
[Michael Costa] 
 
Welcome to today’s Webcast. Thank you so much for joining us today! 
  
My name is Michael Costa. I’m a member of the DART Team, one of several groups 
engaged by HAB to provide training and technical assistance to Ryan White grantees 
during the implementation of the RSR.  
  
Today’s Webcast is presented by Elisa Peet from SAIC. Elisa will give you an in-depth 
look at data quality reports available to grantees within the RSR Web System, including 
the Confirmation Report and Completeness Report. She’ll also tell you how to maximize 
the effectiveness of these reports. 
  
At any time during the presentation, you’ll be able to send us questions using the 
“Question” function on your control panel on the right-hand side of the screen. You’ll 
also be able to ask questions directly “live” at the end of the presentation. You can do 
by clicking the “raise hand” button (on your control panel) and my colleague, Titi, will 
conference you in. You can also click the “telephone” button and you’ll see a dial-in 
number and code.  
  
We hope you consider asking questions “live,” because we really like hearing voices 
other than our own. 
  
Now I’ll turn this over to our presenter. Elisa? 
 
Thanks Michael.  
 

 
 

2/11/2013 

1 



Today I will cover the different reports that are tied to the grantee report and how to 
access these reports along with the different reports tied to the provider report and 
how to access these reports. 
 
I will discuss what each of these reports are used for and why each of them are a 
beneficial tool for you.  
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The Reports Available to Grantees 
 
The reports tied to grantee reports that you can generate are the RSR grantee report 
and the RSR data completeness report. The data completeness reports are available for 
grantees based on data element and by provider. 
 
These reports are only available for grantees. Providers will have their own view of the 
data completeness reports which we will discuss later in this presentation.  
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The grantee report is simply a PDF version of what is in the online version of the 
grantee report. This PDF version is helpful because you can see all the information in 
your grantee report at once. In the web system, you will have to click on different tabs 
and different links to see all this information.   
 
This report can be generated by searching for the grantee report using the search 
function under the left-side Search menu (which I will demonstrate in future slides) or 
by clicking “Print” directly from the left-side menu in the grantee report. 
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The data completeness report provides feedback on data quality. 
 
The data completeness report is available to both grantees and providers, but only 
grantees will have the option to view this report by provider or data element because 
of course grantees can have multiple provider reports associated to them.  
 
The report can be generated in either a PDF version or Excel version.  
 
And something new for this year (if you have done the RSR in the past years) is that the 
data completeness report is now available real time. In the past, it became available a 
few months after the RSR was due and was used to check your data and better prepare 
your providers for the next release. Because the report is available real time, you will 
have time to check the data before your providers actually submit the provider report.  
 
When we say real time, this means within 24 to 48 hours once the client level data has 
been uploaded into the provider report.  
 
This report can be generated by searching for the grantee report using the search 
function under the left-side Search menu. This report is not available within the actual 
grantee report.  
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Please note that if you run this report tied to your grantee report, it may not be 
complete data at a time. If you choose to run the data completeness report by provider, 
it will only show you the data that is tied to your providers that have actually uploaded 
their client level data at that time. So an example of this would be, if you fund four 
providers and only two of them have uploaded their client level data, you will only be 
able to see the data completeness for the two providers that uploaded the client level 
data. If you generate the data completeness report by data element, the totals will not 
include any provider’s data that was not uploaded yet.  
 
I want to bring up one point at this time due to some questions that I have received in 
the past. This is simply a clarification of uploading data and submitting the report. The 
providers upload their client-level data into the provider report. They can upload 
several files. They can also change information in a single file and reupload this data. 
They can do this as many times as needed and the report will not actually be submitted 
to the grantees for review or HRSA until the provider actually clicks the submit link. 
Therefore uploading data into the provider report does not mean that they are 
submitting their data. This data doesn’t actually become submitted in the provider 
report until the provider has actually clicked the Submit link.  
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The data completeness contains the number of clients for whom a data element was 
reported, the number of clients for whom the element was required, the number of 
clients where the element was required but missing, and the number of clients where 
the element was required but reported as “Unknown”.  
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The next few screens show you how to access the reports tied to your grantee report. 

 2/11/2013 

8 



This is a screen shot of the Inbox for a grantee user. In order to access the reports that 
are tied to your grantee reports, please click on “Grantee Reports” under the left-side 
Search menu. 
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This will be the search criteria page that appears. If you don’t enter any information 
and just click Search, it will show you all of your grantee reports under this grant over 
all the years. The system recognizes that you are a grantee and will only show you your 
own grantee reports.  
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So if you do just click Search on the previous screen, it will show you all of your grantee 
reports across the years. That is what you are seeing in this screen. By the way, 
historical just means that you may not open that grantee report and actually see the 
online version of this report, you can only print the reports 
 
In order to see the available reports for the specific year’s grantee report, click the Print 
icon under the Print column.  
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This is a screen of the print package.  
 
I know that you are seeing five reports here, and we only discussed the grantee report 
and data completeness report, but please remember that the data completeness report 
can be generated in two formats (PDF or Excel) and in two ways (by data element or by 
provider). 
 
Anyway, you can generate an individual report by simply clicking the link of the report 
or if you would like to generate more than one report, you would click the checkbox 
next to each report you would like to generate and click “Download Package”.  

2/11/2013 

12 



Now, I’m going to move to discussing the reports tied to the provider report. These 
reports you will be able to see because you can look up any of your providers, but these 
are also the reports that your individual providers will also have access to. 
 
The different reports that are tied to provider reports are the RSR provider report, the 
RSR provider report validation, the RSR upload confirmation report, the RSR Data 
Completeness report, the RSR services crosswalk report, the RSR provider report 
comments, and the RSR provider report workflow history. 
 
Again, the reports are available to providers and are available to each grantee that 
funds the provider. 
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All the reports tied to the provider report can be generated by searching for the 
provider report using the search function under the left-side menu (available to both 
providers and grantees) or by generating them directly from the left-side menu in the 
specific provider report. 
 
However, like with the data completeness report tied to the grantee report, the data 
completeness report for the provider is only available through the search function. This 
is the only report that isn’t available within the actual provider report.  
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The provider report is simply a PDF version of what is in the online version of the 
provider report. This PDF version is helpful because you can see all the information in 
your provider report at once. In the web system, you will have to click on different tabs 
and different links to see all this information.   
 
This report does not include the client-level data uploaded 
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This is a screen shot of a provider report. As you can see in this example, you can see all 
the services together that the provider has marked as delivered under each funded 
contract.  

2/11/2013 

16 



The validation report is generated in an HTML format and will display all of the 
validations messages for the provider report and client report. 
 
The validation report is set up to display all errors first, warnings second, and alerts 
third. 
 
Now, even though you have heard this several times in other presentations, errors must 
be fixed in order to submit the provider report. You should try to resolve your warnings, 
but as long as you enter a comment to explain the warning, it won’t prevent you from 
being able to submit the provider report. Alerts will not prevent you from being able to 
submit the provider report, and you don’t need to enter a comment to explain an alert. 
 
Even though providers can still submit the provider report with warnings and alerts, 
they should always try to resolve these. These warnings and alerts are checking the 
quality of your data. 
 
In addition, in the future, as you saw if you did the report in 2011 and in 2012, these 
alerts and warnings may be promoted to errors, so make sure you are aware of them 
and understand why you are getting them.  
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This is a screen shot of a validation report.  
 
I know this is small, but I still wanted to show you how it was laid out. As you see in this 
report, it shows errors first, then warnings, and alerts are third (even though they are 
not shown in the screen shot above. 
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The client upload confirmation report is generated in a PDF version and it shows the 
aggregate client data that are in the web system as to what was uploaded in your XML. 
It displays the number of clients by gender, race, ethnicity, service visits, etc.  
 
This report is only available once client level data is actually uploaded into the provider 
report. 
 
This report is probably one of the most important reports. This is virtually the only way 
(unless you like to look through the actual XML) that you can confirm what you believe 
you uploaded in your XML to what was read in the web system. 
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This the screen shot of an upload conformation report. 
 
It is actually much longer than this and it shows many tables showing all your data, but I 
just wanted to show you a screen shot of one of the pages. 
 
If this were your conformation report, and you uploaded ten clients, you can see here 
that for some reason your ten clients have an unknown gender. This may raise a flag to 
you and may see here that perhaps that the data that you thought your uploaded 
wasn’t in your file. At this point, you can still go back to your source data and file and 
make sure that the numbers are correct before reuploading your data.  
 
This is the type of information you can get from this report.  
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The services crosswalk report is available in an HTML format. It compares the services 
selected as funded, delivered and uploaded and shows whether it triggered a validation 
message. 
 
This report can be generated by services or by contracts. 
 
Like the other reports, the services crosswalk report is both available through the 
search function or in the actual provider report. However, this report can be generated 
on question #8 of the provider report and is not available like the other reports under 
the left-side menu. 
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This the screen shot of a services crosswalk report generated by services. You will see a 
brightly colored X showing that something was not funded, delivered or uploaded and a 
check for something that was funded, delivered or uploaded.  
 
The yellow triangle warning sign under the validation column will let you know that it 
did trigger a validation, but to see the actual validation, please refer to the validation 
report.  
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The comments report is generated in an HTML format and will display all of the 
comments entered relating to the provider report.  
 
You will be able to see the date the comment was entered, the name of the user who 
entered the comment, the comment title, and the actual comment.  
 
The comments can be read by anyone reviewing the provider report, so please don’t 
enter any comment that you wouldn’t want HRSA or anyone that can access your 
provider reports to see. 
 
It is also very important that the comments are clear. After your reports are submitted, 
the HAB staff reviews every one of these comments. Please make sure that when you 
enter comments, they are clearly stated and completely understandable.  
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The workflow history report is generated in an HTML format and will display all the 
actions that occurred during the workflow of the provider report.  
 
You will be able to see the description of the action, the user that took the action, and 
when the action occurred. 
 
Some examples of these actions are when the CLD was uploaded, when the report was 
submitted, and when the report was accepted or returned for changes.  
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This is a screen shot of a workflow history.  
 
I know this is small, but I still wanted to show you an example of what it will look like 
and the sort of information that you can get from it. 
 
As you see, it shows that the provider user imported clients and cleared them before 
importing their final file. You can see when the user submitted it and you can see when 
each of the funding grantees accepted the report.  
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The next few screens show you how to access the reports tied to your provider report. 
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In order to access the reports that are tied to your provider reports, please click on 
“Provider Reports” under the left-side Search menu. 
 
The screen shown here is geared to a grantee user. A grantee will have different links 
then a provider will have. Providers will only be able to search for provider reports. 
They will not see a link for grantee reports.   
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This will be the search criteria page that appears. As a grantee, if don’t change any 
information and click Search, it will show you all of your provider reports from all years. 
if a provider uses this search feature, and just clicks Search, the system will only show 
them their own provider reports over the years.  
 
So as a grantee, if you fund several providers and don’t change any search criteria, the 
list can be quite lengthy. 
 
So one way to narrow down this list is to change the Report Period filed to select “2012 
Annual”. Then click the Search button (that is covered in up in this screen shot).  
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This screen shot is geared to a grantee and in this case the grantee has funded three 
providers (in 2012) so they will be able to see a provider report for each of them. In 
order to open a specific provider report and generate the reports available from the left 
side menu of the provider report, click the Open icon under the Action column next to 
the specific provider report.  
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All of the reports tied to the provider report except for the data completeness report 
are also listed within the provider report and can be generated by clicking the link 
under the left-side menu. 
 
This screen simply shows where to see these reports within the provider report.  
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Going back to the search results screen, in order to see the available reports (including 
the data completeness report which is only available by using this search function) and 
generate a batch print, click the Print icon under the Print column for the specific 
provider report. 
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This screen shows all the reports tied to provider reports that are available in the print 
package. 
 
You can generate an individual report by simply clicking the link of the report or if you 
would like to generate more than one report, you would click the checkbox next to 
each report you would like to generate and click “Download Package”.  
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I know at first glance this is the same screen shot, but it is a bit different. 
 
I want you to understand why you may see this screen shot some times. 
 
In some cases where the client level data has not yet been uploaded in the provider 
report, the RSR client upload confirmation report and RSR client data completeness 
report links will be disabled. As soon as the client level data is uploaded into the 
provider report, the upload confirmation report is immediately available, but as for the 
completeness reports, it may take up to 24 to 48 hours for these report links to become 
activated.  
 
Also something very important to know is every time a new client level data file is 
uploaded, the data completeness report will be disabled and a new report will be 
available 24 to 48 hours later.  
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So, in summary, please know and use the many reports that are available to grantees 
and providers. We have designed these to help you ensure that your data is correct and 
complete. 
 
In addition, we love your feedback and ideas. We are always trying to enhance the 
system and design anything possible to help you with your submissions. If you think of 
a report that you feel would be advantageous to you as grantees and providers, let us 
know, and it may be available for you in the future.  
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Please make note of your trust worthy resources. These resources are listed on the 
target center website and will be shown in all of our presentations. 
 
Like you have probably heard before, there is no wrong door, so even if you have no 
idea who to call, but you know you need help, call anyone, and we will make sure that 
you get to the appropriate person that will be able to assist you. 
 
So, with that, I want to thank you for attending this presentation, and I hope the 
information covered today will help make this RSR submission a great one. 
 
Thank you. Michael? 
 
[Michael Costa] 
  
Thank you Elisa. We will now take your questions.  
  
You can send us questions using the “Question” function on your control panel on the 
right-hand side of the screen. You can also ask questions directly “live.” You can do this 
by clicking the “raise hand” button (on your control panel). If you are using a headset 
with a microphone, my colleague, Titi, will conference you in; or, you can click the 
“telephone” button and you will see a dial-in number and code. We hope you consider 
asking questions “live,” because we really like hearing voices other than our own. 
  
As you exit this Webcast today, we’d like your feedback on this presentation. On your 
screen you will see three evaluation questions appear. Please take a moment to 
respond to each. We appreciate your feedback very much, and we’ll use this 
information to plan future Webcasts.  
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