
Technical Assistance Guide
Allied Healthcare Scholarship Program (AHSP)



Purpose
• The purpose of this technical assistance guide is to assist 

applicants and grantees with navigating the HCAI eApp Funding 
Portal to complete their application, update their contact 
information and submit program deliverables. 
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How To Check Eligibility?
• We understand it can be difficult to figure out which program’s 

you may be eligible for.
• HCAI has created a Funding Eligibility Quiz to assist in 

determining which programs you may be eligible for. 
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How To Check Eligibility?
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• You can use this link to access our Funding 
Eligibility Quiz https://hcai.ca.gov/loans-
scholarships-grants/eligibility/.

• The quiz can also be accessed by clicking the 
“Check Eligibility” button located on each of the 
program pages on the HCAI website.

https://hcai.ca.gov/loans-scholarships-grants/eligibility/
https://hcai.ca.gov/loans-scholarships-grants/eligibility/


How To Check Eligibility?
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• Based on your responses to the questions in 
the quiz, the last page will inform you of which 
programs you may be eligible for.

• You may click on the links provided to go 
directly to the program’s page to learn more.

• You may also return to the quiz page to 
change your responses to see different 
results and see if you are eligible for multiple 
HCAI funding types.

• NOTE: Completing the quiz is not applying 
to a program. Submitting your responses 
only assists us in improving our eligibility 
quiz.



How To Find Application Release 
Dates?
• Each program will list their application cycle dates, which include when the 

application cycle will open or the anticipated month and year for the application 
cycle to open. You can only complete and submit a program application when 
the application cycle is open.

• However, you may create an eApp Profile at anytime.
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How To Find Application Release 
Dates?

• Application release dates are located 
on each program's designated page.

• To locate the application release 
date, navigate to our website: 
https://hcai.ca.gov/
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How To Find Application Release 
Dates?

• Click on "Loan Repayment, 
Scholarships & Grants" located on 
the blue menu.

• Next, click on the section you want to 
visit. In this example, we will be 
looking for a loan repayment 
program.
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How To Find Application Release 
Dates?
• When you reach the "Loan Repayment 

Programs" landing page, select the 
program name to access the program’s 
page. You may have to scroll down to 
see your program.

• Let's look at the Allied Healthcare Loan 
Repayment Program.
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How To Find Application Release 
Dates?

• The top of the page will provide the 
application cycle status.

• Make sure to read the program’s grant 
guide as it will inform you of the 
program's requirements.

• Make sure to scroll down to review the 
rest of the page for more information.
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How To Find Application Release 
Dates
• Towards the bottom of the page, 

there is more information available 
about the program.

• For this program, the application 
cycle dates are May 1, 2023, to July 
31, 2023. This is the timeframe you 
will want to come to our website to 
complete your application.

• Note: Make sure to review the times 
for when the application cycle is 
scheduled to open and close.
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How To Find My Program’s Grant 
Guide?
• Program Grant Guides are located on 

each programs designated page.
• The Grant Guide is intended to serve 

as a comprehensive resource of 
program information and details. 
Applicants will find steps to complete 
their application and Grantees can 
review program requirements to 
complete their service obligation. 

• To locate a program's Grant Guide, 
navigate to our website: 
https://hcai.ca.gov/
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How To Find My Program’s Grant 
Guide?

• Click on "Loan Repayment, 
Scholarships & Grants" located on the 
blue menu.

• Next, click on the section you want 
to visit. In this example, we will 
be looking for a loan 
repayment program.
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How To Find My Program’s Grant 
Guide?

• When you reach the "Loan 
Repayment Programs" landing 
page, select the program name to 
access the program’s page. You may 
have to scroll down to see your 
program.

• Let's look at the Allied Healthcare 
Loan Repayment Program.
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How To Find My Program’s Grant 
Guide?

• The Program Grant Guide is located at 
the top of the page.

• Click the blue “Grant Guide” button to 
open a pdf version of the Grant Guide.

• Make sure to read the program’s grant 
guide in its entirety prior to applying as 
it will inform you of the program 
eligibility and requirements.
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How To Create an eApp
Account?
• If you are interested in applying for a Department of Health Care Access and Information 

(HCAI) program, administered through the Funding eApp Portal, you must first create an 
account. You will not be able to proceed with accessing a program’s application without an 
eApp account.

• All personal/contact information on your profile page must be up to date and maintained. This 
will ensure HCAI has the most current contact information in case you need to be contacted.

• NOTE: Completing your account/profile is not the same as applying for a 
program. After you create your account and complete your profile, you will need to 
navigate to the “Apply Here” tab, to apply for the appropriate program.

Return to Table 
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How To Create an eApp
Account?

• Navigate to the HCAI Funding Portal: 
https://funding.hcai.ca.gov and click on, 
“Create Account” on the upper right-hand 
side.

Return to Table 
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How To Create an eApp
Account?
• Next, you will be required to provide a 

valid email address and create a 
password for your profile.   

• NOTE: Make sure to use an email 
address you have access to, as HCAI 
will use this email to send 
communications.  We do not 
recommend using your employer 
email address as that may change in 
the future. 

• Password must be 8 to 12 characters 
long and include at least one upper and 
lowercase letter, a number (0-9), and a 
special character (such as !@#$%) and 
must match in both text boxes.

Return to Table 
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How To Complete My eApp Profile?
• First, indicate the type of user for the profile that is being 

created.  Program applications will only be accessible 
depending on the user type(s) selected. 

• Healthcare Professional – This user type is for 
individuals currently working and looking to apply for a 
loan repayment program. 

• Student – This user type is for individuals currently in 
school/training and looking for scholarship programs. 

• Organization – This user type is for organizations 
looking to apply for grants on behalf of their 
organization. 

• For organizations, click on the “magnifying glass” icon to 
search for your organization.  If you are unable to locate 
your organization, click on the “Request New 
Organization” button.  A new window will open, and a 
new organization can be entered and submitted for 
review. 

Return to Table 
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How To Complete My eApp
Profile?
• All fields indicated with a red asterisk “*” 

will need to be completed, starting with 
the first and last name of the individual 
creating the account. 

• NOTE: Please ensure that the first and 
last name entered are the legal 
spelling of your name and match what 
is on record with the Social Security 
Administration and Internal Revenue 
Service (IRS). 

Return to Table 
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How To Complete My eApp
Profile?

• Next, you will need to complete all fields 
related to demographics. 

• NOTE: If the user type is organization, 
the fields related to demographics will 
not appear nor be required. 
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How To Complete My eApp
Profile?
• Next, enter your residential address by clicking on the 

“+ Select Address” button.  This will bring up an address 
search bar where you can enter your address. Click on 
your address and the system will auto populate your 
address fields that are highlighted in “grey”.  If your 
address is not found, try entering only your street 
number and name, and/or removing punctuation marks 
to see if this resolves the issue. 

• NOTE: Addresses cannot be entered manually as 
those fields are greyed out.  However, if you have a 
suite and/or apartment number, you can enter that 
number in the “Suite/Apt/Dept” field.  Please do not 
include “#” along with your entry. 

• It is highly recommended that you use your residential 
address where you receive mail.  The address listed on 
the profile page will be used to issue payments to you, 
if awarded. 

Return to Table 
of Contents



How To Complete My eApp
Profile?

• PO Boxes can only be added 
administratively.  Please contact a Program 
Officer if you would like to use a PO Box 
instead of your residential address. 

• Lastly, enter at least one valid phone 
number where you can be contacted.

• Once all required fields have been 
completed, click “Submit” at the bottom of 
the page.  Your profile has now been 
created. 

Return to Table 
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How To Access My eApp Profile?

• Once your profile has been created, you can 
access your profile by going to the HCAI 
Funding Portal (eApp) here: 
https://funding.hcai.ca.gov/.  

• Once on the eApp portal, click on the “Sign-
In” button in the upper right-hand corner. 

• Enter both the email address and password 
that was created when creating your profile. 

• Next, click the “Sign in” button at the bottom. 

Return to Table 
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How To Access My eApp Profile?

• Once signed into your account, click 
on “Profile” on the upper right-hand 
corner. 
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How To Access My eApp Profile?

• Once in your profile, you will be able to 
update the same information that was 
entered when you created your 
account. 

Return to Table 
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How To Change My Password?

• Navigate to the HCAI Funding Portal 
(eApp) here: https://funding.hcai.ca.gov/
and sign into your account.   

• After you sign into your account, click on 
“Profile” on the upper right-hand corner.

• Once on your profile page, click on 
“Change Password” on the left-hand 
side. 

Return to Table 
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How To Change My Password?

• Next, you will need to enter your 
previous password (old password) 
and enter the new password you 
would like to change it to. 

• Finally, click on the “Change 
Password” button on the bottom. 
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How To Change My Email 
Address?
• To change your email address, you 

will follow steps 1 and 2 from “How to 
change your password”.

• Once on your profile page, click on 
“Change email” on the left-hand side. 

• Next, enter the new email address 
you would like to change it to. 

• Then, click on the “Change and 
confirm email” button on the bottom. 

Return to Table 
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How To Change My Email 
Address?

• You will receive a confirmation on the 
next window.  To confirm your new 
email, you will need to check your 
email for the confirmation 
instructions. 
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of Contents



How To Reset My Password?

• Navigate to the HCAI Funding Portal 
(eApp) Sign In Page here: 
https://funding.hcai.ca.gov/SignIn/

• Instead of signing in, click on “Forgot 
your password?” on the bottom. 
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How To Reset My Password?

• Next, enter your email address 
in the text box, and click “Send”. 

• NOTE: Be sure to enter the 
same email address that you 
used when you created your 
account AND double-check 
the spelling of your email 
address to ensure delivery of 
your “Password Reset” email 
notification. 

Return to Table 
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How To Reset My Password?

• You will receive an email, with a link to 
reset your password.  Click the “Reset 
Password” link or copy and paste the 
URL into your web browser. 

• NOTE: It may take a few moments for 
the email to arrive. You may also 
want to double-check your 
“Spam/Junk” and/or “Trash” folders.  
The email will be from “# SVC-
Dynamics no-reply@hcai.ca.gov” 
with the following subject line, 
“Password Reset”. 
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How To Reset My Password?
• After clicking on the link or pasting 

the URL into your browser, enter 
your desired New Password into 
both text boxes and then click, 
“Reset”. 

• NOTE: Password must be 8 to 12 
characters long and include at 
least one upper and lowercase 
letter, a number (0-9), and a 
special character (such as 
!@#$%) and must match in both 
text boxes.

• You will now be able to sign into your 
account with your new password!  
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How To Submit an Application?
• After you have created your Funding 

eApp account, you are now ready to 
apply for HCAI Funding.

• Navigate to the eApp Funding portal 
https://funding.hcai.ca.gov/SignIn/ and 
log in to your account to complete your 
application. 
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How To Submit an Application?

• After you log in to your account, click 
“Apply Here” located in the blue ribbon 
to review available applications.

• All available applications will be listed 
on this page. Click the blue hyperlink 
for your desired program.
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How To Submit an Application?

• A pop-up box with additional program 
information will appear. After you read 
the information provided scroll down 
and select “Apply” located at the 
bottom of the box.
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How To Submit an Application?

• The application will begin by requesting 
General Information for you to 
complete. 

• Additional questions may appear 
depending on how you answer some 
questions.

• Once all questions are completed a 
“Save & Next” button will appear at the 
bottom of the application for you to 
proceed to the next page.
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How To Submit an Application?

• The next page will contain “Profile 
Information”.  Information on this page 
cannot be directly changed. You must 
navigate to your profile by selecting the 
“Profile” button on the top right of the 
page to make changes. 

• If you do not need to make profile 
update press “Save & Next” button at 
the bottom to continue your application. 
The next two slides can also be 
skipped. 
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How To Submit an Application?

• If you navigate to your profile to make 
updates, make sure to press submit at 
the bottom of the profile page to apply 
your changes.
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How To Submit an Application?

• To return to your application select 
“Applications – In Progress/Submitted” 
located in the blue ribbon.

• This will bring up all applications that 
have been submitted or are in 
progress. Select the blue hyperlink for 
the correct application number to return 
to your application.

• NOTE: you will be returned to the 
beginning of your application.
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How To Submit an Application?
• After your profile is updated the next 

page of the application will request for 
you to provide information for one 
unique contact. 

• To add an address, select the blue “+ 
Select Address” button and a box to 
enter the address will open. 

• Type in the address for the contact 
person then press search. If the 
address is not located, try only entering 
the street number and name to see if 
this resolves the issue.

• Once the address is located, select the 
address from the Search Results to 
add it to your application. 

Return to Table 
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How To Submit an Application?
• For the remaining application pages, follow the instructions provided on each of the 

corresponding pages as you complete your application. 
• NOTE: application questions may vary depending on the program you are applying 

for. 
• If you are unable to proceed to the next page, make sure to check for any error messages 

displayed at the top of the page to determine which area requires correction. 

Return to Table 
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Asterisks
The red asterisks indicate which fields 
require a response before preceding to 

the next page.

Tooltips
Throughout the application you may see a 

blue circle with a question mark at the end of a 
question, title, or sentence. Click on these 

icons for additional information.



How To Submit an Application?
• The second to last page of the application 

is the “Required Documents” upload page. 
• When uploading documents, ensure the 

document contains all required information 
and that you are utilizing a compatible file 
format (.doc, .docx, PDF, PNG, and JPEG)

• You must also use the appropriate file 
prefix to be able to upload the document to 
your application.

• To upload a document, select the 
corresponding red box for the document 
upload. A pop-up box will appear with a 
“Choose Files” button. Select the file you 
would like to upload from your computer 
then select “Add files”.

Return to Table 
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How To Submit an Application?
• Once your file is successfully uploaded, 

the red upload button will turn green, 
and your uploaded file will appear on the 
right side under uploaded documents

• To replace an uploaded document, 
select the “option” button located next to 
the uploaded document Modified date 
then select “delete”. This will remove the 
file and give you the option to upload a 
new document by following the steps on 
the previous slide. 

Return to Table 
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How To Submit an Application?
• If you experience any technical issues when uploading your document, try:

 Accessing the site using a new device and/or browser (NOTE: our site is most 
compatible with Windows laptop or desktop and Google Chrome browser). 

Uploading the document using a different file type. If you have a pdf. file, you can take 
a screenshot of the file and save it as a jpeg and then try to upload it to your 
application. 

 If you still experience issues uploading your document, you can contact program staff 
by emailing HWDD-LRP@hcai.ca.gov or HWDD-SCH@hcai.ca.gov. In your email 
make sure to include what steps you have taken to troubleshoot the issue and any 
other relevant information (i.e., name, email, application number). 

• After all documents are uploaded you will be able to select the “Next” button to reach the 
certification page.

Return to Table 
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How To Submit an Application?
• Make sure to read all information listed on the certification page.
• Before selecting “I Agree” and submitting your application make sure to review your 

application in its entirety including documents uploaded to ensure the correct information 
is submitted.

• Submitting incomplete or incorrect information or documentation can make your 
application ineligible. 

• Once you are satisfied with everything included in your application, select the blue 
“Submit” button to complete the application process.

• You will receive an automated email from no-reply@hcai.ca.gov confirming that your 
application was successfully submitted. 
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How To Review My 
Application/Award Status?

• After you submit your application, you 
can review your application’s status by 
navigating to the eApp Funding portal 
https://funding.hcai.ca.gov/SignIn/ and 
logging in to your account. 

Return to Table 
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How To Review My 
Application/Award Status?
• After you log in to your account, select 

the “Applications – In 
Progress/Submitted” tab.

• This tab will show all your applications 
along with their status.

• You can also select the “Options” 
button to review and/or save a copy of 
your submitted application.

Return to Table 
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How To Review My 
Application/Award Status?
• Application Status Definitions:

 In Progress – Applicant is still completing their application and it has not been submitted.
Submitted – Application was successfully submitted to program staff for review.  

Application is no longer accessible by the Applicant.
 In Review – Application and required documents are under review by program staff.
Application Ineligible – Application did not meet requirements for an award (i.e., 

incomplete documentation, ineligible employer).
Awarded – The applicant's application was selected for an award.
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How To Review My 
Application/Award Status?
• If your application was awarded, you can 

select the “Awards” tab to review the status 
of your grant agreement/contract.

• This page will show your award status, 
contract start date, contract end date and 
your award amount.
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How To Review My 
Application/Award Status?
• Award Status Definitions:

Grant In Progress – Applicant was recently awarded, and program staff are preparing the grant 
agreement documents for signature.

Grant Signatures Required – Grant agreement documents were sent via DocuSign and require the 
applicant’s review and signature.

Grant Signatures Under Review – Applicant completed signing their grant agreement and required 
documents are being reviewed by all parties.

Grant Declined – Grantee declined to sign their grant agreement or did not sign the required 
documents by the deadline.

Grant Executed – Grant agreement signing is complete, and the contract is now effective.
Grant Breached – Grantee did not comply with the terms and conditions of their contract and were 

found in breach of contract by Program Staff. 
Grant Completed – Grantee has successfully completed their service obligation and the program. 

Congrats!
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How To Sign/Accept My 
Contract?
• If you receive an award notification 

from HCAI, you must sign a Grant 
Agreement via DocuSign to accept 
your award. 

• The DocuSign email is typically sent 
within 7-14 days of your award 
notification email.

• Make sure to check your spam/junk 
folder for the DocuSign email to sign 
your Grant Agreement.  

Return to Table 
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How To Sign/Accept My 
Contract?

• When you receive the DocuSign email, 
click on the yellow “Review Documents” 
button in the email to review and sign your 
contract. 
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How To Sign/Accept My 
Contract?
• After selecting “Review 

Documents” you will be on the 
DocuSign webpage where you will 
be prompted to read and agree to 
Electronic Record and Signature 
Disclosure. After reading the 
disclosure, select the “I Agree” box 
and then the yellow “Continue” 
button to review and sign your 
contract.
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How To Sign/Accept My 
Contract?
• You now can scroll through your contract 

and review the terms and conditions before 
signing. 

• As a grantee, you are responsible for 
reading and understanding your 
contract prior to signing. You primarily 
want to focus on the Grant Agreement 
pages. 

• Once you understand the terms and 
conditions of your contract and are ready to 
sign, you can press the yellow “Start” button 
located on the left side to begin signing.
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How To Sign/Accept My 
Contract?

• After you press “Start” the system 
will automatically prompt you to sign 
the sections that require your 
signature.

• Click on the “Sign” box to add your 
signature to the document. The date 
will automatically populate. 
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How To Sign/Accept My 
Contract?
• The “Adopt Your Signature Box” will open and 

this is where you can choose how you would 
like to sign the document, you can Select a 
style with your first and last name, Draw your 
signature or Upload a signature. 

• Once you are satisfied with your signature 
select the yellow “Adopt and Sign” button to 
add your signature to the document. 

• After the section is signed you will 
automatically be moved to the next section that 
requires your signature. Select the “Sign” box 
to add the signature you created. 

Return to Table 
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How To Sign/Accept My 
Contract?
• The final form for you to complete is the STD 204 form, 

which is required for us to issue a payment to you. 
• Review to ensure your name and address are listed 

correctly on the form. Please do not complete signing if 
your information is incorrect. You can contact HCAI 
staff by emailing HWDD-LRP@hcai.ca.gov or HWDD-
SCH@hcai.ca.gov if your name or address requires a 
correction. 

• As a recipient of an HCAI loan repayment or scholarship, 
you will need to select SOLE PROPRIETOR/INDIVIDUAL 
as the Entity Type. 

• Complete all sections and review to make sure everything 
was entered correctly, especially your SSN or ITIN.  You 
will have to complete another form if this information is 
incorrect. 
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How To Sign/Accept My 
Contract?
• After all required fields are completed, a 

ribbon will appear at the bottom of the page 
with a yellow “Finish” box for you to select. 
Alternatively, you can select the yellow 
“Finish” button located at the top of the page. 

• A pop-up box will open certifying that you 
completed signing and provide you the option 
to download or print a copy of your signed 
documents. It is recommended to save a copy 
for your records.

• After you have saved a copy for your records 
select the yellow “Continue” button
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How To Sign/Accept My 
Contract?
• Congrats, you finished signing your 

contract!
• Your contract will automatically be 

routed to HCAI signatories for 
signature.

• You will receive an email once signing 
is completed by all parties. Once you 
receive this email it is recommended to 
save a copy for your records. 

Return to Table 
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How To Decline My Contract?
• If you were offered an award but have determined, 

you no longer wish to accept the award, you can 
follow the steps below to decline your contract. 

1. Click the link in the DocuSign email you received 
requesting for you to sign your contract. 

2. When viewing the document itself, click on 
“Other Actions” then select “Decline to Sign” from 
the drop-down menu.

3. Click “Continue”
4. You will be prompted to enter the reason you are 

declining to sign. Once you enter the reason, 
click the “Decline to Sign” button. 
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How To Submit a Deliverable?
• Over the course of a Grantee’s service obligation, they will be required to download and submit 

deliverables. The number of deliverables the Grantee must compete is determined by the length of 
the program’s service obligation and contract requirements. 

• Progress reports are a program deliverable that is used to verify the Grantee is meeting the hour 
requirements set forth in their Grant Agreement. Every six months a progress report will be due and 
must be signed by both the Grantee and the Grantee’s Direct Supervisor or appropriate designee.

• Graduation Date Verification Forms (GDV) are used to track scholarship Grantee’s graduation date. 
And must be signed by an appropriate designee. (Scholarships Only)

• Employment Verification Forms (EVF) are used to update employment information when a Grantee 
changes employment or begins working at an eligible site.  This is a set deliverable for scholarship 
Grantees.  For loan repayment, Grantees may submit their EVFs directly to their Program Officer.

• Once a deliverable is available, Grantees will receive an email notifying them they have a deliverable 
available.

• Grantees will have to access their account to download the deliverable and upload the deliverable 
once completed.

Return to Table 
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How To Submit a Deliverable?
• Once a deliverable is released and available to the Grantee for completion, each Grantee 

will be notified via an email notification from the eApp.
• The sender will be: “# SVC-Dynamics no-reply@hcai.ca.gov”
• NOTE: Please make sure you add the email above to your address book or safe 

sender list, so all future emails get to your inbox.
• If a Grantee does not see the notification in their email inbox, they will need to also check 

their “Spam/Junk” folder.
• All notifications will be sent to the email address that is listed on the Grantee’s profile page.

Return to Table 
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How To Submit a Deliverable?

• Once a deliverable is released, the
Grantee will receive a notification.
See figure 1.1.

• Grantees can click on the “Funding e-
App” link within the notification or visit
https://funding.hcai.ca.gov/.

• Once on the Funding e-App site,
Grantee will need to sign into their
account.

From: # SVC-Dynamics no-reply@hcai.ca.gov;
To: Grantee Name [Email Address on Profile] 
Subject: Your Progress Report is Ready

Dear [Grantee Name],
You currently have a progress report due for [Program Name and Year]. Please log 
into your Funding e-App account and navigate to the Payments/Deliverables tab to 
complete the necessary documents by the [Due Date].
If you have any questions, please contact us. 
Thank you,

Department of Health Care Access and Information
**This is an automatically generated e-mail. Please doe not reply.**

Figure 1.1
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How To Submit a Deliverable?

• Once the Grantee has signed into their
account, they will follow the following steps:

1. Click on the “Payments/Deliverables” tab at
the top.

2. Under the “Deliverable #” columns, click on
the deliverable that is due.

NOTE: Deliverables that are highlighted in
“blue” are clickable links. If the deliverable
name under the “Deliverable #” column is
“black,” the deliverable is not editable, and the
Grantee will not be able to click and edit that
deliverable.

Return to Table 
of Contents



How To Submit a Deliverable?
• The “Status” column will indicate the status of each deliverable for the 

Grantee. Below are the following statuses and their meaning:
 Due – Deliverable is due and has not been opened nor 

submitted.
 In Progress – Deliverable has been opened but has not been 

submitted.
 Upcoming – Deliverable has not been released to the Grantee yet,

as it is not due.
 Submitted – Grantee submitted deliverable.
 Approved – HCAI staff have reviewed the deliverable and verified 

all information is correct and will mark it as approved and
completed.

 Payment Processed – HCAI staff have reviewed the deliverable and
verified all information is correct. If payment is associated with the
deliverable, Program will mark the deliverable as “payment
processed” once payment has been sent to accounting for
processing. (Payments take 4-6 weeks from this point to be
processed and mailed.)

Return to Table 
of Contents



How To Submit a Deliverable?

• The “Due Date” column will indicate the
date the deliverable is due and must be
uploaded by.

• The “Payment” column will indicate the
amount of funds associated with the
deliverable.

NOTE: Not all deliverables are 
associated with a payment and will 
indicate $0.00.

Return to Table 
of Contents



How To Submit a Deliverable?
Return to Table 
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• After clicking on the deliverable that is due, Grantee 
will first review and confirm their contact information 
is accurate.

NOTE: If contact information is not accurate, 
Grantee must update their profile by clicking the 
“Profile” link and update their contract information 
accordingly.  Grantee cannot update their contact 
information on this page.

• Once contact information has been verified, the 
Grantee must click the “I Agree” checkbox in order to 
move on.

Click on “Profile” to 
update contact 
information.



How To Submit a Deliverable?
Return to Table 
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• Once your contact information has been verified, you 
will need to verify your employer information.

NOTE: Only the Grantee’s current employer(s) will 
be listed.
• If the employer(s) and all associated information is 

correct, the Grantee will leave as is.  
• If any of the information is not correct, such as the 

Direct Patient Care Hours, and/or the Start/End 
Dates, or if the employer(s) is not current, the 
Grantee must contact their Program Officer for 
assistance in updating their employer(s) information.

NOTE: All new employers must be verified and 
determined to be eligible by the Program Officer.



How To Submit a Deliverable?
• Once the employer has been verified and/or updated, the 

Grantee may download their progress report for each current 
employer.

• To download the progress report, the Grantee will follow the 
following steps:

1. Next to the current employer(s), the Grantee will 
click on the “Options” drop-down menu, and select, 
“Download Progress Report”.

2. Grantee will need to save a PDF of the progress 
report to their computer.

3. Grantee must then print the progress report out, 
complete the progress report, sign, and obtain their 
direct supervisor or appropriate designee’s 
signature verifying the hours and information is 
correct.

4. Once all progress reports have been downloaded, 
the Grantee will check the “Downloaded Progress 
Report” check box, and click , “Save & Continue”.

Return to Table 
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How To Submit a Deliverable?

• Grantee will upload their completed deliverable 
on the upload page. For this example, we are 
uploading a progress report.

• The button to upload the deliverable will remain 
red until the required number of deliverable(s) 
are uploaded (see Figure 4.1).

NOTE: Next to each deliverable upload 
button, the required number of files is 
indicated.
• If Grantee has more than one progress report 

to upload, each file must have a different name.  

Figure 4.1
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How To Submit a Deliverable?

• Before uploading the deliverable, the Grantee 
must ensure the file is saved using the correct 
prefix associated with the deliverable. 

• The prefix required for the deliverable can be 
found by clicking on the deliverable upload 
button.  The prefix for the deliverable will be 
identified in the red text within the upload 
window.
For example, “ProgRep_Employer Name”

Return to Table 
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How To Submit a Deliverable?

• Once all required deliverables have been uploaded, 
the deliverables upload button will turn green.

• Grantee can then click “Submit”. This will submit
their deliverable for review.

• Grantee will receive a “Submission Confirmation” 
message after clicking “Submit”.

Return to Table 
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