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Welcome to the webcast about using the Electronic Handbooks or EHBs for RSR reporting.
My name is Ellie Coombs and | am part of the DISQ Team, one of the TA providers

responsible for the RSR and the ADR. This webinar will introduce the Electronic Handbooks
(EHBs) and is intended for direct recipients of Ryan White funding. If you are a subrecipient

or service provider and have a question about the EHBs, please contact the EHBs Customer
Support Center for assistance.
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Today’s webinar will be presented by Moses Perrone, who organizes and coordinates EHBs
training with HRSA’s OIT (Office of Information Technology).

Before | turn it over to Moses, | want to remind you that at any time during the
presentation, you’ll be able to send us questions using the “Q&A” function on your control
panel at the bottom of your screen. We'll address all questions in the live Q&A session at
the end of the webinar.

Throughout the presentation, Moses will reference some resources that we think are
important. To help you keep track of these and make sure you have access to them
immediately, my colleague Ruchi is going to chat out the link to a document right now
that includes the locations of all the resources mentioned in today’s webinar.



AGENDA

e Learning Objectives

* EHBs Overview

* New User Registration

e Grant Level Registration

* Accessing the Ryan White Services Report (RSR)
* Resources

* Questions
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Hello, everyone! During today’s webinar we will cover:

Learning Objectives,
Provide an EHBs Overview,
Discuss New User Registration and Grant Level Registration.

We will then review the steps for accessing the RSR, provide available resources, and take
any questions you have.



LEARNING OBIJECTIVES

Participants will be able to:

 Understand the EHBs and the information
contained within

 Understand the roles within EHBs needed to
access the RSR

» Validate account as Project Director or request
access needed to access the RSR
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After todays session, participants should be able to:

1. Understand the EHBs and the information contained within it

2. Understand the roles needed in the EHBs that allow access to the RSR

3. And either validate their EHBs account as a Project Director or request the privileges
needed to access the RSR



EHBs OVERVIEW
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And now, a quick overview of the EHBs...




WHAT ARE THE EHBs?

* The HRSA Electronic Handbooks (EHBs) is the grants
and program management system used by HRSA and
its recipients

* Available on the internet — https://grants.hrsa.gov (use
the “applicant/grantee” option)

* Allow authorized individuals within an organization to
view, edit, or submit grant-related information
electronically

* Facilitate HRSA monitoring and oversight of programs

What are the EHBs?

The HRSA Electronic Handbooks — the EHBs - is the grants and program management
system used by HRSA and its Recipients. It is a web-based application, which is available on
the internet at grants.hrsa.gov. After navigating to this page, recipients should select the
“Applicant/Grantee” option to be directed to the correct login page. Once logged in, the
EHBs allows authorized individuals within an organization the privileges to view, edit, or
submit grant-related information electronically. It also is used by HRSA staff to receive and
process those items, so it facilitates HRSAs monitoring and oversight of programs.



RECIPIENT TASKS AND ACTIVITIES AVAILABLE IN EHBs

* Submission of grant-related requirements
= Conditions of Award
= Reporting Requirements
> RSR (Ryan White Services Report)
> ADR (ADAP Data Report)
= Noncompeting Continuation Progress Reports

* Grant Change Requests (a type of Prior Approval request)

* Management of contact information and authorized users
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Here are some Recipient tasks and activities that are available in the EHBs:

Recipients use the EHBs to submit grant-related requirements such as Conditions of Award,
Reporting Requirements (like the RSR and ADR), and Noncompeting Continuation Progress
Reports. They can also submit Grant Change Requests, which is a type of Prior Approval
request, and Manage grant contact information and user access and privileges.



RECIPIENT TASKS AND ACTIVITIES NOT AVAILABLE IN THE EHBs
Competing Application Submission www.grants.gov
Draw down of federal funds www.dpm.psc.gov
Submission of Quarterly Federal Financial www.dpm.psc.gov
Report (FFR) to the Payment Management
System PMS
Changes to Organization Information WWW.Sam.gov

Some recipient tasks and activities that are NOT available in the EHBs are: competing
application submissions, draw down of federal funds, submission of quarterly federal
financial reports (FFRs) — to the Payment Management System (PMS), or changes to
organization information. For those items, please go to the location listed in the chart.



EHBs AND THE RSR

* Recipients, including those who are also providers
should use the EHBs to access their RSR Report(s).

* Provider Only Organizations will also access the RSR
through the EHBs

= This change was implemented in Fall 2020 and
there are no new changes.

= RSR In Focus: How to Access the RSR Provider
Report through the EHBs

ealh Resoutes & Senies Adhirissatc

Recipients, including those who are also providers, will use the EHBs to access their RSR
Recipient and Provider Reports.

However this webinar deals with Recipients and the content from here does not apply to
Providers.



EHBs SYSTEM REQUIREMENTS — TEST YOUR SETTINGS

N [

06/29/2021 - What's New Zoom Screensharing Service
Username

As of June 25th, the EHBs Adobe Connect Screen Sharing feature has been updated to a more user

Password friendly and modern Zoom screensharing service. This will allow for HRSA staff, includ.. Learn More

Forgot Password? .
06/11/2021 - What's New Go Live Grantee Message
L ST==
HRSA's Electronic Handbooks (EHBs) has been updated to support the transition to the new Unique
Entity Identifier (UEI...Leam More
Click here to get started View All
Learn About Other Links
Contact Us
Grant Program £ | - BrowserRequirements |
Time: 700 a.m. lo 8:00 p.m. Eastern Time (ET) ' -
Monday through Friday +) Free Clinic Program [ Funding Opportunities )
) Track Grant Application
Phone:  877-God-HRSA/BTT-464-4772 FQHC-LAL Program [ o
Help 2
Link to contact us:  click here
Other EHBs Portals
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Now, let’s take a look at how to make sure your browser is set up to allow you to experience the
full functionality of the EHBs.

This is a screen shot of the login page for the EHBs. Towards the lower right corner of the screen,
find the Browser Requirements link, shown here in the red box.

Click this link to verify that your computer’s settings meet the EHBs requirements.

When you click this link, a very quick test will be done, takes just a few seconds, and the resulting
screen will show you how your computer settings compare to the minimum and recommended
settings for the EHBs. It also informs you whether or not any items need addressing on that
computer in order for you to experience the full functionality of the EHBs without any issues related
to your browser or browser settings. Some of the Browser Requirements include having Internet
Explorer 8.0 or greater, and allowing pop-ups.

A couple important notes:

1. In large organizations, browser settings may not be changeable by reqular users. Please check
your settings early and have your system administrator review and make changes if needed.

2. It has been reported that Internet Explorer will not be supported after June 2022 and will be
replaced by Microsoft Edge. There has also been success reported in using Google Chrome.
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NEW USER REGISTRATION

@ HRSA

Fealth Resourtes & Senioes Admiistiaion

Now | will provide an overview of the registration process for New Users.
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EHBs REGISTRATION

All members of the recipient organization who are responsible for viewing,

editing or submitting grant-related information must register in the HRSA
EHBs

If you have registered before, you do not have to register again.
= Click “Create an Account” if you are not sure

& Existing Users

Username
(Email)

Password

Forgot Password?

Create an Account I

+ Click here to get started ©

Fealth Resourtes & Senioes Admiistiaion

All members of the recipient organization who are responsible for viewing, editing or
submitting grant-related information must register in the HRSA EHBs.
If you have previously created an EHBs account, you do not have to register again.

If you are not sure if you have previously registered, Click the “Create an Account” button
on the login screen, shown here, outlined in red.
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NEW USER REGISTRATION SCREEN (Part 1)

Options are available to guide you through the registration process or locating
your username.

® Use the first option, “l am Not Sure! Check if | have an account”, if you may
have registered in the EHBs in the past.

You are here:

“IRegistration - Have an EHBs Account?

I have never had an account.

I am Not Sure! Check if | have an account

I have never had an account: Create an Account

I have an account and...
| created an account but it is registered with another organization: Associate the same account with a new organization
| created an account but did not complete my registration: Complete Registration

I have an account, but...

| forgot my username: Reach HRSA Contact Center to get your username

| forgot my password: Reset Password

@ My account is disabled: Reach HRSA Contact Center to reactivate your account HRSA

Fealth Resourtes & Senioes Admiistiaion

When you click “Create an Account” you’ll go to a screen where several options are
available to guide you through the registration process, or to help you in locating your
username if you’ve registered before.

Use the first option, “I am Not Sure! Check if | have an account” If you may have registered
in the EHBs in the past.



NEW USER REGISTRATION SCREEN (Part 2)

® Use the second option “I have never had an account: Create an Account” if
you have never registered for an EHBs account before.

You are here:

© Registration - Have an EHBs Account?

| have never had an account.

| am Not Surel Check if | have an account

| have never had an account: Create an Account

| have an account and...
| created an account but it is registered with another organization: Associate the same account with a new organization

| created an account but did not complete my registration: Complete Registration

| have an account, but...
| forgot my username: Reach HRSA Contact Center to get your username
| forgot my password: Reset Password

My account is disabled: Reach HRSA Contact Center to reactivate your account

S —

Use the second option “I have never had an account: Create an Account” ONLY if you are
positive you have never had an account before.




NEW USER REGISTRATION SCREEN (Part 3)

® Use one of the additional options if you definitely have an account and one of
the specific scenarios applies to you.

You are here:
1 Registration - Have an EHBs Account?
| have never had an account.

| am Not Surel Check if | have an account

| have never had an account: Create an Account

| have an account and...

| created an account but it is registered with another organization: Associate the same account with a new organization

| created an account but did not complete my registration: Complete Registration

| have an account, but...
| forgot my username: Reach HRSA Contact Center to get your username

| forgot my password: Reset Password

s/g My account is disabled: Reach HRSA Contact Center to reactivate your account HRSA

ealh Resources & Senioes A

Use one of the additional options only if one of those specific scenarios applies to you.
Most of you here will probably benefit from using the first option | mentioned— the “l am
Not Sure! Check if | have an account” option.




FORGOT PASSWORD?

* If you have forgotten your username, password or your account is disabled,
please use the following options listed under the I have an account, but....

You are here:
7 Registration - Have an EHBs Account?
I have never had an account.

I am Not Surel Check if | have an account

| have never had an account: Create an Account

I have an account and...
| created an account but it is registered with another organization: Associate the same account with a new organization

| created an account but did not complete my registration: Complete Registration

| have an account, but...
| forgot my username: Reach HRSA Contact Center to get your username

| forgot my password: Reset Password

My account is disabled: Reach HRSA Contact Center to reactivate your account

& HESA
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If you have forgotten your username, password or your account is disabled, please use the
follow options that are outlined in red.

“I forgot my username:” will provide you with the HRSA Customer Support contact
information to call and obtain your username.

“I forgot my password:” will provide you with the HRSA Customer Support information
for you to call and have your password reset or you can click the reset password button
to obtain a new password.

“My account is disabled:” will provide you with the HRSA Customer Support contact
information to call and reactivate your EHBs account.
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REGISTRATION STEP 1: CREATE AN ACCOUNT

® Complete registration form with your information

°

-~

Registration Status =
. 9
Create Account

Fields with * are required
User Information
* First Name

Middle Initial

* Last Name

* Username @ Check Availability

* password &
Minimum number of characters is 8
* Retype Password
* Security Question &) Choose Option E|

* Security Answer

Contact Information

£ { * Email Address (username@domain.com) HRSA

Jeath Resources & Senices Adminsiration

Now, we’ll look at what happens if you DO need to register.
Registration is a 3-step process.
Step 1 is to create an account by filling out the fields in the forms shown on the screen.

In this step, you will create your own username and password, and provide contact
information.

Please note that your username should exactly match the email address associated
to the account.

17



STEP 2: ASSOCIATE ACCOUNT TO ORGANIZATION

® Search using Grant Number to ensure you add your account to the correct
instance of the organization

(
o

Registration Stati _
legistration Status 9

Create Account Associate Account to Organization
Iwould like to search for the organization by:
Organization Parameters

<% DUNS Number ()

% Organization Information (&)

Grant Parameters

7% PIN from PMS &)

@ FQHC-LAL Parameters HRSA

fealh Resources & Senioes Adminisiiaion

Step 2 is to associate this account to your organization.

Choose the Grant Number option, shown here outlined in red, to search for your
organization in order to ensure that your account is correctly added to the organization
associated to your grant.

If you don’t know your organization’s grant number, you can search by using the DUNS
number associated to your organization. You may also search using your organization’s
information like the organization name, state, city or zip code.

Note: The DUNS number previously used in the past is set to transition to the UEI (Unique
Entity Identifier) April of next year.

Check the GSA Web Site for details. You can find the direct link to this at the top of
the homepage. We’ll take a look at it later.

18



STEP 2: ORGANIZATIONS LIST

® Searching using Organization Name may result in multiple results.
® Click side arrow to view more information.
Lk Organizations - List

Note(s):

uwil need o create it in CCR/SAM ¢ a0

Lo

suns i

anization(s) maiching e search crileria you entered were found in EHBs as displayed below. I your organization is not sted here, click e Search option and enter a different sear:

, Search Criteria: Organizaion Name like: University of Marytand

K 41> B Pagesar 15 ~ Go 138 1509
QOrganization Name Cay State CRS-EM oUNS Optoas
v v v v v
C)ensmcr — .
» < uo 7 R -
» F E MD 1 -
» Mo 1 -

b { Azalh Resourtes & Sendoes Administation

If you search for your organization using criteria other than the grant number, you might
see multiple search results listed. Click the side arrow, shown here with red outline, to
view additional information about the organizations listed to make sure you register to the
correct one.



STEP 2: ORGANIZATIONS LIST (Cont.)

® Click Register to add the organization to your account. You can add additional
organizations to your account later, if necessary.

You are here: Home » Organizabons » = -
ik Organizations - List

Note(s):

1 P: ] Co 12 1
Organization Name Caty State CRS-EM DUNS Option:
Registered AO: Grants funged.

Location Address: 7 Other Programs: Hot Avadable

X_/g ] REECOE] - HRSA

Health Resources & Servioes Adminisiration

Once you have verified your organization information, Click “Register”, shown here with a
red outline, to add the organization to your account.



STEP 3: CHOOSE YOUR ORGANIZATION ROLE

* The organization role can be changed later, if necessary. This is your role at the
Organization Level. Most users are “Other Employee.”

* The role selected here is not important for accessing the RSR

Y
Registration Status
egistral aty * 2y

o

B You are registering as: Jillian Gregory (gregonyil

» You are registering to: UNIVERSITY ]

Fields with ® are required

‘Choose a role from the loliowing that best describes your in the HRSA process

Save and Continue

HRSA

Health Resources 8 Senvices Adminisrabon

Next, choose your role within the organization — that is -- your role at the Organization
Level. Your organization role can be changed later, if necessary. Most users are “Other
Employees” and should select that option when selecting their role.

Please note that the role selected here does not determine your access to the RSR
specifically. That access will be addressed in the next few slides.

We recommend that if you are a new user, you register now to avoid any delays in your RSR
submission later in the process.

21



EHBs HOME PAGE

* When you first log in to the EHBs, you will not have access to
organization information or tasks assigned as shown, until account is
validated by Adding Grant to Portfolio

4 #RSA| Electronic Handbooks

@ = s HIRSA

Heath Senices Administation

This is a screen shot of the EHBs landing page, or home page, the screen you see when you
first log in each time. The very first time you log in to the EHBs, you will not have access to
organization information, and you will not until your account is validated by Adding your
Grant to your Portfolio, which we will discuss next. So, until that is done, when you log in,
you will see you have no tasks assigned to you.

A Help section, Smart Assist section, and Favorites section are also displayed on the home
page.

22



GRANT LEVEL REGISTRATION

« HRSA

Fealth Resourtes & Senioes Admiistiaion

Now, let’s walk through the Grant-level registration process.

23



GRANTS TAB

* The Grants Tab will display all grants for which you have access.

Click “Add Grant to Portfolio” if you do not see the grant you are
looking for in the list of Grants.

Browse | Funding Oppoftunities | Guide Me

You are here: Home » Grants » Browse

My Grant Portfolio - List

© Add Grant To Portfolio

My Grant Portfolio (0) My Grant Access Requests (0)

] Detalled View | JE3Search | [l Saved Searches

K a[1]» M Pagesize: 15 ~ Go 0 tems in 1 page(s
Current Last
Grant

Current

Project Award
Mooy Ofaanization Name o CRS.EN GrantRole  GrantActive "' Options

Date Date

v v = v| (A -lfw] [ ~|x =

v v
There are no grants to be displayed

K 4 [1]» M pagesue 15 - Go Oitems in 4 p

Acceptable Use Foicy | Accessbity | Viewers And Piayers | C:

HRSA

Heath Resources § Senvies Administrabor

When you're logged into the EHBs, you will see several tabs at the top left of your screen.

The Grants tab will take you to a list of all grants for which you have already been given
access.

The Grant or Grants for which you need to work on the RSR, should be listed in the Grants
tab. If the grant you are looking for is NOT in the grants list, click the “Add Grant to
Portfolio” button, shown here with red outline. That will allow you to search for the grant
and add it to your portfolio so that it will appear on this screen going forward.



EHBs ROLES-GRANT LEVEL

* Inthe context of the RSR, you are either the Project
Director or Other

* Register as Project Director
= There is only one project director allowed for each grant

=  Name must match name listed on the most recent Notice of Award
(NoA)

= Need CRSEIN and Award Issue Date to Register
= Will have access to all non-financial reports once validated

=  Manage access and privileges for other users

* Request Access (everyone else)

= Any other members of the organization who will need to view, edit or
submit the RSR to HRSA should choose this option

Health Resources & Senices Admiristration

Before we look at the “Add Grant to Portfolio” screen, let’s look at the EHBs’ roles at the Grant
level.

In the context of the RSR, you are either the Project Director or Other Employee.

Here’s what you need to know about Registering as the Project Director:
There is only one project director allowed for each grant
The name must match the name listed on the most recent Notice of Award (NoA)
You need the CRSEIN and Award Issue Date to Register
Once validated, you will have access to all non-financial reports
You will be automatically authorized to Manage grant access and privileges for- other
users

The Request Access option is for Everyone Else who is NOT a project director.
So, any other members of the organization who will need to view, edit or submit the RSR
to HRSA should choose this option

25



ADD GRANT TO PORTFOLIO

® Select your role for the grant

S #HRSA | Electronic Handbooks = a ® @ Lot

# | Tasks | Organizations [eICIGM Free Clinics | FQHC-LALs | Resources

You are here: Home » Grants » Browse
2 Add Grant To Portfolio

Fields with * are required
* Select Registration Option

O Register as Project Director (PD) - | am a project director for a grant
O Register as Financial Reporting Administrator (FRA) - | am the official responsible: for approving/submitting Financial Grant Reporting for my organization
O Request Grant Access - | support grant reporting: Progress Reports, Performance Reports, Financial Reports, Noncompeting Applications and others,

Return To Portfolio

Now, here is the Add Grant to Portfolio screen, the page that results when you click the
“Add Grant to Portfolio” button we looked at two slides ago. Here, you will select your role
for the grant. Remember that most of you will either use the first option, Project Director,
or third option, Request Grant Access.

26



GRANT LEVEL PRIVILEGES - RSR

The RSR is a Performance Report. You will need Performance Report privileges

to access the RSR. The Project Director will automatically have privileges to the
RSR once the grant has been added to the portfolio, everyone else will need to
be given privileges by the Project Director or other user with “Administer Grant
Users” privileges for the Grant.

= Grant Access - Request

Note(s):
‘Your request to access the following gran(s) will be approved by the respective grant Project Director (PD). The Financial Reporting access request will be approved by the Financial Reporting Administrator (FRA)
» Grant Group (1)
Fields with + are required
Enter Your Comments

1 page ® (Max 2000 Characters without spaces): 2000 Characters left.

* Comments
Financial Privileges CISubmit Financial Reports [Create/Edit Financial Reporls
(will be approved by grant FRA) DView Financial Reports CJAdminister Financial Reports
DView Awards CIPrior Approval Request [OProgram Specific
Other Grant Privileges DOlPerformance Reports OlProgress Reports
(will be approved by grant PD)
CNoncompeting Continuations [JOther Submissions
+ Notification ENotify Project Director/Financial Reporting Administrator of your request to add this grant to your portfolio.

W HRSA
o0

fealh Resources & Senioes Ad

The RSR is a Performance Report.
So, you will need Performance Report privileges to access the RSR.

The Project Director will automatically have privileges to the RSR once the grant has been
added to the portfolio. Everyone else will need to be given privileges, either by the Project
Director or another user who has the “Administer Grant Users” privilege for the Grant.

This screen shot shows the “Other Grant Privileges” section and how the checkbox
(outlined in red) can either be checked or not checked to allow this privilege . If it is
checked, that person has privileges and can give others privileges as well. If it is not
checked, that person cannot make adjustments to the privileges of other users.



GRANT LEVEL PRIVILEGES — ADMINISTER GRANT USERS

* The Project Director should approve “Administer Grant User” privilege for at least one delegate to

approve privileges for other users. Anyone with Administer Grant User privileges for a grant can approve
and manage user privileges.

¢ HRSAtube video: How to Change your Project Director
* Contact the HRSA EHBs Customer Support Center at 1-877-464-4772

Grant View Create / Edit Submit Administer Access.

Grant O

Grant Users O

Awards O

Requests

Prior Approval Request O O O

Submissions

Financial Reports O ] O O

Performance Reports O ] O

Progress Reporis O ] O

Noncempeting Continuations Reports O O O

Other Submissions O m} [}
5 { Cancel
‘g (== HRSA

Health Resources & Senices Admnisiaton

The Project Director should approve the “Administer Grant User” privilege for at least one
delegate to approve privileges for other users. Remember, anyone with Administer Grant
User privileges for a grant can approve and manage other users’ privileges.

Please make sure you know who is authorized to Administer Grant User privileges. DO NOT
WAIT until March to find out that your Project Director has changed and you’re left with no
one having the Administer Grant Users role.

You can learn how to change your project director by going to the link displayed.

The project director is listed on the Notice of Award. Any change to the project director
needs to be noted on the Notice of Award. The organization may submit a prior approval
request in the EHBs to make this request. You can learn how to do this on the link
displayed or contact the EHBs Customer Support Center at 1-877-464-4772.
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VERIFY YOUR PRIVILEGES

* To verify that you have the privileges to access the RSR, check to see if you
have privileges for performance reports for the grant.

<f*HRSA | Electronic Handbooks

#  Tosks  Organizations [RELTUCHY Free Clinics  FOHC-LALs  Resources

You are hars: Home » Grants » Browse

ows
My Grant Portfolio - List
O Add Grant To Portfolio

My Gram Porota 1) | My Ot Access geass )

+(1]> n Pagasize 15 - Go

Grant Number Organization Name

Acceptable Lise Polcy | Accessiity | Viewers And Flayers | Contact Us
Last Login: D207 909,00 AM ET

Delased View | /6 Search | i Saved Searches «

Current

Cusment Project Grant
Budger  EumentProject CRSEN  GrantRole

o ¢ Al TV Al T W

T02017 "
e terzezoie PO Yes
oBo2017 o1
b 0a312018 Other Yes

HRSA

fealth Resources & Senvoes Adminishaion

To verify that you have the privileges to access the RSR, check to see if you have privileges

for performance reports for the grant.

To do that, select the Grants tab, find the “Option” column located on the far right side of
the row, and select the “Privileges” option from the resulting drop down menu for that
grant. The “Privileges” option is shown here with red outline.

29



ACCESSING THE RSR

« HRSA

Fealth Resourtes & Senioes Admiistiaion

Now, let’s walk through the Grant-level registration process.
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TASKS TAB OVERVIEW

* Pending tasks will appear in the tasks tab based on
your privileges
=  Reports/requirements that have not been submitted

= Prior approval requests that have been started, but not
submitted

= Change Requests

= Requests for access (if applicable)

e Use the left side menu to access additional features

{ et Rescutces & Senies dinisiaion

First, let’s do a quick overview about tasks and the tasks tab. Remember before you
registered, you saw zero tasks. Now that you’re registered, that will likely not be the case!

Pending tasks will appear in the tasks tab based on your privileges
Pending tasks include:
Reports/requirements that have not been submitted
Prior approval requests that have been started, but not submitted
Change Requests
Requests for access (if you are a PD or someone with permissions to approve access
requests)

You may use the left side menu to access additional features. We will take a look at this in a
few slides.
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TASKS TAB OVERVIEW (Cont.)

* Pending tasks will appear in the Tasks Tab based on your
privileges

4 ¥HRSA | Ejectronic Handbooks =. T

Tasks | Organizations | Grants | Free Clinics | FQHC-LALs | Resources

Welcome,
Category Submitted Tasks 2 Submitted Status
Al & Grant Application PCL - Osteopathic Medi... ~ 06/14/2021 A%‘;'Ef:igf"
n Due Within 30 Days
¢ alh Resoustes & Senioes Adinissation

Accessing your Tasks can be done either at the top of the menu bar, or under the My Tasks
section.

Note also the Tasks you submitted under the Tracking section.



GRANTS TAB OVERVIEW

* Accessing reports can also be done via the Grants Tab.

Tasks Organizations Grants Free Clinics FQHC-LALs Resources

Reminder, the Federal Funding Accountability and Transparency Act (FFATA) requires all recipients to report information for e:
you need assi please send a ge to hrsap ds@hrsa.gov

Welcome, Frangois Micciche

Caregory Submitted Tasks (5 Submitted Status
- Other RWHAP Expenditure Report - RWHAP e
Al @ Submissions  Expenditure Report 06/2472019 Processed
Other ™
] FY 2019 Allocation Report 0B/06/2019  Under Review

Submissions

n Late C =
g Other FY 2019 Allocation Report 0B/06/2019

Submissions

1 Other  Maitenance of Effor 05302018 Processed
Due Within 30 Days

@ Financial Report Single Federal Financial Report 041772019 Processed

« 'HRSA

Although Reports can be had through the Tasks Tab, they can also be viewed through the
Grants Tab.




GRANTS TAB OVERVIEW (Cont.)

*  One example would be the Performance Report, which is
accessible via the Grants Tab.

Tasks Organizations Grants Free Clinics FQHC-LALs Resources

Reminder,

Submissions Requests

Work on Financial Report @ Work on existing Prior Approval @

Work on Progress Report @ Request New Prior Approval @

Work on Performance Report @ Work on Existing Health Center H80 CIS @
Work on Noncompeting Progress Reports @  Request New Health Center H80 CIS @

Work on Other Submissions @ Manage HCCN PHCs

Scope Applications

fealh Resan

hdmiisiaion

One example would be the Performance Report, which is accessible from the Grants Tab,
under the Submissions section.

This is where the RSR is located.
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PERFORMANCE REPORTS

* The Submissions-All page will appear, allowing parameter
searching.

& Submissions - All

Not Completed ~ Recently Completed ~ All

Search Filters:
Basic Search Parameters

Grant Number (e9. CB0CS16989) Submission Name Like
(comma separated lst

‘Submission Tracking —» A

Number Lik

umber Like Organization (] HANDSHAW ROUTER
HOSPITAL

Submission Deadiine  Between

[ Other Submissions
(mmioaryyyy)

‘Submission Type [APerformance Reports
[[] Progress Report

v Display Options

Sort Method (Grid | Custom)

{ { — HRSA

fealh Resources & Senioes Adminisiiaion

Once the Performance Report option is selected, the Submissions-All page will appear.
Before searching by parameters such as Grant Number or Submission Name, it is
recommended you UNcheck the “All” box in the Organization area, shown here next to the

blue arrow.

Doing this, and checking the Performance Reports box, will yield quicker and more efficient
results.

Notice that you also have the Advanced Search Parameters section if needed, as shown in
red.

Lastly, click the Search button at the bottom right.
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PERFORMANCE REPORTS (Cont.)

The results of the search appears at the bottom of the
page, by Submission Name.

K[y 0 Ragsize 15 v G0 Sitems in1 page(s)
Submission Name S Organization Grant# Tracking # REW.“ 2l Deadline  Submitted Date  Status Options
Type Period
v Al TV Al ~|¥ 4 v v Byl & ¥
Birkmance 07/01/2018
b Final Report Réaits BPMFRT0800046295 - 09/30/2020 InProgress (PEdil v
P 06/30/2020
Performance el
b Annual Performance Report BPMAPRT080004681 - 07/31/2020  07/20/2020  Submitted Performance Reparts ¥
Reports
06/30/2020
J— 07/01/2013
»  Annual Performance Report BPMAPRT0800042347 - 07312019 0772912019 Submitted Performance Reports ¥
Reports
06/30/2019
o — 07/01/2017
»  Annual Performance Report BPMAPRT0800039784 - 07/31/2018  08/16/2018  Submitied Performance Reperts ¥
Reports
06/30/2013
07/01/2016
Performance 5 o
b Annual Performance Report BPMAPRT0800036867 - 07/312017  07/26/2017  Submitied Performance Reperts ¥
Repoits 06/30/2017

You should see a list of Performance Reports displayed on the page by Submission Name
and other criteria.

If you do not see your report on the first page, simply search the next page.



ACCESSING THE RSR

® Once you have privileges to view, edit, or submit
performance reports (RSR), you will access it
through the Tasks Tab

®* You will not see the RSR in the Tasks tab if:

* |t has already been submitted
= You do not have privileges for performance reports for
the grant

{ oAl Restures B Seniees Adniaton

Now let’s talk about accessing the RSR.

Once you have privileges to view, edit, or submit performance reports, like the RSR, you will
normally access it through the Tasks Tab.

You will not see the RSR in the Tasks tab if:
It has already been submitted or if you do not have privileges for performance

reports for the grant.
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LOGGING INTO THE EHBs

® Tasks will appear in the “Items We Are Tracking For You” section.

* The “My Recently Accessed” section is available for easy navigation to
recently accessed items

 Perfor| el
Reports

v "y e S 5 8
5h>5
% alh Resoutces & Senvoes Adtinistiaton

In this screen shot, we are back on the EHBs landing page, or “Home” page. Now that you
have added the grant to your portfolio and have been given privileges to access grant
related information, tasks will appear in the “My Tasks” section.

The “Recently Accessed” section, is available for easy navigation to recently accessed

items.

You can Pin Favorites to the Home page so you’ll easily be able to find frequently accessed
tasks.

And a “Help” section is also available with videos and FAQs that will assist you.
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PENDING TASKS

® Use search and filter options at the top of the page for easy navigation.
The RSR will appear as a “Performance Report” and show the deadline
date.

® C(Click the “Submissions” link in the left side menu for more search and
filter options.

You are here: Home » Tasks » Browse » All Entiies [ =]

12 Pending Tasks - List

All Entities.

Tasks. Not Completed  Recently Completed  Archived

Pending Tasks

Archived Tasks ] Detailed View| i Search| [l Saved Searches v
Free Clinics

Requests W 4 [1]» M Pagesze 15 v| Go e )
Applications [ Deadiine (Due)  Task Category Tracking # Task Entity Organization Options.
Grants. - By A ~v v v v Al hd
Requests — 097302020

Health Center CIS > 1159PM Grant Submissions BPMFRT0800046295  Performance Reports TepanR

= Osteopathic Medicine, West Virginia School of @Edt ~
(54 Days) (¢

W C[1> M Pagesize 15 +| G 1 tems in1 page(s)

HRSA

Health Resaurces & Sendces Adminisraton

The Pending Tasks section of the Tasks Tab is where you will find the RSR Reports. If you
have a long list of submissions required, you may use the search and filter options at the
top of the page, shown here outlined in red, for easy navigation. The RSR in this example
appears as a “Performance Report” due on 9/30/2020.

Click the “Submissions” link in the left side menu, shown here outlined in red, for more
search and filter options.
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SUBMISSIONS SECTION

* Navigating to the Submissions section provides additional features like
Submission Name.

Not Completed ~ Recently Completed Al

ﬁExport To Excel =) Detailed View| HSearchH,i.J]Saved Searches ¥
I8 m’ W Pagesize 15 v Go 2items in 1 page(s)
Dueln Submission Name AL Organization Grant# Tracking # i Deadline  Status Options
Type & g Period i
M vY AR I & A M\ 4 v By vy

4 Due: In more than 30 Days (2)

07012016
) 54Days Final Report Pedomance o\ o\ ry ABBOTTSHOSPITAL WV TOGHPODT20 BPMFRTOBODG05 - 090302020 InProgiess (PEdt v
Reports
0613012020
07012019
b %4Days Financial Report Financial Report  CUBLEY ABBOTISHOSPITAL WY TOBHPOO729  FFROIO14001 - 10802020 hProgess  Financial Report ¥
0613012020
K ‘m’ W Pagesze: 15 v Go 2itemsin 1 page(s)

HRSA

Health Resources & Senices Adminisiration

If you click the left side menu submissions link, you will go to the Submissions section. Here
you will see additional information and search options, like “Submission Name” and “Current
Status”.



UPDATING CONTACT INFORMATION

e If any of your contact information changes, you must update your
profile

e Click the View/Update Profile link

@ o Logout

-~
-~

View/Update Profile

Change Password

Manage Favorites

And now that you have already registered, let’s look at how you can verify or change
the email address or any other information associated to your account.

If any of your contact information changes, you must update your profile

Click the “View/Update Profile” link in the top right corner of the page, outlined
here in red, to view or update your information.
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VIEW/UPDATE PROFILE PAGE

® Changes made to your profile will be reflected throughout the EHBs

You are here: Home

[} View/Update Profile

Fields with * are required

User Information

User Name SBirch_ext
T_wso P, Director
Salutation

* FirstName Jillian
Middle Initial G

* LastName Gregory

Generation Qualifier

(Example: Jr., Sr., il
Highest Degree MPH, MSN, FNP
st Department HRSA
/ School
(4 HRSA
\( Healh Resturoes § Senioes Adiniaion

Any changes you make to your profile will be reflected throughout the EHBs and will be
visible to your Project Officer and Grants Management Specialist.



RESOURCES

ealh Resoutes & Senies Adhirissatc

Let’s review some available resources.
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CHATBOT - Sarah

® CHATBOT — The Chatbot, “Sarah” provides basic
account management support, helpdesk ticket creation,
and informational support. One of Sarah’s strategic goals
is to provide an enhanced self-service component to the
user.

{ oAl Restures B Seniees Adniaton

In March 2020 HRSA launched a Chatbot to help grantees. With this additional “self-help”
resource now available, there are a number of ways you will be able to mange your grant
without needing to call in to the HRSA Customer Support Center as your primary option
when you need assistance.



CHATBOT — Where’s Sarah?

Support ~ | Login

{.{GHI!SA | Electronic Handbooks

New User Regi Funding Opportunity | What's Ne Monday 117 Oclober 2021 09:3526 P

0612912021 - What's New
Username

As of June 25th, the EHBS
friendly and modem Zoom

Forgot Password? "
0611112021 - What's New Go Live Gras

O,

HRSA's Electronic Handbooks (EHBs) has been updated to support the transHtion to the new Unique
Entity Identifer (UEL..Leam More

Ciick her to get started € View Al
Loam About Othor Links
Contact Us
) Grant Program & Browser Requirements
Tl 7804 108005 astr T €1 - e Gl g Funding Opporuits
Phone:  877-God-HRSAIBTT-464-4772 FQHC-LAL Program (2 #) Track Grant Application €

Holp €
Linkto contact us: click here
Other EHBs Portals

Accessibilty | Viewers And Players | Contact Us Product EPS.

Q@

.

When you get to the EHBs login page, the Chatbot ‘Sarah’ is located in the bottom right
corner. Simply click on the icon and start using the Chatbot.

One quick note: Before moving on with the Chatbot, take a look at the top banner of the
page. As | mentioned earlier, there is a reference to the DUNS to UEI transition along with a
link to the GSA Web site. Clicking on that web site hyperlink will take you directly to the
site with all you need to know about that transition.
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Sarah can help you

* How can Sarah assist you?

Account Management

Grants Information B

= Speak with Sarah

F=  tieio ana weicome! My name is saran
and I'm here to answer your
i

COVID-19 Information Pl gty

Reset Passwords

sartuniies

Terminate/Unlock Accounts

So how can Sarah assist you? The CHATBOT can help users with things like account
management, grants information, Covid-19 information. as well as resetting passwords or
terminating/unlocking accounts.
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CHATBOT Example

= Speak with Sarah

This video will take you through the

required steps to reset a password as [
user in HRSA's EHBs.

an exter|

* Get Help
Resetti
e S e I n Hello and welcome! My name is Sarah
g and I'm here to answer your _
yo u r sunt Management and EHBs

‘s account that can help you
«d in ses...Leam More E OK! So you're having a password
Ssus it new quick
% Have you previously attempted a
Home Fage wih new quick password reset?

sproved 5. Lesm More = = Vs Al
lease confirm

If you're still having problems after

View AL

2050 following those instructions | can help

you work through some altemnative

options. Would you like to do that?

Password Reset B lc:melnvw

wements Please confirm

splcation

Say something..

Say something.

ealh Resoures & Senies Adriristaton

These are just a couple of visual images that display when you use the Chatbot. For
example, you can ask Sarah to help with a password reset. There are a number of videos
that walk you through the steps and lead you through what you need to do.



GENERAL RESOURCES

* EHBs Help and Knowledge Base

* HRSA Tube — EHBs Videos

fealh Resources & Senioes Adminisiiaion

There are several resources available to you including the EHBs Help and Knowledge base.
You can access the Help and Knowledge base by going to help.hrsa.gov or clicking on the

URL provided on this slide. We also have some videos to help you navigate the EHBs
available at youtube.com/hrsatube.
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TA RESOURCES

* HAB Web Site

= Policy notices, instructions, and HAB information

® TargetHIV

= Training materials, manuals, and submission timeline

= 2021 RSR Instruction Manual

Jeath Resources & Senices Adminsiration

Here are some helpful resources to consult when reporting. The HAB website is the place
to find policy notices and instructions, as well as other general information concerning the
Ryan White program.

On the TargetHIV web site you can find the 2021 submission timeline, the listserv, past
webinars, the 2021 RSR Instruction manual that will be uploaded this fall, and a wealth of
other materials related to the RSR.
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TA CONTACT INFORMATION

® Ryan White Data Support

= 888-640-9356 | RyanWhiteDataSupport@wrma.com
* The DISQ Team

= Data.TA@caiglobal.org
® HRSA Customer Support Center

= 877-464-4772
= Hours: 7:00 AM — 8:00 PM ET (M-F)
= Contact the HRSA Customer Support Center

®* CAREWare Helpdesk

= 877-294-3571 | cwhelp@jprog.com
= Sign up for the CAREWare Listserv

Here are the additional Technical Assistance resources available to you throughout the year
should you require further assistance. The Data Support team addresses RSR-related
content and submission questions, including interpretation of the RSR Instruction Manual
and HAB’s reporting requirements, step-by-step instructions for completing the RSR
Recipient and Provider Reports, data validation questions, and any general questions about
the RSR.

The DISQ team addresses questions for those needing significant assistance to meet data
reporting requirements including help in determining if recipient systems currently collect
required data, assisting recipients in extracting data from their systems and reporting it
using the required XML schema, and connecting recipients to others that use the same
data systems to provide assistance. DISQ also deals with data-quality issues and provides
technical assistance for the TRAX Application.

The HRSA Customer Support Center addresses RSR software-related questions such as
registering for and navigating the EHBs and RSR Web System, resetting passwords, and
making sure that you have the right permissions to complete the reports. They are
available 7am — 8pm Eastern Time, Monday Through Friday. You can reach them by phone
at 1-877-464-4772 or by using the Contact Us form available at the URL provided.

For CAREWare users, the CAREWare Help desk is the best resource for all CAREWare -
related questions. CAREWare users should sign up for the listserv on the HAB website to
join the conversation with their peers.

If you are unsure of who to call, feel free to contact any one of the resources provided and
they will be able to direct you to the appropriate place.

This concludes the presentation, so I'll now turn things back over to Ellie for the webinar
Q&A session.
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[Z0 Connect with HRSA

To learn more about our agency, visit

www.HRSA.gov

@ Sign up for the HRSA eNews

FoLLow us: () (@) (in)

et Resoustes & Senines Adninistation
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