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lcons Used in this Manual

The following icons are used throughout this manual to alert you to important
and/ or useful information.

The note icon highlights information that you should know when
completing this section.

The tip icon points out recommendations and suggestions that
can make it easier to complete this section.

The question mark icon indicates common questions asked with
answers provided.

All new text in the document is indicated with a gray highlight.

The No icon indicates answer options that cannot be selected or
information that cannot be entered under certain circumstances
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Introduction

Ryan White HIV/AIDS Program (RWHAP) Recipients are required to submit an
annual allocations report to indicate how their funding will be distributed to meet
the needs of people with HIV. Funding can be allocated to three funding
categories:

e Non-services,
e Core Medical Services, and
e Support Services.

RWHAP specific core medical and support categories are listed and explained in
the Policy Clarification Notice (PCN) #16-02. The amount of funding allocated to
the 29 service categories is reported to Congress to show the value of the RWHAP
and its continuing efforts to meet the needs of people with HIV in the United
States and its territories. Information on Clinical Quality Management and
Administrative Services are further expanded upon in PCN #15-02 and #15-01
respectively.

For Part A recipients, the PTR is a reporting requirement that includes the
Consolidated List of Contracts (CLC) and the Allocations Report. All remaining
reporting requirements are submitted in the EHBs. Part B recipients, and
recipients of the Part B Supplemental grant submit a Program Terms Report (PTR)
and an Allocations Report. The PTR combines all program term requirements
from the Notice of Award into one report. The Allocations Report captures
budgetary information on the award amount allocated for each service category
during the grant period. Parts C, D, and EHE do not submit information under the
PTR section. Instead, those recipients only complete entries for an Allocations
Report.

Introduction 2
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Accessing the PTR/Allocations
Report

To access the PTR/Allocations Report, follow these steps.

STEP ONE: Log in to the HRSA Electronic Handbooks (EHBs) site. From the EHBs
Home page, hover your mouse over the “Grants” tab, on the top-left side of the
screen.

Figure 1. HRSA HAB Electronic Handbooks: Screenshot of the Home
Page

<7 ¥HRSA | Electronic Handbooks

Tasks Organizations Grants Free Clinics FQHC-LALs Resources

Welcome

Category  Submimed Tasks Submitted Staws > Change Project Diractor (PO)

> Remove user from an organization
7 Al » Remove user parmissions for a grant
* Request a submission deadiine
extension
Late &
Due Within 30 Days

C If you need assistance with your credentials for the EHBs, call the EHBs
w Customer Support Center at 1-877-464-4772.

STEP TWO: From the resulting drop-down menu, under the “Submissions”
header, select “Work on Other Submissions.”

Accessing the PTR/Allocations Report 3
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Figure 2. HRSA HAB Electronic Handbooks: Screenshot of the Grants
Drop-Down Menu

{éeﬂmf Electronic Handbooks =. B @ @ togou

Tasks Organizations Grants Free Clinics FQHC-LALs Resources 2

Submissions Requests Portfolio Users

Welcome

Work on Financial Report @ Work on existing Prior Approval @ Add a Grant to My Portfolio @ View Authorized Users

o Lo s Work on Progress Report @ Request New Prior Approval @ Work on a Grant in My Portfolio © Authorize New Users
Work on Performance Report @ Work on Existing Health Center H80 CIS © View My Access Requests Approve Access Requests
Work on Noncompeting Progress Reports 0 Request New Health Center H80 CIS @

Work on Other Submissions @ Manage HCCN PHCs

Scope Applications

Manage Sites Validate Grants.gov Applications @
Manage Services Allow Others to Work on My Applications @
Manage Other Activities and Locations View My Applications @

Search Funding Opportunities ©

STEP THREE: On the bottom of the Submissions - All page, under “Submission
Name,” locate the PTR/Allocations Report submission you want to access. Then
select “Start” or “Edit” under the “Options” header for your PTR/Allocations
Report submission to open the report. A new window will appear. (See Figure 3)

If you are attempting to create contracts in the GCMS before the
submission period begins, you must access the GCMS through your
previous year’s PTR/Allocations Report or your most recent Ryan White
HIV/AIDS Program Services Report (RSR).

Accessing the PTR/Allocations Report 4
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Figure 3. HRSA HAB Electronic Handbooks: Screenshot of the
Submissions - All Page

A Submissions - All

Hot Cinmipbited Retanty Comg Al

Search Filters:

Basic Search Parimstios

Gran? Number B g CROCSEEAE] Submession Name
|camma segaraied Liow
bl
Sbemisgion o All
:IK“-\': R Organizaisn o Healthy Chosce Healfh
(3] Canber
Submission Betvesn E A B o Al
Jaadiern
" Submession Ty o Firancial Repod
TR YT E
o Noscompabrg -
b Advenckd Seaich Pareseleds
w Digplyy Options
Sorl Method (Gd | Cusiom)
[ Expadt T Excal Mg Search| G Saved Searches
H 4 |12 34 F A Pagesre 15 = GOo 55 ems in 4 pageis
Submission Name N Ovganization Grantg  "KIND REDOTURG e ubmined Dwe  Staws options
Type L} Period
'8 A =gl A - 7 T ' B v B vl a -\
FY 2021 Allocalions Ot e ., D02 - -
* Ruport Suberisiotd Haalthy Choice Healh Canter HTEHANOO00 arnae D300 H Mot Starked
FY 2020 Alocalons CHhed 012020 - b
Haalfty Choice Hialth Conler T 1111 0 berath Sebmisgion
¥ Repea Subrissioes J HTBHANI000 Samiag VSA0E0Z0 05202020  Submtied

RWHAP Parts A and B recipients, and recipients of the Part B
Supplemental grant : Searching for “Terms” in the filter header under
“Submission Name” may help you find your current Program Terms
Report faster.

RWHAP Parts C, D, and EHE recipients: Searching for “Allocations” in
the filter header under “Submission Name” may help you find your
current Allocations Report faster.

If you need help navigating the EHBs to find your annual PTR/
Allocations Report, call the EHBs Customer Support Center at 1-877-
464-4772.

Accessing the PTR/Allocations Report 5
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STEP FOUR: You are now in the PTR/Allocations Report Inbox. For RWHAP Parts
A and B recipients, and recipients of the part B Supplemental grant, the window
will indicate the “Program Terms Report Inbox.” For RWHAP Parts C, D, and EHE
recipients, the new window will indicate the “Allocations Report Inbox.” From
here, you can access the GCMS and your 2021 report.

STEP 5A: Before you enter your PTR/Allocations Report information,
ensure that all your current RWHAP-funded contracts are entered into
the GCMS. Locate the Navigation panel on the left side of the screen.
Under the “Manage Contracts” header, select “Search Contracts.” Refer
to instructions for Accessing the GCMS below.

STEP 5B: If you have already entered your RWHAP-funded contracts into
the GCMS, you can begin working on the PTR/Allocations Report. Locate
the envelope icon under the “Action” column and select “Create” or
“Open.” Refer to instructions for Accessing the PTR/Allocations Report
below.

Figure 4. HRSA HAB Web Application: Screenshot of the Allocations
Report Inbox Page

< ¥HRSA ' Electronic Handbooks

]

Wolcome Recontly Accessod What's New Guice Mo

Your session will expire in: 29:17

Allocations Report Inbox

Inbox -

. g RewoRiD o mission Name Grest Budget Year Modified Date  Status  Action  Comments Vo0

| PTRIAllocations Report a Number History

I Inbox 1 Allocations Report  Heal®yy Chokce Health Canter HTEHADO00O 040172021 - Net n “ (o}
033172022 Saned c . . =

Manage Contracts - reate Coneert Motory

Search Contract
=

Sesrch -

“GOS-HRSA (1-877-464-4772) Monday through Friday. 8.00 am. %0 $00 p.m Eastem Time Or use e HRSA Electronk

aline
please contact Data Support a1 1-888-640-9156 or emad 10 RyasmWhaeOMaSupporidwrma com

% searcn Roports
Logged in as: GranteeDataViewer, GranteeDataEdtor, GranteeDataSubmier
The HAB Wed Appiications also require Acobe ACrobat Reader 5 of higher installed on yout PC. To downioad Adobe Acrebat Reader, ciick .

Accessing the GCMS

The PTR/Allocations Report is one of several RWHAP reports that are linked to
the Grantee Contract Management system (GCMS). The GCMS decreases data
entry by sharing information between multiple HRSA HAB reports.

Accessing the PTR/Allocations Report 6
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Before you enter your PTR/Allocations Report information, ensure that all your
current RWHAP-funded contracts are entered into the GCMS. The GCMS is a data
entry system that allows you to enter and maintain your agency’s RWHAP
contracts. For a detailed explanation of the GCMS and how the system interacts
with the PTR/Allocations Report, refer to the GCMS Manual available on the
TargetHIV website.

To access the GCMS via the PTR/Allocations Report Inbox, locate the Navigation
panel on the left side of the screen. Under the “Manage Contracts” header, select
“Search Contracts.”

Figure 5. HRSA HAB Web Application: Screenshot of the Allocations
Reportinbox Page

Support +  Logout

< ¥HRSA Electronic Handbooks

2

What's New

Wolcome Guise Mo

Recontyy Accessed

Your session will explre in: 29:17

Allocations Report Inbox

. g RowortiD o mtssion Name G" oo Budget Year Modified Date  Status  Action  Comments Vo0
PTRiANocations Report a A
Inbox 1 Allocations Report  Healty Choice Health Cander HTEHADDO0D 040172021 - et . “ a

033172022 Saned nr 4 5

Manage Contracts - Create Conrert Hstory

Administration -

B For help with EMBS contact the HRSA Help Desk by phene at 1-§77-G04-HRSA (1-877-464-4772) Monday through Frday. 8.00 am 10 00 p.m Easlem Time Or use e HRSA Electronk

Search - Hand tact Conder Bold 16aus<t Sotm 50 SUDME YOUT QUeS -

= 2O 0wt e QUOTT 5 20 submit your Ques! ne
] earch Repart Fof Guesbons regardng data content andior 16poMng requirements. please contact Data Support ot 1-888-640-9356 or emad 10 RyamWhaeOMaSupporiwrma com
Logged in as: GranteeDataViewer, GranteeDataEdtor, GranteeDataSubmier
The MAB Web Applications also faquee Adobe ACrobat Reader 5 or higher instatied on your PC. To downioad Adebs Acrebat Reader, cick [l

You have now accessed the GCMS and can search, modify, and delete contracts.
For instructions on how to do this, please refer to the GCMS Manual available on
the TargetHIV website.

Accessing the PTR/Allocations Report 7
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Figure 6. HRSA HAB Web Application: Screenshot of the GCMS Home
Page

m Your session will expire in: 27:02
Grantee Contract Management System

Inbox gy
PTRAllccat Report Grant Mumbs
ocations Repor rant Mumber LTEHAC000
Inbazx
Manage Contracts - .
Crg I {comma separated Est)
Search Contracts
Administration - Registration Code (comma separated F=t)

k=l Print Requests
Search - Crganization Mame

i', Search Reports
Funded Through

GContract ID (comma separated Fsi)
Referance

Range Start Date =]

Range End Date =]

Project Officer: Al Project Officers w

Sea

Accessing the PTR/Allocations Report

From the PTR/Allocations Report Inbox, locate the envelope icon under the
“Action” column and select “Create” or “Open.” If you have not started your
report, the envelope will read “Create.” If you are returning to continue working
on the report, the envelope will read “Open.”

Figure 7. HRSA HAB Web Application: Screenshot of the Allocations
Report Inbox Page

»  Support ~

ﬁm Electronic Ha Logout

25

ndbooks

]

Wolcome Reconty Accessod What's New Guice Mo

Your session will expire in: 29:17

Allocations Report Inbox
Inbox - Report
- L 0 Submission Name G" e Budget Year Modified Date Status  Action  Comments Action
PTRiANocations Report e My
Inbox 1 Allocations Report  Healthy Choice Health Cander HTEHADOOOD 04012021 - Nt o )'d b
Stan a3
03312022 Raed | o Conmert Mstory

Manage Contracts -
Search Contracts

Administration -

- For help with EMEBS contact the HRSA Hep Desk by poene at 1-§77-Go4-HRSA (1-877-464-4772) Monday through Friday. 8.00 am 10§00 p.m Easlem Time Or use e HRSA Electronk

ontact Center help regquest 1orm 20 submit your question online

Fof quesbons regardng data content andior 1epoming requirements. please contact Data Support ot 1-888-640-9356 or emad 10 RyamWhaeOMaSuppori@wrma com

Logged in as: GranteeDataViewer, GranteeDataEdtor, GranteeDataSubmiter
The MAB Web Applications also faqure Adobe ACIobat Reader 5 or higher instatied on your PC. To downioad Adebe Acrebat Reader, cick [l
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You are now within the PTR/Allocations Report, where you will be able to upload
required documents, enter administrative costs, synchronize modifications to
contracts, validate, and submit your PTR/Allocations Report to your project
officer for review.

All recipients must complete a separate PTR/Allocations Report for
each RWHAP grant they receive. If recipients have RWHAP-related
funding (program income and pharmaceutical rebates) it is required
to indicate which service categories for that organization in their
respective contract in the GCMS.

Accessing the PTR/Allocations Report
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Recipient Reporting
Requirements: RWHAP Part B

The RWHAP Part B PTR is a single report that all recipients are required to submit
within 90 days of the release of the final Notice of Award (NoA) as a requirement
for the RWHAP Part B Award. It combines all program term requirements into
one report and must include all the following program term requirements
according to the NoA:

1. RWHAP Part B Consolidated List of Contracts (CLC) (compiled from the
Grantee Contract Management System),

2. RWHAP Part B and Minority AIDS Initiative (MAI) Allocation Report,
3. RWHAP Part B SF-424A,

4. RWHAP Part B Budget Narrative Spreadsheet,

5. RWHAP Part B Implementation Plan,

6. RWHAP Part B Contract Review Certification (CRC),

7. RWHAP Part B Early Identification of Individuals with HIV/AIDS (EIIHA)
Plan.

RWHAP Part B recipients must submit the RWHAP Part B PTR, with all items listed
above, through the PTR web application. The RWHAP Part B Budget Narrative
Spreadsheet and RWHAP Part B CLC are submitted as Excel spreadsheets. See the
Uploading RWHAP Part B PTR Forms section for instructions.

The RWHAP Part B and MAI Allocations Table, RWHAP Part B SF-424A, and
RWHAP Part B Revised Budget Narrative Spreadsheet must reflect the total
amount indicated on the final NoA. Only RWHAP Part B funds should be entered
into these documents.

Please do not include program income, pharmaceutical rebates, or any
other federal, state, or local funding sources in these documents.

Please be advised that your project officer must approve all the
individual report items listed above before approving the entire PTR.

Recipient Reporting Requirements: RWHAP Part B 11
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If revisions are required for individual report items, you must resubmit the entire
PTR with the revisions.

If you need assistance or have questions about the required RWHAP Part B PTR
submission, please contact your Division of State HIV/AIDS Programs project
officer or contact Ryan White Data Support by phone at 1-888-640-9356 or via
email at RyanWhiteDataSupport@ wrma.com.

Completing the RWHAP Part B PTR
Recipient Information

Once the PTR has been opened, you will see the Recipient Information page. This
section is prepopulated with information from the EHBs. Review all information
and ensure that it is accurate and up to date. Edit any field by selecting the text
box. Once you have finished reviewing and updating all information, select “Save”
on the lower-right corner of the page.

Recipient Reporting Requirements: RWHAP Part B 12
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Figure 18. HRSA HAB Web Application: Screenshot of the Recipient
Information Page

m Program Terms Report Your session will axpire in: 28:57

Inbox - * XO0THADOOOO : State Health Department
PTR/ASocations Repont Report ID: 12345 Sialus: Wardng Due Date: 742021 11:59.58 PM
[
e Budget Year: 4172021 - N312022 Last Modified Date: 5242021113851 AM Last Modified By: StateUses
Manage Contracts - Access Mode: ReadWrito DUNS: 123456789
Search Conbracts
Wavigation " Recipient Information
| Recipient Informatian The data shown below are pre-populated from the HRSA Electronic Handbooks (EHBS). Flease vanty thal the information shown below is accurate. A field wilh an
.| File Upload astenisk ¥ bedore it &5 @ requined Seid. NOTE: Updating the information on this page doss not update your information in the EHBS. You must nevise your agency’'s
_: €LC Rapor rlcrmation in the EHES a5 wel
= Allocations FReport 1. Official Mailing Address:
References -
* 5. Street
Validation Rules
Guidance
¥ b o
Actions - v
L vandate
y -
a Subenit . Stafe ¥
Comments -
-
I% A0a comments ¢ Zip Coda
J'. View Comments
Reports - Z. Organization kentfication;
FPrirbExport Alocation a EIN
Report
Action History
PrirUExport CLC Rapon b. DUNS
Administration -
) Pring Requast 3. Contact information of Person responsitée 1or tis subMission:
Search - * 2 Hama
I% S0aech Reports
b. Tite
-
. Phone L) -
d. Fa -
* & E-mail
=]

Uploading RWHAP Part B PTR Forms

For RWHAP Part B recipients, all required PTR forms must be uploaded into the
PTR web application. Templates for these forms are available in the “File Upload”
section next to the corresponding document.

To upload the required documents and templates, follow these steps.

Recipient Reporting Requirements: RWHAP Part B 13
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STEP ONE: On the Navigation panel on the left side of the screen, under the
“Navigation” header, select “File Upload” (see Figure 19 below) to view a list of
all required documents and templates.

Figure 19. HRSA HAB Web Application: Screenshot of the File Upload

Page
m Program Terms Report Your session will expire in: 29:37
Inbox - ¥ XO07HA00000 : State Health Department
PTR/Allocatons Report Report ID: 12245 Status: Working Due Date: 7/32021 115958 PM
e Budget Year: 412021 - ¥3172022 Last Modified Date: 52472021 1138 51 AM Last Modified By: StateUser
Expenditures Report Indox
SRS Access Mode: ReadWrite DUNS: 122456789
Manage Contracts -
Search Contracts File Upload
Navigation 2 Document Name Description  Size Part  Budget Year Action
Recipient Information FY 2021 RWHAP Part 8 Standard Outcomes Measures FINAL docx 3071 KBs Pate 4112021 - 3212022 View
| File Upload FY 2021 RWHAP Part B Program Terms Report Insucsions docx 6691KBs  PatB 4172021 - 3312022 View
= CLC Report
Allocatons Repont
References - Submission Components

To upload a primary component of your report, select e “Upload™ Ink in the Action column If you would like 1 submit a supplemental document 10 complete your
sedect the “Upload Supplemental Document™ bution below. Please note that you will be unadie to upload fies larger than 20MB

Validation Rules

Guadance

pressed Zip Fie i
Actions -
B val Document Name Description Uploaded File Size Date Attached Action
Vabdate —— YOURAAE N - .
B Manage tssues 4 Primary Documents
FY 2021 RWHAP Pan B Upload
Comments - CRC Temgiate (Downioad
Tempiate
I Aca comments
]_ Mo B FY 2021 RWHAP PART B Upload
nhsiaivemirain BUDGET NARRATIVE
- SPREADSHEET FINAL
(Download Tempilate)
FY 2021 RWHAP PART B Upload
IMPLEMENTATION PLAN
Downioad Template)
PrinvExport CLC Report SF424A-V1.0 (Download Upload
Tempiate
Administration -
i EGR ReQistration Upload Supptemental Document

Change Password

STEP TWO: Under the “File Upload” section, download and review the RWHAP
Part B PTR instructions by clicking “View” under the Action column. This
document outlines specific instructions on how to complete the RWHAP Part B
PTR primary documents.

STEP THREE: Under the “Submission Components” section, locate the “Primary
Documents” header. Select “Download Template” under the “Document Name”
column for each required document to download a copy of each document
template. Complete the template for each document listed and save them to a
folder or drive on your computer that is easy to access. Under the “Action”
column, select “Upload,” and a new field will appear at the bottom of the page.
Select “Browse,” and locate the completed template you saved on your
computer. Select “Submit” to upload the document.

Recipient Reporting Requirements: RWHAP Part B 14
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The File Upload feature only stores the most recent version of a file
you uploaded. The system does not store past versions of uploaded
files.

STEP FOUR (OPTIONAL): Some agencies will be required to submit more
documents than those listed under the “Primary Documents” header. If your
project officer requires additional documentation or your agency needs to upload
additional information, select the “Upload Supplemental Document” button.

A new field will appear at the bottom of the page. Select “Browse” and locate the
additional file you want to upload from your computer. Select “Submit” to upload
the document.

Reviewing the Consolidated List of
Contracts for the RWHAP Part B PTR

The Consolidated List of Contracts (CLC) is a list of all RWHAP organizations that
are funded with your agency’s RWHAP Part B grant. The list is generated
automatically based on the information you entered into the GCMS. Review each
organization listed using the instructions below.

Figure 20. HRSA HAB Web Application: Screenshot of the Consolidated
List of Contracts Page

m Program Terms Report Your session will expire in: 29:54

Inbox - ¥ XO7HAD0000 : State Health Department
PTR/Asocations Report Report ID: 12345 Status: Working Due Date: 7/2/2021 11,5558 PM
ik Budget Year: 4112021 - ¥3112022 Last Modified Date: 52472021 113851 AM Last Modified By: StateUser
Manage Contracts. - Access Mode: ReadWrite DUNS: 123456789
Search Contracts
Navigation - Consolidated List of Contractors
A“ Recipient information Review the it of your ceganzabon's contracts for the fiscal year i a contract 1s messing, look for the missing condract by selecting the “Search Contracts” ink under

the Manage Ceatracts heading in the 2l menu

Funded Is
Waming K Funded By Organization Reference  Stant End Services mn h E ted Amount

Relerences - + 000001 X07HADOOOD Heaithy Choice Health INR02Y 22802022 6 Yes $50,000.00
Vaidation Rules + 000002 X07HADO000 Local Clinic, Inc 312021 2282022 5 Yeos $20.000.00
PUSNGS + 000003  X07HAOD000 Speedy Transport 12021 212812022 1 Yes $6,000.00
Actions - .

+ 000004 x07HAD0000 Lawyer & Lawyer Legal 3MR02Y 2282022 1 Yes $9.000.00
o Vakdate
3

To review the RWHAP Part B CLC, follow these steps.

STEP ONE: On the Navigation panel on the left side of the screen, under the
“Navigation” header, select “CLC Report.”

Recipient Reporting Requirements: RWHAP Part B
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STEP TWO: Within the CLC, on the left side of each organization listed, select
the expansion button to display the services for the organization (see Figure 20
above). Confirm that the services and funding amounts are correct. To make
changes to the CLC, modify the associated contract(s) in the GCMS. See the GCMS
Manual for more information.

If you make any changes to your contracts, you must synchronize the changes you
made in the GCMS with the PTR. Once back on the CLC Report page, if a yellow
warning banner is at the top of the page, the system is indicating you have
changes to synchronize. Select the “Synchronize All” button to synchronize all
changes at once or synchronize changes individually by selecting the agency’s
name in blue in the yellow warning banner. On the page that populates, review
the changes for accuracy and select “Synchronize” on the bottom right of the

page.

Figure 21. HRSA HAB Web Application: Screenshot of the Consolidated
List of Contracts Page with Synchronization Warning Banner

m Program Terms Report Your session will expire in: 29:47

inbox - T Waming:

The peogram information displayed below does not maich the program information in the Grantee Contract Management sysiem (GCMS). Cick the provides name
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Navigation -
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Completing the Allocations Report for the
RWHAP Part B PTR

The RWHAP Part B Allocations Report has four components: Award Information;
Allocations by Program Component; Breakdown for Consortia, State Direct
Services, and Emerging Communities; and MAI Allocations by Program
Component. Each component captures budgetary information on the award
amount allocated during the grant period for each category listed.

To complete the Part B Allocations Report, follow these steps.

STEP ONE: On the Navigation panel on the left side of the screen, under the
“Navigation” header, select “Allocations Report.”
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Figure 22. HRSA HAB Web Application: Screenshot of the RWHAP Part B Allocations Report Page
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STEP TWO: The Allocations Report page has several editable fields that you must
complete using your agency’s final NoA and final budget. These fields include the
following information.

Award Information

1. RWHAP Part B Base Award: The total amount of your agency’s RWHAP
Part B Base Award indicated on the final NoA.

2. RWHAP Part B ADAP Base Award: The total amount of your agency’s
RWHAP Part B ADAP Base Award indicated on the final NoA.

3. RWHAP Part B ADAP Supplemental Award: The total amount of your
agency’s RWHAP Part B ADAP Supplemental Award indicated on the final
NoA. Note: Not all states receive RWHAP Part B ADAP Supplemental
Awards.

4. Total RWHAP Part B ADAP Award: The total amount of your agency’s
RWHAP Part B ADAP Base and Supplemental funds. Note: This field is not
editable. The total is generated based on the totals entered for the
RWHAP Part B ADAP Base Award and the RWHAP Part B ADAP
Supplemental Award.

5. RWHAP Part B Emerging Communities Award: The total amount of your
agency’s RWHAP Part B Emerging Communities funding indicated on the
final NoA. Note: Not all states receive RWHAP Part B Emerging
Communities Awards.

6. Total RWHAP Part B X07 Funds: The total amount of all RWHAP Part B
funding, excluding MAI funds. Note: This field is not editable. The total is
generated based on the totals entered for the RWHAP Part B Base
Award, RWHAP Part B ADAP Base Award, RWHAP Part B ADAP
Supplemental Award, and RWHAP Part B Emerging Communities Award.

7. RWHAP Part B MAI Award: The total amount of your agency’s RWHAP
Part B MAI funding indicated on the final NoA.

8. Total RWHAP Part B X07 Award: The total amount of your agency’s
RWHAP Part B funding award across all RWHAP X07 subawards. Note:
This field is not editable. The total is generated based on the totals
entered for RWHAP Part B Base Award, RWHAP Part B ADAP Base
Award, RWHAP Part B ADAP Supplemental Award, RWHAP Part B
Emerging Communities Award, and RWHAP Part B MAI Award.
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RWHAP Part B Allocations by Program Component
1a. ADAP Service

e Base Award Amount: The amount of your agency’s RWHAP Part B
Base Award that is given to the ADAP to purchase medications.

e ADAP + ADAP Supplemental Award Amount: The amount of your
agency’s ADAP + ADAP Supplemental Award that is given to the
ADAP to purchase medications.

e Emerging Communities Award Amount: The amount of your
agency’s Emerging Communities Award that is given to the ADAP to
purchase medications.

1b. Health Insurance to provide medications

e Base Award Amount: The amount of your agency’s RWHAP Part B
Base Award that is given to the ADAP to purchase insurance for
clients.

e ADAP + ADAP Supplemental Award Amount: The amount of your
agency’s ADAP + ADAP Supplemental Award that is given to the
ADAP to purchase insurance for clients.

e Emerging Communities Award Amount: The amount of your
agency’s Emerging Communities Award that is given to the ADAP to
purchase insurance for clients.

1c. ADAP Access/Adherence/Monitoring Services

e Base Award Amount: The amount of your agency’s RWHAP Part B
Base Award that is given to the ADAP to support ADAP access,
adherence, and monitoring activities.

e ADAP + ADAP Supplemental Award Amount: The amount of your
agency’s ADAP + ADAP Supplemental Award that is given to the
ADAP to support ADAP access, adherence, and monitoring activities.

e Emerging Communities Award Amount: The amount of your
agency’s Emerging Communities Award that is given to the ADAP to
support ADAP access, adherence, and monitoring activities.

2. RWHAP Part B Health Insurance Premium and Cost Sharing Assistance

e Base Award Amount: The amount of your agency’s RWHAP Part B
Base Award that is used to directly purchase health insurance and
assist with cost sharing.

e Emerging Communities Award Amount: The amount of your
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agency’s Emerging Communities Award that is used to directly
purchase health insurance and assist with cost sharing.

3. RWHAP Part B Home and Community Based Services

e Base Award Amount: The amount of your agency’s RWHAP Part B
Base Award that is used to directly provide home- and community-
based services.

e Emerging Communities Award Amount: The amount of your
Emerging Communities Award that is used to directly provide home-
and community-based services.

4a. RWHAP Part B HIV Care Consortia/EC Services:

e Base Award Amount: The total amount of your agency’s RWHAP
Part B Base Award that is allocated in the GCMS under the Consortia
funding column.

e Emerging Communities Award Amount: The total amount of your
agency’s Emerging Communities Award that is allocated in the
GCMS under the Consortia funding column.

4b. HIV Care Consortia Administration

e Base Award Amount: The amount of your agency’s RWHAP Part B
Base Award that is used to cover HIV care consortia administrative
costs.

e Emerging Communities Award Amount: The amount of your
agency’s Emerging Communities Award that is used to cover HIV
care consortia administrative costs.

5. Emerging Communities Services

e Base Award Amount: The total amount of your agency’s RWHAP
Part B award that is allocated in the GCMS under the Emerging
Communities funding column.

Note: This number is generated automatically by the system based on
information in the GCMS.

6. RWHAP Part B State Direct Services
e Base Award Amount: The total amount of your agency’s RWHAP
Part B Base Award that is allocated in the GCMS under the Direct

Services funding column.

Note: This number is generated automatically by the system based on
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information in the GCMS.
7. RWHAP Part B Clinical Quality Management

e Base Award Amount: The amount of your agency’s RWHAP Part B
Base Award that is used to cover clinical quality management
activities.

e ADAP + ADAP Supplemental Award Amount: The amount of your
agency’s ADAP + ADAP Supplemental Award that is used to cover
clinical quality management activities

e Emerging Communities Award Amount: The amount of your
agency’s Emerging Communities Award that is used to cover clinical
quality management activities.

8. RWHAP Part B Planning and Evaluation

e Base Award Amount: The amount of your agency’s RWHAP Part B
Base Award that is used to cover planning and evaluation activities.

e ADAP + ADAP Supplemental Award Amount: The amount of your
agency’s ADAP + ADAP Supplemental Award that is used to cover
planning and evaluation activities.

e Emerging Communities Award Amount: The amount of your
agency’s Emerging Communities Award that is used to cover
planning and evaluation activities.

Note: All Planning and Evaluation may not exceed more than 10 percent
of your total RWHAP Part B award amount. This includes ADAP + ADAP
Supplemental Award Planning and Evaluation and Emerging
Communities Planning and Evaluation. When combined with
Administration, the combined total cannot be greater than 15 percent
of your total RWHAP Part B Award Amount.

9. Recipient Administration

e Base Award Amount: The amount of your agency’s RWHAP Part B
Base Award that is used to cover recipient administration.

e ADAP + ADAP Supplemental Award Amount: The amount of your
agency’s ADAP + ADAP Supplemental Award that is used to cover
recipient administration.

e Emerging Communities Award Amount: The amount of your
agency’s Emerging Communities Award that is used to cover
recipient administration.
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Note: All Recipient Administration may not exceed more than 10
percent of your total RWHAP Part B award amount. This includes ADAP
+ ADAP Supplemental Award Recipient Administration and Emerging
Communities Recipient Administration. When combined with Planning
and Evaluation, the combined total cannot be greater than 15 percent
of your total RWHAP Part B Award Amount.

10. Column Total: This amount is the sum of all amounts listed in the column.
Note: This number is generated automatically by the system based on
information in the GCMS and the amounts entered.

11. Total RWHAP Part B X07 Allocation: This is the total amount of funds
entered in the GCMS and the Allocations Report, excluding MAI funding.
Note: This number should match “Total RWHAP Part B X07 Funds”
under the “Award Information” section. This field is not editable. The
total is generated based on all editable and noneditable totals entered
for the Allocations by Program Component section.

Breakdown for Consortia, State Direct Services, and Emerging
Communities

The breakdown of the funds used for Consortia, State Direct Services, and
Emerging Communities will appear in the next table. All fields in this table are
populated by the GCMS. Review the amounts listed here and if you need to
modify service category totals, modify the associated contract(s) in the GCMS for
the subrecipients(s) providing the service. See the GCMS Manual for further
assistance.

Only RWHAP-funded contracts will be imported from the GCMS. RWHAP-
related funded services (program income and pharmaceutical rebates) as
well as contracts that only contain RWHAP-related funded services will
not populate in the PTR.

Only RWHAP-funded contracts will be imported from the GCMS. RWHAP-
related funded services (program income and pharmaceutical rebates) as
well as contracts that only contain RWHAP-related funded services will
not populate in the PTR.
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The core medical service category “AlDS Drug Assistance Program
Treatments” is no longer in use, except for consortia. For all other cases,
trying to add a funded amount in the GCMS for this category will result in
an error.

No funding amount should be entered in the Direct Services and
Emerging Communities columns for Home and Community Based Health
services, except for consortia. For all other cases, trying to add a funded
amount in the GCMS for this category will result in an error.

No funding amount should be entered in the Direct Services and
Emerging Communities columns for Health Insurance Premium and Cost
Sharing Assistance for Low-Income Individuals, except for consortia. For
all other cases, trying to add a funded amount in the GCMS for this
category will result in an error.

MAI Allocations by Program Component

Figure 23. HRSA HAB Web Application: Screenshot of the RWHAP PartB
MALI Allocations Table and Core Medical Services Waiver

MAl Allocations by Program Component

MAl Award
Percentage

MAI Award Amount

1. Education to incresse minority participation in | |

2.

ADAR

Cwireach to incresse minority participstion in | |

7

. Clinical Quality Managemsant | |

4

Recipiznt Flanning & Evaluation Activities | |

Recipiznt Adrministration | |

6. Total MAI Allocations

O Recipient received waiver for 75% core medical cervices requinement.

Cancel

1. Education to increase minority participation in ADAP: The amount of your
agency’s MAI funding that is allocated for education.

2. Outreach to increase minority participation in ADAP: The amount of your
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agency’s MAI funding that is allocated for outreach.

3. Clinical Quality Management: The amount of your agency’s MAI funding
that is allocated for quality management.

4. Recipient Planning & Evaluation Activities: The amount of your agency’s
MAI funding that is allocated for planning and evaluation.

5. Recipient Administration: The amount of your agency’s MAI funding that
is allocated for recipient administration.

Do not enter RWHAP Part B MAI funding into the Consolidated List of
Contracts (CLC). MAI funding information should manually be entered
into the MAI Allocations by Program Component section of the
Allocations Report.

Underneath the MAI Allocations Table there is an additional
checkbox that recipients can select if they have received a waiver for the
75 percent core medical services requirement.

S
T
T

Recipients will receive a validation message on their report if they do not
select the waiver checkbox and have not met the 75 percent core
medical services requirement based on their allocations entered.

STEP THREE: Once you have completed all editable fields, scroll to the bottom
of the page and select “Save.”

All editable fields must have a numerical value as a response. If you do
not allocate funding to a specific area, enter “0.”

Recipient Reporting Requirements: RWHAP Part B
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Validating and Submitting the RWHAP Part
B PTR

After you have completed all required sections of your report, the next step is to
validate it. The validation process looks for potential problems in the information
you entered and lets you review it before the PTR is sent to your project officer.

To validate your RWHAP Part B PTR, follow these steps.

STEP ONE: On the Navigation panel on the left of the screen, under the “Actions”
header, select “Validate.” A system message will appear indicating that you will
need to refresh the page after several minutes. Select “Validate” again or refresh
the page using your web browser. This will either display your validation results
or ask you to continue to wait while the PTR validation request continues to
process.

Figure 24. HRSA HAB Web Application: Screenshot of the Validation
Processing Page
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STEP TWO: Once the system displays your validation results, it will sort
validation problems into three categories: errors, warnings, and alerts.

e Errors must be corrected before submitting the PTR.

e Warnings should be addressed, if possible, to prevent your project
officer from returning the report to you. You are still able to submit your
report with warnings by adding a comment for each one that you
receive.

e Alerts are informational but you should still review and address them, if
necessary. You may submit the PTR with an alert.
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To add a comment to a warning, select “Add Comment” under the “Actions”
column to the right of the warning validation. A new window will appear for you
to enter your comment. When finished, select “Save” at the bottom of the text
box. In your comment, provide an explanation regarding the warning. The
comment does not change the information in your report.

Figure 25. HRSA HAB Web Application: Screenshot of the Validation
Results Page
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If you make changes to the information in your report, you must validate your
report again using the instructions on the previous page. Once you have
addressed all validation messages, as necessary, you are ready to submit your
report.

If you need help understanding or resolving a specific validation
message, contact Ryan White Data Support by phone at 1-888-
640-9356 or via email at RyanWhiteDataSupport@wrma.com.
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STEP THREE: On the Navigation panel, under the “Action” header, select
“Submit.” On the new page that appears, enter a comment in the comments text
box with any meaningful feedback you have related to your PTR submission. Read
and acknowledge the statement under the comment box by checking the box.
Select “Submit” at the bottom of the page.

Figure 26. HRSA HAB Web Application: Screenshot of the Submit Report
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Frequently Asked Questions

The service information data table in the Allocations Report is
empty, and | cannot edit the field. What do | do?

The information displayed in the Allocations Report’s service
tables is populated based on the contracts you entered into the
GCMS. Please refer to the Completing the Allocations Report for
the RWHAP Part B PTR section for more detailed information. If
you need assistance adding contracts, review the GCMS Manual
for further instructions.

There are no contracts listed on the CLC Report page. What do |
do?
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The information displayed on the CLC Report page is populated
based on the contracts you entered into the GCMS. If there are
no contracts listed in the CLC Report, you may have pending
changes that need to be sychronized or you may not have any
contracts entered that overlap your grant’s budget year.

Please refer to Reviewing the Consolidated List of Contracts for
the RWHAP Part B PTR for more information on reviewing and
synchronizing contract changes or the GCMS Manual for
assistance adding and modifying contracts.

How can | tell if my PTR was submitted?

The status of your report is listed in the status column in your
PTR Inbox as well as the status field of the report header. If your
report has been submitted, it will advance to “Review” status. It
will advance to “Submitted” status once it has been accepted by
your project officer and “Accepted” status once it has been
accepted by the project quality controller (PQC).

Can | edit my information after | submit?

No. Once your report has been submitted, you cannot edit your
report. However, you may ask your project officer or PQC to
return your report to you for changes.

How do | add a new organization to the Grantee Contract
Management System subrecipient directory?

Contact Ryan White Data Support by phone at 1-888-640-9356
or via email at RyanWhiteDataSupport@wrma. com to have the
organization added to the directory. In the email, be sure to
include the organization’s full name, complete street address,
Federal Employer Identification Number (EIN), DUNS number
,whether the organization is part of a real time electronic data
network, and the person of contact, their phone number, email
address, and title.

Are MAI funds captured within the GCMS or within the PTR?

For RWHAP Part B Programs, MAI funds allocated to
administration and client services are captured on the RWHAP
Part B Allocations Report. Do not enter MAI funding information
into contracts in the GCMS. See the Completing the Allocations
Report for the RWHAP Part B PTR section for details.
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Is my agency required to upload documents to complete the
PTR?

Yes, RWHAP Part B recipients must complete and upload the
required documents as listed in the RWHAP Part B PTR
Instructions document in the “File Upload” section of the PTR.
See the Uploading RWHAP Part B PTR Forms section for details.

How can we correct funding amounts within the report?

If your agency needs to make changes to amounts allocated to
administrative activities, update those amounts in the
Allocations Report section of your PTR. If your agency needs to
make changes to amounts allocated to client services, update
those amounts in the associated contract(s) in the GCMS. See the
GCMS Manual for moredetails.

The Allocations Report or CLC are not capturing my contracts
even though | have entered them in the GCMS. What do | do?

Information enteredinto the GCMS is not automatically pulled into
the Allocations Report or CLC once your agency’s PTR has been
opened. You will need to synchronize the changes that you have
made to your contracts with your report. See the Reviewing the
Consolidated List of Contracts for the RWHAP Part B PTR section
for details.

Should | complete a separate PTR/Allocations Report for each
of my RWHAP grants?

Yes. You must complete a separate PTR/Allocations Report for
every RWHAP grant you receive. Each RWHAP Part has its own
version of the PTR/Allocations Report.

My PTR says that it is “locked” and | cannot edit anything. What
does that mean?

Another user from your agency is accessing your report. If you
believe this is an error, contact Ryan White Data Support by
phone at 1-888-640-9356 or via email at
RyanWhiteDataSupport@wrma.com.

If my agency awards part of our grant to subrecipients, why is
our agency not marked as an administrative agent, fiscal
intermediary, or lead agency in the GCMS?
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As a recipient, your agency is expected to manage all RWHAP
funds. Management of RWHAP funds includes but is not limited
to selecting subrecipients, awarding contracts, providing clinical
quality management guidelines, and ensuring subrecipient
compliance with RWHAP policies. As a recipient, you may choose
to delegate some of your agency’s responsibilities. If your agency
does choose to delegate some responsibilities to a third party, this
entity would be classified as an administrative agent, fiscal
intermediary, or lead agency. See the Glossary for definitions of
these terms.

Do you enter contracts into the GCMS for RWHAP Part B
ADAP base funds?

No. RWHAP Part B ADAP funds are only entered into the
Allocations Report section of the PTR.

Are the contracts | entered into the GCMS also used for
other RWHAP reports?

Yes, this contract information is also used to populate 4 different
RWHAP reports. Those reports include the Ryan White HIV/AIDS
Program Services Report (RSR), the PTR/Allocations Report and
the accompanying CLC, The COVID-19 Data Report (CDR), and the
Ending the Epidemic (EHE) Triannual report. Please see the GCMS
Manual for more details.

Do | need to enter contracts funded through RWHAP-related
funding (program income and pharmaceutical rebates) in the
PTR?

Services funded through RWHAP-related funding (program
income and pharmaceutical rebates) need to be entered into
your contracts in the GCMS but are not pulled into the PTR. The
PTR only captures RWHAP funding. Services funded with RWHAP-
related funding will be reported in the RSR and it is required to
indicate what those services are when completing your PTR.
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Glossary

Administrative Agent: An entity that functions to assist the grant recipient,
consortium, or other planning body in carrying out administrative activities (e.g.,
disbursing program funds, developing reimbursement and accounting systems,
developing funding announcements, monitoring contracts).

Clinical Quality Management: The evaluation of clinical outcomes of clients who
participate with the Ryan White HIV/AIDS Program (RWHAP) receiving core
medical services and support services.

Consolidated List of Contracts (CLC): Summarizes each RWHAP-funded contract,
the contract amount, and the service(s) provided under the contract.

Consortia: Groups of providers, consumers, and others who perform a planning
and advisory function to regions or the entire state in determining needs and
planning for the delivery of essential health and support services for people with
HIV.

Emerging Community Funding: Funding distributed to the states or territories for
communities that report between 500 and 999 cumulative reported AIDS cases
over the most recent five years.

Fiscal Intermediary: An administrative agent that acts on the behalf of the
recipient to monitor the use of its RWHAP funds.

Recipient Administration (Administrative): Activities relating to routine grant
administration and monitoring activities, such as the development of applications
for RWHAP funds; the receipt and disbursal of program funds; the development
and establishment of reimbursement and accounting systems; the development
of a clinical quality management program; the preparation of routine
programmatic reports, financial reports, and compliance with grant conditions
and audit requirements; activities associated with the recipient contract award
procedures; activities carried out by the HIV health services planning council; the
development of requests for proposals; contract proposal review activities;
negotiation and awarding of contracts; monitoring of contracts through
telephone consultation; written documentation or onsite visits; reporting on
contracts; and funding reallocation activities.

Grantee Contract Management System (GCMS): A data-storage system that
allows recipients to enter and maintain RWHAP subrecipient contracts.

Lead Agency: An organization that provides fiscal and administrative
management, monitoring, and oversight to HIV providers of direct RWHAP
services on behalf of a RWHAP recipient or consortia with which it has contracted.
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Minority AIDS Initiative (MAI): A national Health and Human Services (HHS)
initiative that provides special resources to reduce the spread of HIV/AIDS and
improve health outcomes for people with HIV/AIDS within communities of color.
MAI was enacted to address the disproportionate impact of the disease on such
communities. Formerly referred to as the Congressional Black Caucus Initiative
because of that body’s leadership in its development.

Notice of Award (NoA): An official document from Health Resources Services
Administration (HRSA), HIV/AIDS Bureau (HAB), stating an agency’s RWHAP
funding amount and funding terms and conditions.

Provider: The agency that provides direct services to clients (and their families).
A provider may receive funds as a grant recipient (such as under Parts C and D) or
through a contractual relationship with a grant recipient funded directly by
HRSA’s RWHAP. Also see “subrecipient.”

Recipient: An organization receiving financial assistance directly from an HHS-
awarding agency to carry out a project or program. A recipient also may be a
recipient-provider if it provides direct services in addition to administering its
grant. Recipient of record (or recipient) replaces the term “Grantee of record.”

RWHAP-related funding (program income and pharmaceutical rebates):
Program income means gross income earned by the non-federal entity that is
directly generated by a supported activity or earned as a result of the federal
award during the period of performance except as provided on 45 CFR §75.307(f).
See PCN 15-03 (Clarifications Regarding the Ryan White HIV/AIDS Program and
Program Income) and PCN 15-04 (Utilization and Reporting of Pharmaceutical
Rebates) for additional information.

Subrecipient: The legal entity that receives RWHAP funds from a recipient and is
accountable to the recipient for the use of the funds. Subrecipients may provide
direct client services or administrative services directly to a recipient.

Synchronization: The process of incorporating changes made in the GCMS into
the report being updated: the RSR, PTR, or Allocations Report.

Validation: A system-administered check that reviews all data entered into the
PTR/ Allocations Report for consistency with RWHAP guidelines.
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