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What is HRSA EHBs?

m One-stop Grants Management Online
O Funding Opportunities
O Grant Applications
O Notices of Grant Award

ONon-Competing Continuations, Progress
Reports and other Post-Award Reports

m https://grants.hrsa.gov/WebExternal/

EHBs Post-Award Overview

m EHBs Grantee Handbook allows grantees
to:

O View award history and past Notices of Grant
Award

OAdminister user access to grant
OMonitor Post-Award activity schedule

OAccess Post-Award requirements such as the
Ryan White Program Data Report (RDR) and
ADAP
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Accessing HRSA EHBs

m All Grantees must register with HRSA EHBs
m Who within the Grantee organization should
register?
O Project Directors

O Data Submitter for Performance Reports and Other
Submissions (e.g. RDR and ADAP)

m Who should NOT register with HRSA EHBs
O Providers subcontracting to HAB Grantees
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EHB Reqistration

m Registration is a two part process
STEP 1. Create User Account
STEP 2. Associate Account with Organization

m Only register if you don’t already have an account. If you
have forgotten your password, please click on the “forgot
password” link on the login page to have your password
reset.

= You will need your grant number to locate your
organization in the EHBs
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Step 1: Create User Account

m Username: must be 6-20 characters (not case
sensitive).

m Password: must be at least 8 characters
consisting of at least one upper case, one lower
case, one number, and one special character
(case sensitive).

m Password examples:
O Elisa@2007, Jenifferl!, Daniels#1

m Mailing and physical addresses are not required.

Step 2:
Associate Account with Organization
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Grant Portfolio: Overview

m The Grant Portfolio is the list of HRSA
grants to which a user has access through
EHBs

m After registering a user account in EHBS,
the user must first find their grant and add
it to the Grant Portfolio
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Grant Portfolio: Overview

m If a grantee organization has multiple HRSA grants, a
user may add one or more of these grants to their
portfolio

O If you receive funds under more than one Ryan White grant, you
will need to add each of these grants to your portfolio

m The Project Director must register and explicitly assign
permission before you can do anything in EHBs, or
complete your RDR submission

O Communication between data staff and the Grant’s Project
Director is critical
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Grant Portfolio:
Accessing RDR or ADAP

m All members of your organization who will
be working on the RDR or ADAP must
“Add Grant to Portfolio”

m Two functional roles in the Grant Portfolio
O Project Director
O Other
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Grant Portfolio:
Accessing RDR or ADAP

m The RDR is located in the “Performance Report”
section of the Grant Portfolio

m The ADAP is located in the “Other Submissions”
section of the Grant Portfolio.
m Project director administers user access

O Three Possible Levels of Access
= View
n Edit
m Submit
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Grant Portfolio:
“How to” — Data Submitter

m STEPS

ORegister and Login to the EHBs

O Select “Add to Portfolio”

O Enter grant number and identify role (“Other”)
ORequest access from the Project Director

O Access Portfolio
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Grant Portfolio:
“How to” — Project Director

m STEPS

O Register and Login to the EHBs
O Select “Add to Portfolio”

O Enter grant number and identify role (“Project
Director”)

O Verify Project Director identity
OManage User Privileges

16




T

| [

Grant Portfolio:
Verifying Project Director ldentity

m Ensures the correct person is registering as the Project Director

m Project Directors will need items 1, 10 and 18 from the Notice of
Grant Award (NGA) referenced in the Add to Portfolio process

m Information in the Project Director’s personal profile must match the
Project Direct information from the last NGA

m If the Project Director has changed, a Post Award request for
change of Project Director must be submitted to the Division of
Grants Management Operations (DGMO)

17

Grant Portfolio

Data Submitter
Access Request

Project Director
Verify Identity
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Search for a Submitted Report
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Search for a Submitted Report
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Web Demonstration

https://performance.hrsa.gov/hab/EHBDemo/CADR

https://performance.hrsa.gov/hab/EHBDemo/ADAP

m HAB has developed an Online Demo to
help Grantees navigate through the EHBs
O Registration
O Access/Permissions
ORDR Submission and ADAP Submission
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Need Help?

HRSA Call Center

Monday — Friday, 9:00 AM - 5:30 PM ET
(877) Go4 — HRSA or (877) 464 — 4772
CallCenter@hrsa.gov
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Questions
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