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1. Introduction

The purpose of this document is to provide detailed assistance for accessing, completing and
submitting performance reports for the Scholarships for Disadvantaged Students (SDS) program
through the HRSA Electronic Handbooks (EHBS).

This document is not a substitute for Program Information Notices (PINs) or Program Assistance
Letters (PALs).

2. Getting Started

2.1. What Is the SDS Performance Report and Who Must Submit One?

The SDS Performance Report (SDSPR) is a performance report that collects data on the number of
students receiving SDS funds, the number that graduated, and their racial/ethnic backgrounds. The
report is expected of grantees funded under the Scholarships for Disadvantaged Students program
and is detailed on the Notice of Grant Award (NGA).

2.2. When Will the Report be Available?

SDS Performance Report will be available in the HRSA Electronic Handbooks (EHBs) on July 1,
2012, for the reporting period ending June 30, 2012.

Figure 1: SDS Performance Report on Performance Reports Page
Showing Available Date, Due Date and Reporting Period

PERFORMANCE REPORT

Input Parameters: (Show Parameters)

Performance Report - Osteopathic Medicine Schedule Status: Not Started

8/15/2012
Type Performance Reports : Due Date Due In: 43 days

Avallable Date 71/2012 Submission Tracking Number PFT0800011627/1
Reporting Cycle Academic Year Reporting Period 07/01/2011 - 06/30/2012

Online Submission Yes (Required) Submission Status Not Started
Started by

Start Report | View Related NoA

2.3. What Are the Deadlines?
The report is available in the EHBs on July 1 every year.

The report is due on August 15 every year.

SDSPR 4 of 25 User Guide for Grantees
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3. Accessing the Report

3.1. EHB Roles and Privileges

In order to access, work on and submit SDS performance reports, you must be a registered user
within the EHBs, with appropriate roles and privileges. Every EHBs user has the organization-level
role of “Authorizing Official” (AQ), “Business Official” (BO) or “Other.” You choose that role when you
create your EHBs account. To work on submissions for a grant, you must also have the grant-level
role of “Project Director” (PD) or “Other” for that grant. In the case of SDSPR, you must have the
“Project Director” or “Other” role for the SDS grant and you must have one or more of the privileges in
Table 1 below.

The Project Director automatically has all privileges associated with the grant, including the privilege
to view, edit and submit SDS performance reports. He or she may grant these privileges (as well as
others) to any user who requests them.

The privileges you have determine what you can do. You may have any or all of the view, edit and
submit privileges at the grant level. The following table summarizes the permissions associated with
each privilege within the EHBs.

Table 1: Access Privileges

Privilege Permissions

v" Access the read-only version of the performance report

View performance report v Access the read-only versions of the reports submitted for all
previous years

All permissions associated with the “View” privilege, plus

Edit performance report v' Enter and save the data in the electronic forms for all sections of
the report

All permissions associated with the “Edit” privilege, plus

Submit performance report _
v" Submit the report once the data has been entered

User Guide for Grantees 50f 25 SDSPR
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3.1.1 Adding the SDS Grant to Your Portfolio

All users (including the Project Director) who need to work on the SDS Performance Report should
ensure that the SDS grant has been added to their portfolio. If you are the Project Director, you can
follow these steps to add the grant:

1. Click the View Portfolio link from the left side menu on the Welcome page.

Figure 2: View Portfolio Link on Welcome Page

HRSA Electronic Handbooks for Grantors

Vislcome to HRSA EHB Int environment (Last logn date and tma 7/7/2009 1:18:00 AM) ~-Tools Manu— v
Welcome
home | logout | contact us | glessary | help | questions/comment:
b Welcome
Manage Applications B Contact us:
| Funding Phone: Time: Emall:
Opportunities 877-God-HRSA/877-464-4772; 9:00 a.m. to 5:30 p.m. Eastern Time (E.T.), Monday CallCenter@HRSA.GOV
View Applications 301-998-7373 through Friday
Paer Access

[Coet> Pertions Applicant/Grantee Electronic Handbook (EHB) provides all potential and existing grantees a means to conduct various activities electronically.

Add to Portfolio H
| View Portfolio \T WOULD YOU LIKE TO DO TODAY?

Manage Organization

reltin ® Manage Competing Applications @ Manage Grants Portfolio
View/Update Profile . e o
Manage Personal Profile [@ Read Electronic Submission Guide [?] Read About Grant Registration
Upcate Pl Verify Grants.gov Application (if required per Guidance) Add 3 Grant to My Portfolio
| Change Password = 2y
My Registered Work on My Application View Grants in My Portfolic
Organizations B Allow Other Members of My Organization to Work on My Application B Work on a Grant
Lot Search Funding Opportunities Werk on My Noncompeting Application
B work o 5 isslons
® Manage My Profile @ Manage Organization Profile
B Update My Contact and Address Detail [?] Read About Organization Profile Management
B verify My Email Address B3 Update Organization Information on File
Change My Password/Security Question Change Communication Contact for Organization (why is the link disabledz)

[ Read About Multiple Organization Registrations Manage Users of My Organization (why is the lnk disabled?)
Associate My Account with Anether Organization
B- ; i canizat

2. Ifthe grantis not listed, click the Add to Portfolio link.

Figure 3: Add to Portfolio Link on View Portfolio Page

HRSA Electronic Handbooks for Grantors

= EHANDBOOK HOWE HELP
Welcome to HRSA EHB Int environment (Last logn date and time 7/7/2009 1:18:00 AM) —Tools Menu— ¥ |Ge
View Portfolio
m home | logout | contact us | glossary | help | questions/comments
Welcome Following are the grants for which you have been registered elther as a project director or an employee. Click on the "Open Grant Handbook" link to manage a
Manage Applications. grant.
Funding
Opportunities [GRANTS LIST
View Applications
Peer Access

No grants have been added to your portfolio. If you have already made a request, check the status of your request. To check the
status of your request, or if you have not previously made a request and would like to see instructions on how to make a request click
here.

Grants Portfolio
Add to Portfolio
P view Portfolio

Manage
Profile

| View/Update Profile

IManage Personal Profile I Polic:
Update Profile

|- Change Password
My Registered
Organizations

Logout
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3. Onthe next screen, choose Add Grant to Portfolio, and then click the o |button.

Figure 4: Add Grant to Portfolio Command on Add to Portfolio Page

Welcome

Manage Applications
Funding
Opportunities
View Applications

- Peer Access

Grants Portfolio

b Add to Portfolio
View Portfolio

Manage Organization
Profile

View/Update Profile

Manage Personal Profile
Update Profile

|- Change Password
My Registered
Draantiations

Logout

viglcome to HRSA EHB Int environment (Last login date and time 7/7/2008 1:18:00 AM)
Add to Portfolio
bome | logout | contact us | glossary | help | questions/comments

Following Is the list of grants that you have requested to add to your partfolio. To search for a specific request, click en the “Search” button. To add another

grant to your portfolio, choose the "Add Grant to Portfolio" and click on the "Go" button.

HRSA Electronic Handbooks for Grantors

~Tools Menu-- “[Go

ADD TO PORTFOLIO - VIEW REQUESTS

Input Parameters: (Show Parameters)

No records were found matching the search criteria listed above. Click on the 'Search' button to refine the criteria.

Add Grant 1o Portfolio | ¥

4. Choose “| am a project director for the grant,” and then click the button.

Figure 5: Grant Portfolio Registration Form on Add to Portfolio Page

HRSA Electronic Handbooks for Grantors
Welcome to HRSA EHB Int environment (Last login date and bme 7/7/2009 1:18:00 &M) --Toals Menu--
Add to Portfolio
oS home | logout | glossary | help | questions/comments
Welcomne
Manage Applications = ey
GRANT PORTFOLIO 'TON
_ Funding - R
Opportunities
View Applications gi: d ization Role - Program Director
Peer Access
ey Grantee Name [5AM UNIVERSITY, BIRMINGHAM, AL
b Add ta Portfolio CRS-EIN | 100000000040 DUNS 075455410
View Portfolio
Manags Ornieation |Please choose from the options below the that best ibes your role with the grant
View/Update Profile Salect Reason
al Profil =
P i ) 1am a project director for a grant
Change Password o I support the non financial grant reporting
My Registered i {Progress Report, Performance Repart, Nancompsbeg Appications and others)
Drgonizations ) I am the official responsible for approving/submitting Financial Grant Reporting for this organization
Logout (@] I support the financlal grant reporting
Accentabie Use Poic
User Guide for Grantees 7 of 25 SDSPR
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5. Enter the core grant number in the space provided, and then click the Register as Project]|

button.

Figure 6: Project Director Registration on Add to Portfolio Page

HRSA Electronic Handbooks for Grantors

Welcome to HRSA EHB Int environment (Last login date and time 7/7/2009 1:18:00 AM] --Tools Menu-— ¥
Add to Portfolio
home | logout | glossary | help | guestions/comments

Welcome
Manage licati
i GRANT PORTFOLIO REGISTRATION
Opportunities
View Applications i [e] izati Role - Program Director

Peer Access

= Grantee Name [SAM UNIVERSITY, BIRMINGHAM, AL

rants Portfolio

b Add to Portfolio CRS-EIN [ 100000000080 DUNS [075455410
View Portfolio

:,‘;',‘ﬁ:' Organization Please choose from the options below the that best describes your role with the grant portfolio.
View/Update Profile Select Reason

Manage Personal Profile
Update Profile
Change Password
My Registered
Organizations

1 am a project director for a grant

To add a grant to your portfolio, please provide the Core Grant Number of the grant that you would like to add
to the portfolio

Logout The system will then match the name on the NGA with the one In your user profile. If they match, then you will
be required to enter the following NGA Information:

1. Issue Date of the NGA
2. CRS-EIN on the NGA

On successful validation of the NGA information, you will be given the necessary privileges to manage the non
financial grant reporting as a project director. If the names do not match, then you will be prompted sither to
correct the profile informatien or communicate with the call center (call center contact info should come here) to
get the name on the NGA corrected.

Register as Project Director
o 1 support the non financial grant reporting
= {Pragrass Repart, ce Report, and athers)

I am the official responsible for approving/submitting Financial Grant Reporting for this organization

1 support the financial grant reporting

6. Follow the directions on subsequent screens (not shown). The PD will be given immediate
access to the grant. Others are given access and privileges when the PD approves their
request.

3.1.2 Granting Privileges

Once the Project Director has added the grant to his or her portfolio, he or she may take the
following steps to grant other users permission to access and work with performance reports for the
SDS grant:

1. Log into the handbook (if necessary).
2. Click the View Portfolio link from the left side menu on the Welcome page.
3. Inthe Grants List, click Open Grant Handbook for your SDS grant.

SDSPR 8 of 25 User Guide for Grantees
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4. The Overview page opens. Under Manage Post Award Submissions at the bottom of the
page, click Control How Others Can Work on Submissions.

Figure 7: Setting Up User Access on Grant Handbook Overview Page

Grant Handbook
EO01HPO000O

P Overview
[view awards
Last NGA
Award History
ladminister
New/Existing Users
[submissions
* Monitor Schedules
Moncompeting
Continuations
Performance
Reports
Progress Reports
Other Submissions

Return Home
View Portfolio
Home

Logout

HRSA Electronic Handbooks for Applicants/Grantee

Welcome Victor to HRSA EHB Int environment (Last login date and bme 6/6/2009 11:59:00 PM)

Overview
home | logouit | contact us | glossary | help | questions/comments
Contact Us:
Phone: Time: Emall:

877-Go4-HRSA/877-464-4772;

9:00 a.m. to 5:30 p.m. Eastern Time (E.T.), Monday
301-998-7373

BSA.GOV
through Friday

Grant Electronic Handbook (EHB) provides authorized users of the grantee organization a means to conduct various activities electronically.

WHAT WOULD YOU LIKE TO DO TODAY?

@ View Grant Information ® Administer Grant Handbook

[@ Learn About Grant Access Privileges
& Allow Other Users from My 0 to Work on this Grant
& change/Control How Others Can Work on this Grant

View Most Recent Notice of Grant Award
View Prior Notices of Grant Awards
Change/Control Who Can View this Information

@ Manage Post Award Submissions
[l Learn About Post Award Submissions
B view Available Post Award Submission Schedule
Werk on Moncompeting Continuation Application
=2 2 T I sion

B Control How Others Can Work on Submissions

Acceptable Use Policy

If no names appear under ADMINISTER NEW USERS, click All.

Grant Handbook
E01HP13252

Overview
View Awards
Last NGA
Award History
Adm
P New/Existing Users
submissions
Monitor Schedules
Noncompeting
Continuations
Performance
Reports
Progress Reports
Other Submissions

Return Home

View Portfolio
| Home

Logout

Figure 8: Searching for Users

HRSA Electronic Handbooks for Applicants/Grantee

HELR
Welcome to HRSA EHB Int environment (Last login date and time 7/8/2009 5:37:00 PM)
New /Existing Users
| logout | | glossary | help | guestions/comments
To grant access to this Grant Handbook to registered users from your organization, find the users using the "Search” button. The users may already have

requested access, in which case you can approve or disapprove the requests or you may find the users and then give them the access. You can control the
level of access In subsequent steps for each user

Input Parameters: (Show Parameters)

All | New Users | Existing Users | Requests from Existing Users

ords were found matching the search criteria listed above. Click on the 'Search’ button to refine the criteria.

A ble Use Polic

User Guide for Grantees
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6. All users registered to the organization appear. For any user, choose Approve Grant
Access, and then click the Go button. Choose access permissions for this user and
confirm on subsequent screens (not shown).

Figure 9: Approving Grant Access for Users

HRSA Electronic Handbooks for Applicants/ Grantee

PACTFIC NORTHWEST UNIVERSITY OF HEALTH SCIENCES, YAKIMA, WA
FHANGAOK oM w1
Hunter 1o HRSA EHB 05 (Last login date and tme 7312012 1:25:00 PM)
Grant Handbook ew/Exsting Users )
TO8HP22453 bome | lagout | contact us | glossary | help | questions/comments | | L knpwledge base
Fallawing is the st of users having this grant in ther pertfiis or to gt grant Access to this Grant Handhesk. Yeu can grant o revake privieges of individual users by choasing the Update Priviege” opticn and clicking the "o butten agarst the
exising User & you can approve of dsapprove the requests. Te search the st of users, click en the "Search” button.
: -
Mward History ADMINISTER USERS
Wpproved Scope
fuiministar Input Parameters: (Show Parmeters)
B New/Existing Users
I masitor Schedddes ANl | Mew Users | Existing Usees | Requests from Existing Users
Nercompeting
Centinuations Grelchen Eickmeyer Grant Access: Hot Requested
Performancs Functional Rk other
Emal reitester] hatmail.com , @
Phone (509} 452-5100 s
Nen/Ensting oges
Rl Home Ulayd Hutler Grant Access: Not Requested
Functional Hole Other
Emal refesterighotmad.com
Lagout Phone (506) 452-5100
f Grart A - [
[Adow Aichons on Folders, Edit Pnor Approval Request, Submt Pror Approval Request, View Pror Approval Request, Access Grant, Admnster Grant Users, |7 @
View Awards, Edit Noncompeting Conbruabons, Submit Noncompeting Contruabons, View Noncompeting Contnuabons, Edt Progress Report, Submt
Prigus Progess Repant, View Progress Repar, Edit Report, Submt Perfermarice Report, View Pestormance Repart, B Olher Submessians, Submt
Other Submssiors, View Other Submissions, Create CIS Request, View CIS Request, Edit C1S Request, Submit (15 Request
Jody Riggin Grant Access: Approved
Functional Role Other
Emal restestert Shotmal.com
Phone (509) 452-5100 Updste Preges ~ (G
(Administer Financial Repart, Edit Prior Approval Regquest, Submit Prior dppenval Request, View Prioe Appoaval Request, Acoess Grant, View Awards, Edt
i Financial Repert, Submt §mancial Aeport, view Financial Repert
i Agbun Higtery
Tage 1
Acceptable Use Pobcy
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3.2. Navigating to the SDS Performance Report

If you are already a registered user with the HRSA EHBs, and you have appropriate permissions,

you can follow these steps to get started:

1.

o~ w0 N

Type the link to the EHBs, in the address bar of your browser:
https://grants.hrsa.gov/webexternal/Login.asp

Log into the EHBs.

On the left side menu, under Grants Portfolio, click the View Portfolio link.

In the Grants List, click Open Grant Handbook for your SDS grant.

The Overview page opens. On the left side menu, under Submissions, click on the
Performance Reports link.

Figure 10: Performance Reports Link on Overview Page

| === £ranoaoax voue
Welcome Victor to HRSA EHB Int environment (Last login data and bma £/6/2009 11:59:00 PM)
Overview

home | logout | contact us | glossary | help | questions/comments

Grant Handbook
EO01HPOO00O

b Overview 8 Contact us:
View Awards Phone: Time: Emall:
Last NGA 877-Go4-HRSA/877-464-4772; 9:00 a.m. to 5:30 p.m. Eastern Time (E.T.), Monday CallCenter@HRSA GOV

Award History 301-998-7373 through Friday
|Administer
New/Existing Users
[Submissions
Monitor Schedules

Monc: ing

Grant Electronic Handbook (EHB) provides authorized users of the grantee organization a means to conduct various activities electronically.

WHAT WOULD YOU LIKE TO DO TODAY?

@ View Grant Information

B view Most Recent Notice of Grant Award
B Wiew Prior Notices of Grant Award
Change/Control Who Can View this Information

Vian Dotol: ® Manage Post Award Submissions
- Home [l Learn About Post Award Submissions

B i llable Post Award Submission Scheduls
Werk on Noncompeting Continuation Application
Work on Performance Report or Other Sul

Logout

B Control How Others Can Work on Submissions

@ Administer Grant Handbook
[A Learn About Grant Access Privileges
llow Other Users from My Or 1 to Work on this Grant
Change/Control How Others Can Work on this Grant

Acceptable Use Policy

HELP

The Performance Reports page opens. See section 3.3 below.

User Guide for Grantees
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3.3. The Performance Reports Page
The SDS Performance Report is on the Performance Reports page (Figure 11).

Figure 11: Performance Reports Page

HRSA Electronic Handbooks for Applicants/ Grantee

PACIFIC NORTHWEST UNIVERSITY OF HEALTH SCIENCES, YAKIMA, WA

AN LAY HFLP|
Wekme

Grant Handbook Performance Reports

TO8HP22453 home | logout | contact us | glossaey | helb | questions/comments | | L knowledge base

Following 15 the hst of perhormance reports for ths grant along with ther statuses. Based on its status, you can edit o wiew the performance report by cicking on the appropnate k.

To search for a p report, click on th ch button and modify the search criteria to generate the results, For example, to search for submitted reports, click on the search butten and select the "Submitted” option

under the Schedule Status search criteria.

Pisplaying 1-4 of 1 | Seanch |
PERFORMANCE REPORT

Tnput Paramebers: [Show Parameters)

chedub Not Started|
Type Perfamance Heparts Due Date Elﬁl';“:n:;sm
Avalable Date 12012 Submission Tracking Number FFTOB0OO11627/1
Reporting Cycle | acagemic vear Reporting Pericd 07/08/2011 - 06/30/2012
Online Submission Yes (Required) Submission Stans Not Started
Started by
Start Bepert | View Belated Nod

Acceptable Use Polcy

Two entries on the Performance Reports page allow you to monitor the status of your report. They
are the Schedule Status and the Submission Status (Figure 12).

Figure 12: Schedule Status and Submission Status on Performance Reports Page

PERFORMANCE REPORT

Input Parameters: (Show Parameters)

Performance Report - Osteapathic Medicine Schedule Status: Not Started
Type Performance Reports : Duc Date [s;iﬁl;z:u:;ﬂm
=$n\rallatle Date 7202 Submission Trackang Number PFT08000116271
Reporting Cycle Academic Year ﬁ Reporting Pericd 07012011 - 06/30/2012
Online Submissian Yes (Required) Submission Status Mot Started
Started by
Start Repart | View Related Nod
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The Schedule Status describes the states the report passes through during its lifecycle. Values for
Schedule Status are given in Table 2.

Table 2: Schedule Status Values

Schedule Denotes Who Must
Status Act?
Not Started |The report has never been worked on. When the new report is Grantee

available in the grantee handbook its status will be “Not Started.”

In Progress |The “Start Report” link has been clicked. Grantee
Submitted  The report has been submitted to HRSA. HRSA
Change After the report has been submitted, it is sent to a reviewer. If the Grantee

Requested |reviewer determines that changes are needed, the report will be made
available to the grantee again for changes. The schedule status will
move to “Change Requested.” The report will stay in this status while it
is being corrected. When the changes are made and the report is re-
submitted, the schedule status will revert to “Submitted.”

The Submission Status describes the status of the report while it is being prepared, reviewed, or
revised, either originally or in response to a request for changes. Values for Submission Status are
given in Table 3.

Table 3: Submission Status Values

Submission Status Denotes
Not Started Data entry for the initial submission of the report has not been started.
Submission in Progress Data entry for the initial submission of the report has not been started.

The report was sent back for changes. You must make the needed

Change Requested .
changes and re-submit the report.

The report has been submitted, either for the first time or following a

Submitted
change request.

Additional Submission Status values may be added in the future.
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3.4. Beginning the Report

To begin the report, click the Start Report link. You need not complete the report in a single sitting.
To return to a report you have previously begun, click the Edit Report link. (The Edit Report link
replaces the Start Report link as soon as the report Schedule Status moves to “In Progress.”)

The report opens in a separate window (Figure 13).

Figure 13: SDS Performance Report Window

HRSA Electronic Handbooks for Applicants /Grantee

! PACIFIC NORTHWEST UNIVERSITY OF HEALTH SCIENCES, YAKIMA, WA
AR A e
Welcome
Grant Handbook Performance & )
TOBHP22453 bome | logout | contact s | glostary | help | guestions/eomments | | 0] knowledge base

Following is the kst of performance reports Tor this grant along with ther statuses. Based on its status, you can edit or view the performance report by clicking on the appropriate nk.

To search for a particular report, dlick on the search button and modity the search criteria to generate the results. For example, to search for submitted reports, click on the search button and select the "Submitted” option
Last NGA under the Schedule Status search criteria.

Desplaying 1-1 o 1 |:Saud|

PERFORMANCE REPORT
Input Para e
Performance Reperl 7/1/2011 - 6/30/ 2013
e s
Tracking # Status
Progres Reporls bime. | i | hek | amsbonalimmants
Other Submissions Avadabie Date e The btk bicen thews e status of the SOS Parfermance Razert The ripert i cumenty INCOMPLETE and ¢anrit ba subaittsd in it cumeet stats.
m"“"'"'“' Feportng Cycke | aies
PRI | STATUS DATRVITW
NewExsting (Oniine v
Started by b :“ ':“:"""‘ o o, ) i Dol ‘Schedsle Status: I Progress
tart Repert | Viel Wamng iscipice | Ditecpathic Medcine futmisen Tiackng Wuser 162,
. a0l Dus Doce
T e Reprtng Cyda Acatame vaxr Razerng Paret
Crine Submssion ‘ves [Requres) ‘ubmisson Status
Close Window Progect Pericd ]
Stirted by Lt Udated By I
Las’ erson Submittad by
Whew: Bssted w3t | i s
| [ |
e I e [ Extind Orgaricatin Role I Gt e I Hivitge ]
5% Performasce Report Statis
Basic Infrmaticn | et Etarte: | lodits
Scholarifip for Didvantiged Students Performance Reparl (S099) DATA
Schalarship for Dadvantaged Shudents Perforance Raport ] Mot Started [ Updiy
EATA LT 100 MG | e Stated | wdes
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4. SDS Performance Report Forms

4.1. Navigation and Data Entry

Navigation within the SDS Performance Report reflects the conventions used within the EHBs. It is
designed to facilitate data entry by streamlining the flow of pages. All the pages in the report can be
accessed through the side menu of the handbook (Figure 14).

Figure 14: SDS Performance Report Side Menu

Performance Report 7/1/ 2011 < 6/30/2012

Wrleama

Tracking # Status
PRTOB00011627/1 bome | gossary | belp | questices/conments

The table beow shaws the stats of the S0 Performance Report. Thit repert i crrently INCOMPLETE and carnot be submittid in it's curment state.

STATUS OVERVIEW.
SUS Performance Report (07/01/2011 - 06/20/2012)  (ids Datals) Schadula Status: In Progress
Disciphet Dstnopathic Medicing Submission Tracking Mumber PET0E000:1627/1
Avalable Doty ny»nR Due Date 8/15/2012 12:00-20 AM
Raporting Cych academic Ve Repaeting Peniod o7/0/2001 - 06302012
Oribrie Submissen Tes (Requred) Subrmsson Stabus Submesson In Pregress
Praject Perid 0L - 63002012
Started by [lasl Updated By I
Lask Version Submitted by
View: Sglyied N33 | gt N34

|
I[ Hame | [Teee— | Extormal Orgarnzaton Aok | Grant Role [ [— |

Section | Status | Action
Basi Infomaton | Mt Started [

Updale

Sehalarship far Disadvantaged Students Performance Rasset (SO5PR) DaTa

Scholarshp for Desadvantaged Students Performance Ripert | | Update

DATA AUDIT AND WARNING l

There is a|Save|and [Save and Continue|button on each page of the report (Figure 15). Clicking on

|§ave will save the data and keep you on the current page. Save and Continue |will save the data
and navigate you to the next page in the report.

Figure 15: Save and Save and Continue Buttons

|[ Go 1o Pravious Page ] Save ] [ Sava and Continua ] |

You can click the [Save]button at any time to save the data you have entered to this point on the
current page. If data entry is incomplete, the system will display error messages. You may disregard
i

them and continue data entry. The Save and Continue|button has a similar function as the §

button, except that it will navigate you to the next page. The status of your page after clicking the
button will be “In Progress.”

When data entry for a page is complete, you should click the Eave button to see if there are errors. If
there are, you can address them immediately. If clicking the Save and Continue |button produces no
error messages, your page status will be updated to “Complete” and you may continue to the next
page.
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4.2. Status Page

The Status page (Figure 16) page displays the completion status of each section of the SDS

Performance Report. This is the page that opens when you click the Start Report link on the
Performance Reports page.

The SDS PERFORMANCE REPORT STATUS table on the Status page lists the sections of the report. The

completion status is displayed to the right. Click the Update link under Action to open a section for
editing.

Figure 16: Status Page

Welcume
Tracking # Stalus
PFTO800011627/1 boms | glogsary | help | guestions/comments

The table below shows the status of the 505 Performance Report. The report is cumently INCOMPLETE and cannot b= submitted in it's cument state.

| (0770172011 - 7) Schedule W Progress
Discipine Osteapathic Medicine ],Snbmssim Tracking Mumber FF 106000116271
Avaiable Date oz |pue pare §/15/2012 12:00:00 AM
Raporbrg Cycke A Year TRepertin Pesd o7/01,2011 - 08302012
Onkine: Submission Ve (Roquiced) |submizsion stans Submizsion In Progress
Close Window breject Beciod I1/2011 - G017

Started by }l ast Updated By I
Last Vermon Submitted by
View: Eaivied NGA | Lagt NGA

| -

= |

Hame | [T— Extemal Organzabon Roke | Grant Roke | Prrvieges

Hasic Information | Neot Started Update

Schalarshap for Dsadvantaged Students Performance Report (SOSPR) BATA

Schelarship for Disadvantaged Students Performance Report ot Started Usdate

DATA ALDTT AND WARNING Hot Started Update

Bgoeotable Uss Poly

Completion statuses for report sections are listed and explained in Table 4.
Table 4: Report Section Status
Status Denotes

The page has not been accessed. All the forms are initially in the “Not Started”
Not Started : « "
status. Accessing the page moves the status to “In Progress.

The form will remain in this status until all the data has been entered and has been
In Progress . g
saved. The data will be saved as long as there are no critical errors.

C Once you have entered all the data within the form and there are no errors, the
omplete . ) "
form status will be changed to “Complete.

SDSPR 16 of 25 User Guide for Grantees



US. Degartment of Health and Humon Services

Health Resources and Services Administration

You can update any section, even those marked “Complete.” Once a section has been marked
“Complete,” making changes to the data which cause errors will change the section status back
to “In Progress.” A section never reverts to the “Not Started” status.

4.3. Basic Information Page

The Basic Information page (Figure 17) asks for information for a Primary and Alternate Point of
Contact.

Access this page by clicking the Update link for Basic Information on the Status page or by choosing
Basic Information from the left side menu.

You must enter information for a Primary Point of Contact.

Information you enter on this page applies to, and is saved with, this report only.

Figure 17: Basic Information Page

U5 Departrest of et e e Sevvem
Ll ﬂ - ” ¢
Ao md i Adesisinin TO8HP22453: Padific Northwest University of Health Sciences
. EAMOB00K HOME It
Wglome LeAm Hunter to HRSA EHE OperatioaSupport emviroament _-:S jogin datE and time 7132 1:48:00 ;.“:
Tradking & Basic Information
PFT0SI0011627/1 0mz DD | QUEstins Comments

l:l P andjor update trformetion, and znswer al the questions on the page. when complete, cick the "Save and Continue” button (o move onto the next ssction, Cick "Save” to save the fom 2t any tme. To go back to the
[uerien presious page, cick 6o to Pravious Page”

| Feis marwed wi an astensx () are required.

Status: ot Started

4| Mote: The name and fitle of the person who submits this SDS Perfomance Report will be used to populate the value for Autharized Cortifying Oficial en SDS Nerfonmance Aeport

[contact nformation
Close Window PO Tit: Last Neme, First lame Phane Enal B8 ok Crant Role
*Primary Pont of Contact Hunter, Ledrn retester] Ghatmal.com Pragram Director Emglayez

Atemate Pont of Contack

Gain Praios Page Sae| [ Saead Cntine

For either contact, click the Add link to add the information. Click the Update link to edit previously-
entered information, the Change link to enter a different set of information, or the Delete link to
delete the information.

4.4. SDS Information Page

The SDS Performance Report consists of a single page, the SDS Information Page (Figure 18). This
page asks for information on the number of students receiving SDS funds, the number that
graduated, their racial/ethnic backgrounds and the number of SDS students serving in Primary Care
and Medically Underserved Communities.

Access the SDS Information page by clicking the Update link for Scholarships for Disadvantaged
Students Performance Report on the Status page or by choosing SDS Information from the left side
menu.
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You can also access this page by clicking the Save and Continue|button at the bottom of the Basic
Information page.

Figure 18: SDS Information Page

Performance Report For 7/1/2011 - 6/30/2012

b2 HREA [ast bogin dube prd time 7/A2012 10:48:00 AM)
Tracking & 505 Information
PFTOG00011627/1 bema | gossary | belp | guestices/commanty
Phease venty srelier pdate the data, s answer o the questions on the pege. Make sure b serol down Lo complete al the secbions, When complete, chek the “Save and Contrue” butten at the bottom of the page to meve oty the next
[vervicw section, Chck “Save® 19 save the form at any time. To go back 1o the priviews page, click "Ga to Privieus Page”,
Basw Informabon Fields mackied with an asteci (*) aee raguined
b 505 Infomatien REPORT
and Status: Not Started
1. Funding Information For ber: TOBHP22453A0
A, Total Federal Funds Autherized for this Funding Perod s
Close Window *B. Total Ameurit of ine 14 Desbursed N
€. Unused Badance of Federal Funds [Line 14 mrws bee 18) H=)
D. Check to indicate zero disbursements
2. Wispanic or Latino Students
*Did your BHPR funded program have students of “Hispanic or Lating Ethricity” Between July 01, 2011 and June 30, 20127
Tas, "0‘

m Murmber of Students Recenang Nurmber of Gradustes that

awarcks Who Did Nt Graduati Received Awards i

Hispanic of Lating Students by Race

A, Amenican Indian of Alagka Native |

0. Asian - &1 (inchuding undermeprasented)

Bl Asian - undemeprasented

C. Black or Afican Amencan

E. White

F. More than one race

I
I
|
I
I
[
I

[
|
[
0 Native Hawaiizn or Other Pacific slander |
[
[

To enter data for race combnations chck

TOTAL (A4 B+C+D+E+F)

o e |
[t woer Emip fundod cenorom borve sndenie of "NeeMisnanie o Neev) ting Etbeieiny® betwoen Juy 012011 and lune 30, 20127 ]

Enter the data. Data entry is required in fields marked with an asterisk (*).

You can click the help icon (EI) to display help in a popup window.

Questions 2 and 3 ask for numbers of students who received awards (first column) and numbers of
students who received awards and graduated (second column) during the reporting period. All
students who received awards must be accounted for. The numbers are to be broken down by
ethnicity and by race within ethnicity.

The format for questions 2 and 3 is the same. We will use question 2 as an example.
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Figure 19: SDS Information Page, Questions 2and 3

|l. Hispanic or Laline Studenls

*Did your BHPR figded program have students of "Hispanic or Latino Ethnicity” between July 01, 2011 and June 30, 20127
e

Hispanic or Lating Students by Haca

2l

Number of Students Recaiving
Awards Who Did Not Graduate

Number of Graduates that

Recaved Awards X

A, Aanerican Indkan or Alaska Nalive

. Asian - Al {including underraprasanted)

E1. Asian - undemepresentad

C. Black or African American

D. Native Hawasan or Other Pacific Islander

E. While

F. More than one race
To enter data for race combinations chick

(=

TOTAL{A+B+C+D+E+F)

3. Non-Hispanic or Non-Latino Students

#Did your BHPR. funded program have students of "Non-Hispanic or Nen-Latino Ethnicity” betwezn July 01, 2011 and June 30, 20122

Yos| o

Non-Hispanic or Non-Lating Students by Race

Number of Students Recenving
Awards Who Did Not Graduate

Number of Graduates that

Received Awards W

A. American Indian or Alaska Native

B. Asian - All {including underrepresented)

B1. Asian - undemepresented

C. Black or African American

D. Native Hawaian or Other Pacific Islander

E. White

F. More than one race

To enter data for race combinations chick

=

\

TOTAL[A+B+C+D+E+F)

To report students by Age and Gender (Applicable for Hispanic and Non-Hispanic Students), pleass click hej

Questions 2 and 3 ask if your BHPr-funded program had students of Hispanic or Latino ethnicity or
Non-Hispanic or Non-Latino ethnicity during the reporting period. Click the Yes or No button, as

appropriate. Click the Yes button enables data entry in rows A-F.

Enter the data. If there are students of more than one race, click the here button in row F. A page
opens in which you can enter the numbers in the appropriate table(s) (Figure 20).
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Figure 20: Combination of Races Tables
Select cembinationin . Numb_er_of Students Number cn_f Graduates tha
Receiving Awards Received Awards
AIAN and Black 2 2
[0 |AIAN and White
[ |Asian (not underrepresented) and AIAN
Select Combination of Three Races Numbgr_ of Students Number o_f Graduates that
Receiving Awards Received Awards
[[] |AIAN and Asian (not underrepresentad) and Black
[1 |AIAN and Asian (underrepresented) and Black
[0 |AIAN and Asian and NHOPI
[[1 |AIAN and Asian (not underrepresented) and NHOPI

If you cannot provide counts by race combination, enter an explanation in the space provided
(Figure 21).

Figure 21: Comments Box

Please Enter Your Comments Here :
Please explain if you are unable to provide student and graduate counts by race combinations.
Maximum 2000 characters (Approx. half a page)
Times Mew Roman ~ | Sze - Normal - AW B r U FEEEY S L h* - @ OB E EF £ x" x. abe 44 ab
[Brarmal] @ Preview
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For Question 4, the system will populate graduate data for schools that have previously submitted the
SDSPR using last year's submitted SDSPR. If no data is available from the previous year or data is
null the fields will be editable. When the school is submitting the SDSPR for the first time these fields
will be editable.

Similarly for question PPR-2-001 the system shall populate the data for the graduates for schools
who have been submitting the SDSPR. The data will be populated from the last year’s submitted
SDSPR. If no data is available from last year or data is null then the field will be editable. For schools
submitting the SDSPR for the first time this field will be editable.

Figure 22: SDS Information Page — Questions 4 and PPR-2-001

*4, Medically Underserved Communities (MUC) Details

4A. Enter the number of Osteopathic Medicine SDS students who graduated during 07/01/2007 - 06/30/2008.

48, 0f the graduates above, enter the total number of full-time Osteopathic Medicine students that received SDS funds and served in a medically underserved community during
07/01/2011 - 06/30/2012,

*Primary Care (PC) Details

PPR-2-001, Enter the number of Osteopathic Medicine SDS students who graduated during 07/01/2007 - 06/30/2008 (This fieldis pre-populated and willbe editsble for new school or if dafa was
nat provided in the submitted SDSPR for the reporting period in question,)

PPR-2-0013. Of the qraduates above, enter the total number of full-time Osteopathic Medicine students that received SDS funds and practiced in primary care during 07/01/2011 -
06/30/2012.

PPR-2-001 will be applicable to following disciplines: Allopathic Medicine, Osteopathic Medicine,
Dentistry, Nursing Graduate, Physician Assistant - Associate, Physician Assistant — Baccalaureate
and Physician Assistant - Graduate.

PPR-2-001 will not be applicable to the Veterinary Medicine discipline.

Figure 23: SDS Information Page — PPR-2-002, PPR-2-003, PPR-2-004, and PPR-2-005

*Graduates That Entered Field of Study
PPR-2-002. Enter the number of Osteopathic Medicine SDS students who graduzted during 07/01/2007 - 06/30/2008 that subsequently entered the field for which they received their
dagree.

*Student Drop Out Details

PPR-2-003. Enter the total full-tme Osteopathic Medicine student enroliment at your school during 07/01/2011 - 06/30/2012.

PPR-2-003a. Of those students enrolled above, enter the number of students that dropped out during 07/01/2011 - 06/30/2012.

PPR-2-003b. Of those students who dropped out during 07/01/2011 - 06/30/2012 (in PPR-2-003a above), how many received S0S funds?

*Scholarship Usage
PPR-2-004. Check box(s) that reflect(s) how the S0S scholarships were used:

Tuition

Fees and other reasonable educational expenses

Reasonable fving expenses

*Community College Question

PPR-2-005. Is your school 3 community college? Yes No

Click the [Save and Continue|button to return to the SDS Information page.
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5. Reviewing and Submitting the Report

5.1. Data Audit and Warning Page

The SDS Performance Report consists of a Data Audit and Warning page, this will assist you in

correcting errors or explaining unusual circumstances found when you complete the SDS
Performance Report.

Access the Data Audit and Warning page by clicking the Update link for Scholarships for
Disadvantaged Students Performance Report on the Status page or by choosing Data Audit and
Warning from the left side menu.

You can also access this page by clicking the Save and Continue|button at the bottom of the SDS
Information page.

Mention about the Edit Data and Explain link.

Figure 24: Data Audit and Warning Page

Performance Report For 7/1/2010 - 6/30/2011

Welzome Mary Hill to HRSA EMD UTLLD environment (Last [ogin date and tme 6/10/2011 4:10:00 #M)

Tracking # Data Audit And Warning
PETORDONNS173/1 bome | glossary | help | guestions/commen
DATA AUDTT AND WARNING
Stalus: Not Started
Warnings

‘Warning 2209; Student Total Warmning

Baged on vour input, the calowlared total number of studants receiving awards who did not graduate seems high. Please review your entries.
Action: Edit Data | Explain

Close Window

G to Previous Page Save __ Save and Continue
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5.2. Review Page o

The Review page (Figure 25) displays, in table format, all the sections in the SDS Performance
Report. It allows you to view or print any or all sections.

You will be navigated to the Review page if you click the Bave and Continue|button at the bottom of

the Data Audit and Warning page. You may also access the Review page by choosing Review from
the left side menu.

Figure 25: Review Page

Performance Report For 7/1/2010 - 6/30/2011

welcome Mary Ml to HRSA EHD UTLLY environment (Last login date and time &/10/2011 £:20:00

e
#M)
Tracking # Review ’
PETOSON0ON173/1  home | glossary | help | guestions/comments
= SDSPR The: SDS Performance Report has not been submitted to HRSA, To submit this report please chek "Contnue” button provided below. Followng s the table of contents for the
Dverview Report that you completed. (Show Fyll Instruction)
Status

Basic Information
Ferformance Data
SDS Informaton
Data audit And
Warnirg
Review and Submit

i TABLE OF CONTENTS

| Tabie of Contents v
Subrmit Section I — T —_
Performance Data

Print | | Print AlHTML Forms

BENote: Print All HTML Forms' button wall print all program specific HTML forms only.

Closa Window -
505 Information

| HTML | yigw
Comments And Certification
Comments And Certification [ HTML | Wigw
Go to Prevous Page

Click the View link next to any section of the report to view that section. The item will open in HTML

format, in a separate window. Click the Print]button to print this page. Click the Print All]button to
print all HTML-format forms.
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5.3. Submit Page

The Submit page (Figure 26) is the page from which you start the report submission process. It
displays, in table format, the sections of the report and their completion status. All sections must be
in “Complete” status before you can submit the report.

You will be navigated to the Submit page if you click the button at the bottom of the
Review page. You may also access the Submit page by choosing Submit from the left side menu.

Figure 26: Submit Page

Performance Reporl 7/1/2010 - 6/30/2011
TO08HP18620: HOWARD UNIVERSITY

HEL
Welcame Mary Hill to HRSA EHB UTL13 envirenment (Last login date and time §/00/2011 4:10:00 FM}
Tracking # Submit

PETOBO0009173/1 home | glessany | help | questions/comments
F SOSPR The table below shaws the status of the S0S Performance Report. The SDS Report is currently INCOMPLETE and cannot be submitted in it's current state.
Overview

Status

Bt STATUS OVERVIEW

Perfurmance Data

— T':Z“«": —_— SDS Perfarmance Report (07/01/2010 - 06/30/2011) (s Delals) il e Ll
‘Wamning Discipline Fhysician Assistant - Baccalaureate Tracking Mumber PFTOBOCGO09173/1
e PR CR ) Available Date 6/8/2011 Dus Date 8/15/2011 12:00:00 AM
b submit Reportmg Cyche Academic Year Reporting Penod 07/01/2010 - 06/20/2011
online Submission Yoo (Roquirad) Submission Status Submission In Progross
Closa Window Project Period 7/1/2010 - 6/30/2011
Started by Mary Hill On &/10/2011 5:09:39 PM ILa!I: Updated By Mary Hill On 6/10/2011 5:56:22 PM
Last Version Submitted by
View: felated NG | Last NGA

|users with on 505 Report  (Vuww Delals) |
Name Username l External O ization Role I Grant Role Privilages ]
505 Performance Report Status
Sectlon Status Actlon
Basic Information Mot Started Update
Scholarship for Disadvantaged Students Performance Report [SDSPR) DATA
Scholarship for Disad ged 5 Performance Report Complete Update
DATA AUDIT AND WARNING Mot Started Update

Click the |Proceed to Submit|button when you are ready to submit the report.

The |Proceed to Submit| button appears only if all sections are deemed “Complete.” At all other

times, the button will not be available. This prevents the user from submitting an incomplete
report.
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6. Help and Support

Resource Type Purpose

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

Andrea Stampone Phone and/or Program or System help by
Phone: 301-443-1701 E-mail phone or e-mail.

Email: astampone@hrsa.gov

Hai Le
Phone: 301-443-1541

Email: HLel@hrsa.gov

HRSA Contact Center Phone and/or System help by phone or
Phone: 877-G0o4-HRSA/877-464-4772; E-mail via e-mail. Do not use for
301-998-7373 (9:00 AM to 5:30 PM ET M-F) program questions.

Email: callcenter@hrsa.gov
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