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Presenter
Presentation Notes
Welcome to today’s presentation: Getting Ready for the RSR.

We’ve developed this training to help you clarify, manage, improve and communicate your RSR submission process. The end of the year is approaching quickly, and with it the RSR submission process! Now is the time to train your staff and providers if you haven’t already, and to create a workable RSR Submission plan for you and them so that the reports are submitted on time. We will also help you develop a RSR Communication plan, so that you can take these plans back home with you and put them into action.

My name is Diane Fraser, and I am part of the SPHERE/Abt team.  Along with SAIC and WRMA/CSR, we provide Technical Assistance for the RSR.  We also have two Grantee Experts in this session to help you with real world tips and experience. Please ask questions at any time during this training. We are using the training materials that are located in your binder two sections before the Training Materials tab. Please take them out to use during this session.

I’d like to start by passing the mic around to all of you. Please tell us who you are, your role in the RSR process, and whether or not you’ve participated in the RSR reporting process before. 
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Outline of Today’s Presentation
• Developing a Training Plan

• Developing a Submission Plan

• Developing a Communication Plan

Presenter
Presentation Notes
Today’s presentation is designed to help you manage the RSR submission process- by using project management tools for developing an RSR training plan, an RSR submission plan, and an RSR communications plan while you are here in this session. These plans are designed to assist you in the management of your RSR reporting. We want you to leave this training with tools that you can use when you return home. Not everyone will be familiar enough with your organizations process to do these exercises, particularly if you are brand new- but for those people we hope that the review of the training materials will help you get oriented to what you need to know. 

Let’s see a show of hands. How many of you know how your client level data XML file is generated? 



Ryan White Services 
Report 2

Discussion

• Did you train your staff and Providers for the 
 first annual submission of the RSR?

• Did you use the TA resources?
• What worked, what didn’t?
• What would you like to do better?

Presenter
Presentation Notes
I’d like to hear from you about your RSR reporting process last year. We’re going to be sharing the mic throughout the training with the experienced people in the room. We really ask that those who have completed RSR reporting in the past share their experience and tips with the other participants. There is a mix of people brand new to the process as well as seasoned veterans. Again, not everyone will find everything in this training useful to their process, but we hope you’ll come away with some useful information anyway.

Can I see a show of hands for how many of you provided training for your staff and Providers for the first submission of the RSR? 
Let’s hear from the RSR veterans- what did you do last year to prepare your staff that worked well?
What do you wish you had done, but didn’t?
Was there anyone you left out of the training process but who should’ve been a part of it?
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Training Your Staff and Providers

Exercise 1
• Write down a bulleted list of items where the RSR 

 submission process stalled or broke down or could 
 be improved for your staff or Providers in the last 

 reporting period. 

Presenter
Presentation Notes
Using the Exercise packet, please make a note in Exercise 1 of the activities or places in your RSR submission process where the activity stalled, broke down, or required intervention or technical assistance. Take a few minutes to write down a bulleted list (if necessary) on what these things were, and the staff person or Provider who was working on that task. Take a few minutes to jot down what you wish you had done, but didn’t. You’ll use this list later to help you build the plans. If you don’t know what happened last year- make a note of anything that you would like to find out from your organization or from us, such as how the XML file is generated, where the data comes from, etc.
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Training Your Staff and Providers

• The RSR Training Booklet
– Step by step resources for training your staff and 
Providers  

– Can be used for any step at any time, depending 
on where your staff or Providers are in the   
process  

Presenter
Presentation Notes
We’ve developed the RSR Training Booklet, as an easy to use reference for resources that are available online to help you train your staff and Providers.



The RSR Training Booklet is set up to provide resource information for all steps in the data collection and submission process, from start to finish. You can use any or all of these resources to train staff and Providers who need more information related to their activities for submission of the RSR reports. You can use them at any time, all year long. The links to the resources are listed in the purple boxes on the page. 



GO TO TARGET RSR PAGE ONLINE.



How many of you are familiar with the TARGET RSR page?



The TARGET RSR page divides the resources up into four categories: Data Collection, Reporting, the eUCI, and Software Systems. There are documents and webcasts under each section related to each topic. There are also archived webcasts available to view at any time. Or, you can download the webcast presentation slides to review them that way. 

Documents are updated frequently, and new items are posted often. To ensure that you have the most up to date information on RSR Reporting, I recommend that you sign up for the RSR updates emails, which come out approximately twice a month.  You can sign up for them on the TARGET RSR Page.



I will be going back and forth to the TARGET RSR page during this training so that you can see where these resources live. As you can see 
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Training Your Staff and Providers

• The RSR Training Booklet
– Define key players (staff and Providers) who are 

part of the RSR reporting process.  

– Who should have been part of the process, but 
wasn’t?  

– Review with key players the process for 
collecting, storing, extracting, mapping and  
submitting the data.   

Presenter
Presentation Notes
Gathering and quality assuring RSR and RDR data is a collaborative process.  Multiple participants are involved in gathering and reporting a grantee’s RSR and RDR data.  For most grantees, key participants in this process include both internal staff and external partner organizations.  Key participant staff types include organization/agency directors, program managers, system managers and data entry staff.  Developing a clear understanding of each person’s role in the process is essential to the timely submission of high quality RSR and RDR data.To start, you can view the webcast “Building Partnerships” to help you or your staff learn about how to build partnerships with providers and external partners. You can see more information on this in the Training Booklet. The RSR and RDR data collection and submission process is a collaborative effort; therefore, the data management process also entails collaboration.  Grantees, together with their internal and external partners, must develop a management process for collecting, storing, exporting and mapping/coding the data (if necessary), as well as producing the XML file(s) for upload. There are several webcasts which you and your staff and Providers can watch to help you create a data management plan.


You can view this on Page 1 of the Training Booklet. And in your binder on the purple page you can view the RSR Ready Vendors.



LintonK
Presentation Notes
MigrationConfirmed set by LintonK

LintonK
Presentation Notes
MigrationNone set by LintonK
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Training Your Staff and Providers

• Exercise 2
– List your key players (staff and Providers) who 

are part of the RSR reporting process. Include:  
– Data entry staff, Program Managers
– System Managers, and IT staff
– Provider Data Managers or staff
– Staff responsible for submitting the report
– Staff or external partners who should’ve been 

included, but weren’t  

Presenter
Presentation Notes
Let’s take a few moments to list the key players in your submission process- your staff and Providers, who are essential to completing activities that are required for submitting the RSR reports. Use the Exercise sheet page for Exercise 2, 3, 4 to make a list of these people, their role in the RSR submission process, and if they are a new staff or Provider who has never submitted the RSR before. Be sure to include all staff that work on some part of the data collection, management and reporting process. Include data entry staff, program managers, system managers, IT and Technical staff, Data managers, consultants, vendors, and yourself! Don’t forget to include the people that you jotted down in Exercise 1- the folks who should’ve been part of the training, but weren’t. We’ll be filling in this table as we go through the next several slides of the presentation. 

Many of you have a long list of Providers who may require training- you can just write “Providers” as a placeholder for all of them. 
Some of you may not have any providers since you are the grantee-provider. But be sure to include yourself on this list. You may find as we review the resources available that you want to use them yourself.
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Training Your Staff and Providers

• The RSR Training Booklet
– Review the RSR Reporting Requirements and 

Timeline with your staff and Providers!  
– Review Funded vs. Eligible scope, if necessary
– New Grantee or Provider? Review the matrix that 

specifies who reports (and therefore collects) data   
under three categories: client demographics, core   
services, and support services.  

Presenter
Presentation Notes


Preparing for RSR and RDR submission deadlines is critical to successful data submission.  Often, much of a grantee’s data comes from one or more subcontracted providers or fiscal intermediaries.  In addition to preparing your own staff, advising your partners of the deadlines (and the milestones necessary to meet those deadlines) is an absolute necessity.  Working collaboratively with your partners will help align expectations and help reduce any last minute burden on your organization as you strive to submit complete, high quality data in a timely manner. One of the first things you should do with your staff and Providers is disseminate and review the RSR Reporting Requirements and Timeline! The timeline gives the specific start and due dates and times for the RSR Grantee, Provider and Client level data reports. You have a copy of the RSR Reporting Timeline in your binder, on the purple page at the back, and it can also be found online on the TARGET RSR page.



By now, everyone should be collecting the data they are required to report. However, if you are new to the RSR submission process or have a new provider, you should have a clear understanding of who reports what. RSR client-level data reporting requirements are determined by the types of Ryan White-funded services provided to clients.  Not all providers report all RSR data elements for all Ryan White clients. You can view the grid of services and who reports on them. This is the matrix that you will see in the other sessions, and I’ll show it you now on the TARGET RSR page.



If your staff or Providers are not familiar with the difference between funded services and eligible services, have them review the Funded vs Eligible document. For the RSR, clients must have received a service at least partially covered by Ryan White funds during the reporting period to be included.  A Ryan White client is defined as any client that received a service, either fully or partially funded by Ryan White dollars, during a given reporting period. 

The RSR Reporting Timeline is on the pink page at the end of your binder. You should send it out to your staff and Providers as soon as possible if you haven’t done so already.
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Training Your Staff and Providers

• The RSR Training Booklet
– New staff responsible for submitting the RSR 

Report? View the webcast Managing the 
RSR Deliverable.  

 

Presenter
Presentation Notes
Grantees must be able to effectively manage their RSR deliverables.  Managing the RSR deliverables entails reviewing, approving, and – if necessary – returning Provider Reports for quality improvement.  The RSR submission system has been designed with some useful features that allow grantees to manage and track the status of individual Provider Reports, client-level data submissions, as well as overall RSR deliverable status. If you are one of your staff or Providers is brand new to RSR reporting and is responsible for the submission of the report, you can view the webcast “Managing the RSR Deliverable” for information on how to manage the process so that all of the reports are submitted correctly on time. You will also receive training on this in one of the other breakout sessions this week.



Page 2 in the Training Booklet has the information on Data Management.



Who Reports What information is found in the booklet on Page 4.
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Training Your Staff and Providers

• The RSR Training Booklet
– Review with staff what’s required for the Grantee 

Report  
– Review with staff how to use the reporting system 

for the Grantee Report  
– Review with Providers what’s required for the 

Provider Report  
– Review with staff or Providers how to use the 

system for the Provider Report  

Presenter
Presentation Notes
The Grantee Report is a collection of basic information about the grantee organization and the service provider contracts that it funded during the reporting period. It is completed by all RWHAP-funded grantees, including Parts A, B, C, D (including the Adolescent Initiative), and F (Minority AIDS Initiative [MAI])—also referred to as Part A MAI and Part B MAI.  The grantee of record is the official RWHAP grantee that receives Federal funding directly from HRSA. This agency may be the same as the provider agency or may be the agency that contracts with other agencies to provide RWHAP services. e staff person responsible for submitting the report should know in advance of completing the report what you are required to submit. Review the Grantee Report with your staff, so that they can pull together all of the information prior to filling it out. You can also watch a webcast on HOW to submit the grantee report.

The Service Provider Report is a collection of basic information about both the service provider agency and the services it delivered under each of its Ryan White HIV/AIDS Program contracts. It is completed by all Ryan White HIV/AIDS Program service providers. The service provider (also referred to as the “provider”) is the agency that provides direct services to clients and their affected family members and/or grantees of record (e.g., agencies that provide administrative and technical services).  Service providers may be directly funded through one or more Program “Parts,” through subcontract(s) with one or more grantees, or through subcontract(s) with a grantee’s fiscal intermediary (an administrative agent of the grantee).  HRSA requires grantees to ensure that data is submitted for all its funded service providers. Who is responsible for submitting your Provider’s reports? It could be the Grantee, or a Provider’s staff person. Review with that person, and the person on your staff who is responsible for approving Provider reports, what is required in the Provider report. Be clear with staff and Providers about who does what in the submission process. You can also view a webcast on how to submit the Provider report.

Pages 7 – 10 in the Training Booklet.
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Training Your Staff and Providers

• Exercise 3
– Fill in the Staff and Provider list with the 

Resources we’ve discussed so far for the   
staff and providers who are involved in data  
collection, and program management.  

Presenter
Presentation Notes


Let’s return to the Training list we’re developing on Exercise page 2, 3, 4. On your staff list, fill in the resources from the RSR Training Booklet that we just discussed (or you can put the page number form the Training Booklet in) next to the staff person (or person’s) whose RSR job it relates to. We’ll continue filling this in as we review more of the resources.
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Training Your Staff and Providers

• The RSR Training Booklet
• Disseminate the Instruction Manual to staff and 

 Providers, along with the Instruction Manual   
Supplement. * There is a copy in your binder.  

• Both manuals provide detailed information on 
 what’s required in the all three reports, different   

scenarios for reporting, and technical information.  

Presenter
Presentation Notes


You have the latest version of the Instruction Manual in your binder. Be sure to disseminate it to all of the staff and Providers who are responsible for RSR reporting. Be sure to give them the Instruction Manual Supplement as well, it provides information on different scenarios for reporting, and technical information.



Be aware that the Instruction Manual is updated occasionally. The latest version of the Instruction Manual can be found on the TARGET RSR page.



Page 11 in the Training Booklet.
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Training Your Staff and Providers

• The RSR Training Booklet
– What’s changed in the RSR System and the XML 

Schema since last year? Review with staff or   
Providers using the webcast to show them   what’s 
different.   

– Make sure technical staff have the Data Dictionary, 
which provides structural and content information   
on the data elements for the client level data   
report.  

Presenter
Presentation Notes
Now we’ll look at resources that are more technical in nature and therefore are appropriate for reporting, IT or technical staff.

The RSR System has been updated since the last round of reporting, and so has the XML Schema. Review the RSR System changes with your staff person responsible for submitting the report. All client-level data is submitted in XML File format. The XML file can only be generated from an RSR compliant program, system or application, such as CAREWare, T-REX, and some of the commercial software system products. Some organizations have IT departments or system administrators who can generate the XML file, but many do not. For organizations that do have an IT department or technical staff, having the XML schema is useful. You should have your IT staff person or Technical staff review the webcast to see the changes in the XML Schema.

If you or your Provider’s client-level data is exported out of a software system, such as an EMR, then the data will need to be transformed or mapped into another system or format required for reporting. The person in your RSR reporting process responsible for transforming the data needs to know the data variables required for reporting. The RSR Client-Level Data Dictionary provides structural and content information on the RSR System variables (i.e., data elements.) Transforming or mapping the data can be a lengthy process, work with your staff or Providers to plan accordingly. 

Page 12 in the Training Booklet.
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Training Your Staff and Providers

• The RSR Training Booklet
– The XML Schema has been updated! Give the 

newest XML Schema to your IT or Technical staff. 

– If your IT or Technical staff or Provider needs more 
information on the XML Schema, view the webcast   
on the XML Schema and T‐REX.  

Presenter
Presentation Notes


As I said a few slides back, the XML Schema has been updated. Be sure that your IT or technical staff have the most recent version. Give them the link to download T-REX and the XML Schema. If your staff or Provider needs more information on the XML Schema, view the webcast “XML Schema and T-REX.”



All client level data is submitted to HAB in XML File format. For organizations that do not have software to generate the XML file, or an IT department to do it, they must find a way to generate the XML file. T-REX is a free, Access-based application that will generate the XML file. Users must enter the correctly formatted data into the T-REX Access tables in order to generate the XML file. T-REX can also be used on the reverse end: to import an XML file and review the data.



Ryan White Services 
Report 14

Training Your Staff and Providers

• The RSR Training Booklet
– Your IT or Technical staff or Provider should 

understand the merge rules for the XML   
Upload.   

– View the webcast on Merge Rules and the 
XML Upload.  

Presenter
Presentation Notes
Grantees and Providers can upload multiple client-level XML files to build their client-level data report. It is important to understand the merge rules for upload of multiple files, so that all data required for reporting is submitted accurately. Prepare your staff and partners for submitting client-level data files by showing them the RSR Merge Rules and XML Upload presentation so that they know before they report how the data is merged in the system.
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Training Your Staff and Providers

• Exercise 4
• Fill in the staff and Provider list with the 

technical resources we’ve just discussed   that 
are appropriate to them.  

Presenter
Presentation Notes


Let’s complete the Training Plan. Finish filling in your staff list on the Exercise 2, 3, 4 page with the technical resources we’ve just discussed. Put them in under the “training” column next to the staff or Providers whose task it relates to. You can refer to the RSR Training Booklet page or resource.
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Training Your Staff and Providers

• RSR Training Plan
– Review the list you’ve created, you now 

have the outline of a training plan  
– Next step: set “due dates” for reviewing

 

Presenter
Presentation Notes


Review the list you’ve just created- and set dates for getting them to review the resources you’ve listed. Use the calendar to set realistic (but very soon!) dates for getting them this information and ensuring that they’ve reviewed it. Work forwards from today through mid-December. Remember, the system opens on December 6 for Grantees to begin working on their report. You really want to have the training completed by then for reporting staff. This list can serve as your draft Training Plan!
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Training Your Staff and Providers

• An RSR Submission Plan will help you:
– Effectively manage the RSR   reporting deadlines 
– Communicate deadlines and expectations to your 

staff and Providers  
– Identify trouble spots or activities that may require 

more time, resources or technical assistance  
– Request and set up technical assistance in advance 

of the due date  
– Plan for next year, and how to improve the process

Presenter
Presentation Notes

Next, we’re going to develop an RSR Submission Plan. This is a task plan developed specifically for all of the activities involved in collecting, storing, exporting, mapping, and importing data, and creating the XML file for submission to HAB. 

An RSR Submission Plan will help you effectively manage the RSR reporting deadlines- not just your deadlines with HAB but the internal deadlines you set for staff and Providers to complete their tasks. It will  help you to communicate deadlines and expectations to your staff and Providers. You can create a draft plan, review it with everyone, then give them a copy of the final plan. It will also help you to identify trouble spots or activities that may require more time, resources or technical assistance, and therefore to request and set up technical assistance in advance of the due date. This plan can also serve as a plan for next year, by showing you how to improve the process for next year, once the submission process  is over and you review it from that standpoint.
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Training Your Staff and Providers

• Exercise 5
– Developing an RSR Submission Plan
– Base the plan on the RSR Reporting Requirements 

and Timeline  
– See the sample plan for examples of activities and 

due dates  

Presenter
Presentation Notes


Let’s start working on your plan. Using your Training Plan (the table that you just created) as a reference, start drafting your RSR Submission Plan on the Exercise 5 page of your exercise packet, using the blank table provided. We’ve included some example tasks that might be included in your Submission process, but probably not all of them. Every organization’s process is a little bit different. Identify the tasks necessary for data collection, export, cleaning up the data, importing into another system if necessary, mapping the data, and creating the XML file, and when each is due to you or to the next person in the process. Use your notes in Exercise 1 to help you craft a plan and timeline that addresses the complications you experienced in last years reporting process. Add in any tasks your organization must complete for reporting that are not in the table.

Work backwards from HAB’s RSR Reporting and Requirements dates. Use a calendar to set realistic and real dates.



Keep in mind where the trouble sports are, and provide  more time for those activities to be completed. 

Include the review process!

�We have an excel file with these Plans that you can copy on to your jump drive to take home with you, if you wish to. Please see me during the Technical Assistance hour at the end of the day, and I’ll be happy to share the file with you.
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Training Your Staff and Providers

• An RSR Communication Plan will help 
you:   

– Know when to check in with staff and 
external partners on their RSR  task   status

– Learn of any complications or difficulties 
staff are having in completing their tasks  

– Adjust the plan to address any complications 
in a timely manner so that reports are 
submitted on time  

 

Presenter
Presentation Notes

In order for a plan to work, it needs to be clearly communicated to staff and Providers. A communication plan can help you manage the deliverable dates by setting up dates to email or call task leaders to check in on the status of their tasks, or to confirm completion of tasks. By regularly communicating with staff and providers you will learn of any complications or difficulties that they are having in their reporting process, and it will allow you to address them in a timely manner so that you can  submit the report on time.
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Training Your Staff and Providers

• Exercise 6
– Developing an RSR Communication Plan
– Base the plan and dates on your RSR Submission 

Plan  
– See the sample RSR Communication plan for a 

sample list of activities and dates  
– Inform staff and Providers of the plan, and your 

role and responsibility in communicating with   
them  

Presenter
Presentation Notes
Using the Exercise 6 page of your exercise packet, try to develop a Communication Plan. We’ve included a sample plan with example communication activities for you. You can use these activities or create your own. Base the dates and activities on the dates and activities in your RSR Submission Plan. Remember, checking in during the process is a good way to learn of issues that could hold up the submission process, and to troubleshoot solutions. Be sure to let staff and Providers know about the Communication Plan! Letting them know about it will help to keep you, and them, on track.
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Resources

• The TARGET/RSR page has webcasts, 
documents, announcements and tools to 
assist you in the RSR submission process

http://careacttarget.org/rsr.asp
• Sign up for the RSR Updates Emails to 

receive news, announcements, and 
updates on resources.

Presenter
Presentation Notes
There are many more resources and information available on the TARGET RSR Web site. You can also sign up for the RSR Updates email distribution list on the TARGET RSR site. The email updates let you know about new resources, webcasts, tools and  information related to RSR reporting.



Thanks for your time today. I hope this training was helpful for you! If you’d like the Excel files with the three plan templates, please see me at the Technical Assistance table later today.





http://careacttarget.org/rsr.asp
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