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Registration/Application Process in 
Grants.gov and EHB

Thursday, April 06, 2006
2:00-3:30pm Eastern



Moderator : Project Officer

• Madhavi Reddy, MSPH 



Get Started with Grants.gov 



Three Steps to Register at Grants.gov
• Your organization controls the registration process:

• Step One: Register Your Organization

• Step Two: Register Yourself

• Step Three: Get Authorized by Your Organization 

• Start Early! It will take some time to complete each 
step – do not wait until the last minute!!!



Step One:
Registering Your Organization 



What is a DUNS Number?

• DUNS uniquely identifies your organization 
to the Federal government

• Helps the government keep track of how 
Federal grant money is distributed

Your organization must have a DUNS (Data 
Universal Number System) Number to register 
for Grants.gov.



Obtain a DUNS Number

• Call 1-866-705-5711 – Dun and 
Bradstreet DUNS hotline, or visit 
www.dnb.com and click “Get a 
D&B D-U-N-S number”

• Request a number for your 
organization

• Receive the DUNS number –
free of charge – at the 
conclusion of the call

If you do not have an existing DUNS number, 
you’ll need to obtain a new one before registering 
for Grants.gov 



Register Your Organization with CCR 

• CCR is the central repository for organizations 
working with the Federal government

CCR is the government’s Central Contractor 
Registry

• Visit www.ccr.gov to see if your 
organization has already been 
registered

• Register your organization if it isn’t 
already

• Designate an E-Business Point of 
Contact 

• Set up an M-PIN for use during 
authorization



Step Two:
Registering Yourself as an Authorized

Organization Representative 



Register with Grants.gov as an AOR 

• Enter your organization’s DUNS number to access 
registration form

Two steps involved with getting your username 
and password registered at Grants.gov.
• First Step: Obtain a username and password by           
visiting www.grants.gov/register1



Create your username and password
• Create your username 

immediately

• Create your own 
password 

• Request forgotten 
password



Create Your AOR Profile 

• Complete form

• Save profile information

• Profile uploaded to Grants.gov 
instantly 

• You are not finished yet – you 
will still need to be authorized 
before you can submit your 
application!

Second Step: Register your username and 
password and establish an AOR profile at 
Grants.gov



Step Three: Get Authorized by Your 
Organization 



Gain Authorization from Your POC 

• Log-in to Grants.gov
• Enter organization’s DUNS number and 

PIN
• Select you as an AOR
• Authorize you to submit grant 

applications 
• Check your status at 

www.grants.gov/ForApplicants
• You will not be able to submit 

applications until this step is 
completed!

• Your organization must authorize you to submit 
applications on its behalf to Grants.gov. 
•The E-Business Point of Contact will conduct 
this authorization. 
•For you to be authorized, your E-Business Point 
of Contact must: 



Contact Information
• Grants.gov Contact Center

• Monday – Friday, 7 AM – 9 PM ET

• 1-800-518-4726

• support@grants.gov

• Further Registration Information
• Brochure on the Website: 

http://www.grants.gov/assets/Grants.govRegistrationBrochu
re.pdf

• Webcast on the Registration process: 
http://www.grants.gov/SpreadWordWebcast

* Start Early! And make sure that you are authorized by 
your E-Business Point of Contact *



Find, Apply & Succeed!

Managed by the U.S. Department of Health and Human Services
Fulfilling the President’s Management Agenda



Agenda
• Finding a funding opportunity

• Downloading an application package

• Opening an application form as part of the 
application package

• Attaching a document to the application package

• Submitting the application package

• Registration Information

• Grants.gov Contact Center Information



The “Find” process…

Easy access 
from every page

Search or Sign-Up for 
Email Notifications

Program Overview     4/10/2006 PAGE 19



Advanced Search allows you to search 
through both the open and archived 
opportunities

The “Find” process…(continued)

Program Overview     4/10/2006 PAGE 20



Further selection allows you to narrow your search:

The “Find” process…(continued)

Program Overview     4/10/2006 PAGE 21

• By Funding Instrument

• By Eligibility

• By Agency

• By Sub-Agency

Helpful Hint: Use the Shift or Ctrl Key to 
highlight more than one option in each box!



Basic Search – Select Your Criteria



Search Results/Locating an 
Opportunity

Select the title of the grant to view the opportunity synopsis

More Helpful Hints:
• Results are initially presented by relevancy

• Further sorting can be done by clicking on the “Close Date” or “Open Date”

• Use Boolean Tools to narrow or expand your search, i.e. AND/OR



Grant Opportunity Synopsis
• Provides a quick overview of an opportunity



Grant Opportunity Synopsis Cont. 
• Includes eligibility information



Grant Opportunity Synopsis Cont. 
• Includes an abbreviated description about the opportunity

• Direct link to the full announcement



Program Overview     4/10/2006 PAGE 27

Email Notifications

• Direct link to the grant opportunity synopsis

• Nightly email notifications

• Register and select your specifications 



Easy access from 
every page

Access to step-by-step 
instructions and 
support available on 
every page

The “Apply” process…

Program Overview     4/10/2006 PAGE 28



Grants.gov provides 
PureEdge Viewer, a 
small, free software 
program to access, 
complete and submit 
applications 
electronically and 
securely 

The “Apply” process…(continued)

Program Overview     4/10/2006 PAGE 29



Non-Windows Users
• Grants.gov partnered with NIH to provide a Citrix 

Server for Non-Windows to view application 
packages

• Go to http://www.grants.gov/MacSupport to locate 
the instructions for accessing the Citrix Server

• A non-windows version of PureEdge should be 
available November 2006



Easy to follow pages 
and instructions to 
find and download 
application packages 
to any desktop

The “Apply” process…(continued)

Program Overview     4/10/2006 PAGE 31



Register to 
receive 
notification of 
changes to 
application 
package before 
downloading it

The “Apply” process…(continued)

Program Overview     4/10/2006 PAGE 32

Download the  
application 
instructions/package 
from this location



The “Apply” process…(continued)

Program Overview     4/10/2006 PAGE 33

Select “Save”
to save the 
application 
package to 
your hard 
drive

All mandatory 
fields are high-
lighted and 
denoted with 
an asterisk



The “Apply” process…(continued)

Program Overview     4/10/2006 PAGE 34

Optional documents 
may or may not need 
to be filled out – refer 
to the agency specific 
instructions

All Mandatory 
Documents must 
be completed in 
order to submit 
the application



The “Apply” process…(continued)

Program Overview     4/10/2006 PAGE 35

To open a 
form, highlight 
the form and 
then click 
“Open Form”



You must use the 
DUNS Number that 
matches the DUNS 
Number you used for 
the registration 
process

The “Apply” process…(continued)

Program Overview     4/10/2006 PAGE 36

Select this icon to 
receive field-
sensitive help



Submit button will 
not become 
activated until the 
following has 
been completed:

The “Apply” process…(continued)

Program Overview     4/10/2006 PAGE 37

•All Mandatory Fields
have been completed

•All Mandatory 
Documents have been 
completed and move to the 
Completed box

•All applicable Optional 
Documents have been 
completed and moved to 
the Completed box

Helpful Hint: To get the “Submit” button activated, use the “Check 
Package for Errors” Button to find uncompleted Mandatory Fields



• You must be fully 
registered at 
Grants.gov to 
submit the 
application

• Click Submit to 
begin the upload 
process

• It may take a few 
minutes for the 
upload – it is 
dependent on the 
size of your 
application

Submitting your application

Program Overview     4/10/2006 PAGE 38



Submitting your application

Program Overview     4/10/2006 PAGE 39

Enter your 
Grants.gov
username and 
password – you must 
be fully registered to 
successfully submit

The application will 
connect 
automatically to 
the Internet and to 
Grants.gov



Submitted Application Confirmation

Program Overview     4/10/2006 PAGE 40

Scroll to the 
bottom of the 
confirmation 
screen to 
receive:

• Grants.gov
Tracking 
Number

• Date/Time 
Stamp



What to expect after submission
• Successful Submission

• The submitter will receive the following emails:
• Successful Grants.gov verification email

• Application downloaded by the agency

• Agency-specific tracking number assignment

*This is an optional email notification – if an agency does not 
assign agency-specific tracking numbers, you will not receive 
this email*

• Unsuccessful Submission
• The submitter will receive an email that the application 

failed the Grants.gov verification process

• Email will list what the applicant needs to correct



Reasons for Unsuccessful Submission

• Incorrect DUNS Number
• You must use the DUNS Number that is listed in your 

applicant profile

• Grants.gov validates the DUNS Number provided in the SF-
424 Form with the DUNS Number in your applicant profile

• Virus Detected
• Grants.gov conducts a virus scan before it will accept an 

application

• If virus is detected, you will need to either redownload the 
application package or fix the corrupted file

• The Due Date has Passed
• You cannot submit your application if the due date has 

already passed



Contact Information
• Grants.gov Contact Center

• Monday – Friday, 7 AM – 9 PM ET

• 1-800-518-4726

• support@grants.gov



HRSA
Electronic Submission 

Overview

Sandy Karen
Division of Grants Policy



Today’s GoalsToday’s Goals

To provide a comprehensive understanding of To provide a comprehensive understanding of 
the electronic submission process and the new the electronic submission process and the new 
SF424 Research & Related (R&R) application.SF424 Research & Related (R&R) application.

To introduce participants to available resources To introduce participants to available resources 
that can be used to enhance applicant that can be used to enhance applicant 
knowledge and spread that knowledge within knowledge and spread that knowledge within 
their organizations.their organizations.

TrainTrain--thethe--trainer trainer 



HRSA’s Electronic Receipt GoalHRSA’s Electronic Receipt Goal

By the end of January 1, 2006, HRSA plans By the end of January 1, 2006, HRSA plans 
to:to:

1.1. Require electronic submission through Require electronic submission through 
Grants.gov for all HRSA grant applicationsGrants.gov for all HRSA grant applications

2.2. Transition from the PHS 398/6025 application Transition from the PHS 398/6025 application 
form to SF424 family of forms data set form to SF424 family of forms data set 
•• SF424 Research and ResearchSF424 Research and Research--RelatedRelated

(SF424 (R&R))(SF424 (R&R))
•• SF424 DiscretionarySF424 Discretionary



Why transition to SF424 (R&R)?Why transition to SF424 (R&R)?

SF424 (R&R) is the governmentSF424 (R&R) is the government--wide data set wide data set 
for research grant applicationsfor research grant applications

Applicants can use standard forms regardless of the Applicants can use standard forms regardless of the 
program or agency to which they are applyingprogram or agency to which they are applying

Reduces administrative burden on the Federal grants Reduces administrative burden on the Federal grants 
communitycommunity



Why transition?Why transition?

Public Law (PL) 106Public Law (PL) 106--107107
Federal Financial Assistance Management Improvement Federal Financial Assistance Management Improvement 
Act of 1999Act of 1999

Improve the effectiveness and performance of Federal financial Improve the effectiveness and performance of Federal financial 
assistance programsassistance programs
Simplify Federal financial assistanceSimplify Federal financial assistance application application and reporting and reporting 
requirementsrequirements
Improve the delivery of services to the publicImprove the delivery of services to the public

President’s Management Agenda (2002)President’s Management Agenda (2002)
“Agencies to allow applicants for Federal Grants to “Agencies to allow applicants for Federal Grants to 
apply for, and ultimately manage, grant funds online apply for, and ultimately manage, grant funds online 
through a common web site, simplifying grants through a common web site, simplifying grants 
management and eliminating redundancies . . .”management and eliminating redundancies . . .”



Why now?Why now?

It’s been a long time coming.  It’s time.It’s been a long time coming.  It’s time.
OMB has set the following FY 2006 Goal OMB has set the following FY 2006 Goal 
for Agencies: Post 75% of Funding for Agencies: Post 75% of Funding 
Opportunities in Grants.gov “Find” on Opportunities in Grants.gov “Find” on 
“Apply”“Apply”
The PHS 398/6025 OMB clearance The PHS 398/6025 OMB clearance 
expiresexpires



This is a huge transition for all of us!This is a huge transition for all of us!

The simultaneous transition to electronic application The simultaneous transition to electronic application 
submission and a new set of application forms is a huge submission and a new set of application forms is a huge 
initiative for HRSA with an aggressive time tableinitiative for HRSA with an aggressive time table
It involves:It involves:

All HRSA GrantsAll HRSA Grants
Thousands of applications ranging widely in size and Thousands of applications ranging widely in size and 
complexitycomplexity
Numerous communications from HRSA staff and Numerous communications from HRSA staff and 
applicant organizations regarding the new submission applicant organizations regarding the new submission 
process and application form setprocess and application form set



Multiple Systems Working TogetherMultiple Systems Working Together

Grants.gov Grants.gov –– the Federal government’s single onthe Federal government’s single on--
line portal to find and apply for Federal grant line portal to find and apply for Federal grant 
fundingfunding

Used by all 26 Federal grantUsed by all 26 Federal grant--making agenciesmaking agencies

HRSA Electronic Handbooks HRSA Electronic Handbooks -- tthe EHBs allow he EHBs allow 
applicant/grantees, program and grants applicant/grantees, program and grants 
management staff to transmit and manage management staff to transmit and manage 
application award and performance dataapplication award and performance data

Each system has its own registration 
requirements and validation process.

Important!



Registration RequirementsRegistration Requirements

Both Grants.gov and EHB registration is Both Grants.gov and EHB registration is 
requiredrequired
These are separate processes that can be These are separate processes that can be 
done simultaneouslydone simultaneously

It is critical for institutions to begin these 
registrations at least 2-4 weeks before

applications are due!



Registration RequirementsRegistration Requirements

Registrations must be Registrations must be completed prior to completed prior to 
application submissionapplication submission in Grants.gov. in Grants.gov. 
Failure to complete the required Failure to complete the required 
registrations prior to application registrations prior to application 
submission will prevent applicants submission will prevent applicants 
from being able to submit applications from being able to submit applications 
through Grants.govthrough Grants.gov

It is critical for institutions to begin these 
registrations at least 2-4 weeks before

applications are due!



Registration Requirements Registration Requirements –– Grants.govGrants.gov

Applicant organizationsApplicant organizations must complete onemust complete one--
time only registrationtime only registration
Authorizing Officials (AO) and Business Officials Authorizing Officials (AO) and Business Officials 
((BOsBOs) need to register with Grants.gov) need to register with Grants.gov

Program Directors (PDs) or Principal Program Directors (PDs) or Principal 
Investigators (PIs) Investigators (PIs) do notdo not need to register with need to register with 
Grants.govGrants.gov

It is critical for institutions to begin this registration process 
at least 2-4 weeks before applications are due!



Registration Requirements Registration Requirements ––
Grants.gov, (cont.)Grants.gov, (cont.)

Good for electronic submission to all Federal Good for electronic submission to all Federal 
agenciesagencies

Detailed instructions at: Detailed instructions at: 
http://grants.gov/GetStartedhttp://grants.gov/GetStarted

Grants.gov registration requires institutions to:Grants.gov registration requires institutions to:

Obtain a Data Universal Numbering System (DUNS) Obtain a Data Universal Numbering System (DUNS) 
number number 

Register in Central Contractor Registry (CCR)Register in Central Contractor Registry (CCR)
* New organizations should allow extra time for this * New organizations should allow extra time for this 
stepstep

It is critical for institutions to begin this registration process 
at least 2-4 weeks before applications are due!



Registration Requirements Registration Requirements ––
Grants.gov, (cont.)Grants.gov, (cont.)

Registration not required to find funding Registration not required to find funding 
opportunity or download application package, opportunity or download application package, 
only to submit completed applicationonly to submit completed application

It is critical for institutions to begin this registration process 
at least 2-4 weeks before applications are due!



Registration Requirements Registration Requirements –– HRSA EHBsHRSA EHBs

Registration within HRSA EHBs is a twoRegistration within HRSA EHBs is a two--step process.step process.

a user account is created (individual users a user account is created (individual users 
from an organization who participate in from an organization who participate in 
the grants process such as applying for the grants process such as applying for 
nonnon--competing continuations must create competing continuations must create 
individual system accounts)individual system accounts)

the applicant will associate his/her the applicant will associate his/her 
account with the appropriate organization account with the appropriate organization 
(Users must associate themselves with the (Users must associate themselves with the 
appropriate grantee organization. Note appropriate grantee organization. Note 
that since all existing grantee organizationthat since all existing grantee organization



Registration Requirements Registration Requirements 
–– HRSA EHBs, (cont.)HRSA EHBs, (cont.)

Project Directors (PDs) or Principal Investigators (PIs) must Project Directors (PDs) or Principal Investigators (PIs) must 
register and associate themselves with the organization register and associate themselves with the organization 
using their grant # (if existing grantee)using their grant # (if existing grantee)

Applications can be prepared by multiple individuals Applications can be prepared by multiple individuals 
within an organization in a collaborative manner, but within an organization in a collaborative manner, but 
they must be submitted by the authorizing official (AO) they must be submitted by the authorizing official (AO) 
that the PD has given submission privileges tothat the PD has given submission privileges to

The PD/PI must hold a PD/PI account and be affiliated The PD/PI must hold a PD/PI account and be affiliated 
with the applicant organization. with the applicant organization. 

Note: All organizations with nonNote: All organizations with non--competing continuation competing continuation 
applications exist in HRSA EHBs, so there is no need to applications exist in HRSA EHBs, so there is no need to 
create a new organization record. Also, registration create a new organization record. Also, registration 
within HRSA EHBs is required only once for each user for within HRSA EHBs is required only once for each user for 
each organization they represent.each organization they represent.



Grants.gov Software RequirementsGrants.gov Software Requirements

PureEdge viewer downloaded (free) from PureEdge viewer downloaded (free) from 
Grants.gov site at Grants.gov site at 
http://www.grants.gov/DownloadViewerhttp://www.grants.gov/DownloadViewer

MAC users will need to use PC emulation MAC users will need to use PC emulation 
software software http://www.grants.gov/MacSupporthttp://www.grants.gov/MacSupport

PureEdge has committed to providing a platform PureEdge has committed to providing a platform 
independent viewer by November 2006 independent viewer by November 2006 



Using standard forms to apply through Using standard forms to apply through 
Grants.gov is a very different modelGrants.gov is a very different model

The application form and instructions will now be The application form and instructions will now be 
part of a package that HRSA posts on Grants.gov part of a package that HRSA posts on Grants.gov 
along with each funding opportunity announcement along with each funding opportunity announcement 
(FOA)(FOA)
Applicants will download the application package for Applicants will download the application package for 
the specific funding opportunity announcement from the specific funding opportunity announcement from 
within Grants.gov and save it to their local computer within Grants.gov and save it to their local computer 
systemsystem
This specific application package MUST be used to This specific application package MUST be used to 
apply for the accompanying solicitationapply for the accompanying solicitation

Some fields of application are preSome fields of application are pre--filled filled 
from announcementfrom announcement



Funding opportunities will continue to be posted on Funding opportunities will continue to be posted on 
the HRSA Web site (the HRSA Web site (www.hrsa.gov/grants/previewwww.hrsa.gov/grants/preview) ) 

The HRSA grants Web site allowing The HRSA grants Web site allowing 
applicants to access the Grants.gov applicants to access the Grants.gov 
application package directly from the HRSA application package directly from the HRSA 
site site 

FOAs will simultaneously be posted to Grants.govFOAs will simultaneously be posted to Grants.gov

Posting funding opportunity Posting funding opportunity 
announcementsannouncements



Electronic Receipt: How it worksElectronic Receipt: How it works

ApplyingApplying for Competing Grants:for Competing Grants:

Step 1: Grantee registers in Grants.gov Step 1: Grantee registers in Grants.gov 
All required registrations must be All required registrations must be 
completed prior to submission.completed prior to submission.

Step 2: Grantee searches for and identifies a grant Step 2: Grantee searches for and identifies a grant 
opportunity in Grants.gov or the HRSA opportunity in Grants.gov or the HRSA 
PreviewPreview



Electronic Receipt: How it worksElectronic Receipt: How it works

ApplyingApplying for Competing Grants (Cont.):for Competing Grants (Cont.):

Step 3:  Grantee downloads and saves grant Step 3:  Grantee downloads and saves grant 
application package to their local application package to their local 
computer system.computer system.

Step 4: Grantee completes the application making Step 4: Grantee completes the application making 
sure to save a copy of the application to their sure to save a copy of the application to their 
local computer system.local computer system.

Step 5: The Authorized Organizational Step 5: The Authorized Organizational 
Representative (AOR) submits the application to Representative (AOR) submits the application to 
Grants.gov. Grants.gov. 



Electronic Receipt: How it worksElectronic Receipt: How it works

ApplyingApplying for Competing Grants (cont.):for Competing Grants (cont.):

Step 6: Step 6: Grantee submits the application,  Grantee submits the application,  
prints off and signs the Face Page from prints off and signs the Face Page from 
the Grants.gov submissionthe Grants.gov submission and submits and submits 
to HRSA Grant Application Center:to HRSA Grant Application Center:
The The LeginLegin Group, Inc. Group, Inc. 

Attn: Attn: Your Grant ProgramYour Grant Program
Program Announcement No.  HRSAProgram Announcement No.  HRSA--XXXX--XXXXXX
CFDA No. 93.CFDA No. 93.XXXXXX
901 Russell Avenue, Suite 450901 Russell Avenue, Suite 450
Gaithersburg, MD 20879Gaithersburg, MD 20879
Telephone: 877Telephone: 877--477477--2123 2123 



Electronic Receipt: How it worksElectronic Receipt: How it works

ApplyingApplying for Competing Grants (cont.):for Competing Grants (cont.):

Step 7: Grantee tracks the status of the Step 7: Grantee tracks the status of the 
submitted application package at submitted application package at 
Grants.gov until they are notified via Grants.gov until they are notified via 
email that HRSA has received it.email that HRSA has received it.

(After verification, EHBs saves the data and (After verification, EHBs saves the data and 
attachments, and HRSA begins attachments, and HRSA begins 
processing the application)processing the application)



Electronic Receipt: How it worksElectronic Receipt: How it works

ApplyingApplying for Noncompeting Continuation for Noncompeting Continuation 
Grants, (cont.):Grants, (cont.):

Step 1: Grantee registers in Grants.gov. Step 1: Grantee registers in Grants.gov. All required All required 
registrations must be completed prior to registrations must be completed prior to 
submissionsubmission (Note:  Non(Note:  Non--competing continuation grants competing continuation grants will will 
notnot be posted on Grants.gov “Find”)be posted on Grants.gov “Find”)

Step 2: Grantee enters funding opportunity number from Step 2: Grantee enters funding opportunity number from 
guidance application or information received on guidance application or information received on 
funding opportunity number from HRSAfunding opportunity number from HRSA



Electronic Receipt: How it worksElectronic Receipt: How it works

ApplyingApplying for Noncompeting Continuation Grants for Noncompeting Continuation Grants 
(cont.):(cont.):

Step 3:Grantee downloads and saves guidance Step 3:Grantee downloads and saves guidance 
and grant application package (424 Short and grant application package (424 Short 
Form or 424 R&R Short Form and 5161 Form or 424 R&R Short Form and 5161 
Checklist) to their local computer Checklist) to their local computer 



Electronic Receipt: How it worksElectronic Receipt: How it works

ApplyingApplying for Noncompeting Continuation Grants for Noncompeting Continuation Grants 
(cont.):(cont.):

Step 4: The Authorized Organizational Step 4: The Authorized Organizational 
Representative (AOR) submits completed Representative (AOR) submits completed 
application forms to Grants.gov. application forms to Grants.gov. 

(Applications are downloaded to EHBs from (Applications are downloaded to EHBs from 
Grants.gov)Grants.gov)



Electronic Receipt: How it worksElectronic Receipt: How it works

ApplyingApplying for Noncompeting Continuation Grants for Noncompeting Continuation Grants 
(cont.):(cont.):

Step 5: HRSA notifies Project Director, Authorizing Official, Step 5: HRSA notifies Project Director, Authorizing Official, 
Point of Contact and Business Official listed in the Point of Contact and Business Official listed in the 
Grants.gov application that their application is Grants.gov application that their application is 
available in EHBs for entry of program specific and available in EHBs for entry of program specific and 
other application information to complete the other application information to complete the 
application process. (This will happen about three application process. (This will happen about three 
days after the grantee receives notification from days after the grantee receives notification from 
Grants.gov thatGrants.gov that their application has been their application has been 
acceptedaccepted



Electronic Receipt: How it worksElectronic Receipt: How it works

ApplyingApplying for Noncompeting Continuation Grants for Noncompeting Continuation Grants 
(cont.):(cont.):

Step 6:  Applicant reviews and enters additional Step 6:  Applicant reviews and enters additional 
information for noncompeting information for noncompeting 
continuations in EHBs. continuations in EHBs. 

Step 7: Grantee submits the application,  prints Step 7: Grantee submits the application,  prints 
off and signs the Face Page from the EHB off and signs the Face Page from the EHB 
submissionsubmission



Electronic Receipt: How it worksElectronic Receipt: How it works

ApplyingApplying for Noncompeting Continuation Grants for Noncompeting Continuation Grants 
(cont.):(cont.):

Step 8: Applicant sends signed Face Page to the Step 8: Applicant sends signed Face Page to the 
HRSA Grant Application Center :HRSA Grant Application Center :
The Legin Group, Inc. The Legin Group, Inc. 

Attn: Attn: Your Grant ProgramYour Grant Program
Program Announcement No.  HRSAProgram Announcement No.  HRSA--XXXX--XXXXXX
CFDA No. 93.CFDA No. 93.XXXXXX
901 Russell Avenue, Suite 450901 Russell Avenue, Suite 450
Gaithersburg, MD 20879Gaithersburg, MD 20879
Telephone: 877Telephone: 877--477477--2123 2123 



Expected Turnaround TimesExpected Turnaround Times

Registration in Grants.gov can take several Registration in Grants.gov can take several 
weeks to complete; start 2weeks to complete; start 2--4 weeks in advance 4 weeks in advance 
of application submission dateof application submission date

Grants.gov response to application submission Grants.gov response to application submission --
up to 2 business daysup to 2 business days

HRSA/GAC response to Grants.gov application HRSA/GAC response to Grants.gov application 
submission submission -- up to 3 business daysup to 3 business days



Important Announcement DatesImportant Announcement Dates

NoncompetingNoncompeting continuation funding opportunity continuation funding opportunity 
announcements will be posted in Grants.gov “Apply” 4 announcements will be posted in Grants.gov “Apply” 4 
weeks before the application Grants.gov due date and 6 weeks before the application Grants.gov due date and 6 
weeks before the final submission date in the EHBsweeks before the final submission date in the EHBs

Release/Availability Date Release/Availability Date –– the date an application the date an application 
package is posted. Posting announcements allows package is posted. Posting announcements allows 
downloading of application package and the ability to downloading of application package and the ability to 
start working and submit the application in Grants.govstart working and submit the application in Grants.gov



Advice from ExperienceAdvice from Experience

Read and follow all application Read and follow all application 
instructions!instructions!
Failure to follow instructions will Failure to follow instructions will 
result in applicants deemed result in applicants deemed 
ineligibleineligible



Advice from ExperienceAdvice from Experience

Register now to be preparedRegister now to be prepared

Allow time to read instructions and verifyAllow time to read instructions and verify

See it through to acceptance in the EHBsSee it through to acceptance in the EHBs

For noncompeting continuations For noncompeting continuations -- applicant applicant 
enters into HRSA EHBs in response to HRSA enters into HRSA EHBs in response to HRSA 
email notification requesting additional email notification requesting additional 
information for the processing of noncompeting information for the processing of noncompeting 
continuations and submit information within continuations and submit information within 
required time framerequired time frame



Advice from Experience, (cont.)Advice from Experience, (cont.)

When seeking support, be prepared to When seeking support, be prepared to 
provide identifying information for your provide identifying information for your 
application and organizationapplication and organization

Network with colleagues at other institutions Network with colleagues at other institutions 
to strategize ways to implement the change to strategize ways to implement the change 
to HRSA eto HRSA e--submission at your organizationsubmission at your organization



Next Steps for HRSANext Steps for HRSA

We are analyzing all available data from completed We are analyzing all available data from completed 
submission rounds to identify areas for improvement.  submission rounds to identify areas for improvement.  
Some examples of things we will be working on: Some examples of things we will be working on: 

Help desk staffingHelp desk staffing
Educating HRSA staffEducating HRSA staff
Revising text in application guide for Revising text in application guide for 
clarity and to provide additional clarity and to provide additional 
guidanceguidance
Reviewing business rules enforced by Reviewing business rules enforced by 
the system the system 
Outreach to the applicant communityOutreach to the applicant community

l ki f i i li hW l ki f t iti t t li th



Next Steps for HRSA, (cont.)Next Steps for HRSA, (cont.)

We are looking for opportunities to streamline the We are looking for opportunities to streamline the 
processprocess

ReRe--evaluation of verification process evaluation of verification process 
RegistrationRegistration

Comments and feedback are welcome! Comments and feedback are welcome! 



Where to go for HelpWhere to go for Help

Grants.gov registration, submission and Pure Grants.gov registration, submission and Pure 
Edge behavior questions:Edge behavior questions:

Visit: Visit: http://www.grants.gov/applicanthttp://www.grants.gov/applicant
Visit:  Visit:  http://www.grants.gov/CustomerSupporthttp://www.grants.gov/CustomerSupport
Grants.gov Customer ServiceGrants.gov Customer Service

EE--mail: mail: support@grants.govsupport@grants.gov
Phone: 1Phone: 1--800800--518518--4726 4726 



Where to go for HelpWhere to go for Help

HRSA Support:HRSA Support:
Forms transition and questions on HRSA’s overall Forms transition and questions on HRSA’s overall 

plan for electronic receiptplan for electronic receipt
HRSA Call CenterHRSA Call Center

Phone: 877Phone: 877--GO4GO4--HRSAHRSA
Phone: 877Phone: 877--464464--47724772
Phone: 301Phone: 301--998998--73737373
Email: callcenter@hrsa.govEmail: callcenter@hrsa.gov

HRSA Frequently Asked Questions visit: HRSA Frequently Asked Questions visit: 
http://answers.hrsa.govhttp://answers.hrsa.gov (under development)(under development)
Grant forms visit: Grant forms visit: 
http://www.hrsa.gov/grants/forms.htmhttp://www.hrsa.gov/grants/forms.htm



Get informed!Get informed!

Spread the word!Spread the word!

______________________________________

Thank you!Thank you!



Electronic Handbooks Electronic Handbooks 
(EHB)(EHB)

An overview of the EHB application An overview of the EHB application 
process after submission through process after submission through 

Grants.gov.Grants.gov.



Registration OverviewRegistration Overview

All individuals who require access to the All individuals who require access to the 
application must register.application must register.
Registration is a two part processRegistration is a two part process

1.1. Create a user accountCreate a user account
2.2. Associate account with your organizationAssociate account with your organization

You will need your grant number.You will need your grant number.



Electronic Handbooks Welcome Page

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



•During registration you must select a role.

•The Authorizing Official is the individual who will 
sign the face page.

•The role of Other Employee should be selected by 
individuals that require access to the application.

•Enter your grant number to find your organization.

T19MC12345

Create a User Account: Selecting a User Role



Click “Add me to this Organization” to associate your account 
with your organization.

Dunbar University

T19MC12345

12345 Rosenwell Drive
Ashenvale, WA 20393-4256

Associating your account to the organization



Welcome Page



Accessing the grant portfolioAccessing the grant portfolio

The project director must add the grant to the The project director must add the grant to the 
portfolio.portfolio.
The project director must approve privileges in The project director must approve privileges in 
order for other users to access the application.order for other users to access the application.
Project directors will need their notice of grant Project directors will need their notice of grant 
award in order to add the grant to the portfolio.award in order to add the grant to the portfolio.



T19MC12345

Enter your grant number and select the appropriate Functional Role.

Add to Portfolio (Project Director)



T02MC12345
Mason Drake, M.P.H, 
PhD

Mason Drake, M.P.H, PhD Mason Drake, M.P.H, PhD

Mason Drake T19MC12345

4 T19MC12345-03-04

4 T19MC12345-03-04

The issue date and the CRS-EIN can be obtained from box 1 and 
box 18 on your Notice of Grant Award (NGA).

Dunbar University

Add to Portfolio: Validating Project Director



Add to Portfolio: Proceed to View Portfolio

T02MC12345

Dunbar University

Mason Drake, M.P.H, PhD



View Portfolio

T19MC12345

Mason Drake,



Grant Handbook Overview

T19MC12345



Grant Electronic HandbookGrant Electronic Handbook

You will have access to Notice of Grant Awards You will have access to Notice of Grant Awards 
for the last 5 years.for the last 5 years.
You will have access to required reports.You will have access to required reports.
To access your noncompeting continuation To access your noncompeting continuation 
application, click on noncompeting application, click on noncompeting 
continuations.continuations.



Starting the Noncompeting Continuation Application

T19MC12345





Application OverviewApplication Overview

All sections of the application must appear as All sections of the application must appear as 
complete on the status page in order for you to complete on the status page in order for you to 
submit.submit.
The deadline date, announcement information The deadline date, announcement information 
and assigned AO will be displayed on the status and assigned AO will be displayed on the status 
page.page.
Click update or the name of the section on the Click update or the name of the section on the 
menu to the left to access a section.menu to the left to access a section.



Grants.gov Data Validation Comments

The data submitted through Grants.gov goes through a series 
of validations. Any data that did not pass the validation would 
be noted in the Data Validation Comments section, so that you 
may make the necessary corrections.



Cover Page 1 Section



Cover Page 2 Section



Authorizing OfficialAuthorizing Official

The individual, named by the applicant The individual, named by the applicant 
organization, who is authorized to act for the organization, who is authorized to act for the 
applicant and to assume the obligations imposed applicant and to assume the obligations imposed 
by the Federal laws, regulations, requirements, by the Federal laws, regulations, requirements, 
and conditions that apply to grant applications and conditions that apply to grant applications 
or grant awards. or grant awards. 



Authorizing Official (AO)Authorizing Official (AO)

The AO must register in order to be selected as The AO must register in order to be selected as 
the Authorizing Official for the application.the Authorizing Official for the application.
You must select the AO in the Cover Page 2 You must select the AO in the Cover Page 2 
section in order to submit your application.section in order to submit your application.



Add/Change AO

If your Authorizing Official does not appear on this list, than they did 
not register yet. Once they register they will appear on this list for you 
to select. 



(111)111-5095

Cover Page 2 Section

Do not use the update information button if you need to 
change the AO you selected.



Key Contact



Senior/Key Person Profile



Performance Site Locations



Budget Information: Section A



Budget Information: Section B



Budget Information: Section C



Budget Information: Section D



Budget Information: Section E



Budget Information: Section F



Budget Information: Section G-J



Budget Information: Section K



Other Project Information – Page 1



Other Project Information – Page 2



Other Project Information – Page 2 (Cont.)



Assurances



Status: Program Specific Information



Program Specific Information Menu



Program Specific InformationProgram Specific Information

The Program Specific Menu is separated into 4 The Program Specific Menu is separated into 4 
different parts.different parts.

Financial Financial –– Budget and ExpendituresBudget and Expenditures
Program Program –– Demographic forms and AbstractDemographic forms and Abstract
Performance Measures Performance Measures –– National and ProgramNational and Program
Additional Data Elements Additional Data Elements –– Training DataTraining Data

The SF424 portion of the application should be The SF424 portion of the application should be 
completed first, since budget information is precompleted first, since budget information is pre--
populated from Sections Apopulated from Sections A--J into the financial forms J into the financial forms 
(i.e. Forms 1, 2, & 4).(i.e. Forms 1, 2, & 4).



Form 1 – Budget Forms



Form 2 – Budget Forms



Form 4 – Project Budget and Expenditures



Status: Financial Forms Complete



Form 6 – Project Abstract



Performance Measure # 07



Performance Measure # 07 Data Collection for the reporting year



Performance Measure # 07



MCH Training and Education Programs Data Form



Faculty and Staff Information



Faculty and Staff Information



Faculty and Staff Information



Form Status Checker



Status: Complete



Status: Application Completed



Review page



Submit Page



Confirmation Page



Submission Successful



Key pointsKey points

You must associate your user account with your You must associate your user account with your 
organization by using your grant number.organization by using your grant number.
Project Directors must match their name exactly as it Project Directors must match their name exactly as it 
appears on the NGA in order to validate in the grant appears on the NGA in order to validate in the grant 
portfolio. This would include all spaces, commas, portfolio. This would include all spaces, commas, 
periods and degrees after their last name.periods and degrees after their last name.
In order to mark Budget Section A as complete, you In order to mark Budget Section A as complete, you 
must select the project director specified in the Cover must select the project director specified in the Cover 
Page 2 section for budget period 1.Page 2 section for budget period 1.
The detailed project abstract will be entered in Form 6.The detailed project abstract will be entered in Form 6.



Technical AssistanceTechnical Assistance

HRSA Call CenterHRSA Call Center
Monday Monday –– Friday, 9:00AM Friday, 9:00AM –– 5:30PM ET5:30PM ET

11--877877--464464--47724772
callcenter@hrsa.govcallcenter@hrsa.gov



Questions & AnswersQuestions & Answers

Please fill out the evaluation at the end of the Please fill out the evaluation at the end of the 
webcastwebcast..

Visit Visit http://http://www.mchcom.comwww.mchcom.com for an archive for an archive 
of this event and others.of this event and others.


