoA | Related Condition/ Reporting Requirement | Action History | Property Report User Guide | SF-428 B (Final Report)
Instructions
Fields with * are required
Add Property Information

* Property Ownership (GP or

AC -
ACQ) (b) (D @

Approximately 1/4 page (Max 500 Characters): 500 Characters left
A 9 -0 fEBaE-EEIZE B I U . @BOYE

* Description of ltem (c) (i)

< >
_/‘ Design 9§ Preview

* |dentification Number (d) ()

=

* Acquisition Date () (i)
- (mmiddiyyyy)

* Condition Code (f)
(As of Reperting Date) (@)

* Acquisition Cost {g) (@)

Note: If you hover your mouse over one of the Information icons @, a pop-up will appear to explain or
describe the information that belongs in the related field.

2. Click the Property Ownership (ACQ) drop-down to select the ownership code.

Enter a Description of the item.

3

4. Enter the Identification Number.

5. Enter or select the Acquisition Date from the calendar icon.
6

Click the Condition Code drop-down to select the condition code that best describes the current
condition of the equipment (as of reporting date).

7. Enter the Acquisition Cost (just numbers — the system will add the dollar sign).
8. Click the | | button to stay on this page and add more property.
9. Click the | | button to return to the SF-428s (Supplemental Sheet) — Update page

(Eigure 20).
3.2.5.2. Updating the Property Information

1. Onthe SF-428s (Supplemental Sheet) — Update page, click the Update drop-down for and
equipment item and then select Update from the drop-down. The Property - Update page (Figure
22) will open.
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2. Verify or revise the contact information, as necessary.

3. Click the |

| button to save your information. The SF-428s (Supplemental Sheet) —

Update page re-opens with a green Success banner, showing the changes you made to equipment

entries.

Figure 22: Property - Update Page

& Property - Update

» - @ -

¥ Resources [

ACQ) (b) (@)

View
Property Report TOC i SF-428 | SF-4285 i SF-428B | Relaled NoA | Related Condition/ Reporting Requirement | Action History i Property Report User Guide | SF-428 B (Final Report)
Instructions
Fields with * are required
Update Property Information
* Property Ownership (GP or ACQ -

Approximately 1/4 page (Max 500 Characters). 496 Characters lefi.

Due Date: 7/29/2014 11:59:59 PM | Section Status:
Complete

HAAg- - X GG T SE B U BOVE
test
~
* Description of ltem {c} (&)
v
< >
_/. Design og Praview
* Identification Number (d) (&) 123456
6/10/2013
* Acquisition Date {e) (& =
(mmiddlyyyy)
- L
Condition Code (f) 4 - Usable -
(As of Reporting Date) (i)
* Acquisition Cost (g) (@ £50,000.00

3.25.3.

Deleting Equipment from the Report

4. Onthe SF-428s (Supplemental Sheet) — Update page, click the Update drop-down for an
equipment item and then select Delete from the drop-down. The Property — Delete Confirm page

(Eigure 23) opens.
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Figure 23: Property - Delete Confirm Page
& Property - Delete Confirm
@ Confirmation:
This is a confirmation page! You must click the appropriate button to complele your action.
3 - e - — - - - Due Date: 7/29/2014 11:59:59 PM | Section Status:
Complete

¥ Resources [f
View
Property Report TOC | SF-428 | SF-4285 | SF-428B | Related NoA | Related Condition/ Reporting Requirement | Action History | Property Report User Guide | SF-428 B (Final Report)

Instructions

Delete Property Information

Property Ownership (GPoracqy ~ ACQ

{b)

Description of item (c) test
Idenfification Number (d) 123456
Acquisition Date (e) 6/10/2013
Condition Code (f) 4 - Usable
Acquistion Cost (g) $50,000.00

1

5. Click the [Z21il4] button. The SF-428s (Supplemental Sheet) — Update page re-opens with a green
Success banner, and the equipment that you deleted is no longer listed.

6. If you are satisfied with the information on the SF-428s (Supplemental Sheet) — Update, click the
| | button to save your work and proceed to the next form.

3.3. Property Report — Review Page

Figure 24: Property Report - Review Page

& Property Report - Review

» - —— - — - e - Due Date: 7/29/2014 11:59:59 PM | Report Status: In Progress
¥ Resources [
View

Property Report TOC | SF-428 | SF-4285 ! SF-428B | Related NoA ! Related Condition/ Reporting Requirement | Action History | Property Report User Guide | SF-428 B (Final Report) Instructions
(=h Print Property Tracking Table of Contents -

View Section Type Options

4 View: Tangible Personal Property Report

Tangible Personal Property Report Basic Information HTML View ¥
Tangible Personal Properly Report SF-428 HTML View ¥
Tangible Personal Properly Report Other Information HTML View ¥
Tangible Personal Property Report SF-428B - Final Report HTML View ¥
Tangible Personal Properly Report SF-428S - Supplemental Sheet HTML View ¥
4 View: Attachments
Aftachments Other Supporting Documents DOCUMENT Not Available
Attachments Property and Equipment List DOCUMENT Not Available

oo

The Property Report - Review provides a means to view or print read-only versions of each section of the
Tangible Personal Property Report, or to print the entire report. All forms must be complete before you can
submit your Tangible Personal Property Report.
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1. To openthe Property Report — Review page, click the Review link in the left navigation panel.

2. When you are satisfied that all information for your Property Report has been entered, is accurate,
and is up-to-date, click the [£2.11 ]| button at the bottom right corner of the Property Report -
Review page. The Property Report — Submit page opens. See section 3.4, Submit the Property
Report for details concerning the submission of the Property Report.

3.3.1. Printing the Property Tracking Report

1. To print the entire Property Tracking Report, click the [Print Property Tracking| button. A PDF
version of the Property Tracking Report opens in Adobe Acrobat.

2. Click on the Adobe Print icon to print the Property Tracking Report.

3. Close the window to return to the Property Report — Review page.

3.3.2. Viewing a Section of the Property Tracking Report

1. To view any Property Report form, click the View drop-down for the section you want to view.

2. Click the View link. A read-only version of the related online form opens. Figure 25 shows a read-only
version of the Property Report — Basic Information page.

3.3.3. Printing a Section of the Property Tracking Report
3. Toview any Property Report form, click the View drop-down for the section you want to view.
4. Click the Print link. A read-only version of the related online form opens. Figure 25 shows a read-only

version of the Property Report — Basic Information page. You can print a copy of the HTML form

Figure 25: Read-Only Report Section (1)

»

@ Property Report - Basic Information

¥ Resources ¥

View

Property Report TOC | SF-428 JSF-428S § SF-428B | Related NoA | Related Condition/ Reporting Requirement | Action History | Property Report User Guide | SF-428 B (Final Report) Instructions
1. Did your organization purchase equipment under this award with an acquisition cost of $5,000 or more?

[X]Yes[_]1No

Comments: No Comments provided.

2. Does your organization have residual unused supplies with a total aggregate fair market value greater than $5,000 that are not needed for any other Federally sponsored programs or projects?

[X]Yes[_]No
Contact Information
Role Name Phone Email
Primary POC Conerty, William reitester! @hotmail.com
Project Director Kirk, Constance | . reitester! @hotmail.com

— =

- - -_— - - Due Date: 7/29/2014 11:59:59 PM | Report Status: In Progress

I Table of Contents - I

The read-only pages of the Property Report sections provide you with several navigation options:

Click one of the tabs to open a pop-up of a read-only version of the form it represents (1).

Use the Table of Contents drop-down and then the |:| button return to the Property
Report — Review page or to go to read-only pages for any of the other sections.
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On the Property Report — Basic Information page, click the |

| button to

return to the Property Report — Review page (Figure 25).

On the Property Report - SF-428, Property Report — SF-428B, and Other Information,

you can navigate to the previous or next page in the Table of Contents using the [0 ]

| | and |

| buttons, as seen in Figure 26.

Figure 26: Read-Only Report Section (2)

# Property Report - SF-428

Items 1 - 7 from SF428 form

1. Federal Agency and Organization Element to Which Report is
Submitted
Health Resources Services Administration (HRSA)

4. Recipient O and address i

ing Zip code)

6. Attachment (Check applicable)

[ _1Annual Report (SF-428-A)

[ _] Final (Award Closeout) Report (SF-428-B)
[ _ | Disposition Report/Request (SF-428-C)

8. Comments

erat volutpat.

Certification:

9b. Signature of Authorized Certifying Official:

SF-428 Tangible Personal Property Report
OMBApprovs! Mumber: 2000-0228
Expirstion Date: D430/2012

—1

9a. Typed or Printed Name and Title of Authorized Certifying Official :

2. Federal Grant or Other Identifying Number Assigned by Federal
Agency

10. Agency use only:

| bl of Contents B |

3a. DUNS

5. Recipient Account or ldentifying Number

NiA

7. Supplemental Sheet

[_]Yes
[X]Mo

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse luctus, enim eget pellentesgue porttitor, ligula risus rhoncus lacus, in sodales elit ante at odio. Mauris posuere congue orci sit amet porta. Nam vel imperdiet lacus
Pellentesque tincidunt leo eu ante pharetra suscipit. Ut nisi nisi, suscipit sed mauris nec, aliguam fincidunt est. Nam a luctus quam. Cras nec purus sollicitudin purus vulputate elementum a vitae ipsum. Aliguam quis sem magna. Aliqguam

9c. Telephone(Area Code,number and extension):

9d. Email Address:

9e. Date Report Submitted:

3b. EIN

—1

previous page in the Table of Contents using the |
to the Table of Contents using the |

On the Property Report — SF-428S — Supplemental Sheet, you can navigate to the

| button and go directly

| button, as seen in Figure 27.
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Figure 27: Read-Only Report Section (3)

& Property Report - SF-428S - Supplemental Sheet

ITabIe of Contents - I

Attachment Type

[ _ 1 Annual Report

[ _1Final (Award Closeout) Report
[ _ ] Disposition Request/Report

Federal Grant or Other Identifying Number Assigned by Federal Awarding Agency (Block 2 of SF-428)

. Identification Acquisition Condition Acquisition  Disposition
:;vam Number gl; orACQ ‘uct:sc"p"“" ofltem Number Date Code Cost Request
(d) (e) U] (@ (h
ACQ test 123456 06/10/2013 4 - Usable $50,000.00
~ Property and i List (Mini 0) il 1)

No documents attached

SF-428S Supplemental Sheet — Attschment to SF-422
OMBApproval Number: 3
Expiration Date: 04/30/2012

== ==

0258

When you have finished your review and all sections are complete, click the | | button to go
to the Property Report — Submit page (Eigure 28) to initiate the Submit Property Report process.

3.4. Submit the Property Report
Once all forms are complete, the Property Report can be submitted to HRSA.
To submit the Property Report, you must have the “Submit” privilege.
1. Under Review and Submit on the Property Report’s left navigation panel, click the Submit link to
access the Property Report - Submit page (Figure 28) if it is not already displayed.

Figure 28: Property Report - Submit Page

= Property Report - Submit

) Note(s):
The table below shows the status of the Property Report. The Property Report is currently COMPLETE and can be submitted. Please click on "Submit' button to proceed

hd - - -— - - Due Date: 7/29/2014 11:59:59 PM | Report Status: In
Progress
Grant Number: Reporting Period: 05/01/2012 - 04/30/2014 Due in: 414 days
Submission Name: SF-428 ission Type: Other Submissi Reporting Cycle: One Time Submission

Project Period: 05/01/2012-04/30/2014
¥ Resources [f
View
Property Report TOC | SF-428 | SF-4285 ! SF-428B ! Related NoA | Related Condition/ Reporting Requirement | Action History | Property Report User Guide | SF-428 B (Final Report)
Instructions

p Users with permission on Other Submissions (3)

Property Report Status

Section Status Options

Basic Information « Complete @ Update
SF-428 " Complete ['@ Update
Other Information « Complete @ Update
SF-428B « Complete (& Update
SF-4285 « Complete [@ Update

=
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| button. The Property Report —

2. If all the forms are marked “Complete”, click the |
Submit Confirm page (Eigure 29) will open.

Figure 29: Property Report —Submit Confirm Page

2 Property Report - Submit Confirm

( Note(s):
You have choosen to submit this report to HRSA. Please check the box to electronically sign the Property Report

Click on the 'Confirm' button below fo submit the report. If you do not wish to submit the Property Report at this time, click on the *Cancel’ button to return to the previous screen

& Confirmation:
This is a confirmation page! You MUST click on the appropriate button to complete your action.

- - - - — - - -

Reporting Period: 05/01/2012 - 04/30/2014

Grant Number:
Type: Other ission:

Submission Name: SF-428
Project Period: 05/01/2012-04/30/2014

¥ Resources (7

View

Property Report TOC | SF-428 | SF-423S Related NoA | Related Condition/ Reporting Requirement

SF-4238

Fields with * are required

i Action History

Due Date: 7/29/2014 11:59:59 PM | Report Status: In Progress

Due in: 414 days
Reporting Cycle: One Time Submission

i Property Report User Guide | SF-428 B (Final Report) Instructions

* Electronic Signature

accepted as a result of this request. | am aware that any false, fictitious, or fraudulent statements or claim may subject me to criminal, civil or administrative penalties.

I, Nancy, O'Sullivan ceriify that the statement here in are true, COMPLETE and accurate fo the best of my knowledge, and accept the obligafion to comply with Public Health Service terms and conditions if a property report is

=

3. Check the box to electronically sign the Property Report.
4. Click the [E010 1= ] button to submit your Property Report to HRSA. The Submissions —

Incomplete List page will be displayed.

displayed.

Click the Recently Completed tab. The Submissions — Completed List page (Eigure 30) will be
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Figure 30: Submissions — Completed List Page

% Submissions - Completed List

Mot Completed Recently Completed All

[f_;' Export To Excel D='.:.Expand Group | (=] Detailed View | »#E Search | ﬁ\] Saved Searches «
LARR |z| bj|M Page size: |15 ~ | Go 1 items in 1 page(s)
Submitted ;:::fssion ?;::Fssion Organization Grant # Trﬂ;king R:l:_;‘;:ﬁ Sul[))r:ti‘t:ed Status Options
Al (| T 7 | Al 7 Al -7 7 | o v Al - |7

4 Submitted: Within last 30 Days (1)

Other 05/01/2012
» Today SF-428 10/07/2012  Submitted Submission ¥

Submissions 04/20/2014
=T |z| ST Page size: (5~ | [ 6o 1 items in 1 page(s)

View

Current Document
Submission of
[ Action History [
Grant
MoA Condition Added of
Last Mo of
Related Condition/Reporting Requirement o

6. Use the Submission drop-down to open links to read-only versions of the following:
e Under the Current Document heading:
e Submission — Opens the Property Report — Review page

e Action History — Opens the Action History page, listing the actions performed on this electronic
submission, who performed them and when they were performed

e Under the Grant heading:

e NOA Condition Added — Opens the View NoA page. Click the Terms and Conditions tab to read
the Terms and Conditions connected with the Grant.

e Last NoA - Opens the View NOA page to the most recent NoA issued for this Grant.

e Related Condition/Reporting Requirement — Opens the Related Conditions/Reporting
Requirement page. This page lists any related condition or reporting requirement associates with
this Grant, its Type, whether it is a recurring requirement, its Due Date, the NoA number in which
it is contained, and the text of the Condition itself.

3.5. Submitting Revised Property Reports

3.5.1. Edit and Submit Change-Requested Property Reports

Sometimes, after you submit a Property Report, a HRSA reviewer may request that you revise the contents
provided in the Property Report.

If your Property Report is Change-Requested, you will receive a Change-Request Email, similar to the one
displayed below asking you to make specific revisions in the report:
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Figure 31: Sample Change-Request Email

From

Sent Date 10/8/2012 11:20:57 AM

To

cc

Subject Change Requested for Submission:SF-428 by HRSA

Message A Change Request for following Submission has been requested by HRSA:

Submission Name : SF-428
Submission Tracking Number:
Grant Number:

Following Comments were added by the HRSA Reviewer for your information:
please revise the equipment list.

This Submission will be available in EHBs from the Monitor Schedule Screen of Grant Hand Book. If you have any questions, please contackt your PO.

For any questions regarding online submission, please contact the Contact Center at 877-Go4-HRSA/877-464-4772 or Email at CallCenter@HRSA.GOV.

MOTE: This is a system generated message. Please do not respond to this message.

After you receive the email you will need to edit and re-submit the Property Report noted in the email
message.

1. On the HRSA EHB Home (Welcome) page (Figure 3), click the [ ] tab. The Pending Tasks -
List page opens with the |:| list in the left navigation panel (Figure 4).

2. Inthe left navigation panel, click the Submissions link. The Submissions — Incomplete List page
opens.

3. Find the submission for which you wish to make changes and click the :I drop-down.

4. Click the Edit link. The Property Report — Status Overview page for that submission opens.

Figure 32: Property Report — Status Overview Page

You are here: Home » Tasks » Browse » Grants [ /=] » Submissions » Property Report (00124826)
m = Property Report - Status Overview

<«

Property Report -
) ¥ 00124826: W= - — - - Due Date: 7/29/2014 11:59:59 PM | Report Status: In
Overview Progress
Status N N
Grant Number: Reporting Period: 05/01/2012 - 04/30/2014 Due in: 414 days
& Basic Information o B R
Submission Name: SF-428 Submission Type: Other Submissions Reporting Cycle: One Time Submission
Report Data B R
Project Period: 05/01/2012-04/30/2014
S SF-428
& Other Information ¥ Resources of
& SF-428B View
K SF-4288 Property Report TOC | SF-428 | SF-428S | SF-428B | Related NoA | Related Condition/ Reporting Requirement ; Action History ; Property Report User Guide | SF-428 B (Final Report)
Review and Submit Instructions
Review
Submit Download Guidance
Navigation Functions = Document Name Description Options
Others There are no guidance documents available
Retum to Submissions
List » Users with permission on Other Submissions (3)
Property Report Status
Section Status Options
Basic Information @& Not Complete @ Update
SF-428 & Not Complete (@ Update
Other Information @& Not Complete @ Update
SF-4228 & Not Complete (@ Update
SF-4233 2% Mot Complste (@ Update

1. Click the Update link for the section that was noted in the Change-Request Email.
2. Follow the Update instructions for that section.
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Click the Review link on the left navigation panel. The Property Report — Review page opens.

Click the Submit link in the left navigation panel. The Property Report — Submit page opens.

3
4. Review your entries.
5
6

If all the forms are marked Complete, click the | | button. The Property Report —
Confirm Submit page (Eigure 29) will open.

Click the check box to electronically sign the Property Report.

8. Click the [EL10" -= o] button.

~
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4. FAQs

4.1. What are the software requirements for HRSA EHBs?

Once you have successfully logged into the EHBs, click on the Recommended Settings link to have your
computer’s settings automatically compared to the recommended settings to navigate the system.

Figure 33: Link to System’s Recommended Settings

Welcome | Recently Accessed | Whals New | Guide Me Wednesday 127 June 2013 1059:58 AM ET R

Getting Started with the Handbooks

p_ Recommended Settings » What Would You Like To Do Today? » Handbook Screen Elements Tour thef!
Handbooks
X
Items We Are Tracking For You My Recently Accessed
N

Display 7 | 15 | 20

The screen will display the minimum requirements, recommended settings, and the specific settings on your
machine.

Figure 34: Recommended Settings Check

F*HRSA I'Electronic Handbooks

Welcome | Recently Accessed What's New Guide Me Wednesday 127 June 2013 11:00:53 AM, ET A

I Recommended Settings

& Your Test Results
 4Passed @ 2Failed

Hote
* Results are dependent on the use of one of the recommended settings. If you are not currently using a recommended settings, your results may not be accurate.

Requirements. Minimum Requirements Recommended Settings. Your Values Results
g Microsoft Internet Explorer 8.0 and higher Microsoft Internet Explorer 9.0 E70 x
Browser Maozilla Firefox 3.6 or higher Mozilla Firefox 11.0
= Enabled Enabled Enabled v
Javascript
g 1024 x 768 and above 1280 x 960 1920x 1080 «
Screen Resolution
= Enabled Enabled Enabled L4
Cookie
=7
EH isabl
G Enabled Enabled Disabled ®
Current 6/12/2013 11:00:48 AM ET 6/12/2013 11:00:48 AM ET «
Date & Time
Acceptable Use Pobicy | Accesshilty | Viewers And Plavers | ContactUs Product: EPS

Last Login: 06/12/13 10:56:00 AM ET

4.2. What document types can | upload?

The following document types are supported in HRSA EHBs:
e .DOC - Microsoft Word
e .DOCX - Microsoft Word
e JPEG - Graphics Format
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.JPG - Graphics Format

.MSG — Microsoft Mail Document

.PDF - Adobe Portable Document Format
.PPT — Power Point

.TIF - Graphics Format

.RTF - Rich Text Format

TIXT - Text

.WPD - Word Perfect Document

.XFD - Extensible Forms Description Language files
XLS - Microsoft Excel

XLSX - Microsoft Excel
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