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Hello everyone and thank you for joining today’s session. For this presentation, I’m going to be reviewing 
the new Expenditures Report system in the EHBs. We’ll start with a little background information on the 
new system. Then I’ll move on to showing how you all will access the new Expenditures Report system and 
then how you’ll complete and submit the report.. Then I’ll close out the presentation by taking a look at the 
TA resources available to assist you. 
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Expenditures Report Manual 

• Will be available soon on the 
TargetHIV website 
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I do want to take a moment before we jump in to make sure everyone is aware of the Expenditures Report 
Manual which will be available soon on the TargetHIV website. This will definitely be a great resource and 
an excellent starting point for recipients on the new system. So, stay tuned for that resource to be available 
soon. 
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Expenditures Report New System 
• RWHAP Expenditures Reports will now be
submitted through a new system located in
the EHBs

• Expenditures Report system is housed within
the same part of the EHBs as the
PTR/Allocations Report

• Recipients will enter their expenditures data
directly into the system, validate, and submit
the report for PO/PQC review

• Recipients will complete a separate
Expenditures Report for each grant received
(e.g., RWHAP Part A, EHE, and CARES Act)
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So, let’s start with a little background information before we jump into looking at the new system. There 
is a change in how RWHAP Expenditures Reports will be submitted this year. The system team has built 
out a new system, located in the same part of the EHBs as the Program Terms Report or PTR, that 
recipients will now use to submit their Expenditures Reports. 

This new system allows for recipients to enter their expenditures data directly into the system as opposed 
to uploading a file. The system will check your report against any programmatic requirements as part of 
the validation step (much in the same way it does for the PTR) before you submit your report to your PO 
for review. 

And I’m sure this goes without saying, recipients will complete a separate Expenditures Report for each 
grant you receive. So, a typical Part A recipient is going to have a Part A Expenditures Report, an EHE 
Expenditures Report, and, this year, a CARES Act Expenditures Report. At this time though we’re only going 
to be discussing the Part A and EHE reports. Expenditures Reports for CARES Act grants will be discussed at 
a later date. 
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Accessing the Expenditures Report 
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With that, let’s go ahead and take a look at how you can access the new Expenditures Report. 
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So, as I mentioned previously the Expenditures Report system is very similar to the PTR system so if you’re 
familiar with the steps you take to get to that report, it’s going to be largely the same. Start by hovering 
over the Grants tab. 
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               And then going down to “Work on Other Submissions.” 
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And then on the next page, scroll down, locate your Expenditures Report, and select “Start” or “Edit” over 
on the right. The first time you access your report this link will read “Start” and then once your report has 
been opened it will instead read “Edit.” These instructions are the same for both the Part A and the EHE 
Expenditures Reports. They’ll both be located in this list; it’ll just be two separate reports that you have to 
complete. 
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That’ll take you directly to the Expenditures Report system in the Expenditures Report inbox. From there, 
you’ll click the envelope icon to open up your report. I do want to point out here one clarification. You’ll 
see over here on the left there is the link for “Search Contracts” which takes you to the Grantee Contract 
Management System or GCMS. Even though there is this link here, the Expenditures Report is NOT linked 
to your contracts. It’s not pulling in any of that contract information. Access to the GCMS from the 
expenditures system is solely there for your reference. 
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Completing the Expenditures Report 
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So, let’s move on now to completing the Expenditures Report. 
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Back in the Expenditures Report Inbox, where we were earlier, again you’ll select the little envelope icon 
over here on the right to open up your report. 
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The report will open up to the first section, Recipient Information. This first page has some general 
recipient information such as the address, the EIN and DUNS number, and contact information for the 
person completing the report. All of the information here prepopulates when you open your report, just 
make sure to review it for accuracy and save if you make any changes. Moving on, let’s scroll back up. Each 
section of the report is located in the Navigation panel over here on the left. Using the links over here in 
the Navigation panel, you can access the different sections of the report as well as validate and submit 
your report. But let’s go ahead and move on to the next section of the report which is the File Upload. 
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This section functions the same as it does for the PTR if you’re familiar with that report. Data Support has 
not received any indication that there are any required uploads for this report, no Excel template or 
anything like that that needs to be uploaded for either the Part A or the EHE Expenditures Reports. But if 
for some reason your project officer requests some sort of additional upload or documentation, you can 
always use the supplemental document feature here. Just select the Upload Supplemental Document 
button, locate the file you want to upload on your computer and upload it here. 

Okay, so let’s move on to the last section of the report, the actual Expenditures Report. 
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So, here is the Expenditures Report. This is the Part A report and in a second, I’ll show the EHE one as well. 
All the data entry is done directly on this page in these tables. These tables should look familiar to you, it’s 
just now in a different format. All the fields here require a response so if you have no expenditures to 
report for one of the boxes, then you’ll enter a zero. 

The table at the top here is for your total award amounts. Enter the total Part A Formula award, MAI 
award, and Supplemental award amounts specified as either carryover or the current FY. 

The next table is for clinical quality management and recipient administration. Enter the amount expended 
towards those services in this table. Each column represents a different funding source. You have your Part 
A Formula award divided into carryover and the reporting FY, the MAI award again divided into carryover 
and reporting FY, and lastly the Supplemental award which just has the single reporting FY column. 
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Moving down the page, then we have the tables for core medical and support services. Again, enter the 
amount expended towards each service category for each funding source. 

** And then we have the last part of the page down here. So, there’s this summary table here that 
calculates once you have entered your expenditures data. In this table, you can see the balance remaining 
from each part of your award. 

Below this table there is this handy checkbox for the 75% core medical services requirement. If you 
received a waiver for the 75% core medical services requirement, indicate that by selecting the checkbox 
here. If you received the waiver, don’t select this box, and expended less than 75% of your service funding 
on core medical services, then you will receive a validation message on your report when you go to 
validate. 

There’s also the legislative requirements checklist section that you can use to make sure you’re meeting 
the various legislative requirements including the 75% core medical services, 5% CQM, and 10% admin 
requirements. These will all calculate once you have entered your expenditures data. You can make sure 
you’re in compliance with these requirements using this checklist. 

Let’s scroll back up **. Once you have entered your data, you’re ready to validate and submit your report. 
But before we do that, let’s take a look at the EHE Expenditures Report. ** 
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And then we have the last part of the page down here. So, there’s this summary table here that calculates 
once you have entered your expenditures data. In this table, you can see the balance remaining from each 
part of your award. 

Below this table there is this handy checkbox for the 75% core medical services requirement. If you 
received a waiver for the 75% core medical services requirement, indicate that by selecting the checkbox 
here. If you received the waiver, don’t select this box, and expended less than 75% of your service funding 
on core medical services, then you will receive a validation message on your report when you go to 
validate. 

There’s also the legislative requirements checklist section that you can use to make sure you’re meeting 
the various legislative requirements including the 75% core medical services, 5% CQM, and 10% admin 
requirements. These will all calculate once you have entered your expenditures data. You can make sure 
you’re in compliance with these requirements using this checklist. 

Let’s scroll back up. Once you have entered your data, you’re ready to validate and submit your report. But 
before we do that, let’s take a look at the EHE Expenditures Report. 
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So, here’s the EHE Expenditures Report. Again, this is a separate report so back in your EHBs list of 
submissions you’ll have a Part A Expenditures Report and then also an EHE Expenditures Report. 

It’s a bit simpler than the Part A one. Again, a section at the top here for the total award amounts, EHE and 
EHE carryover. Since this upcoming report is for the first year of EHE awards, you all shouldn’t have any 
carryover to report for this first year but since each field requires a response make sure you still add zeroes 
for any place where you don’t have any expenditures. 

Moving down, a table for CQM, admin, infrastructure, and planning an evaluation, split between carryover 
and reporting FY. 
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And further down again a table for services. Now this services table is ever so slightly different from the 
Part A one. You’ll notice EHE at the top here which is specifically for the EHE service category. If you recall 
from Data Support’s other materials and presentations regarding EHE, this service category is for any 
services you all provide with your EHE funding that does not meet the definition of one of the other service 
categories that are listed below here and defined in PCN #16‐02. And again, this table for all of these 
services is divided into carryover and reporting FY. 
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And then the last couple sections again that summary table which will calculate once you enter and save 
your data here and the legislative requirements checklist again where you can check that you are in 
compliance with the programmatic requirements. For this report specifically there is one for the 5% CQM 
limit and the 10% administration limit. So, let’s scroll back up again and we’ll go over the last steps of 
validating and submitting. 
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                                     To do that, start by clicking Validate over here in the Navigation panel on the left side of the screen. 
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Once you click Validate, the system will start the validation process and let you know that it may take 
several minutes. In order to see your validation results you have to refresh the page. You can do that either 
through your web browser or by clicking Validate again. 
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If your validation isn’t ready, you’ll continue to see this message. Wait a little longer and then refresh the 
page again. 
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Once your validation request has finished processing, you’ll see your results. In this example, if we scroll 
down a little bit, we’ll see there’s a single error that we received. If you’re familiar with the PTR or RSR this 
is going to sound very familiar, but validations are sorted into three categories: errors, warnings, and alerts. 
Errors have to be corrected. So, for this report, we’re going to have to go back and amend our 
expenditures data since it looks like we entered something incorrectly. Warnings you must either correct 
your data or add a validation comment. To add a comment, you’ll see a little add comment link right here 
under the Action column for each warning you receive. And lastly there are alerts. You can submit your 
report with an alert, but we usually recommend trying to correct your data whenever possible. 
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Many of you though will most likely not run into any validations with your report and will instead see this 
message. 

If you get here, then you obviously as the page states have no validations to address and you can move on 
to submitting your report right away. So, if you’ve gotten this message or you received validations, but they 
are taken care of and you are ready to submit, you’ll select Submit in the Navigation panel on the left. 
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To submit your report, scrolling down here first so you can see the whole page, enter a comment with any 
meaningful feedback you have about the submission process, select the checkbox certifying that the data 
in the report are accurate and complete, and lastly select the Submit button. 
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And once you’ve done that, you’ll see this green success message letting you know your report was 
submitted. 

With that, we’ve come to the end of our demonstration of the new Expenditures Report system. It is a 
completely brand‐new system but since it mirrors some of our other reports and you’re putting in the 
same information hopefully that’ll help ease everyone through the transition process. But if you still have 
questions about the new system definitely reach out to us at Data Support. I know it was a lot of 
information we went through. 
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TA Resources 

• Ryan White Data Support 
o 888‐640‐9356 

o RyanWhiteDataSupport@wrma.com 

• EHBs Customer Support Center 
o 877‐464‐4772 

o Online TA Request 

27 

                                   
                                       

                                 
                                   

       

                                           

Here is our contact information as well as contact information for the EHBs Customer Support Center if you 
have any issues with your login or EHBs access and permissions. And like I said at the beginning of the 
presentation stay tuned for the Expenditures Report Manual. We’ll try to make sure you all are notified 
once it has been posted on the TargetHIV website. It will contain I believe all the information that I’ve 
presented here today and more. 

Thank you again for your attention and joining the session today and I’ll turn it back over for the rest of the 
meeting. 
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