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Welcome to this webcast: ñCompleting the Provider Report.ò This is Part 2 of a 

3- Part series designed to familiarize grantees with the online RSR Reporting 

System. Thank you so much for joining us today!

My name is Michael Costa. I am a member of the SPHERE/Abt Team, one of 

several groups engaged by HAB to provide training and technical assistance to 

Ryan White grantees during the implementation of the RSR.  I will introduce 

our speakers and facilitate the question and answer period at the end of the 

presentation.  At any time during the presentation, you will be able to send us 

questions using the ñChatò function. You will also be able to call in to ask 

questions directly (ñliveò) at the end of the presentation.

Todayôs webcast is presented by Stefani Olsen of the SAIC team and Maria 

Jackson Hittle of the WRMA/CSR team. 

After the presentation we will take questions from both the ñchatò function and 

over the phone.  We hope that all of you will use this opportunity to ask any 

questions that you have about completing the Provider Report.
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On June 29th, there was a webcast about completing the Grantee Report which showed the 
RSR system features frequently used when completing that component of the RSR. In addition 
to providing a review of how to complete the online Grantee Report forms, this web cast 
provided participants with a ñfirst glimpseò of the new Grantee Report XML upload feature. If 
you missed this presentation, you can find an archived copy of the slides on the TARGET 
Center Web site.

Todayôs webcast will provide you with the information you need to know in order to 
successfully complete the Provider Report. It is designed to provide you with a "guided tour" of 
the RSR System and the features frequently used when completing this component of the 
RSR. We hope that by giving you this opportunity, you will be comfortable when it comes time 
to complete the Provider Report.

The July 14th  webcast, will present Part 3 of the series: Managing the RSR Deliverable. This 
webcast will focus entirely on the RSR System features grantees use to administer their 
deliverable. Grantees will be shown how to review, approve, and ïif necessary ïreturn a 
Provider Report. Youôll learn how to track the status of individual Provider Reports as well as 
your overall RSR deliverable status.

Again, todayôs webcast will provide you with the information you need to know in order to 
complete the Provider Report. If you find yourself with a question related to completing the 
Grantee Report, we encourage you to review the archived presentation and then contact the 
appropriate help desk. If you have questions about managing the RSR deliverable, please be 
sure to attend the upcoming session.  

Stefani Olsen will begin todayôs discussion with an explanation on how to access your Provider 
Reports.
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ALL grantees, including grantees that provide services (grantee/providers), access the RSR System via 
the HRSA Electronic Handbooks (EHBs) at the URL shown: 
https://grants.hrsa.gov/webExternal/Login.asp.

Notices/Tips while the screen is loading:

ÅThere will be a slight delay as we switch over to the RSR application. Your screen may go blank for 
a few moments while the system connects.

ÅThe information youôre about to see is targeted to grantees, the provider interface is slightly 
different. If there is interest in the community, weôll plan another webcast with providers as the target 
audience. 

ÅThe data in the Provider Report youôre about to see are fictitious and are provided for training 
demonstration purposes only. 

ÅContinue to send your questions via the chat function. You can open the chat interface window by 
selecting the oval ñcalloutò button in the Webex toolbar on the lower right hand corner of your 
screen. To ensure that a response to questions submitted via chat are posted on the TARGET 
Center web page, please be sure to address your questions to ñall participants.ò All other message 
types are considered ñprivateò messages and the questions are not saved by the system. 

Once logged into the EHB:

1. Select ñView Portfolioò from the left navigation menu.

2. Find the Ryan White grant program in your Grants list, and click on ñOpen Grant Handbook.ò

3. On your Grant Menu (left navigation Menu), under Submissions, select ñPerformance Reports.ò

4. In your list of Performance Reports, find the ñRSR Interim Performance Report,ò and click on ñEdit 
Report.ò
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You must complete and certify your Grantee Report before you can work on 

your Provider Reports.
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To access a Provider Report as a grantee (including your own), click on 

ñProvider Report Listò on the top menu bar OR the Provider Report tab from 

your Inbox.
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If you click on the ñProvider Report Listò link on the top menu bar, the RSR 

System will present your Provider Reports in a simple list format.  In this 

screen, they will be grouped by status.  All reports ïboth started and not 

created ïwill be shown here. You can click on the link to create a Provider 

Report that has not been started, or to open a Provider Report that is in 

working status.
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If you select the Provider Report tab from your Inbox bar, your Provider Reports will appear in 

alphabetical order.  From this screen you can ñfilterò the reports you see by clicking on the 

status pickbox.  For example, if you want to see and access only reports in ñworkingò status, 

you can select ñworkingò in this pickbox and the screen will refresh showing you only those 

reports in working status.  If you want to see only reports that have not been created, you can 

select ñNot Createdò; select ñSubmittedò to review only reports in submitted status, and so on. 

Letôs take a look at what is shown in the ñActionò column.  Note that for the first report, the 

Action column shows an open envelope and has the word ñOpen.ò  This report has already 

been started and is in working status.  Note that for the other two reports shown, the Action 

column shows a closed envelope, and the word ñCreate.ò  These are providers for which 

reports have not been started.  Also note that for reports that have been started, there will be a 

value in the following columns: Report ID, Program ñPartò, Report Period, Lock, Modified Date, 

and Status, whereas for those that have not been created, the values displayed in those 

columns will be zero or ñNone.ò 

Also from this interface, you can click on the PDF icon to generate a printer-ready, PDF 

version of the Provider Report; or, view and/or add comments to the Provider Report by 

clicking the clipboard icon.  


