
 

 

Frequently Asked Questions 

Healthy Together Now Database 

This document has been developed for HTN Community Applicants as a tool to answer most frequently asked questions. 
If you have additional questions that are not covered in this manual, please contact your local HTN Administrator. 
Contact information for your local HTN Administrator can be found on the Application Form by selecting the name of 
your community. 
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Application Forms 
 

i. I am losing data when I type information in open text fields (e.g. Evidence, Demographics). Why is this happening? 
 
Open text fields require you to manually type a response, rather than select a response using checkboxes (for 
example, under the “Demographics-Other” and “Evidence-Other” categories). After typing a response in an open-
text field, press “enter” to ensure the entry is saved. The entry will subsequently appear above the list of checkboxes 
(see “test – other” in the image below). Entries can be deleted by clicking the “X” next to the entry that is to be 
deleted.  
 

  



 

 

ii. Under the “Expenses” section of an application form, I am unable to type a “$” before entering the dollar value. 
Why is this? 
 
To ensure expense data is collected consistently, formatting has been applied to only permit numbers in this field. If 
you type in a dollar sign “$XXXXXX”, the system will automatically delete the “$” and keep the value that follows.  

 

iii. Can I make changes to an application form after I have submitted? 
 
The HTN system was not designed to permit changes once an application has been successfully submitted. After an 
application is submitted, minor changes must be made by an HTN administrator. Contact your HTN administrator if 
you have changes to make following submission. If there are significant changes to the application form, you may be 
asked to re-start the form.  
 

  



 

 

iv. Under the “Funding” section, I am unable to select “No” for the question “Have you received funding from HTN 
for this project before?” 

If you selected “Yes” to the question “Have you received funding from HTN for this project before?” and entered a 
dollar value in the field “How much did you receive?”, you must delete the dollar value to toggle back to “No”. The 
toggle cannot be set to “No” while a dollar value sits in the field “How much did you receive?”.  

  



 

 

Monitoring Forms 
 

i. I am having difficulty accessing a monitoring form, what can be done to locate the monitoring form?  
 

If you are having difficulty accessing a monitoring form for a particular project, ensure you are searching for the 
project using the shortened project number, which no longer includes the regional identifier prior to the final digits 
(e.g. use “dtqcp3b” rather than “son-dtqcp3b”). If you do not know your project number, search for the email you 
received when the project was approved. If you have lost this email and are unable to find the project number, 
contact your local HTN administrator.  
 
Also note the project’s application must be approved by an administrator before the monitoring form becomes 
available.  

  



 

 

ii. I am attempting to complete a monitoring form, but the system indicates the monitoring form has already been 
completed. What can be done about this?  

 
Ensure someone else in your organization hasn’t previously submitted a monitoring form for the project. Also confirm 
you have the correct project number, particularly if your organization has multiple HTN funded projects in a fiscal 
year.  

 

iii. Can I make changes to the monitoring form after I have submitted? 
If you have minor changes to make to the monitoring form after it has been submitted, this must be coordinated 
through your HTN administrator. Once a monitoring form has been submitted, you are no longer able to make changes 
to the form.  

  



 

 

Saving Forms 
 

i. Can an applicant start an application/monitoring form, save their progress and return to it later?  
 

Yes, progress will be saved as long as you are using the same computer and the same web browser (e.g. Firefox, 
Google Chrome, Internet Explorer) to access the application/monitoring form. The HTN Database uses a computer’s 
cache to store saved forms; therefore, avoid clearing browser history as you are completing the form; otherwise, 
progress may be lost.  

  



 

 

Printing/Downloading Forms 
 

i. Can I print a blank application or monitoring form, and complete the form offline? 
 
Yes – navigate to the Application/Monitoring Form on the HTN website, and there will be a link to download an “Offline 
Application Form” or an “Offline Monitoring Form” at the top of the screen. Click the link to download a blank template 
of the HTN Application/Monitoring form.  
 
Please note the database has not been configured to print partially completed application/monitoring forms. However, 
once an application form has been successfully submitted, the primary project lead will receive a confirmation email 
with a pdf link to the completed application form.  
 

ii. Can I complete an application or monitoring form offline? 
 

Yes - application forms can be submitted offline, if desired. Start by downloading a blank application/monitoring form 
and complete the form in a Word document. Completed forms must then be sent or couriered directly to your 
respective HTN administrator. Please contact your respective HTN administrator in advance to determine the submission 
deadline for offline applications.   



 

 

Common Error Messages 
 

i. Upon submission of my application, I receive an error message “There seems to be a problem with your 
application.” What is not permitting my application to be submitted 
 
When an application contains errors, or does not contain all required information, you will receive an error message 
indicating “There seems to be a problem with your application.” It may not be immediately clear what information is 
missing based on the error message alone; however, start by scrolling through your application to identify sections 
highlighted with a red exclamation mark. Expand sections with missing information and the missing field will be 
highlighted in red, with the word “required” underneath. In the example below, there is missing information under 
the “Activities” and “Groups” sections.   



 

 

ii. I am receiving a “Failed to Fetch” error while trying to submit, what can I do to avoid receiving this error message? 

If you receive a “failed to fetch” error, similar to the error message seen in the screenshot below, ensure you are 
accessing the application/monitoring form using the secure version of the HTN website (insecure – http:// vs. secure 
– https://). To avoid this error message, add “https://” before the address in the URL, or simply navigate to the 
application/monitoring form link on the home page of the HTN website (https://www.healthytogethernow.net/). 
Note the “https” that precedes the URL. This error message often occurs when you have bookmarked the page from 
previous years and the url directs you to the insecure version of the website.  

 

 
 

 


