HRSA NONCOMPETING CONTINUATION
INSTRUCTIONS FOR ALLOWING SPS ACCESS TO
YOUR PROPOSAL THROUGH HRSA EHB SYSTEM

Once your application is viewable in HRSA EHB please call us
with your HRSA grant # so we can request view/submit access.

Once we have requested access you will need to follow the 9 steps
outlined below to give Sponsored Projects submit/view access on
your HRSA Noncompeting Continuation.

Please remember that only an Authorized Official should be

submitting your application, and you must allow us access to

submit before we will sign the face sheet to include with your
paper submission.
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- Last MGA

- fward History

Administer HRSA Grant EHBE overview

”E_W '_-'SEVS Grant EHB provides the appropriate individuals a means to perform various post award activities such as submitting a noncompeting
e = continuation application, and other deliverables. In order to get access to this handbook, users have to undergo an additional registration
DE""Ef‘ah'Es process that ensures that only the right individuals from the organization have access to grant data. It also allows project director to
B control the privileges of various users and delegate certain responsibilities to other users from the same organization.

.. Moncompeting
Continuations

- Parformance Reports
- Progress Reports
-+ Other Deliverables

Mote that your left handside menu will change based on your privileges!

HESA EHBs can be accessed from anywhere on the Internet using just a standard web browser, Learn more about the Systerm Requirernents.

Logout View Awards

You can use the Last wea link to view the last NGA that was issued by HRSA, The Award History link gives a snap shot of all the awards that
have been issued for the grant within the last 5 years, Awards are grouped by budget period, newest to oldest,

Administer Grant

This section provides the project director with the ahility to perform administrative actions on the grant, The project director, or registered
users with the appropriate privileges, may use:

«(the New Uszers link Jo review reguests from other employees within the organization who wish to add the grant to their portfolio. L
squrcts cape#tfier be approved or disapproved, Motifications are sent to individuals to communicate the decisions.

« the Existing Userz link to manage the privileges for all the users who have the grant in their portfolio, Using this feature the project
director can control the granularity of access to the grant handbook, For example, award data for a grant may be protected from

* ge selected deliverables, which is a very important aspect of
Step 3: Click New Users ropriste privisges, may Use:

be upcoming deliverables or deliverables that are currently
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Following is the list of new users requesting to add this grant to their porfolio, To approve or disapprove a request, choose the respective
option from the dropdown and click on the "Go" button. To search for a specific user request, click on the "Search” button, To view the

Cuerview

View Awards histary of a user request click on the respective "View Action Histary" link.
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Logout Wiew Action History —
Page 1
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Step 4: Select Approve from the drop down box for the
Sponsored Projects Administrator and click Go
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You have choosen to appove the reguest of the following user. To proceed, provide the "Commets” and then click on the "Continue" button,

Fr Dwerview Click on the "Cancel" button to go back to the list page.

View Awards

Last NGA Fields marked with an asterisk(*] are reguired.

F Award History APPROYE REQUEST TO ACCESS GRAMNT

Administer

_P' Mew Users

[ Exizting Users Mary Gerrow

el e Functional Role Other Requested Date 5/4/2006 10:49:22 AM

. Moncormpeting Email maryg@email .arizona.edu Phaone (520) 626-6433
Continuations - - -

- Parformance Reports Miew Action History

~ Progress FReporks

- Other Deliverables ENTER YOUR COMM \

Logout *Tg =" |Mary Gerrow (Other) \

*Cno ents

*NDtificat$\Nutify Selected User of this action, /
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Step 5: To proceed you must enter something in the
Comments Box and then click Continue g
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You have choosen to appove the request of the following user. Plese confirm your action by clicking on the "Save and Continue" button, Click

e Gverview on the "Cancel" button to go back to the previous page.
Wiew Awards
[ el APPROYE REQUEST TO ACCESS GRANT - CONFIRM
- Award History
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To Mary Gerrow (Other)
Logout Comments Approved
Motification Motify the user of your action,

The following standard messaqge will be sent
Subject Grant handbook access approved

Dear user,

S Your reguest to access the grant handbook for grant has been approved. Use the following link to

. . . . ° \
Step 6: Confirm request information and click Continue
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This section will allow user to manage privileges for the selected user. Check / uncheck the checkboxes against a privilege to grant f revoke
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Step 7: Check all privilege boxes and then click Update Privileges
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Award History
Administer

Mary Gerrow

Other
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Email |(520) 626-6433
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- booess Grant

Logout
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- Edit Progress Report
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- Wiew Progress Report

- Edit Performance Report
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- Edit Other Deliverables
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Step 8:

Review all access information and click Continue
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The privileges for the selected user have been updated successfully. You can continue to manage privilges for other users who have this

b Overview grant in their portfolio by clicking on the ""'Continue to Manage Existing Users" button.
Viewr Avrards

o Last MGA Privileges updated sucessfully.

- Award History
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Step 9: The final step to assign privileges is
clicking Continue to Manage Existing Users
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Following is the list of users having this grant in their portfolio, You can grant or revoke privileges of individual users by choosing the "Update

Other
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Access Grant, Administer Grant Users, View Awards, Edit Moncompeting

pecki@email.arizona.edu
(920) 626-0128
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Continuations, Submit Noncompeting Continuations, Yiew Moncompeting

YOU’RE DONE!!!!

Edit Performance Report, Submit Performance Report, view Performance Report, Edit
Other Deliverables, Submit Other Deliverables, View Other Deliverables
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Continuations, Edit Progress Report, Submit Progress Report, View Progress Report,

Update Frivileges ¥
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Access Grant, Administer Grant Users, WView Awe_lrds, Edit Noncompeting

Update Frivileges ¥

You have successfully assigned privileges and your SPS administrator
now has access to view/submit your proposal. Thank you
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