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Purpose and Goals

Purpose
To provide an overview of the process for completing and submitting Scholarships for 
Disadvantaged Students (SDS) Performance ReportsDisadvantaged Students (SDS) Performance Reports
To visually highlight key steps and procedures in the process
To communicate the resources available to grantees for more information
T li i ti di thTo answer any preliminary questions regarding the process

Goals
To understand the information requested and the steps required to complete a 
Performance Report for SDS
To make grantees comfortable with the processg p
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Process Overview

1. HRSA will make the first SDS Performance Report available in the HRSA Electronic 
Handbooks (EHBs) on July 01, 2009, for the reporting period ending June 30, 2009.

2 G2. Grantees will login to the EHBs, navigate to the report, complete and submit it. 

3. Completing the report is a two-step process:

a. Complete forms

b. Review and submit report.
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Prerequisites (All Users)(1 of 2)
All h i h k SDS P f R i i hAll users who wish to work on SDS Performance Reports must register in the 
HRSA EHBs.

If you have registered before, you do not have to register again. Use the same 
username and passwordusername and password.
Contact the HRSA Call Center if you do not remember your username or password.

Go to https://grants.hrsa.gov/webexternal/login.asp.
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Prerequisites (All Users)(2 of 2)
S S fAll users must add the SDS grant to their portfolio

You will need the grant number (from box 4b from most recent NGA).
If you are the Project Director, you will be given immediate access to the grant; 
otherwise you will get access when the Project Director gives it to youotherwise, you will get access when the Project Director gives it to you.

Click Add to Portfolio on the left side menu.

6 of 43 SDS Performance Report



Prerequisites (Project Director)

Project Director must grant users 
permission to view, edit or submit 
the SDS Performance Reportp
Open the Grant Handbook for the 
SDS grant
Click Control How Others CanClick Control How Others Can 
Work on Submissions to set up 
permissions for other users
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Access Privileges

There are three levels of access privileges for the report.

View: Allows users to access a read-only version of the reportView: Allows users to access a read only version of the report.

Edit: Allows users to view, enter and edit data in the report.

Submit: Allows users to view, enter and edit data, and submit the report.
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HRSA EHBs Notes

HRSA EHBs allows you to work on your report in parts, save it online and return to 
complete it later
Multiple users can work on the report at the same timep p
HRSA EHBs have two views – one for data entry and one for review

The view for “review” appears just like the printed form
The view for “data entry” is set up for user-friendly data entryThe view for data entry  is set up for user-friendly data entry
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Logging In

htt // t h / b t l/l ihtt // t h / b t l/l i
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https://grants.hrsa.gov/webexternal/login.asphttps://grants.hrsa.gov/webexternal/login.asp
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Navigation to SDS Performance Reports:
Welcome Page (1 of 2)

Look for the “Work on Other Post Award Submissions” link on the Welcome page.
If it is disabled, ask your Project Director for permission to access
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Navigation to SDS Performance Reports:
Welcome Page (2 of 2)
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Click “View Portfolio” to view your grant portfolio

SDS Performance Report



Navigation to SDS Performance Reports:
Grant Portfolio (1 of 2)
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If you don’t see your SDS grant in the grants list, click “Add to Portfolio” to add it.
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Navigation to SDS Performance Reports:
Grant Portfolio (2 of 2)

Locate your SDS grant in the Grants List.
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Click Open Grant Handbook.
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Navigation to SDS Performance Reports:
Grant Handbook

This is the handbook for the SDS grant.
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Click “Performance Reports” on the left side menu.
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Performance Reports List Page
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SDS Performance Reports are listed on the Performance Reports page.
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Reporting Period/Available Date/Due Date

First reporting period ends 06/30/2009.
The report is available for filing on July 1st every year.
The report is due on August 15th every year.
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Schedule Status

Schedule status describes the lifecycle of the report.

Schedule Status Denotes Who’s Responsible?

Not Started This indicates that the report has never been worked on. When the new report is available in the grants
handbook it will be in the 'Not Started' status.

Grantee

In Progress Clicking on the ‘Start Report’ link changes the status of the report to ‘In Progress’ GranteeIn Progress Clicking on the Start Report link changes the status of the report to In Progress . Grantee

Submitted This indicates that the report has been submitted. HRSA

Change Requested

After the report has been submitted, it is sent to a reviewer. If the 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

Grantee
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made and the report is re-submitted, the schedule status will revert to ‘Submitted.’



Submission Status

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.

Submission Status Denotes

Not Started Data entry for the initial submission has not been started.Not Started Data entry for the initial submission has not been started.

Submission in Progress Data entry for the initial submission is in progress.

Change Requested The report was sent back for changes. You must make the needed changes and re-submit the report.

Submitted The report has been submitted, either for the first time or following a change request.

Note: More submission statuses may be added in the future
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Start Report

Click Start Report
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It will say Edit Report if data entry has already been started.
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SDS Performance Report Window
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SDS Performance Report opens in a separate window.



Status Page (1 of 4)
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Use the side menu to jump to any section of the report.
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Status Page (2 of 4)
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Helpful instructions appear at the top of every page.
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Status Page (3 of 4)
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Links to useful resources are provided in the page header.
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Status Page (3 of 4)

Users with permissions on the SDS Performance Report are listed on the Status 
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Status Page (4 of 4)
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The Status page shows all the sections of the report…
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SDS Performance Report Status Table (1 of 2)

…and the completion status of each section.

Status Denotes

All the sections are initially in the ‘Not Started’ status. Navigating to a section from the
Not Started

y g g
side menu link or by clicking on the ‘Update’ link in the report status will update the
status of the page to ‘In Progress’

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

Once you have entered all the data within each page and there are no errors on theComplete Once you have entered all the data within each page and there are no errors on the
page, the page status will be changed to ‘Complete’
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SDS Performance Report Status Table (2 of 2)

Click Update to open a page for editing.
You can update any page, even those marked “Complete.”
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Doing so may cause the status to revert to “In Progress.”
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Errors
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Alerts at the top of the page advise you of data entry errors or omissions.
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Basic Information Page (1 of 2)

You must provide a Point of Contact for the report. This is the person to whom the 
reviewer will turn if there are questions about the data.
Click on update/change link to either update or change the Primary Point of Contact
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Click on update/change link to either update or change the Primary Point of Contact
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Basic Information Page (2 of 2)

On any page, click the Save button to save data entered.
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Click the Save and Continue button to save data and proceed to the next page.
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SDS Information Page (1 of 6)
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Data entry is required in fields marked with an asterisk (*).
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SDS Information Page (2 of 6)
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You can click the question mark symbols to access help.
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SDS Information Page  (3 of 6)
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Help opens in a separate window.
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SDS Information Page  (4 of 6)

Answer the question for Hispanic or Latino and click here button to select the race 
bi ticombinations

*Note: The data fields for More than one race (line F) are disabled by default and user must click “here” 
button to select the race combinations. Multi race combinations page will be opened for edit.
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Multi Race Combinations Page

Select corresponding race combination  and enter the counts. 
*Note: If you are unable to provide data OR there no students or graduates with more than one race, please 
explain and click on “Save and Continue ” This action will enable the fields under “More than one race”
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explain and click on Save and Continue.  This action will enable the fields under More than one race  
(Row F) section to enter the summary totals for “More than one race.”
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SDS Information Page (5 of 6)

The totals for students and graduates counts from the multi race combination page 
are carried over as shown above.
*N t If th i l ti id d i th M lti R C bi ti th fi ld i t “M th*Note: If there is an explanation provided in the Multi Race Combinations page, the fields against “More than 
once race” are enabled for data entry.
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SDS Information Page (6 of 6)

Answer the question under Non-Hispanic or Non-Latino Students section and enter the data as q p
appropriate.

Enter the data for MUC and click on “Save and Continue”
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Review Page

Click View to open a printable (HTML format) version of  any section of the report.
Click the Print button to print this page, or click Print All HTML Forms to print all 
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pages in the report.
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Submit Page
Wh ll ti l t li k thWhen all sections are complete, click the 
Submit button to access the submit page, 
where users with permission can sign 
and submit the report.and submit the report.
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Post-Submission

The Bureau will review your report.

If necessary, the Bureau will contact the Point of Contact person with questions and/or 
commentscomments.

The Bureau will work with you to resolve any errors or discrepancies in your SDS Performance 
Report.  You will use the EHBs system to make any changes to your report.

You will always be able to view your submission in read-only format.
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Resources
Resource Type Purpose
htt // t h / b t l/h W b it HRSA El t i H db k URLhttps://grants.hrsa.gov/webexternal/home.asp Website HRSA Electronic Handbooks URL.

https://performance.hrsa.gov/hab/ehbdemo/cadr/ Flash 
Video

Audio/visual presentation for EHBs 
registration adding grants to your portfolioVideo registration, adding grants to your portfolio, 
project director registration and accessing 
the grant handbook.

Andrea Stampone
Phone: 301 443 1701

Phone 
and/or

Program or System help by phone or e-
mailPhone: 301 443 1701

Email: astampone@hrsa.gov

or

Lisa Bandy

and/or
E-mail

mail.

Lisa Bandy

Phone: 301 443 5396

Email: lbandy@hrsa.gov

HRSA Call Center
Phone: 877-Go4-HRSA/877-464-4772;
301-998-7373 (9:00 AM to 5:30 PM ET M-F)

E il ll t @h

Phone 
and/or
E-mail

System help by phone or via e-mail. Do not 
use for program questions.
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Email: callcenter@hrsa.gov
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In Conclusion…

Submit feedback through your project officer.

We’re here to help every step of the way!
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