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• A computer with access to the 

Internet and a web browser is 
required.  Go to the BHA website 
(www.bha.dhmh.maryland.gov) 
and click on the “BHA Web and 
Paper Forms” link of the left side 
under Need Services or 
Resources.  

 

Access the BHA  
Financial 
Reporting Web 
Application from 
the BHA website 
 

http://www.bha.dhmh.maryland.gov/
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• Once on the BHA Web 

and Paper Forms page, 
click on “Financial 
Reporting Form” 

 

Access the BHA 
Financial 
Reporting Web 
Application from 
the BHA website 
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Logging in: Enter the 
Username and Password 
assigned by BHA in the 
appropriate fields.  Once the 
Username and Password is 
entered, click Log In 
 
Note:  If you have forgotten 
your password click the 
Forgot Password? link then 
type in your Username and 
click Reset Password.  
 
 

Logging into the 
BHA Financial 
Reporting Web 
Application 
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Change Password 
Click the Change Password 
link.  Enter your Old 
Password; enter your New 
Password and then Confirm 
New Password.   
 
Reset Password 
Click the Reset Password 
button and a temporary 
password will be sent to your 
e-mail address. 
  
 

To Change BHA 
Financial Reporting 
Password 
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• To change account 

information, click 
Account 
Information.  Once 
the information has 
been changed click 
the Update 
Information button 
to save the changes.   

 

Change Account 
Information 
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Welcome Screen 
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Click the Treatment Services or 
Prevention Services tab.  Either the 
Treatment Financial Report List or 
Prevention Financial Report List will 
appear. 

 

To search for an existing financial 
report form enter the Grant Name, 
Fiscal Year, Jurisdiction, or Grant # 
and click the Search button. 

 

The “Order By “ dropdown can be 
used to sort records by the following: 

• Status & Submit Date (default) 

• Fiscal Year DESC 

• Grant Name 

• Grant # 

• Status 

You may change the order of the list 
as necessary.  

 

Treatment Services/ 
Prevention Services 
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The Treatment Services Tab is the home of the Treatment Financial Report List. Once records have been created, one will be 
able to search by Grant Name, Grant #, or Fiscal Year.  
 
Press the Create New Record link to begin a new financial reporting form.  A new record should be created every time there is 
a change in Budget Action.  
 

 

 
 
 
 
Treatment Services 
Tab 
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From the Treatment Services Tab, when the Create 
New Record link is clicked, this form will appear. 

 

1. Select proper information in the top portion of the 
form for the following: 

• Budget Action 
• Budget Action # 
• Fiscal Year 
• Grant Name/Grant Number 

 
By entering this information the form will 
automatically generate the project code and the 
DHMH/BHA grant award amount. 

2. The bottom portion of the form is now ready for 
completion. 

3. Click the Add Row link to add new rows. 

4. Click the Delete link next to the row you would 
like to delete. 

5. Click the Save button to save any changes or to 
create a Draft version.  

 

Tip: After the original award data has been 
accepted for the Fiscal Year, the saved data will be 
shown for any revisions or edits. Rows should be 
edited as necessary. 

  

 

Creating a New 
Record -Treatment 
Services Tab 
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6. For Each Row, please identify the Provider Name. (e.g. Health Department or Vendor) 
7. Please complete the ISATs number for ALL Levels of Care/Service.   This field is mandatory for all Levels of Care.  
Tip:  Every certified provider location in Maryland is assigned a unique Inventory of Substance Abuse Treatment 
Services (ISATS) ID.  If you do not know the ISATs number for the provider, please contact Erik Gonder at 
erik.gonder@maryland.gov 
for assistance.  
 

 

Creating a New Record -Treatment 
Services Tab 
(Continued…) 

mailto:erik.gonder@maryland.gov
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8. Select the Level of 
Care/Service 
 
Tip: Level of Care and service totals 
must correspond with information 
provided in the Program Budget 
(Performance Measures, Salary, 
Special Payments detail, and 
Purchase of Care pages).   This 
information must correspond with 
the each budget action.  

Creating a New 
Record -Treatment 
Services Tab 
(Continued…) 



13 

9. The Comments field can be 
utilized to provide detail for the 
Level of Care/Services when 
needed. Please always provide 
comments when “Other” or 
“Jurisdictional Costs” is 
selected. Please utilize this field 
to provide a detailed 
explanation.   

Tip: The text in the comments 
field will wrap when printed.  

Creating a New Record -
Treatment Services Tab 
(Continued…) 
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The Comments field is also made 
available for REC: Recovery Services. 
The comments field could list one of 
the following for Recovery Services: 

• Care Coordination 
• Continuing Care 
• Peer Support 
• Recovery Housing 
• Recovery Community Center 
• Adolescent Community 

Center/Clubhouse 
 

Creating a New 
Record -Treatment 
Services Tab 
(Continued…) 
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10. Identify the Type for the Level of 
Care/Service for each row.  
 

The funds allocated to a Level of 
Care/Service must be 
categorized to identify 
programming targeting issues 
specific to each population.  

 

  

Creating a New 
Record -
Treatment 
Services Tab 
(Continued…) 
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11. After the patient type is identified 
for  each Level of Care, please enter 
the total number of Slots and the 
number of Patients Served as 
disclosed in the performance 
measures of the corresponding 
budget. 

 

Tip: Year End FINAL Web Forms 
should reflect actual services, slots, 
and persons served. 

Creating a New 
Record -
Treatment 
Services Tab 
(Continued…) 
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12. Identify the Funding Method for each Row. The drop down provides the following 3 options: 

Cost Reimbursement – should be used when a purchase agreement has been established with the sub-vendor. Only a 
#served estimate is needed.  

Fee for Service – services are purchased via fee-for-service reimbursement with the actual or expected amount of  funds to 
be used for this service.  

N/A – should be used when the treatment or services are provided directly by the grantee Health Department. No vendor is 
utilized.  

 

 

Creating a New Record -
Treatment Services Tab 
(Continued…) 
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13.  Amounts input for the 1600, 1602, 1603, 1606, 1608 and 1612 should match the amounts reported on the grant budget 
submission. These total amounts should then match the total of the Collections and County Contributions reported by line 
item.  

Tip: Collections amounts should be combined and reported by Level of Care. Amount totals will update as you input the 
data.  

 

Creating a New Record -
Treatment Services Tab 
(Continued…) 
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14. Click the “Save” button to save the 
changes. (This should be done periodically 
when entering data).  

 

15.  The DHMH/BHA Grant Award must 
equal the TOTAL DHMH/BHA Funding 
amount (Red Column).  If the amounts do 
not match you will receive an error 
message when you attempt to ‘Submit’ the 
form.   

16.  The “Submit” button should only be 
used when the form is complete.  Clicking 
on the “Submit” button will submit the 
form to BHA .   

 

Creating a New Record -
Treatment Services Tab 
(Continued…) 
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1.  From the Prevention 
Services Tab, when the Create 
New Record link is clicked, this 
form will appear. 
 
2. Select proper information in 
the top portion of the form for 
the following: 

• Budget Action 
• Budget Action # 
• Fiscal Year 
• Grant Name/Grant Number 

 
Tip: Rows can be added or 
deleted as necessary just like 
in the Treatment Services Tab.  

 
 
 
Creating a New 
Record - 
Prevention 
Services Tab  
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4. For each row, complete the Provider Name then choose the Program/Service from the dropdown: 

• NREPP Programs - Programs from the SAMHSA National Registry of Evidence-based Programs and Practices list. 
• Non-NREPP Programs – Any non-evidence-based recurring prevention program 
• Single Services – all funded activities that are non-recurring one time prevention services, events, or activities. (Ex – 

presentations, health fairs, training services, etc.) 
• Environmental Strategies –  interventions that are designed to change certain community conditions (laws, policies, 

procedures, practices, attitudes, etc.) that will potentially impact all people in the community and result in population-level 
level reductions in ATOD use. These strategies reflect our upcoming Population Based Behavioral Health unit name and 
focus.  

• Jurisdictional Costs  - Formerly Provider System Management Costs 
• Other 

 
 
 
 
 

 

Creating a New Version – Prevention Services Tab (continued…) 
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5. Next complete the Program Description – provide the name of the program or detailed description 
6. Identify whether the Program is an Environmental Strategy. 
Tip: For FY14 50% of all prevention block grant funds must be used to support environmental strategies. 
 
 

 

 

 

 
 
Creating a New Version – 
Prevention Services Tab 
(continued…) 
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7. Next, please identify the total number of Cycles and the number of Individuals Served.  
Tip: these numbers should be estimates until the FINAL web form is submitted at the end of the Fiscal Year. 
  
8. Input the DHMH/BHA Funding amount and any Collections and/or County Contribution amounts as applicable.  
 Tip: Just as in Treatment, Collection amounts should be combined.  Both Collection and County Contribution amounts should be 
reported for the provided service.  Amount totals will update as you input the data.  
 

 

 

 

 
 
Creating a New Version – Prevention 
Services Tab (continued…) 
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Click the Submit button when you are ready to submit the form for approval.  
The Total DHMH/BHA Grant Amount must equal the DHMH/BHA Funding amount.  If the amounts do not 
match you will receive an error message when you attempt to ‘Submit’ the form.   
Tip:  Only when submitting the Budget Action: Final,  will this error message not appear when the grant 
award amount and The DHMH/BHA funding column total does not match.   
 

Creating a New Version – Prevention 
Services Tab (continued…) 
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Status Report 

Once a decision has been made by the Grants 
Manager, an email will be sent to the 
jurisdiction. However, from the Financial Report 
List (Treatment  or Prevention) the status of all 
submissions can also be determined.  

 

Clicking on View will show whether the 
information reported was accepted or denied.  

 

Once the Financial Report Form is accepted, the 
grant managers will proceed in processing the 
submitted budget action for approval.  

 

Accessing  a 
submitted 
Financial 
Reporting Form 
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Viewing a Denied Form 

Clicking the View link of a ‘Denied’ form will 
allow you to view the denied form along with 
the reason for denial in the yellow Accept or 
Deny BHA Financial Reporting portion of the 
form. 

 

This area shows the Status, Reviewed by, and 
any Comments from the Grants Manager.  The 
Comments section provides the reason for 
denial and what changes are needed. 

 

Updating a Denied Form 

Clicking the Update link will open the form for 
updates and/or changes. Once corrected, the 
form may be resubmitted.  

  

Accessing  a 
submitted Financial 
Reporting Form 
(continued).  
 



 
 

If you have any questions or concerns regarding these 
new Web Financial Report Procedures, please contact 

your grants manager for assistance.  
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