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Welcome to today’s Webinar. Thank you so much for joining us today! 

My name is Ellie Coombs. I’m a member of the DISQ Team, one of several groups 
engaged by HAB to provide training and technical assistance to recipients and 
providers for the RSR. 
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Today’s Webinar is presented by Denise Absher from RWHAP Data Support. Denise 
will be walking you through the steps of completing the RSR Provider Report. This is 
intended for both Recipient-Providers and Providers who are doing the RSR for the 
first time as well as a refresher for those who have done it before. 

Throughout the presentation, we 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 Isia 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. 

At any time during the presentation, you’ll be able to send us questions using the 
“Q&A” function on the settings bar on the bottom of the screen. All questions will be 
addressed at the end of the webinar in our live Q&A portion. During that time, you 
will also be able to ask questions live if you’d like to unmute yourself and chat with us 
directly. 
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Before we start, I’m going to answer one of the most commonly asked questions 
about the slides. The recording of today’s webinar will be available on the TargetHIV 
website within one week of the webinar; the slides and written question and answer 
are usually available within two weeks. We will also send an email to everyone 
registered for this webinar when the recording, slides, and Q&A document are 
posted. 
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Disclaimer 
Today’s webinar is supported by the following organizations and the 
contents are those of the author(s) and do not necessarily represent the 
official views of, nor an endorsement by, the Health Resources and Services 
Administration (HRSA), the U.S. Department of Health and Human Services 
(HHS), or the U.S. government. 

The DISQ Team is composed of
CAI, Abt Associates, and Mission
Analytics and is supported by HRSA
of HHS as part of a cooperative
agreement totaling over $4 Million. 

 
 
 
 

DSAS (Ryan White Data Support) is 
composed of WRMA, CSR and 
Mission Analytics and is supported by 
HRSA of HHS as part of a contract 
totaling over $7.2 Million. 
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Today’s webinar is supported by the organizations shown on the slide, and the 
contents are those of the author(s) and do not necessarily represent the official views 
of, nor an endorsement, by the Health Resources and Services Administration, the 
U.S. Department of Health and Human Services, or the U.S. Government. 

Now I’d like to turn the webinar over to Denise. 
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4 Overview 

Overview 

Background 

Accessing the Provider Report 

Completing the Provider Report 

Submission Timeline 

Upcoming Webinars and TA Resources 

Thank you, Ellie. As Ellie stated, today we’re going to be going over the 2023 RSR 
Provider Report and the steps to complete it. 

We’ll start off by reviewing a little background information on the Provider Report 
and the RSR in general. After that, we’ll walk through how to access the Provider 
Report followed by step-by-step instructions for completing it. This section will cover 
a couple of recent system enhancements. And then we’ll close out our presentation 
with a look at the submission timeline as well as the upcoming webinars and 
technical assistance resources available to assist you. 
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2023 RSR 
Manual 

Available on the TARGETHIV WEBSITE 
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Before we start, I wanted to let you know that the 2023 RSR Instruction Manual is 
available on the TargetHIV website. The manual is an invaluable resource to utilize 
while completing your RSR and contains the instructions that we’re going to go over 
here today. There are a few very recent changes that were made to the Provider 
Report.  I’m going to go over those changes today. We are updating the manual to 
reflect these changes.  We’ll post the updated manual to the TargetHIV website as 
soon as possible.  

If you have not done so already, I highly recommend that you sign up for the DISQ 
email updates to stay on top of all things RSR. The link will be provided at the end of 
the presentation, so stay tuned! 
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Poll 
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Let’s jump into a quick poll question to see how experienced you are at completing 
the RSR Provider Report.  Isia, can you please launch that poll for us? 

How many times have you previously completed the RSR Provider Report? 
a. This will be my first time. 
b. I have completed it one or two years before. 
c. I have completed it three or more years previously. 
d. Somebody else at my agency completes the RSR Provider Report. 
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New Provider Report Changes 

7 New Provider Report Changes 

Change Section 

Providers can now update this section directly in their Provider 
Report and any changes will be reflected in their organization 
profile in the HRSA EHBs 

General Information 

Functionality of section has been updated with additional 
feedback on uploaded files that are improperly formatted 

Clients by ZIP Code 

Before we start, I want to briefly mention the recent updates to the Provider Report 
that were not covered in a previous presentation on RSR Updates and Best Practices. 
Don’t worry if this slide doesn’t make sense now. We’ll be going over both of these 
changes in depth as we walk through the Provider Report later in this presentation. 

First, the General Information section of the Provider Report was restructured for 
how it populates.  As of the 2023 RSR, changes to the Provider Report will now 
populate to the organization profile.  I’ll go into more details when we discuss this 
section.  

And then second, the Clients by ZIP Code section has been redesigned. With these 
updates, there are additional options for updating your ZIP code data within the 
report.  I’ll also go into more details when we discuss this section later in the 
presentation.  
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What is the RSR? 

8 e RSR? *The 2023 RSR is for the reporting period of January 1, 2023 – December 31, 2023. is th

• Annual data report completed by RWHAP and Ending the HIV 
Epidemic (EHE) recipients and providers* 

• Providers report client-level data on the clients served throughout 
the year 

• Consists of two components: 

RSR Recipient Report 
Completed by recipients and 

recipient-providers 

RSR Provider Report 
Completed by all providers 

Let’s start off by taking a look at some background information. What is the RSR? 

The RSR is an annual data report (for the previous calendar year) completed by 
RWHAP and Ending the HIV Epidemic (EHE) recipients and providers where providers 
submit client-level data on the clients they served throughout that calendar year. 

The RSR as a whole has two parts to it: the Recipient Report and the Provider Report. 
The Recipient Report is completed by recipients and recipient-providers. Recipients 
are organizations that receive a RWHAP or EHE initiative award directly from HRSA 
HAB. Recipient-providers are organizations that also receive RWHAP funds directly 
from HRSA HAB but they also provide direct client services.  

The other part, the Provider Report, is what we’re going to be talking about today 
and is completed by all providers, agencies that utilize RWHAP, RWHAP-related, 
and/or EHE initiative funding to provide services. 

Now, recipients are currently working on their RSR Recipient Report.  The RSR 
Provider Report system will open on February 5, 2024.  At that point, you will be able 
to access the system to work on your report. 
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Who Completes the Provider Report? 

9 Who Completes the Provider Report? 

• All agencies that receive one or more of the following 
funding sources to provide services must complete an 
RSR Provider Report: 
o RWHAP funding including RWHAP Parts A, B, B Supplemental, 

C, and D 
o RWHAP-related funding including program income and 

pharmaceutical rebates 
o EHE initiative funding 

• Providers are expected to complete their own report 
unless they have received an exemption from all funding 
recipients (2023 RSR Instruction Manual). 

Who Completes the Provider Report? 

All agencies that receive any one of these funding sources needs to complete the 
Provider Report. That includes RWHAP funding, RWHAP-related funding, and EHE 
initiative funding. So, if you receive any one of those funding types to provide 
services, then you must complete an RSR Provider Report. 

Providers are expected to complete their own reports since they’re closest to their 
own data, the exception to that being if the provider qualifies for and has received an 
exemption from ALL funding recipients. We’re not going to get into exemptions today 
but if you have questions, please see the 2023 RSR Instruction Manual or reach out to 
us at Data Support. 
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Each Provider 
Completes a 
Single Report 
• Providers submit a single 

RSR Provider Report that 
must include data on all 
RWHAP, RWHAP-related, 
and/or EHE initiative 
funding sources 
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RWHAP Part C 
Grant 

HRSA 
Pharmaceutical 

Rebates 

State 
EHE Initiative 

Funding 

County 

RSR Provider Report 

RWHAP Part B 
Grant 

HRSA 

Providers can receive funding from many different sources. But no matter the amount 
of funding streams, they still complete just a single Provider Report. That single 
report should include data from all of the funding sources that they receive. 

So, for example, we have our provider. This provider is also a recipient and receives a 
Part C grant directly from HRSA HAB. They also receive a Part B grant from the state 
and rebate dollars from the state and EHE initiative funding from the county health 
department. 

This agency will take their data from all these funding sources and report on all of 
them in a single Provider Report. 
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Accessing the Provider Report 
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Now that we have a better general understanding of the RSR, let’s move on to how 
you can access the Provider Report. 
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Access Based on Organization Type 

• Recipient: Receives a RWHAP or EHE 
initiative award directly from HRSA HAB 

• Recipient-provider: Receives a RWHAP or 
EHE initiative award directly from HRSA 
HAB and provides direct services. 

Recipient/Recipient-provider 

HRSA 

12 Access Based on Organization Type 

• Provider Only: Receives funds to provide 
services from a recipient but is not the 
direct recipient of a RWHAP or EHE 
initiative award 

RWHAP Part A Grant 
RWHAP Part B Funding 

Recipient 

Subrecipient Second-level 
Provider 

How you access the Provider Report is based on your agency. All organizations access 
the RSR through the HRSA Electronic Handbooks or EHBs but there are multiple login 
portals within the EHBs and it’s really important that you pick the right one. If you 
have the wrong account type, then you won’t be able to access your agency’s RSR. 

Let’s review the types of organizations that correlate to the different EHBs account 
types. First, we have recipients and recipient-providers. As I mentioned  before, 
recipients are organizations that receive a RWHAP or an EHE initiative award directly 
from HRSA HAB. We also have recipient-providers who also receive a RWHAP or EHE 
initiative award directly from HRSA HAB, but they ALSO provide direct services. For 
example, HRSA gives a Part A grant directly to this organization making them a 
recipient. If they provide direct services, they are a recipient-provider. Recipients and 
recipient-providers use the Applicant/Grantee EHBs portal, and I’ll show how this 
looks on the next few slides. 

The other type of organization is a provider only. These organizations receive funds to 
provide services, but they are not the direct recipient of any RWHAP or EHE initiative 
award. So, for example, a recipient gives Part B funding to a provider which makes 
them a subrecipient. Or alternatively it could be a provider that receives funding from 
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a recipient through a subrecipient making them a second-level provider. If your 
agency is only a subrecipient and/or a second-level provider for all funding sources, 
then you fall under this provider only category. Provider only organizations will use 
the Service Provider EHBs login portal. 

If you are at all unsure about how you should be accessing the RSR for your agency, 
please reach out to us at Data Support. 
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New Users 

13 New Users 

• If you are a new user, you must create an account to access the RSR Provider 
Report 

• Only proceed to creating an account when you are certain what type of 
account you need to create 
o Applicant/Grantee 
o Service Provider 

• New service provider accounts will need their organization’s GUID code to 
register their account 

Contact RWHAP Data Support if you are unsure what type of 
account you must create or if you need your agency’s GUID code 

If you are a new user, then you’ll have to create an account in order to access the 
Provider Report. But you should only create an account when you are certain what 
type of account you should create.  If you have questions about the type of account 
you should create and you are a recipient, then the EHBs Customer Support Center 
would be your best TA resource.  If you’re a service provider, a subrecipient or a 
second-level provider, then Data Support would be your best TA resource. 

Additionally, if you are creating a new Service Provider account, you’ll need what’s 
called a GUID code. This is a long 32-digit alphanumeric code unique to each 
organization in the system and is used to tie your user account to your agency. 
Contact us at Data Support and we can provide you with that code for your agency. 
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14New Users 

Login Process for Recipients and Recipient-providers 

1 

Go to Grants.hrsa.gov 
and select 

Applicant/Grantee Role 

2 

Log into LOGIN.GOV 

3 

Enter credentials and 
two factor 

authentication 

Now, let’s first go through the login process for recipients and recipient-providers. 

1. First, you’ll go to grants.hrsa.gov and select the Applicant/Grantee box at the top of 
the Select a Role page.  This will move you to the Applicant/Grantee login portal. For 
all of you that already have an EHBs account and have completed the RSR before, 
you’ll just continue to use your same account. 

2. Once you have selected your role on the EHBs Select Role Page (and created an 
account if necessary), you will be directed to login.gov. This is a change for this year’s 
EHBs login process that recipients, recipient-providers, and providers will have to go 
through to access the EHBs.  To access the EHBs, you will need to click on the login 
button.  

3. Next, you will enter your login.gov credentials and select “Sign in”. You will also be 
prompted to put in your two-factor authentication on the following page.  Once you 
have done so, this will then take you to the EHBs home page.  
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Login Process for Recipients and Recipient-providers (cont.) 

Hover over the Grants tab 
and select Work on 

Performance Reports 

On the Submissions-All 
page, scroll to the list of 
Submission Names and 
locate the 2023 report 

Select start/edit under the 
Options header in the row 
that corresponds to your 

2023 report 

4 5 6 

4. Next, hover over the “Grants” tab at the top of the page and then select “Work on 
Performance Report” from the drop-down menu. 

5. On the next page, Submissions-All, scroll down to find a table with a list of 
submissions for your agency. You will see a list of this year’s performance reports, as 
well as previous years. 

On the bottom of the “Submissions All” page, under “Submission Name” locate your 
2023 Performance Report in this list. If your organization is the recipient of more than 
one grant, then you’ll see multiple 2023 report submissions in this list. Make sure you 
select the appropriate one for the Provider Report you’re trying to access. Let's say 
that this agency has a Part C grant. If we access the Part C report, we’ll be able to see 
all Provider Reports associated with the Part C grant. 

6. Once you’ve located the recipient report you wish to work on, select the “Start” 
button listed under the “Options” header.  If you’ve already begun working on your 
RSR, this link will instead say “Edit”. 
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16New Users 

On the RSR Recipient Report Inbox page, select 
Provider Report 

7 

Login Process for Recipients and Recipient-providers (cont.) 

7. You’ll now be in the RSR Recipient Report Inbox. Depending on your browser’s 
settings, this page may load in a new window. 

The RSR Recipient Report will be in the center of the page. To get to the RSR Provider 
Report, you’ll look in the Navigation panel on the left side of the screen and select 
the “Provider Report” link under the Inbox header. 
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Login Process for Recipients and Recipient-providers (cont.) 

On the RSR Provider Report Inbox page, locate the report you 
want to work on and select create under the Action header 

8 

8. In the Provider Report Inbox, you’ll see all reports associated with the grant you 
used to access the RSR system. To open a report, select the envelope icon in the 
“Action” column that corresponds to the report you want to work on. 
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Login Process for Providers 

Go to Grants.hrsa.gov 
and select Service 

Provider Role 
Log into LOGIN.GOV 

Enter credentials and 
two factor 

authentication 

1 2 3 

Now we’re going to go through the login process for providers. 

1. Agencies that are providers will go to grants.hrsa.gov (same as recipients) except 
you will click on the Service Provider box at the bottom of the page. Again, for all of 
you that already have an EHBs account and have completed the RSR before, you’ll just 
continue to use your same account. 

2. Once you have selected your role on the EHBs Select Role Page (and created an 
account if necessary), you will be directed to login.gov. To access the EHBs, you will 
need to click on the login button.  

3. Next, you will enter your login.gov credentials and select “Sign in”. You will also be 
prompted to put in your two-factor authentication on the following page.  Once you 
have done so, this will then take you to the EHBs home page.  
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Login Process for Providers (cont.) 

Select the Organization tab at 
the top of the page 

On the next page, scroll to the 
list of Organization Names and 
select the Organization Folder 

for your registered account 

On the Organization Home 
page, select the Access RSR link 

4 5 6 

4. On the EHBs home page, select the “Organization” tab at the top of the screen. 

5. The next page will show you the organizations your account is registered to. Locate 
your organization and then select the “Organization Folder” under the “Options” 
column on the right side of the table. 

6. On the “Organization Home” page, select the “Access RSR” link which will be in the 
center of the page. 
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Login Process for Providers (cont.) 

On the RSR Provider Report Inbox page, select 
Provider Report 

7 

7. That will take you straight to the RSR Provider Report inbox. To open your Provider 
Report, select the envelope icon in the Action column. 
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Completing the Provider Report 

Now that we’ve figured out how to get to the report, let’s go over instructions for 
completing it. 
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Navigation Panel 
• Use the Navigation panel 

on the left side of the 
page to access all report 
sections and actions 
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Navigate back to Provider Report 
Inbox or Check Your XML system 

Access Provider Report sections 

Validate, submit, and 
print the Provider Report 

Remove an uploaded 
XML file from the report 

Access and export the 
Upload Completeness Report 

View Provider Report Action History 

First, I want to highlight one of the most important parts of the system when 
completing your report, the Navigation panel. The Navigation panel is always there on 
the left side of the page and is how you access the various report sections and 
complete all report actions. So, let’s take a quick look at it because we’re going to be 
mentioning it a lot. 

At the top you have links to the inboxes. So, if you want to get back to the Provider 
Report Inbox or want to access the Check Your XML test system, you can do that here. 
Next, we have the various sections of the RSR Provider Report. Use the links here to 
get to each section. You must complete each of these six sections before you can 
submit your report. After that we have some important report actions including 
validating, submitting, un-submitting, and printing your report. 

And in that same section you also have the Clear Clients action which you can use to 
remove a data file that was previously uploaded to your report. And then lastly, we 
have the Upload Completeness Report (UCR), an extremely helpful tool to check your 
data quality, and the Action History which lists all of the submission steps taken on 
the report and has some helpful information. During today’s presentation, we’re 
going to go over all of these a bit more. 
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General Information Page 
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Let’s now just jump into the report starting with the first section, General 
Information. Opening the report will bring you straight here but you can also select 
“General Information” in the Navigation panel to get here at any point. General 
Information, as the title suggests, contains a few general fields about your 
organization divided into four different parts: Organization Details, Organization 
Contacts, Provider Profile Information, and Service Delivery Sites. 
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General Information Section Update 

• Previously provider updates were made in the 
Organization Profile and synchronized to the 
Provider Report: 

o Organization Details 
o Organization Contacts 
o Provider Profile Information 

• Changes made by recipients and providers now 
made directly in the Provider Report ~ 
automatically updated in their Organization 
Profile 

As I mentioned earlier, there were some recent updates to the Provider Report.  One 
of those updates was in the General Information section.  

Previously providers were instructed to make any updates to the Organization Details, 
the Organization Contacts and the Provider Profile Information in their Organization 
Profile and then synchronize them to their Provider Report. 

Recipients and providers can now make changes directly in the Provider Report which 
will update their Organization Profile automatically. 
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General Information Example 

ZIP Code: 55555 ZIP Code: 55555 

Organization 
Profile in EHBs 

RSR Provider 
Report 

I’ll show you what I mean by that. We’ll use address as an example, specifically the 
ZIP Code field, but this applies for any of those sections I mentioned on the previous 
slide. When the Provider Report is first created, it’s going to automatically grab the 
address from the Organization Profile in the EHBs. 
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General Information Example 

26 

ZIP Code: 55555 ZIP Code: 55555 

Organization 
Profile in EHBs 

RSR Provider 
Report 

The addresses in both the Organization Profile in the EHBs and the Provider Report 
now match. 
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General Information Example 

27 

ZIP Code: 55555 ZIP Code: 55555 

Organization 
Profile in EHBs 

RSR Provider 
Report 

ZIP Code: 88888 

If the provider then edits the address directly within the Provider Report, we’ll see it 
doesn’t match the profile. 
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General Information Example 

28 

ZIP Code: 55555 

Organization 
Profile in EHBs 

RSR Provider 
Report 

ZIP Code: 88888

As illustrated in this slide, the address in the Organization Profile no longer matches 
the address in the Provider Report.  Here’s where the process is different this year. 
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General Information Example 

29 

ZIP Code: 88888 ZIP Code: 55555ZIP Code: 55555 

Organization 
Profile in EHBs 

RSR Provider 
Report 

Instead of having to deal with the previous synchronization process, the system will 
take the address that the provider put in the Provider Report and overwrite the 
Organization Profile so that they match again. 
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General Information Example 

30 

ZIP Code: 88888 

Organization 
Profile in EHBs 

RSR Provider 
Report 

ZIP Code: 88888 

The address in the Organization Profile again matches the address in the Provider 
Report.  
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Updating General Information 

We are now back to the General Information page that we looked at just a few slides 
ago.  As previously mentioned, there are several different sections on this page.  

To update the information for the  Organization Details section or the Provider Profile 
Information section, simply click the ‘update’ link.  To add a contact to the 
Organization Contacts section, simply click on the ‘Add Contact’ link.  
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Service Delivery Sites 

32 

Let’s move on to the bottom half of the General Information Section, to the Service 
Delivery Sites section. 

The Service Delivery Sites section lists all sites where clients can access services. You 
can use the expand icon to show the additional fields included. 

Also listed here is the site name, address, phone number, website, hours of 
operation, and the services provided. Review the information here and make sure it’s 
accurate and up-to-date. I do want to make a note about the website URL. There is a 
validation in the system that will trigger for any Service Delivery Site missing a 
website URL so be sure to fill that out whenever possible. 

If you need to edit an existing site, you can do so using the Edit link over here in the 
Actions column. You can remove a site, if necessary, here as well by selecting the 
“Delete” link. 

And if you need to add a brand-new site, you can do so using the Add a Site buttons 
here.  If you click on the Add Organization Address as a Site button, you will also be 
taken to the add a service delivery site page.  However, the address will be 
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automatically populated with the agency’s address that is listed in the Organization 
Details section. 

In the interest of time, we’re not going to demonstrate adding a site, but if you have 
any questions as you work through this section, please call Data Support. 
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Program Information Section 

33 

Let’s move on to the Program Information Section.  You can navigate to this section 
by clicking on the “Program Information” link in the navigation column.  First off in 
Program Information, is the contact information of the person responsible for the 
report. Fill out all required fields. This is the person we’ll reach out to if we have any 
questions about this submission. 

Next, select the status of your agency’s clinical quality management program from 
the choices provided. 
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Program Information Section (cont.) 

Question 3 is the funding source certification. This table lists all sources of funding 
your agency received based on what has been entered into the system by your 
recipients. Make sure all of your RWHAP, RWHAP-related, and EHE initiative funding 
sources are included in this table. If a funding source is missing, contact your 
recipient. You also want to review the list of funded services. Select the expand icon 
on the left to see the list of services. This list again comes from information entered 
into the system by your recipients. If there are any discrepancies, again reach out to 
your recipient. If you are a recipient or a recipient-provider and you need help 
clearing the discrepancies, please contact Data Support.  Also, make sure you select 
the checkbox below the table to confirm the data are accurate and complete. 

Questions 4, 5, and 6 all relate to your agency’s usage of medication assisted 
treatment (or MAT) for opioid use disorder. These do all require a response so if there 
is nobody to report for one or more of these questions, then enter a zero. We’re not 
going to go too in depth on describing each and every field of the report today in the 
interest of time but a great place to look for clarification on these MAT questions is 
the RSR Manual on pages 43-44. 

Once you have entered a response for all required fields, select “Save” at the bottom 
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right of the page. 
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Service Information Section 

Let’s move onto the next section of the report, Service Information, by selecting it in 
the Navigation here on the left. 

The Service Information Section lists all of the services that your organization was 
funded to provide during the reporting period as entered by your recipients. 
Providers must review the funded services to make sure they are accurate and 
complete. Again, just like we saw in the last section, if there is something wrong with 
your funded services, either a missing one or an erroneous one added, contact your 
recipient so that they can make the necessary corrections. 

The services here are split into their respective categories: administrative and 
technical services, core medical services, support services, and EHE initiative services. 
For each service that you delivered, select the checkbox in the Delivered column over 
here to the right.  For example, the table lists, under Core Medical Services, that my 
agency used RWHAP Funding to provide Medical Case Management and Mental 
Health Services.  To confirm that these services were indeed delivered, check the 
corresponding check box for each of the services that were delivered.  
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Only select services that were funded 
and delivered with RWHAP-related 

program income. 
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Service Information Section (cont.) 

Now there is one more table at the bottom of the Service Information Section, the 
Additional Services table. This table contains all of the services that weren’t listed as 
funded by any of your recipients. Now we’ve seen a lot of providers use this table 
incorrectly. This table is only for services that you as the provider are funding and 
providing utilizing your organization’s own RWHAP-related funding. So, if your 
organization generates program income and/or pharmaceutical rebates and uses that 
RWHAP-related funding to provide a service, you can select that service here. If you 
check one of the services in this table, that service should be included in your client-
level data file. If you do not fund a service with your own RWHAP-related program 
income, you should not select it here.  For example, if you get pharmaceutical rebates 
for a 340B and you use that to fund services, you will check those funded services in 
this table. 

Once you have finished on the page, make sure to select the “Save” button at the 
bottom right. 

Please don’t forget, that you should only select services in this table that were funded 
and delivered with RWHAP-related program income. 
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HIV Counseling and Testing Section 

37 

Complete 9-12 if you 
answer “Yes” to 8. 

We’ll move on now to the next section by selecting the HC&T Information link in the 
Navigation panel. 

This section is where you will provide data on your agency’s HIV counseling and 
testing activities. Start by answering question 8, yes or no, on whether your agency 
utilized funding to provide HIV counseling and testing activities. If your answer is no, 
just select that and save and you’re done for this section. 

If your answer is yes, then you must complete the rest of the fields on this page. In 
these fields, enter your agency’s data on the number of clients tested for HIV, 
including the number who tested negative, the number who tested positive, and the 
number who tested positive and were referred to HIV medical care. If you do not 
have any individuals to add for one of the questions, enter a zero. The data you enter 
here should be indicative of your agency overall and not just those tests provided 
utilizing RWHAP funding.  For example, if you receive CDC Prevention funds for HIV 
testing, you would include those clients here. 

Once you have answered all questions, make sure to select “Save” at the bottom 
right. 
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Clients by ZIP Code 

38 

We’ll keep moving forward by selecting Clients by ZIP Code in the Navigation panel. 

In this section you will enter aggregate data on the number of clients served based on 
their ZIP Code of residence. The clients included here are the same as those that you 
should include in your client-level data: eligible clients who received at least one 
service that your agency was funded to provide with any of those RWHAP funding 
sources we’ve reviewed previously in the presentation. 

You have two options for providing your ZIP Code data: either entering it manually 
into the system or uploading a file. 

Uploading a file containing your ZIP Code data directly to the system can be simpler 
for many organizations such as CAREWare users.  CAREWare can export a properly 
formatted ZIP Code data file for you. The template file for the ZIP Code upload can be 
found in the description here at the top. 

The template file is simply a .csv file which opens in Microsoft Excel.  If you click on 
the link, the template file will be displayed in a new window. 
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Clients by ZIP Code Template File 

This is what the template file looks like. The template file has two columns: one for 
your ZIP Codes and another for the number of clients that reside in that ZIP Code. 
You can import the data into the template file, and then save the file on your 
computer.  
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Clients by ZIP Code - Import 
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When you’re ready to upload your file, select the “Browse” button, locate and select 
your file saved on your computer, and then select the “Upload File” button. 
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Clients by ZIP Code Updates 

• System generated validation messages for 
any ZIP code files it is unable to read 

• Redesigned page 
• Maximum number of records is 15,000 
• No template file changes or ZIP code data 

reporting changes 

As I mentioned earlier, there were some recent updates to the ZIP Code Section of 
the report.  

The system will now generate validation messages on the page for any ZIP code files 
it is unable to read. 

The page has been redesigned for ease of use. 

Also, the maximum number of records has been raised to 15,000. 

There are no changes to the template file or how ZIP code data are reported. 
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Clients by ZIP Code Upload Status 

The system is going to let you know in two different places if your file has issues. First 
is the banner at the top of the page right after you upload your file. If there is a big 
issue with your file, like the columns are misnamed or missing from the template, 
then you’ll get an error here letting you know the file upload has failed. Simply 
correct the issues in your file based on the message and try to reupload. 

The next place is in the upload summary table. If the system accepts your file, it’ll be 
added to the upload summary table on the page. The page will automatically refresh 
until it has finished processing your file. If you see that the status has changed to 
processed with errors as we have here, you’ll know there’s something not quite right 
with the file that needs to be corrected. To view the issues preventing your file from 
being read, select the “View Validation Report” link in the Action column on the right 
side of this table. 
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Clients by ZIP Code Upload Status (cont.) 

This is what the Clients by Zip Code Validation Report looks like.  
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Editing ZIP Code 
Data 
• Add: Add a new ZIP code to the 

data table 

• Edit Selected: Adjust the number 
of clients for any ZIP code selected 
in the table above 

• Delete Selected: Remove any 
selected ZIP codes from the table 
above 

• Delete All: Remove all ZIP code 
data from the report 

44 

If there are no issues with your file, then your data will eventually move into the 
processed with no errors status and you’ll see your data added to the table below as 
you can see here. 

You can edit the count of clients for any ZIP code in this table by selecting the 
checkbox on the left and then selecting the Edit Selected button below. 

You can remove any ZIP codes again by selecting the checkbox and then the Delete 
Selected button. And you can also add any additional ZIP codes by selecting the Add 
button. And then as expected, the Delete All button will remove all data from this 
table so only use that option if you’re certain you need to remove all data. 

As before, the system only accepts one file at a time so if you have uploaded data as 
we have here, uploading an additional file will overwrite everything already here in 
the system. 

Now you don’t have to upload a file to enter your ZIP code data. You can also still just 
add your data manually. To do that at any time, just select the “Add” button at the 
bottom of the page. 
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Clients by ZIP Code Manual Entry (cont.) 
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The “Add ZIP Code” window will appear. 

Simply enter the ZIP code and the corresponding count of clients residing in that ZIP 
code for each row. 

When you are finished, click on the “Add” button at the bottom of the screen.  If you 
don’t want to save you data, click on the “Cancel” button. 
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Import Client-level Data 
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The last section of the report is Import Client-level Data. 

Providers of core medical or support services must upload a properly formatted 
client-level data XML file to their Provider Report. There are many different data 
elements that can be reported for each client in the client-level data upload. The 
specific data elements that must be reported for each client (including demographic, 
client service, and clinical information) are determined based on the services that 
that client received. For more information, please see Appendix A in the 2023 RSR 
Instruction Manual.  

To upload a file, select the “Choose File” button, locate and select your data file 
stored on your computer, and then select the “Upload File” button. 
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Import Client-level Data (cont.) 

I want to highlight how to remove a client-level data file since this is a question that 
we get asked quite a lot at Data Support. Say you made some corrections to your data 
and now you need to remove the file with the erroneous data. 

To do that, select “Clear Clients” in the Navigation panel on the left side of the screen 
which will bring you to a page that looks just like this.  

Select the checkbox for any file you want to remove and then the “Clear Selected 
File(s)” button. The system will process your request to remove the file and within a 
few minutes will delete it from your report. 

If you have completed all sections of the report and you’ve uploaded your data, 
you’re ready to move on to the next step of validating. 
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Client-level Data Submission 

• Data must be uploaded to the Provider Report and not the Check Your XML test 
system 

• You may upload more than one file and the system will merge them based on the 
RSR Merge Rules 

• Review your data quality using the Upload Completeness Report (UCR) 

• Attend the upcoming Reviewing Your Data at Upload: Tools in the RSR Web System 
webinar and the RSR UCR Bootcamp webinar 

• Review the Creating the RSR Client-level Data File webinar for more detailed 
information 

I like to briefly go over some general information regarding the client-level data 
submission. 

As I mentioned at the beginning of the webinar, the RSR Provider Report system will 
be open on Monday, February 5th, so you should upload your data directly into your 
Provider Report.  At that point, you no longer need to use the Check Your XML system 
to check your file schema. 

While HRSA HAB prefers data to be merged locally, there are instances where 
providers may have multiple files to upload. In that instance, the system will merge 
them based on the RSR Merge Rules.  Please use the link provided on this slide for 
more information. 

Please be sure to check out your UCR which, again, is accessed through a link in the 
left-hand Navigation panel. Providers are strongly encouraged to review this report to 
check their data quality. The links to some additional UCR resources are provided on 
the slide. 

Finally, please be sure to check out the Creating the RSR Client-level Data File webinar 
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for more detailed information on the information covered in this slide. 

You can also contact the DISQ team for more information on these topics. 
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Validation Process 
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To Validate your report, select “Validate” in the Navigation panel. The validation 
process looks for any issues in your report and your uploaded data before it is sent to 
HAB. 

The system will let you know that request is processing. To view your results, select 
“Validate” again to refresh the page. If the validation has fully processed, you’ll see 
your validation results. Otherwise, continue to wait and refresh until the report has 
finished validating. You can also refresh your screen by pressing F5. 
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Validation Categories 

Errors 

• Must be corrected 
before submitting the 
report 

Warnings 

• Should be corrected 
whenever possible 
but if not, you may 
submit by adding a 
comment to each 
warning received 

Alerts 

• Should be corrected 
whenever possible 
but you may still 
submit with alerts 

It is recommended that providers review the 2023 RSR Data Validations on the TargetHIV website 

Validation messages are sorted into three different categories: errors, warnings, and 
alerts. Errors must be corrected before you submit your report. You cannot submit 
your report with an error. Warnings should be corrected whenever possible but if for 
some reason you are unable to correct a warning you can still submit your report by 
providing a comment explaining your agency’s situation as it relates to the warning 
for each one that you receive. Alerts also should be corrected whenever possible.  
However, some alerts may not require a correction, so you will still submit your 
report with an alert. 

Be sure to check out the full list of validation messages available on the TargetHIV 
website. There are a few updates which we are not going to review today but it’s 
always helpful to familiarize yourself with the sort of validation messages that you 
could receive. 
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Validation Results 

This is a sample validation results page. The system will split any validation results 
into those resulting from your Provider Report up here at the top and those that are 
coming from your data uploaded to the report in this second table at the bottom. If 
you make any corrections to your report or your data due to your validation results, 
then you must revalidate your report using the same instructions we went over 
earlier. 

If you need to add a comment to a warning, simply select the “Add Comment” link in 
the Action column. A text box will appear where you can type in and save your 
comment. Comments cannot be deleted or edited once saved so only enter a 
comment once you are certain of its contents. If for some reason, you have 
erroneous information entered for a comment, simply add another with the correct 
explanation mentioning that and that the previous comment should be disregarded. 

Once you have taken care of any validation issues, the next step is to submit your 
report. 
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Submit Report 

To submit your report, select “Submit” over in the Navigation panel. 

In the comment box, enter a comment with any meaningful feedback you have about 
the RSR submission process. 

Beneath that, select the checkbox confirming the report data are accurate and 
complete. And lastly, select the “Submit Report” button. 
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Provider Report Status 

• Provider Reports must be reviewed and 
accepted by all funding recipients 
o “Review” status: One or more funding 

recipients must review and accept the 
report 

o “Submitted” status: The report is complete 
and accepted by all recipients 

• In the Action History, you can see which 
recipients have accepted a report, 
identified by the grant number 

Once you submit your report it will advance out of “Working” status. Provider 
Reports must be reviewed by all recipients that fund the provider. From there, they 
can either accept the report by selecting “Submit/Accept” or return it back to the 
provider for changes by selecting “Return for Changes,” both available in the 
Navigation panel once a recipient has accessed the report. 

If your Provider Report is in “Review” status, it means that one or recipients must still 
review it. Once it is in “Submitted” status, that means all recipients have reviewed 
and accepted the report. 

You will be able to see the grant number for each recipient that has accepted the 
report, making it much easier to figure out which recipient and which grant must still 
accept a Provider Report before it moves to “Submitted” status. 
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Action History 
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To show you what I mean, here we have the Action History of a Provider Report. 

You can see in this sample report that there is a separate line item for the different 
report actions such as wen it was started and when it was submitted.  

This report also contains information on if and when your recipient(s) have accepted 
your report.  In this example, we see that one recipient has accepted this report and 
the description indicates that this recipient is one of two that must accept it and 
includes their grant number. 
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Submission Timeline 
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Hang in there!  We’re almost at the end of the webinar.  Let’s briefly go over the 
submission timeline. 
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RSR Submission Timeline 

Providers Recipients Date 

Check Your XML Thursday, October 26, 2023 

-- Recipient Report Start Date Monday, December 4, 2023 

Provider Report Start Date Recipient Report Due Date Monday, February 5, 2024 

Provider Report Target Date -- Monday, March 4, 2024 

-- Return for Changes Deadline Monday, March 18, 2024 

All RSRs must be in “Submi©ed” status by 6pm ET Monday, March 25, 2024 

We have gone over a whole lot of instructions for today’s presentation and we want 
to get to the Q&A as quickly as possible but first I have just a couple additional helpful 
resources to share with you all starting with the submission timeline. 

February 5th is both the due for the Recipient Report and the start date for the 
Provider Report. The target deadline for the Provider Report is on Monday, March 
4th. March 18th is the return for changes deadline, the last day that a recipient can 
return a Provider Report to a provider for changes without having to go through us at 
Data Support. And then finally, the RSR submission deadline is on Monday, March 
25th at 6 pm ET. All RSRs must be in “Submitted” status by that time. No extensions 
will be granted. 
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Upcoming Webinars and TA 
Resources 

Finally, I’d like to go over some of the upcoming webinars and technical assistance 
resources. 
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RSR Webinar Series 
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Webinar Date 

Reviewing Your Data at Upload: Tools in the RSR Web System February 7, 2024 

RSR UCR Bootcamp February 21, 2024 

RSR Town Hall May 15, 2024 

Our RSR webinar series is coming to a close, but we do have a few more really great 
webinars that you should attend. 

These webinars are on Wednesdays and take place from 2:00pm-3:00pm EST.  The 
registration links to sign up for these webinars are provided on this slide. 
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TA Contact Information 

RWHAP Technical 
Assistance Resources 
• The RWHAP TA Resources 

Brochure features 
information on each RWHAP 
technical assistance provider, 
including: 
o RWHAP reports they 

support 
o Questions they frequently 

respond to 
o Contact information 

There are several technical assistance resources available to help you, the RWHAP TA 
Resources brochure outlines information about each technical assistance provider, 
including the reports they support, frequently asked questions they respond to, and 
their best contact information. You can find this resource on the TargetHIV website. 

Most importantly, please don’t forget that there is no wrong door for TA – if we can’t 
assist you, we’re happy to refer you to someone who can! 
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60Additional TA Resources 

Additional TA Resources 

TargetHIV Website 
• 2023 RSR Instruction Manual 
• RSR Data Dictionary and XML 

Schema Implementation Guide 
• DISQ ListServ 

HRSA HAB Website 
• Policy notices, instructions, and HAB 

information 
• PCN #16-02 

The TargetHIV website is the best place to find all of our TA materials such as the 
2023 RSR Instruction Manual and the RSR data dictionary. 

As I mentioned at the beginning of the presentation, you can also join the DISQ 
listserv to be informed about all things RSR. 

Also, the HRSA HAB website is the place to go for policy notices and HAB information. 
PCN#16-02 can be found on that website which is the list of definitions for all core 
medical and support services. 

60 



61 

Connect with HRSA 

To learn more about our agency, 
visit 

www.HRSA.gov 

FOLLOW US: 

Sign up for the HRSA eNews 

Finally, to connect with and find out more about HRSA, check out HRSA.gov. 

I’d like to take a moment to thank everyone for joining us on today’s presentation.  I 
will now turn it back over to Ellie for the Q&A portion of the webinar. 
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Let’s Hear From You! 
• 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 by clicking the 
Q&A icon on the bottom 
toolbar. 
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And now to your questions – but first, I would like to remind you that a brief 
evaluation will appear on your screen as you exit, to help us understand how we did 
and what other information you would have liked included on this webinar. We really 
appreciate your feedback and use this information to plan future webinars. My 
colleague Isia is going to put a link out in the chat feature if you would prefer to 
access the evaluation right now. We’ll also send a final reminder via email shortly 
after the webinar. 

As a reminder, you can send us questions using the “Q&A” button on your control 
panel on the bottom of your screen. You can also ask questions directly “live.” You 
can do this by clicking the “raise hand” button, which is also on your control panel. If 
you raise your hand, we’ll be able to allow you to unmute and ask your question. We 
hope you consider asking questions “live” because we really like hearing voices other 
than our own. 

We do want to get all of your questions answered, and we do not usually run over an 
hour. If you have submitted your question in the question box and we cannot respond 
to your question today, we will contact you via email to follow up. Sometimes we 
need to do some follow-up before providing you with a final answer, so stay tuned for 
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the written Q&A as well for answers to all of your questions. 
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