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Welcome to this Web cast: Completing the Grantee Report.  Thank you so 
much for joining us today!

My name is Diane Fraser. I am a member of the SPHERE/Abt Team, one of 
several groups engaged by HAB to provide training and technical assistance to 
Ryan White grantees during the implementation of the RSR.  I will introduce 
our speakers and facilitate the question and answer period at the end of the 
presentation.  At any time during the presentation, you will be able to send us 
questions using the “Chat” function. You will also be able to call in to ask 
questions directly (“live”) at the end of the presentation.

Today’s Webcast is presented by Stefani Olsen of the SAIC team and Maria 
Jackson Hittle of the WRMA/CSR team. It is designed to provide you with a 
review of the Grantee Report and a "guided tour" of the RSR System. We 
hope that by giving you this opportunity, you will be comfortable when it comes 
time to complete your Grantee Report. 

After the presentation we will take questions from both the “chat” function and 
over the phone.  We hope that all of you will use this opportunity to ask any 
questions that you have about completing your Grantee Report.
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Again, today’s webcast will provide you with the information you need to know 

in order to successfully complete your Grantee Report. 

Future webcasts will address the topics of: Completing the Provider Report on 

Tuesday, July 7, 2009 at 1:00 pm ET; and, Managing the RSR Deliverable on 

Tuesday, July 14, 2009 at 1:00 pm ET. If you find yourself with questions that 

are specific to one of these two topics, please be sure to attend the upcoming 

sessions.  

Stefani will now get us started with an explanation on how to access your 

Grantee Reports.
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ALL Grantees, including grantees that provide services (grantee/providers), 

access the RSR System via the HRSA Electronic Handbooks (EHBs) at the 

URL shown: https://grants.hrsa.gov/webExternal/Login.asp.

This is the same as what you did for RDR. 
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Select “View Portfolio” from the left navigation menu
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Find the Ryan White grant program in your Grants list, and click on “Open 

Grant Handbook” 

Please Note:  If you are not the Project Director, your Ryan White Grant will 

not show up unless the project director has granted you access.   So if you 

don’t see it ask your Project Director to give you access. 
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On your Grant Menu (left navigation Menu), under Submissions, select 

“Performance Reports”

NOTE:  If your project director has not granted you privileges to view or edit 

performance reports, you will not see the “Performance Reports” link.  If you 

do not see this link, ask your project director to give you privileges to view/edit 

and/or submit performance reports. 

If you run into problems with access permissions, contact HCC. 
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In your list of Performance Reports, find the “RSR Interim Performance 

Report,” and click on “Start Report” if this is your first time accessing the 

report, or “Edit Report” if you are going to work on a report that has already 

been started

Maria will walk you through completing the grantee report.
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One reminder before we begin, you must complete one Grantee Report for 

each of your Ryan White grants. For example, if your agency receives a Part A 

grant, a Part A MAI grant, and a Part C grant, you will complete three grantee 

reports. 

When you enter RSR as a Grantee, the first thing you will notice is that Items 

1, 2, and 3 on the Grantee Report are read only.  These items are “pulled 

from” the EHBs and displayed here in RSR. So, if you notice some of the data 

reported are incorrect, or missing, you must edit/enter them in the EHB. You 

cannot edit/enter them here in RSR. 
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To update Question #1, “Grantee of Record Address”  and/or Question 2 

“DUNS Number”, log out of the RSRS and return to your EHB home page. 

Find the heading “Manage Organization Profile” on your left Navigation Menu 

and select the option “View/Update Profile.” 

Only the organization’s Authorizing Official can enter or update the Grantee of 

Record Address or the DUNS number in the EHB.  If you are not this person; if 

this person has left the organization; or if you do not know who this person is, 

contact the HRSA Call Center for assistance. 
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To enter or update Question 3, the Contact Information for Person Completing 

this form, log out of the RSRS and return to your EHB home page. Click on the 

“Update Profile” link under the “Manage my Personal Profile” heading on the 

left navigation menu. 

After updating your contact information, return to your grant portfolio and open 

your grant handbook. Find the grant you were previously working on and go 

back into the RSR System by selecting “edit report.”
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Again, you must log out of the RSRS before editing your information in the 

EHBs for the changes to take affect.

Before I continue with the walk-through of the Grantee Report, I would like to 

invite Stefani to point out some of the features of the RSR System that will be 

important to you as you complete the Grantee Report.
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The Task List contains a list of activities that can be used to monitor your progress throughout 
the reporting lifecycle. The top list identifies the actions that you should perform as a grantee 
and the bottom list depicts those tasks that should be performed as a provider. The tasks 
displayed depends on the type of user: a grantee; a provider; or both.

Task List:  The “Task List” tab in your Inbox shows all the tasks you have to do in RSR and the 
status of each. 

Please note:  The “Status” indicator (“Yes”/”No”) is not automatically updated by the system.  
This is a tool that is optional, and allows you to check off as completed activities as you 
complete them.  Because you must click on “Yes” to update the status, even if you have 
completed an item – such as certifying your grantee report – the status here will say “No” for 
completed until and unless you click “Yes” This option is a great way to keep track of your work 
progress

Rows 1 and 2 pertain to your Grantee Report.  

When you have completed the “Verify Grantee Information” step, click “Yes” in your Task 
Status list so that you will know you completed this activity, then click on “Update Task Status”

When you have certified your Grantee Report, click on the “Yes” in your Task Status list for this 
item so that you will know you have certified your report, then click on “Update Task Status.” 
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You can see a list of all your providers on the “Provider List” tab. 
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To edit information associated with your providers, such as addresses and 

EIN: Click on the “Edit” link next to the provider whose information you want to 

edit.
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The Edit Provider window will appear where you can enter/update the EIN.  Be 

sure to click the “Save” button after making your changes. 

To edit address information for the provider, click on “Manage Addresses.”
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The Manage Addresses window will appear. From this window, you can “Edit 

Addresses”, “Add Addresses”, and “Remove Addresses” for the provider.
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Grantee/Providers must update their user information, if needed, in both 

systems. 

Should this information match? Not necessarily. Some Grantee/Providers 

intentionally list a different organizational address for their Provider report than 

for their Grantee report.  For example, the address listed on the Grantee report 

might be the official address where contracting and grants are handled, 

whereas the provider address might be associated with a service delivery 

location. “Contact information for the person completing this form”, however, 

should match. 
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To quickly access your Grantee Report, click on the Grantee Report tab and 

then clicking on the “Open” icon in the “Action” column.

Please note that this feature was deployed this morning (June 29, 2009), so 

you should see it now! 

You can also download a PDF version of your Grantee Report from this 

screen. The PDF can be printed and/or saved on your local system.
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Another way to access your Grantee Report is by using the Search Grantee 

Reports feature.   

•Click on “Grantee Report” in the Search section of your left navigation bar.

•Enter search criteria in the Grantee Report Search screen.

Note: You can only “find” Grantee Reports associated with your organization

Now I will turn you back over to Maria who will discuss setting up your 

contracts list and adding providers. 
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Thanks Stefani. Now that Stefani’s shown you the system features you are 

going to need complete your Grantee Report, we’re ready to continue with 

data entry. So, let’s begin again where we left off.

After you’ve updated your contact information in the EHBs, go back into your 

Grantee Report and confirm that the edits you made in the EHBs are now in 

your Grantee Report. 

Next, if you haven’t already done so, please select a response to Item 4 to 

indicate the status of your agency’s clinical quality management program. Item 

4, is a required item and you must select an answer. Be sure to save your 

information before going on to the next page. You’re ready to set up your 

contract lists.
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FIRST, make sure your provider list is complete and correct. For this first 

submission, you will be presented with a list of your providers as last saved in 

RDR. We pre-populated the contract list to give grantees, especially those with 

a large number of providers, a jump on completing the report. You will have to 

edit list. Please note that, in the future, your contract list will be pre-populated 

based on your last RSR submission. 

All first level providers that received Ryan White funding directly from a 

grantee to provide services during the reporting period and who are not being 

given an exemption should be included on the contract list on “Providers 

Funded by Your Grant” tab. 

If one of the providers listed did not receive funding during the reporting 

period, you can delete the provider contract by clicking on the trashcan icon. If 

a provider that received funding during the reporting period is missing, you can 

add provider contracts to your list by clicking on the “Add Provider Contract” 

link on the bottom left corner of the window.
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When you click on “Add Provider Contract”, the Provider Search window will 
appear. Enter search criteria for your provider in any of the available fields and 
click the “Search” button. 
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The system will then generate a list of providers that match the criteria you 
entered in the search field. Be sure to select the “Add Provider” link to add the 
provider to your contract list.  
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Once again, the system will return only providers whose information matches 
the criteria you entered. So, if your provider search results in “No Records 
Found” , go back to the Search Criteria page and make sure your search 
criteria are not causing your desired provider to be excluded from the results. 

For example:

If you entered part of the Provider Name, it may not match the listing in the 
system. Try removing this criteria altogether or using a key word from the 
provider’s name.

You can try leaving the State blank (“Select”).  Some providers do not have a 
complete addresses in the system.  If the provider you are trying to find does 
not yet have a value in the “State” field of their address, it will be excluded 
from the results if you select a value for the “State” field.

If you’re still not able to locate your provider, contact Data Support for 
assistance. Also contact Data Support if your provider is a new Ryan White 
agency. They will need to be added to the provider directory before you can 
add them to your contract list.
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Next update the contract reference, dates, and amounts.  You can edit any of the pre-

populated data by simply placing your cursor in the field.

Contract Reference is an optional field. Completing the Contract Reference may be very useful 

for tracking and differentiating contracts, particularly if you have more than one contract with 

the same provider. For example, if your fiscal year goes from April 1 to March 30, you will have 

two contracts on your list for this provider. One with contract dates April 1 2008 to March 30 

2009 and another from April 1 2009 to March 30 2010. You may wish to give the first contract 

the reference FY2008 (Fiscal Year 2008), and the second contract the reference, FY2009.

Revise the Start and End Dates so that they reflect the actual start and end dates of the 

contract. The contract period may begin before the start of the reporting period (January 1, 

2009), and/or extend beyond the end of the reporting period (June 30, 2009). You do not have 

to use the pre-populated dates. The only requirement for the contract dates is that at least one 

day of the contract must fall within the reporting period. 

The contracts initially show up on the list with “$0” entered for the contract amount.  Please 

report the total amount of funding allocated for the selected contract. You do not have to 

prorate the contract amount to the reporting period, just report whatever amount was budgeted 

or allocated to this provider for the contract dates entered. The contract amount is required and 

the contract must have a value of at least  $1. 
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THIRD indicate the services that are funded for each contract. Click on the 

“Services” link to access the service selection window. 
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Select the services that are funded for each contract by clicking on the 

checkbox next to the service. The Services are divided into four tabs – one for 

each of the following categories: 

Administrative and Technical Services

Core Medical Services

Support Services

HIV Counseling and Testing  

If you have questions regarding any of the services listed, please consult the 

instruction manual. 

Once you have made selections on one tab, click “next page” to navigate to 

the next list of services.   When all funded services have been selected, click 

“Close Window and Return to Contracts Page”. 
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When you are done editing a contract, click the checkbox next to the contract 

to indicate that you’ve completed data entry. 

NOTE:  As with the “Task List” tab, the system will not automatically mark a 

contract as “completed” just because you have entered contract dates, a 

contract amount, and/or services.  You must “check” the box to track your 

progress. 

You don’t have to use this feature unless you want to. But, you may find it 

helpful if you have a lot providers and/or decide to complete the Grantee 

Report over the course of a few days.

Please be sure to save your data frequently and always before going a new 

activity (which for our demonstration, is setting up the contract list for second 

level providers.)
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There are a special group of providers called Fiscal Intermediary Providers. These providers act as 
administrative agents for the grantee of record and pass Ryan White funding through to other agencies. 
Even though you may have given program funds to another agency to administer, ultimately, you are still 
held responsible for monitoring how your program funds are used. So, for agencies that use a fiscal 
intermediary, you must also report the providers that receive funding through your fiscal intermediary. 

Providers funded through a fiscal intermediary are called second level providers (for more information 
about this, please see instruction manual). To add a provider to the “providers funded through a fiscal 
intermediary” contract list, first select the fiscal intermediary’s name from the drop down box above the 
contract lists. Agencies will only appear in this box if you indicate that a first level provider is authorized 
to provide fiscal intermediary services. 

Select the fiscal intermediary in the drop down box; then add or delete the providers managed by the 
selected fiscal intermediary.

You must add at least one contract under the fiscal intermediary.

In addition to the data rules previously discussed for first level providers, there are a few additional data 
checks that apply to contracts managed by a fiscal intermediary.

The contract dates for the 2nd level provider must fall entirely within the contract dates of the 1st level 
provider. If the fiscal intermediary has a nine month contract with you. The 2nd level provider cannot 
have a 12 month contract with the fiscal intermediary. 

The value of the 2nd level providers’ contracts may not exceed the total value of your contract with the 
1st Level Provider. In other words, your fiscal intermediary cannot report that he funds an agency for 
$100,000 if he only receives $50,000 from you.

And, as with first level provider contracts, at least one service must be selected as “Funded” for each 
contract.
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Once you’ve completed entering your contracts, be sure to check all of the contract data for 

accuracy. The contracts listed should approximate the actual agreements you have in place 

with your providers. 

You can include more than one contact with the same provider on your contract lists. For 

example, when your fiscal year does not align with the reporting period, you may need to enter 

two contracts for each provider on your “Providers Funded by your Grant” tab.

Or, if you fund a provider directly AND the provider receives money through your fiscal 

intermediary, the provider should show up on both the “Providers Funded by your Grant” tab 

and the “Providers Funded through your Fiscal Intermediary” tab. 

Grantees that also provide services must include at least one contract with themselves on their 

contract list.

Finally, fiscal intermediaries must be associated to at least one contract.

I’ve just told explained how the Grantee Report can be entered manually. For grantees with a 

large number of providers and/or contracts, however, there is another way which Stefani is 

going to share with you now.
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We know that some grantees, like New York, have over 100 providers and 

therefore, LOTS OF contracts to enter.  So, we have developed a feature that 

allows grantees to do an XML import of their Grantee reports, including 

contract data.  Most grantees probably do not need to, and would not want to, 

do this.  However, those of you who do have large numbers of contracts and 

also have some technical know-how on staff may wish to consider it.  

This requires the use of a different XML schema – not the same one as is used 

for Client Level Data – but one specifically developed for Grantee report 

imports.  This schema is not online and can only be obtained by contacting 

SAIC Technical Lead, Mike Dols at michael.j.dols@saic.com
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Once you have created your grantee report XML file using the correct schema 

format, upload the file:

1. Click on the “Import Grantee” link on your left navigation menu

2. In the Grantee XML file upload window, click on the Browse button; 

locate and select the Grantee XML file

3. Click “Upload File
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Note:  If you are a Grantee that has Grants under multiple Parts, you will have 

multiple Grantee Reports to do (one for each Part).  

XML files uploaded into each Grantee Report you are required to complete 

should contain data only for that Part.   (Each XML file is specific to each 

grantee report). This means that if you have grants under multiple parts, you 

will have multiple XML files.  Be sure to upload the correct file to each report. 
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After completing data entry, validate your Grantee Report by clicking on the “Validate” link in 

the Left Navigation menu. 

If there are errors in your report, the RSR System will present your results by section, which 

correspond to tabs in the system:  The Grantee Information section; the Providers Funded by 

Your Grant section, and the Providers Funded through Your Fiscal Intermediaries section.

If a section has no errors, RSRS will show a message for that section saying that no errors 

were found. 

For sections in which errors were found, a table will appear.  The first column will show the 

Question number that triggered the error.  The second column will explain the error.

Example:  

•In the validation report above, the contract with provider “NRI Community Services” has a 

value that is not >0.  All contracts must have a value of $1 or more. 

•For the provider “House of Compassion,” Fiscal Intermediary was listed as a service, but no 

contracts with 2nd Level Providers were entered.  

You must resolve all errors in your report before it can be certified.
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To certify your Grantee Report, click on the “Certify” option on the Left 

Navigation bar

RSRS will check your report for errors. If there are no errors and your report is 

successfully certified, you will receive the “Successful” message as shown 

above.

If there are errors, your report will not be certified.  The RSR System will issue 

a message saying “Unable to certify Grantee Report.  Please run validation, 

correct any errors, and try again.” 
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IMPORTANT NOTE: 

None of your Providers can submit their reports until you have certified your 

Grantee Report!
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What if you have “Certified” your Grantee Report, and then realize you 

need to make changes?

There are two types of changes grantees can make to provider contract 

information after the Grantee Report is certified, and different rules apply for 

each:

• Changes to contract details (Start or End Dates, Amounts, and Services 

Funded.)  These changes can be made at any time by the Grantee 

without a Change Request.  They may affect the status of associated 

Provider Reports as well as the status of other grantees funding the 

providers.  

• Adding or Deleting Contracts. These types of changes can be made 

through July 15 without a change request.  After July 15, these types of 

changes require a change request.



38

SO

When you change any of the contract details (Start or End Dates, Amounts, 
and Services Funded) for a contract with a provider and re-certify: 

• If the Provider Report has been submitted (approved or not), its status 
will be re-set to working. 

• If any RSR deliverables associated with affected providers were in 
“Submitted” status in EHBs, the EHB status of those deliverables will be 
re-set to “Change Requested” 
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Adding or Deleting Contracts Through July 15:

If you delete a contract with a provider at any time through 11:59pm July 15, 

no Change Request is Required. 

• Because Providers cannot submit until July 16 or later, the submission 

status of Grantee Reports for other grantees associated with the provider 

will not be affected, nor will the status of the Provider Report.

• The next time the provider accesses their Provider Report, the contract 

you deleted will not appear or the contract added will appear. 
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Adding or Deleting Contracts after July 15:

If you delete a contract with a provider at any time from 12:00am July 16 on, it triggers a 
“Change Request” that must be processed by Data Support. A popup window will ask you for a 
comment explaining the reason for the change.  The change request will automatically be sent 
to Data Support. Until the change request is approved, the contract will still appear on your list.

If you add a contract with a provider at any time from 12:00am July 16 on, you will be able to 
enter all of the contract information; however, the contract will be flagged inactive until the 
change request is approved by data support.  

You can track the status of your Change Request by selecting the “Change Request” tab in 
your Inbox.  This interface also allows you to cancel the request. 

If the change request is approved, and the provider is funded by other grantees:

•Any submitted Provider Reports will be re-set to “working” status, including those that have 
been approved by all other funding grantees.

•If you and all other funding grantees have already approved the provider report, and other 
grantees funding this provider have “submitted” reports in EHB, the EHB status of those other 
grantees’ reports is re-set to “Change Requested. 

This means that the provider will need to resubmit, and all its grantees will need to review and 
approve again.
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If you have questions about completing the Grantee Report, information can 

be found in the instruction manual. We also encourage you to review this 

presentation when it is posted to the TARGET Center Web site.

Live assistance is also available at the two helpdesks listed.

Data Support can assist you with figuring out your reporting requirements, 

understanding service definitions, setting up your contract lists, and locating 

(or adding) a provider in the provider directory. 

The HRSA Call Center can assist you with all EHBs issues, including resetting 

lost passwords, editing/setting up your “permissions”, and editing organization 

information in the EHBs. They will also help you with any technical issues you 

encounter in the RSRS (e.g. page load errors).
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Future webcasts will address the topic of preparing the Provider Report and 
Managing the RSR Deliverable.  The future webcast dates are:

RSR System

Part II: Completing the Provider Report

Tuesday, July 7, 2009

1:00 - 2:00 pm ET 

RSR System

Part III: Managing your Submission
Tuesday, July 14, 2009
1:00 - 2:00 pm ET

Please be sure to attend the upcoming sessions.  
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We will now take your questions.  I plan to alternate between questions sent through the chat 
function and those on the telephone.  We will do our best to answer each question.  If there is 
not an answer ready at hand for you, it will be researched and the answer will be posted it on 
the TARGET Center Website.

___________________________________________________________

Your questions were great and I want to emphasize that anything we did not answer today will 
be researched and the answer will be posted on the TARGET Center Website.  If you think of a 
question after this session ends, please feel free to send us a question through the help desk 
links we showed you on the TARGET website.

As we bring this webcast to a close, I would like to thank you all for your participation. 

…And before we close, I’d like to ask each of you to respond to a few brief evaluation 
questions.  If you look on the right-hand side of your screen, you will see that the “Polls” bar 
has been added. 

You’ll see three questions there. Please take a moment to answer these questions before 
leaving the session. Your input helps us to assure and improve the quality of future webcasts.  


