
 

HRSA’s Poison Control Program (PCP) Reporting Portal 
Help Document 

Table of Contents  
1 How to Access the Reporting Portal ..................................................................................................... 1 

1.1 Logging In ................................................................................................................................. 1 

2 Reset Password ..................................................................................................................................... 2 

3 Generate Report ................................................................................................................................... 5 

3.1 Select Report ............................................................................................................................ 5 

3.2 View Report .............................................................................................................................. 6 

3.3 Save Report .............................................................................................................................. 6 

3.4 Freeze Report Headings Row ................................................................................................... 7 

4 Feedback ............................................................................................................................................... 8 

5 Report Guide ......................................................................................................................................... 8 

6 Help ....................................................................................................................................................... 8 

7 Security Policies ..................................................................................................................................... 9 

7.1 Account Management .............................................................................................................. 9 

7.2 Password Management ........................................................................................................... 9 

 



Page 1 of 9 

1 How to Access the Reporting Portal  
To access Health Resources and Services Administration’s (HRSA) Poison Control Program (PCP) 
Reporting Portal, enter the following URL into your browser and select “Enter” on the 
keyboard:  

https://data.hrsa.gov/pcc  
 
Once the page loads, you will see the PCP Reporting Portal Login screen.  

 
Note: A user name and password are required to access the PCP Reporting Portal.  

1.1 Logging In  

To login to HRSA’s PCP, enter your user name on the Login screen. Please note that a staff 
member of the HRSA PCP will supply your user name. Only one user name will be provided per 
center. If you need assistance with your user name, please contact the PCP at 
PoisonHelp@hrsa.gov.   

After entering your user name, enter your password. It is recommended that you change/reset 
this temporary password. For instructions for how to do so see Section 2, Reset Password in 
this document.  

Click “Login”.  

https://data.hrsa.gov/pcc/
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Note: A user name and password are required in order to access the Reporting Portal.  

2 Reset Password  
If you need to reset the password for your PCP account, select the Reset Password link on the 
Login screen.  

 
A pop-up window will display after selecting to reset password option. Enter your email address 
in the pop-up window. Use the email address that is associated with your user account. If you 
are uncertain of the email address associated with your user account, please contact the PCP at 
PoisonHelp@hrsa.gov.  

Click “Submit”.  
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If the email address entered does not match the email address in the PCP system, you will 
receive the following error message: “Your email address is not in our system. Please make sure 
your email address is correct!”  

If the email address entered matches the one in the PCP system, you will receive the following 
confirmation message: “A temporary password has been sent to your email address. Please 
click the link in your email to change your password!”  

Go to the email sent to your inbox and click the link contained in the email to change your 
password.  

After selecting the link in the email, the Change Password screen displays in your browser. 
Enter all required information as requested.  
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Please note that your old password is the temporary password received in the reset password 
email. Click “Change Password” once all required information is entered correctly.  

Please note that your password will need to be at least 15 characters long, including spaces and 
must not contain any of the following text or numeric combinations: password, 12345, LOL, 
OMG, ROFL, NIH, or HRSA. 
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If your new password does not meet the password requirements, you will receive an error 
message, and you will need to try again.  

Repeat the steps in Section 1.1 to access the PCP Reporting Portal.  

3 Generate Report  
3.1 Select Report  

After a successful login, you will see the Reports Selection page.  

With the exception of the National Executive Summary report, please note that you may only 
generate reports for your PCC. The Reports Selection page displays your center at the top page.  

• Select the month of the report in which you are interested from the drop-down menu 
under Month. 

• Click the “View Report” button of the report you want to generate. 
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3.2 View Report  

Upon clicking the “View Report” button for the desired report, you will be prompted to open 
the report or to save it.  

Select “Open” to view the report.  

 
The report is displayed in Excel.  

 
3.3 Save Report  

Instead of immediately opening and viewing a report, the selected report can be saved on your 
local machine without opening. After selecting a View Report button, select the “Save” button 
instead of the “Open” button and indicating where to save the file. 
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If you chose to open the report, you can save the report on your local machine in Excel. Go to 
the “File” tab. Select “Save As” and indicate where you wish to save the spreadsheet.  

3.4 Freeze Report Headings Row   

For ease in reviewing the reports, you may wish to freeze the headings row in the report 
worksheet so they remain visible as you scroll through the report. Complete the following 
actions to freeze the report’s headings row:  

• Select the row below the report headings row. 
• Open the “View” tab. 
• In the “Window” group, click the arrow next to “Freeze Panes”. 
• Click “Freeze Panes”. 

All rows from the first row to the report headings row are now locked and will be visible when 
you scroll through the worksheet.  
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4 Feedback  
Click the Send Feedback link on the top right of the Reports Selection page to provide feedback 
to the portal administrator. The PCP Reporting Portal will open the user’s email application. The 
“To” and “Subject” lines are prepopulated by the portal. The portal does not use a custom web 
form.  

Type your message and click “Send” to submit your feedback.  

5 Report Guide  
Click the Report Guide link on the top right of the Reports Selection page to bring up the 
Verizon Reports Guide with definitions of all of the terms used in the reports.  

 

6 Help  
On any page of the portal, click the Help link to bring up a pop-up screen with step-by-step 
instructions for using the portal. 
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7 Security Policies  
To increase the security of the PCP Reporting Portal, polices were established for how you 
should manage your account status and account password. The following subsections provide 
information on these policies.   

7.1 Account Management   

User accounts are disabled after 60 days of continuous inactivity. To avoid your account being 
disabled, it is recommended that you log into the portal at least once every 60 days.  

If your account becomes disabled, please contact PCCTechnicalHelp@hrsa.gov and request for 
your account to be enabled. Once your account is enabled, a password reset is required. To 
reset an account password, follow the directions provided in Section 2, Reset Password.  

7.2 Password Management    

An update to account passwords are required every 60 days. Reminders are sent 10 days out, 5 
days out, and 1 day prior to the 60 days limit). To reset an account password, follow the 
directions listed in Section 2, Reset Password. If you are unable to reset your password, please 
contact PCCTechnicalHelp@hrsa.gov.   
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