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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. We’ll then look at
the new CARES Act Expenditures Report before closing out the presentation by reviewing the TA
resources available to assist you.
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Expenditures Report Manuals

Available here on the
TargetHIV website

Available here 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 manuals for
these reports which will be available soon on the TargetHIV website. We have the RWHAP
Expenditures Report Manual which is available now on the TargetHIV website. That manual will cover
the Expenditures Report for both RWHAP Part C and D. Additionally, we have the CARES Act
Expenditures Report Manual available on the TargetHIV website. That one will cover the RWHAP Part
C and D CARES Act Expenditures Reports, and these manuals together will cover all of the information
that I’ll present here today.
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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 Allocations
Report
• Recipients will enter their expenditures data
directly into the system, validate, and submit
the report for project officer review
• Recipients will complete a separate
Expenditures Report for each grant received
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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 Allocations Report, 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 Allocations Report)
before you submit your report to your project officer for review.
And I’m sure this goes without saying, recipients will complete a separate Expenditures Report for
each grant you receive. So, for example if your organization has a Part C and a Part D grant, you
complete a separate report for each of those. The same thing for the CARES Act report, each one of
those CARES Act grants you received, you’ll complete a separate report.
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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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EHBs Home Page
So, as I mentioned previously the Expenditures Report system is very similar to the Allocations Report
system so these steps will largely be the same as those presented by Chris earlier in the presentation
for getting to that report. We’ll start at the EHBs Home page which you will see after logging into
your EHBs account. Start by hovering over the Grants tab at the top of the page.
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Grants Drop‐Down Menu
And then going down to “Work on Other Submissions.”
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Submissions‐All Page
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 RWHAP Part C
and D and CARES Act Part C and D. They’ll all be located in this list. In our example, this organization
received all four of those grants, so we see they have four different Expenditures Reports that have
to be completed.
If you need assistance finding your report in this list, gaining access to the report, or adding a grant to
your account, contact the EHBs Customer Support Center for assistance. We’ll show some contact
information for them at the end of the presentation.
Moving on, we’ll just select one of the reports here and continue with the presentation.
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Expenditures Report Inbox
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 RWHAP
Expenditures Report
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So, let’s move on now to completing the Expenditures Report.
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Opening the Expenditures Report
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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Recipient Information
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.
As I’m sure many of you have seen the DUNS number field is being updated to the new Unique Entity
Identifier or UEI. The EHBs are being incrementally updated to change all DUNS number fields to UEI
fields and to update the associated processes. Please note, you do not need to take any action and
the UEI will be automatically created by SAM.gov and will be imported into the EHBs for all actively
registered organizations.
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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File Upload
This section functions the same as it does for the Allocations Report 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 any of the Expenditures
Reports we’re reviewing today (C, D, or CARES Act C or D). But if for some reason your project officer
requests any 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 by selecting
“Expenditures Report” in the Navigation panel.
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RWHAP Part C Expenditures Report: Award Information and Program Total

So, here is the Expenditures Report. This is the Part C report and in a second, I’ll show the Part D one
as well. All the data entry is done directly on this page in these tables. The Expenditures Report is
setup in much the same way as it was previously, 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 C and Part C carryover
award amounts.
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 prior year carryover on the left and then the reporting year on the right.
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RWHAP Part C Expenditures Report: Core Medical and Support Services

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 with carryover in the
left column and the reporting year in the right column.
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RWHAP Part C Expenditures Report: Legislative Requirements Checklist

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, reasonable
clinical quality management expenses, and 10% admin requirements. These will all calculate once you
have entered your expenditures data and saved the page. You can make sure you’re in compliance
with these requirements using this checklist.
Once you have entered your data, make sure to click “Save” at the bottom right of the page. Once
that is done, you’re ready to validate and submit your report. But before we do that, let’s take a look
at the Part D Expenditures Report.
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RWHAP Part D Expenditures Report: Award Information and Program Total

So, here’s the Part D Expenditures Report section. Again, this is a separate report so back in your
EHBs list of submissions if you receive both a Part C and a Part D grant, then you’ll have separate Part
C and Part D Expenditures Reports.
It’s a very similar to the Part C report. Again, a section at the top here for the total award amounts,
Part D and Part D carryover.
Moving down a table for CQM and admin with the addition of indirect costs for Part D, split between
carryover and reporting FY.
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RWHAP Part D Expenditures Report: Award Information and Program Total

And further down again a table for services. The only difference you’ll notice here is that Early
Intervention Services is blocked out since that service category is not allowable for Part D.
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RWHAP Part D Expenditures Report: Award Information and Program Total

And then the last section again the legislative requirements checklist where you can check that you
are in compliance with the programmatic requirements. For this report specifically there is one for
clinical quality management expenditures to check if they’re reasonable and the 10% administration
limit.
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Validating the Expenditures Report
So, let’s scroll back up again and we’ll go over the last steps of validating and submitting. To do that,
start by clicking Validate over here in the Navigation panel on the left side of the screen.
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Validation Processing Page
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.
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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Validation Results Page
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
Allocations Report 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 under the Action column to the right 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 for warnings or alerts to prevent your
project officer from having to return your report back to you for changes.
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Validation Congratulations Message
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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Submit Report
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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Report Submitted Successfully
And once you’ve done that, you’ll see this green success message letting you know your report was
submitted.
So that is how you will submit the Expenditures Report in the new system. There are two additional
reports we still need to go over, the CARES Act Part C and Part D Expenditures Reports.
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CARES Act Expenditures Report
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Let’s take a look at how you all will submit those reports.
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CARES Act Expenditures Report Basics
• Located in same part of the EHBs as the
RWHAP Expenditures Report
• Deadline for FY 2020 CARES Act Expenditures
Report was extended to July 30,2021
• This due date does not apply to recipients
who received no‐cost extensions
• Expenditures Reports for these recipients will
be due 90 days after the end of the extended
budget period
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The CARES Act Expenditures Report is located in the same part of the system as the regular RWHAP
Expenditures Reports which you’ll recall from earlier in the presentation when we were reviewing
how to access the Expenditures system. The CARES Act reports are submitted the exact same way as
the regular RWHAP Expenditures Reports as well, so you can follow the instructions from the
previous section of the presentation to complete these reports.
The deadline for the 2020 CARES Act Expenditures Report was originally June 30 but HAB has
extended the deadline to July 30, 2021. Many of though may have received a no‐cost extension for
your CARES Act award. If you received a no‐cost extension, then your CARES Act Expenditures Report
will be due 90 days after the end of the extended budget period.
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CARES Act Funded Services
• Recipients will follow the same guidelines for
services as they did for their CARES Act
contracts in the Grantee Contract
Management System (GCMS)
• For General COVID‐19 RWHAP Activities (e.g.,
PPE, cleaning supplies), recipients should
select the category that best aligns with their
program’s services
• Examples of CARES Act Supplemental
Funding Uses and RWHAP Service Categories
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Now, recipients were able to utilize their CARES Act funding for some activities they didn’t normally
invest in like cleaning supplies, PPE, or telehealth platforms and technology. For those services, you’ll
follow the same guidelines that you did when entering your contracts in the GCMS for the COVID‐19
Data Report (or CDR).
Enter funding for those services under the service category that best aligns with your program’s
services. So, for example, if you purchased PPE that was utilized by your case managers during a case
management visit, you’ll enter that funding under the applicable case management service category
(non‐medical or medical).
It has been a while since you all have had to enter those CARES Act contracts though, so if you need a
refresher, HAB issued guidance on allocating CARES Act funding to the various RWHAP service
categories as described in PCN 16‐02. We recommend recipients refer to this guide on examples of
CARES Act funding uses and RWHAP service categories in the course of determining which expenses
fall under which service category. This information can be found on HAB’s COVID‐19 technical
assistance website.
With that, let’s take a look at the CARES Act reports.
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RWHAP Part C CARES Act Expenditures Report: Award Information and Program
Total

I’m just going to focus on the actual Expenditures Report section of each report here, starting with
the Part C CARES Act report. Again, the reports are completed the exact same way that we presented
earlier for the regular RWHAP Part C and D reports. Accessing the system, completing the report,
validating and submitting are all the same. We’ll just look at this section since this is the only place
where these reports differ.
The CARES Act reports are a bit simpler since you don’t have to worry about carryover here. For the
award amount at the top, you just have the one field for your total Part C CARES Act award amount.
And again, we have a table for CQM and admin with just the one column for your award amount.
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RWHAP Part C CARES Act Expenditures Report: Core Medical and Support
Services

Moving further down, the same table for core medical and support services with just the one column
again as well. Once you have entered your values for each field, again click “Save” down on the
bottom right side of the page.
Let’s move on and look at the Part D CARES Act report.
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RWHAP Part D CARES Act Expenditures Report: Award Information and Program
Total

The Part D CARES Act report will look very similar. Again, just the one field for your total award
amount at the top and a table for CQM, admin, and indirect costs with the one column for your
award amount.
And then the table for core medical and support services with the single column. Just like the RWHAP
Part D report, EIS is blocked out as well.
That brings us to end of our instructions for the Expenditures Report. We’ll go over some TA
resources next but if you have any questions on the information presented here, feel free to chime in
during the Q&A at the end.
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RWHAP Part D CARES Act Expenditures Report: Core Medical and Support
Services

The Part D CARES Act report will look very similar. Again, just the one field for your total award
amount at the top and a table for CQM, admin, and indirect costs with the one column for your
award amount.
And then the table for core medical and support services with the single column. Just like the RWHAP
Part D report, EIS is blocked out as well.
That brings us to end of our instructions for the Expenditures Report. We’ll go over some TA
resources next but if you have any questions on the information presented here, feel free to chime in
during the Q&A at the end.
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Online Resources

TargetHIV Website

HRSA HAB Website

• PTR/Allocations Report Manual
• GCMS Manual
• RWHAP Expenditures Report Manual
• CARES Act Expenditures Report Manual

• PCN #16‐02
• Examples of CARES Act Supplemental Funding
Uses and RWHAP Service Categories
• CARES Act Funding for RWHAP Recipients
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Here again are those links for the RWHAP and CARES Act Expenditures Manuals as well as the
TargetHIV website which contains a ton of additional resources on the RWHAP and data reporting.
We also have the PTR/Allocations Report and GCMS Manuals that Chris mentioned earlier in the
presentation also available on the TargetHIV website.
In addition to that, there’s also a link for the HRSA HAB website as well as PCN #16‐02 which we
didn’t really go over today during the presentation, but that document houses the definitions for all
the various core medical and support service categories and is the best resource if you have
questions about those definitions. We also again have that helpful resource on the HAB website for
examples of CARES Act funding uses and the RWHAP service categories as well as the main page on
the HAB website dedicated to the CARES Act awards.

33

TA Resources
• Ryan White Data Support
o
o

888‐640‐9356
RyanWhiteDataSupport@wrma.com

• EHBs Customer Support Center
o
o

877‐464‐4772
Online TA Request
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Here is our contact information at Data Support if you run into any issues working on any of these
reports that we’ve presented here today. And here also is contact information for the EHBs Customer
Support Center if you have any issues with your login or EHBs access and permissions.
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Connect with HRSA
To learn more about our agency,
visit
www.HRSA.gov
Sign up for the HRSA eNews
FOLLOW US:
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Finally, to connect with and find out more about HRSA, check out HRSA.gov.
I’d like to take a moment thank everyone for joining us on today’s presentation and I will now turn it
back over to [?] for our second Q&A portion.
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Questions?
Please use the “raise hand”
function to speak. We will
unmute you in the order that
you appear.
OR
Type your question in the
question box.
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