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Welcome 
Message

Welcome to the MCH Behavioral Health Programs Technical Assistance Portal (BHP-TAP). This is a technical 
assistance (TA) portal for HRSA funded awardees of the Pediatric Mental Health Care Access (PMHCA) and 
Screening and Treatment for Maternal Mental Health and Substance Use Disorders (MMHSUD) programs. 

Within this portal, you can access a repository of resources, a discussion board, an events calendar, and a 
space to request TA.  

The following user guide will assist you with using BHP-TAP. If you have any questions or need assistance 
using BHP-TAP, please email mch-ta-innovation-center@jbsinternational.com.
 

Users are accessing a U.S. Government information system. Information system usage may be monitored, recorded, and subject to audit. Unauthorized use of the information system is 
prohibited and subject to criminal and civil penalties. Use of the information system indicates consent to monitoring and recording. The information system retains the notification message or 
banner on the screen until users acknowledge the usage conditions before they can access the system.
https://www.hhs.gov/privacy.html 2
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Activating 
Your 
Account

1. Click on the ‘Join the team’ link in the email invitation 
you received from hello@huddle.com. 

2. On the ‘You have been invited’ screen, enter your 
first and last name, and create a password for your 
account. Then click ‘Start working.’ Password 
requirements include at least:

• 8 characters
• one uppercase letter
• one lowercase letter
• one number
• one symbol (e.g. %&!$)

3. On the next screen, set up two-factor authentication 
by selecting your country code and entering a mobile 
phone number where you can receive 6-digit 
verification codes to use when logging in. Click ‘Send 
code.’

4. You should receive a 6-digit verification code to your 
mobile device. Enter the code into the form and click 
‘Confirm code.’ If you don’t receive a code on your 
mobile device, click the “Didn’t receive a code?” link 
for help.

5. On the next screen, you will see a list of back-up 
codes that you can use to recover your account if 
you ever need to log in without your mobile device. 
Copy these codes and save them in a place 
where you will be able to retrieve them without 
access to your mobile device. 

6. Click ‘Finish.’ 4
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Signing In
1. Visit https://bhp-

tap.huddle.com.
2. Enter your email address and 

password. If you don't know 
your password, visit the 
"Forgotten your password?" link 
to request a password reset 
email.

3. You will be prompted to enter 
the 6-digit verification code sent 
via SMS (text message) by 
Huddle to your mobile phone.

4. Enter the 6-digit verification 
code and click ‘Sign in.’ If you 
are unable to receive a SMS 
message, click the ‘Don’t have 
your phone?’ link to enter one 
of the backup codes you were 
issued when you first created 
your account.

5. You will be logged in. 
6. You will automatically be signed 

out of BHP-TAP after 15 
minutes of inactivity. 5
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Navigation 
Tools

Recent Files: A 
list of your 50 
most recently 
viewed or edited 
files. 

Search Bar: Complete a global search for files, folders, tasks (events), 
and people across all workspaces that you have access to. You can 
search using key words for titles and content. You can filter your search 
by top results, files, folders, tasks, people, workspace, and time.

Notification 
Center: A list of 
your 100 most 
recent BHP-TAP 
notifications. Click 
the bell icon to 
search within your 
notifications. 

Bookmarks: A 
customized list of 
up to 50 files of 
your choice. 

To bookmark a file, 
click the bookmark 
icon on the top right 
while viewing the file. 

To remove a 
bookmark, click on 
the bookmarks icon 
on the top navigation 
bar. Hover over the 
file you wish to 
remove and click on 
the orange bookmark 
icon. 

Folder Trail: Use this to keep track of where you 
are in the folder structure. You can click a title to 
return to that folder. 

Navigate to Files: To 
view folders and files 
within the workspace, 
click the ‘Files’ tab under 
the workspace title. 
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Setting Up 
Your 
Profile

1. Click on the circle icon with 
your first initial in the 
righthand corner of the 
navigation bar. 

2. From the drop-down menu, 
select ‘Your Profile.’

3. Click ‘Edit your profile.’
4. On this page, you can 

upload a profile photo and 
add your profile details. 

5. Please ensure that the 
following information is 
entered: 

• First and last name
• Company/Organization
• Role/Position

6. You may complete other 
areas if you choose. 

7. At the bottom of the screen, 
select ‘Update.’ 7



Setting 
Up Your 
Profile

Changing 
Notification 
Settings

1. On the profile settings page, 
click ‘Your settings’ at the top 
of the page. 

2. Under Notifications 
‘Frequency,’ you can change 
how often you receive 
notification emails. It is 
suggested to change your 
frequency setting to ‘Daily’ or 
‘Weekly.’
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Workspace 
Overview

When you log in to your 
BHP-TAP site, you will 
see the list of 
workspaces along the 
lefthand navigation 
pane. 

From here, you can 
access any workspaces 
that you are a member 
of. 

When you click on the 
title of the workspace, 
you will be taken to the 
overview page which will 
give you a description. 

Below the overview and on the 
left, you will see pinned files and 
folders. 

On the right, you will see the 
Actions Hub. 
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Using the 
Workspace: 

MCH Behavioral 
Health Programs 
Technical 
Assistance Portal 
(BHP-TAP)

Along the lefthand 
navigation pane, click on 
MCH Behavioral Health 
Programs Technical 
Assistance Portal (BHP-
TAP). 

Click on “Files” along the 
lefthand navigation pane 
to view available 
resources. 

Click on the folder or file 
name you want to open. 
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Using the 
Workspace: 

MCH Behavioral 
Health Programs 
Technical 
Assistance Portal 
(BHP-TAP)

Once you open a file, 
you will be able to view 
the file. Along the bottom 
of the document, you 
can choose to search 
within the document, 
zoom in/out, and print.

In the pane to the right of 
the document, you will 
see options to share and 
download the document. 

You will also be able to 
add comments to 
discuss or ask questions 
about the document. 
Use the ‘@’ symbol to 
select people to notify of 
your comment/question. 11



Using the 
Workspace: 

Discussion Board

Navigate to the 
‘Discussion Board’ 
workspace along the 
lefthand navigation pane. 
This will show the list of 
discussion topics which 
can also be accessed by 
selecting ‘Files’ in this 
workspace. 

Select a discussion topic 
that you want to respond 
to. 

Discussion will take place 
in the pane to the right of 
the discussion topic 
document. To join the 
discussion, go to the 
‘Comments’ section and 
start typing your response 
or question in the “Join 
the conversation’ section. 

Tag or alert other people 
in the workspace by using 
the ‘@’ symbol followed 
by their name. Always 
use @mentions to reply 
to another user’s 
comment.
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Using the 
Workspace: 

Discussion Board

To add a discussion 
topic, select the folder 
where you want to add a 
discussion topic.

On the righthand side of 
the page, select ‘Note.’

On the note, enter a title 
for your topic. Then add 
your discussion question 
or prompt. Hit ‘Save’ 
when you are finished. 
This will save your new 
discussion topic to the 
folder. 

To get the discussion 
started, you can enter a 
comment in the 
Comments section, 
using @<username> to 
mention other users.  @ 
mentions will send that 
user a notification in 
BHP-TAP and via email.
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Using the 
Workspace: 

Event Calendar

Navigate to the ‘Event 
Calendar’ workspace 
along the lefthand 
navigation pane. Then 
toggle from list view to 
calendar view by clicking 
on the calendar icon. 
This will allow you to 
easily view upcoming 
events.  

Tasks are used to create 
events in the calendar. 
You can view events on 
the ‘All pending’ tab or in 
the ‘Tasks’ tab. 

Click on the event in the 
calendar to view details. 
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Using the 
Workspace: 

Technical 
Assistance (TA) 
Requests

Navigate to the 
‘Technical Assistance 
(TA) Requests’ 
workspace. Click on the 
‘Files’ tab. 

Scroll to the bottom of 
the page and select the 
file ‘TA Request Form for 
TA Portal.’

Once the file is open, 
select ‘Download’ on the 
actions hub on the 
righthand side of the 
page.
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Using the 
Workspace: 

Technical 
Assistance (TA) 
Requests

From the ‘Downloads’ folder on your computer, select the ‘TA Request Form for TA Portal’ document and open 
the file. 

Complete the TA Request Form by typing in your information under each section of the form. 

Save the file to your computer. 

On the lefthand navigation 
pane, select ‘Files’ again. Find 
the folder with your Awardee 
name and select it. 

In the actions hub on the right 
side of the page, select 
‘Upload files.’
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Using the 
Workspace: 

Technical 
Assistance (TA) 
Requests

Follow the instructions on 
the screen to upload your 
file. 

Once the file is uploaded, 
select ‘Done.’ 

Your file is now uploaded.

Important final step: 
To notify the TA Team of 
your request, open your 
newly uploaded file. 
On the righthand side of 
the page in the 
‘Comments’ section, start 
typing @technical until 
you see the ‘Technical 
Assistance (TA) Team’ 
user populate. Select this 
user. 
Send the message by 
selecting the arrow icon. 

17


	Slide Number 1
	Welcome Message
	Table of Contents
	Activating Your Account
	Signing In
	Navigation Tools
	Setting Up Your Profile
	Setting Up Your Profile��Changing Notification Settings
	Workspace Overview
	Using the Workspace: ��MCH Behavioral Health Programs Technical Assistance Portal (BHP-TAP)
	Using the Workspace: ��MCH Behavioral Health Programs Technical Assistance Portal (BHP-TAP)
	Using the Workspace: ��Discussion Board
	Using the Workspace: ��Discussion Board
	Using the Workspace: ��Event Calendar
	Using the Workspace: ��Technical Assistance (TA) Requests
	Using the Workspace: ��Technical Assistance (TA) Requests
	Using the Workspace: ��Technical Assistance (TA) Requests

