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In today’s webinar, I will be going over the review process for the program terms
report/allocations report. I will start by going over some helpful background information
about recipients and program parts. I will then show you how to access the
PTR/Allocations Report, do an overview of the steps a Project Officer should take in
reviewing the PTRs, and then round it out with an overview of the submission timeline,
followed by a review of the available technical assistance resources.
Let’s get started!
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RWHAP PTR/Allocations Report
Instruction Manual
 The PTR/Allocations Report
Instruction Manual is available
on the TargetHIV website.
https://targethiv.org/library/ptr‐
allocations‐report‐manual
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First, I want to discuss a valuable resource for recipients during the submission process,
the PTR/Allocations Report Instruction Manual.
Data Support created this manual, and it was reviewed by all Program Parts for accuracy.
It provides step‐by‐step instructions for recipients on how to complete the
PTR/Allocations Report. This is a great resource for helping you and recipients complete
your respective reports.
You can download it on the TargetHIV website, but if you have additional questions,
please contact Data Support.
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Who Does What?
 Ryan White HIV/AIDs
Program (RWHAP) PTR:
 RWHAP Part A Recipients
 RWHAP Part B Recipients
 RWHAP Part B Supplemental
Recipients

 RWHAP Allocations Report:
 RWHAP Part C Recipients
 RWHAP Part D Recipients
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I’ll start by explaining something I’m sure a lot of you already know: who completes a
Ryan White HIV/Aids program PTR, and who completes an Allocations Report.
Recipients of Program Parts A, B, and B Supplemental complete a PTR, and recipients of
Parts C and D complete an Allocations Report.
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RWHAP Part A Reporting Requirements
•RWHAP Part A
• RWHAP Part A & MAI Planned Allocations Table and
signed letter from Planning Council Chair(s) endorsing
priorities and allocations
• Planning Council Membership Roster and Reflectiveness
• Revised SF‐424A and Budget Narrative
• FY 2019 Implementation Plan
• Consolidated List of Contracts (CLC)
• Local Pharmacy Assistance Program (LPAP) Profile
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For program Part A, the PTR must include all the following program term requirements
according to the notice of award:
• The Ryan White Part A & MAI Planned Allocations Table and signed letter from
Planning Council Chairs endorsing priorities and allocations
• The Planning Council Membership Roster and Reflectiveness
• The Revised SF‐424A and Budget Narrative
• The FY 2019 Implementation Plan
• The Consolidated List of Contracts
• The Local Pharmacy Assistance Program Profile
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RWHAP Parts B and B Supplemental
Reporting Requirements
•RWHAP Parts B and B Supplemental
•
•
•
•
•
•
•

RWHAP Part B Consolidated List of Contracts
RWHAP Part B and MAI Allocation Report
Revised SF‐424A
Revised Budget Narrative Spreadsheet
Revised Implementation Plan
Contract Review Certification (CRC)
FY 2019 RWHAP Part B Early Identification of Individuals
with HIV/AIDS (EIIHA) Plan
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For Program Parts B and B Supplemental, the PTR must include the following program
term requirements according to the notice of award:
• The Ryan White Part B Consolidated List of Contracts
• The Ryan White Part B and MAI Allocation Report
• The Revised SF‐424A
• The Revised Budget Narrative Spreadsheet
• The revised Implementation Plan
• The Contract Review Certification
• And the FY 2019 Part B Early Identification of Individuals with HIV/AIDS Plan
As I mentioned before, Parts C and D recipients only complete the Allocation Report.
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Accessing the RWHAP
PTR/Allocations Report
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Now, let’s go over how to access a PTR/Allocations Report.
First, log into the HRSA EHBs. From the homepage, select the “Folders” tab, from the
navigation bar at the top of the screen.
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Accessing the RWHAP
PTR/Allocations Report
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On the new screen, under the Folders – List, select “View” on the Grant Folder row. This
will take you to a page where you can search for the respective grants that you need to
review.
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Accessing the RWHAP
PTR/Allocations Report
H76, X07
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On the search page, enter the parameters that you want to search by. Some of the basic
search parameters include the activity code (which is the first three symbols of a
recipients grant), the serial number, or the organization’s name. Once you have the
parameters you wish to search by, select “Search” on the bottom right side of the
screen.
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Accessing the RWHAP
PTR/Allocations Report
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On the bottom of the page, your search result will be displayed. Look through the list of
grants generated and select “Grant Folder” on the right side of the screen for the report
you want to access.
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Accessing the RWHAP
PTR/Allocations Report
X07HA00000: State Health Department
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Once inside the Grant Folder, select “Access PTR” under the Program Specific System
header.
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Accessing the RWHAP
PTR/Allocations Report
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You are now in the PTR/Allocations Report Inbox for the grant you selected. Access the
2019 report and begin your review by selecting the “Open” envelope icon. Some POs
have reported they can’t see the reports in the Inbox. If this occurs, select “Search
Reports” on the navigation bar.
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Accessing the RWHAP
PTR/Allocations Report
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You’ll now be on the Search Reports page. To find a recipient’s 2019 PTR, make sure
“2019 Annual” is selected under Budget year, and then select “Search.” The 2019 report
will now be displayed on the results page, allowing you to open it.
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Project Officer Review of the
RWHAP PTR/Allocations Report
1.

Grantee Information

2.

File Upload

3.

Consolidated List of Contracts
(CLC) Report

4.

Allocations Report
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The 2019 PTR/Allocations report is comprised of four sections: Grantee Information, File
Upload, CLC Report (or Consolidated List of Contracts Report), and Allocations Report. I
will discuss each of these sections in a bit more detail in the following slides.
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Reviewing the
Grantee Information

15

Once you open the report, the first section you will see is Grantee Information. This
section is automatically populated with information from the recipient who completed
the report. It is a good idea to ensure that the person listed is the best contact for the
organization so that if changes need to be made, it will be easy to reach the
organization.
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Review the File Upload

FY19 CRC
FY19 Implementation
Plan
FY19 Part B Budget
FY19 SF424A
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The next section is the File Upload. To access this section, select “File Upload” under the
“Navigation” header on the left‐hand navigation bar.
The File Upload feature allows recipients to upload documents to the web system and
for POs to retrieve the information. However, the File Upload feature does not allow POs
to upload documents to the system.
Part A recipients will not use this feature, and will instead upload all required documents
into the EHBs.
This feature allows Part B and Part B Supplemental recipients to upload all required PTR
documents. These required documents include SF‐424A, Budget Narrative,
Implementation Plan, Contract Review Certification, and the FY 2019 Part B Early
Identification of Individuals with HIV/AIDS Plan.
To download an uploaded file, select a blue link under the Uploaded File column.
For Part C and Part D recipients, there are no required documents to upload. However, if
you have requested that a program upload a document with its Allocations Report, you
should be able to locate it here.
It is important as Project Officers and Project Quality Controllers to review any
necessary documents your recipients have uploaded or need to upload.
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Reviewing the CLC Report

X07HA00000

Health and Happiness Clinic
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The next section is the CLC Report. The CLC Report is generated from the information
the recipients enter into the Grantee Contract Management System, or GCMS. If
changes need to be made to the CLC Report, the recipient will need to edit this
information in the GCMS and synchronize the changes. Changes can only be
synchronized when the report is in working status.
To view a digital version of the report, on the left navigation bar, select “CLC Report.”
This brings up a screen similar to what you see here. You can select the box next to each
contract to view the services allocated to each subrecipient.
If you’d rather view the CLC Report in another file format such as Excel or Word, select
the “Print/Export CLC Report” link on the navigation bar; this will open up a new screen
where you can export the CLC Report in several formats.
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Reviewing the Allocations Report
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The next section is the Allocations Report. Some of this information is entered directly
into editable boxes on the Allocations Report page.
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Reviewing the Allocations Report
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Other information such as the table here, which is further down on the Allocations
Report page, is populated from information entered into the GCMS. This information
can only be edited within the GCMS. This allows recipients to consolidate all their
contracts into one system, creating a more efficient way to access and edit them.
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Reviewing the Allocations Report
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Similar to the CLC Report, you can view the Allocations Report in multiple ways. You can
select “Allocations Report” under the navigation bar to view the digital version, or you
can use the “Print/Export Allocations Report” link under the Reports header to
download the Excel version.
When reviewing the Allocations Report, be sure that all editable fields are correct‐‐in
particular, the total award amounts. These amounts should be equal to what is on the
recipient’s notice of award. These editable fields drive the validation parameters that
the system uses.
And speaking of validations, let’s take a look at a Validation Report, which we can access
by selecting “Validate” under the Actions header on the navigation bar.
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Data Validation Results
► ERRORS:

Must be fixed before
Recipients submit their report

► WARNINGS:

Indicates data that
may need correction.

► ALERTS:

Should be reviewed and
addressed if necessary. Recipients
can submit with an alert.
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Before we go over the validation report section, lets go over the various validation issues
you may encounter in your recipient’s report. The system has three categories for report
problems: Errors, Warnings, and Alerts. Errors must be fixed before a recipient submits
their report. Warnings require a comment for submission. And Alerts are informational.
Recipients are able to submit their report with Alerts still active.
As a project officer, you will never see a validation error when reviewing a report. This is
because the system would not allow a recipient to submit a report with a problem
classified as an error; however, your recipients may ask for help resolving errors, so feel
free to direct them to Data Support.
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Validation Report for RWHAP
PTR/Allocations Report
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During your review, you will see both Alerts and Warnings. As mentioned, Alerts are
informational and may let you know about more pressing problems within the report.
Warnings, however, require an explanation from the recipient. If you see a Warning,
read the recipient’s explanation by selecting the number in the comment count column.
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Communicating with Recipients
X07HA00000: State Health Department
11111
4/1/2019-3/31/2020

Review
9/14/2019
987654321
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If you need to communicate with the recipient within the web system, utilize the
comment section.
Comments in this section are not editable once saved and are visible to recipients.
To access this feature, on the navigation bar on the left, under Comments, select “Add
Comments.” When the page refreshes, you can view all comments that either you
entered or that recipients entered. To add your own comment, select “Add Comment”
on the bottom of the page to bring up a comment box. To add an attachment to your
comment, select “Browse” in the Attachment upload area. After entering your comment
and/or adding attachments, select “Save.”
This is a good place to put requested revisions that you’d like your recipients to make to
their reports. Recipients can also enter replies here.
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Communicating with the Project
Quality Controller (PQC)
X07HA00000: State Health Department
11111
9/14/2019

4/1/2019-3/31/2020

987654321
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Often, it’s necessary for project officers and the project quality controllers, or PQCs, to
communicate directly on a variety of topics. The Manage Issues section allows POs and
PQCs to communicate within the web system.
On the left navigation bar, under Actions, select “Manage Issues.” To enter notes, select
the green plus sign by Add New Issue/Question.
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Communicating with the Project
Quality Controller (PQC)
9/14/2019
987654321
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The page will refresh, and you can enter a note, indicate the status, and select “Save.”
Recipients are not able to access the Manage Issues section and you can edit the
comments you enter.
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Approving or Returning a RWHAP
PTR or Allocations Report
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Congratulations, we are now at the end of the submission process. You are ready to
either return the report or send it to the PQC for review.
On the navigation bar, under Actions, select “PO Review. ” You will see the screen
displayed here. You must enter a comment and select one of the three options,
“Recommend as Acceptable,” ”Recommend as Acceptable (with concerns),” or “Request
Change.”
Enter a meaningful comment that will be beneficial to the recipients either this
reporting period or for future reporting periods. Perhaps you can add notes that may be
helpful during future site visits or enter a positive note to recipients. Once you are
finished, select “Submit” to either send it back to the recipient or onward to the PQC.

26

Approving or Returning a RWHAP
PTR or Allocations Report
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The PQC will follow a similar process as that described on the previous slide. PQCs will
select “PQC Review,” add a comment, and select “Accept,” “Return to Project Officer,” or
“Return to Recipient. “
Once complete, select “Submit.”
Let’s now go over the submission timeline.
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Submission Timeline
 Part A PTR was due on
May 17, 2019.
 Part B PTR was both due on
July 1, 2019.
 Part B Supplemental PTR is
due on December 30, 2019.
 Part C Allocations Report
was due on July 1, 2019.
 Part D Allocations Report is
due on October 31, 2019.
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The Part A PTR was due on May 17th
The Part B PTR and was due on July 1st
The Part B Supplemental PTR is due on December 30th
The Part C Allocations Report was due on July 1st
And finally, the Part D Allocations Report is due on October 31st.
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TA Resources
Ryan White Data Support
 888‐640‐9356 | RyanWhiteDataSupport@wrma.com

HRSA Help Desk
 877‐464‐4772
 http://www.hrsa.gov/about/contact/ehbhelp.aspx

TargetHIV
 https://targethiv.org/

RWHAP PTR/Allocations Report Manual
 https://targethiv.org/library/ptr‐allocations‐report‐
manual

RWHAP GCMS Instruction Manual
 https://www.targethiv.org/library/gcms‐manual
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Here are the Ryan White Technical Assistance Resources available to you and your
recipients.
Ryan White Data Support addresses PTR‐related content and submission questions
including interpretation of the PTR Instruction Manual and HAB’s reporting
requirements.
The HRSA Help Desk provides assistance with PTR software‐related questions including
EHB navigation, registration, and providing the proper access and permissions
The TargetHIV website has a wealth of materials and links related to all things Ryan
White, including both the PTR and GCMS Instruction Manuals, which I’ve also linked to
here.
I’d like to take a moment to thank everyone for joining us on today’s presentation, and I
will now turn it back over to Rachel for the Q&A portion of the webinar.
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 Please use the “Raise Hand”
function to speak. We will
unmute you in the order that
you appear.
OR
 Type your question in the
question box.
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Before we go to the Q&A session, we want 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 webcast. We appreciate your
feedback very much and use this information to plan future webcasts.
We will now take questions. As a reminder, you can send us questions using the
“Question” function on your control panel on the right side of the screen. You can also
ask questions directly “live.” Do this by selecting the “Raise Hand” button (on your
control panel). If you are using a headset with a microphone, I will conference you in; or
select the telephone button, and you will see a dial‐in number and code. We hope you
consider asking questions “live”; we really like hearing voices other than our own.
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