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HAB Ryan White HIV/AIDS Services Reporting 
Introduction

Grantee Report 
Provider Report
Client-Level Data
Client-Level Data Reports
References

TARGET Web Site 
http://careacttarget.org/rsr.asp

HAB RSR Website
http://hab.hrsa.gov/manage/CLD.htm
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Grantee Report
EHB Login

Login to the HRSA Electronic Handbook (EHB) Website
https://ehbps.hrsa.gov/webexternal/login.asp

Enter Your Username and Password and Select ‘Login’
Note: You must have the ‘Grantee Data Submitter’ Role.
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Grantee Report
EHB View Portfolio

Select ‘View Portfolio’



5

Grantee Report
EHB Open Grant Handbook

Select ‘Open Grant Handbook’
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Grantee Report
EHB Performance Reports

Select ‘Performance Reports’
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Grantee Report
EHB Edit Report

Locate the CLD Report deliverable–which will be called the ‘RSR Semi-Annual 
Performance Report’–and Select ‘Start Report’
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Grantee Report
Items 1 through 4

Review Items 1 through 3 and Answer Item 4
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Grantee Report
Items 1 through 3

Items 1 – 3 Grantee and Contact Information

If the information is available to HAB, selected items will be pre-populated in the 
Grantee Report. Items that are “display only” are pre-populated and cannot be 
modified directly within the RSR. Instead, the grantee must update these items in 
the EHBs.

1. Grantee of record address (display only):
This item shows the grantee address information stored in the Electronic 
Handbooks (EHBs). To edit this information, grantees need to update their 
agency information in the EHBs.

2. DUNS number (display only):
This item shows the DUNS number of the grantee of record that is stored in the 
EHBs. To edit this information, grantees need to update their agency 
information in the EHBs.

3. Contact information of person completing this form (display only):
This item shows the contact information stored in the EHBs for the person 
completing this form. To edit this information, grantees must update their user 
information in the EHBs.
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Grantee Report
Item 4

Item 4 – Quality Management Program

4. Select the status of your agency’s clinical quality management program 
for assessing HIV health services. (Select only one.)

Every RWHAP is required to have a clinical quality management program to 
assess the extent to which HIV health services provided to patients by 
medical providers and/or medical case managers under the grant are 
consistent with the most recent Public Health Service guidelines for the 
treatment of HIV/AIDS.

Indicate whether your agency:

• has established a new program to manage the clinical quality of RWHAP 
services during the  reporting period;

• has a previously established clinical quality management program; or
• has recently updated an existing program with new quality standards.
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Grantee Report
Item 5 – Provider Contracts

Item 5 – Provider Contracts
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Grantee Report
Item 5 – Providers Funded by Your Grant 

Item 5 – Providers Funded by Your Grant

Review the list of service provider contracts that were active during the given reporting 
period.  (Note:  In the first release of the system, you will be presented with a list of your 
providers as last saved in RDR; you will need to enter contract information)

If a contract is missing, add it using the ADD PROVIDER CONTRACT link located beneath 
the table on the left side of the screen. A second browser window will open with a search 
form that can be used to select a provider from the RWHAP provider directory. If the 
service provider you have contracted with is not listed in the directory, contact Ryan White 
Data Support to have the provider added to the directory. 
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Grantee Report
Item 5 – Providers Funded by Your Grant 

Item 5 – Providers Funded by Your Grant

To remove a provider contract, click the Remove (trash) icon next to the provider’s name.
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Grantee Report
Item 5 – Providers Funded by Your Grant 

Item 5 – Providers Funded by Your Grant

After reviewing and updating your provider contract list. Verify the contact information
for each of your providers. To edit a provider’s address, select the “Edit” icon. This 
link will open another browser window where you can update the provider’s contact 
information.
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Grantee Report
Item 5 – Providers Funded by Your Grant 
(continued)

Item 5 – Providers Funded by Your Grant

Next, verify your providers’ contract information by reviewing the data in the following fields. The 
data in these fields may be edited at anytime.

Contract Reference (optional): You may want to enter a “contract reference” if you have multiple 
contracts with one of your service providers under a single grant.  A contract reference number 
(or name) may make it easier for you and your provider to identify each particular contract.

Contract Start and End Date: Enter the start date and end date of the selected contract. Keep in 
mind that the contract period may begin before and/or extend beyond the reporting period dates.

Amount: Enter the total amount of funding allocated for the selected contract.
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Grantee Report
Item 5 – Providers Funded by Your Grant 
(continued)

Item 5 – Providers Funded by Your Grant

For each contract: Grantees are required to specify the services the provider is 
authorized to deliver under the contract.

Select the “Services” link to open another screen. 
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Grantee Report
Item 5 – Providers Funded by Your Grant 
(continued)

Item 5 – Providers Funded by Your Grant

Select all of the services the agency has been contracted to provide under this agreement.
After saving information entered on the services web pages, simply close the browser 
window using the “Close Window and Return to Contracts Page” link to return to the 
“Providers Funded by Your Grant” page of the Grantee Report.

Important: The “Next Page”, “Previous Page” and “Save” buttons save changes that you 
have made to the services.  Navigating between service categories using the tabs does not
save your changes.
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Grantee Report
Item 5 – Contract Administrative and Technical Services

Item 5 – Contract Administrative and Technical Services

For providers who serve as fiscal intermediaries (pass-throughs), select 
“Fiscal Intermediary Support” as a service.
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Grantee Report
Item 5 – Contract Core Medical Services

Item 5 – Contract Core Medical Services 
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Grantee Report
Item 5 – Contract Support Services

Item 5 – Contract Support Services
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Grantee Report
Item 5 – Contract HIV Counseling & Testing Services

Item 5 – Contract HIV Counseling & Testing Services
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Grantee Report
Item 5 – Provider Contracts

(continued)

Item 5 – Providers Funded by Your Grant

After reviewing and updating, if necessary, the information for each contract, check the box in 
the “Completed” column. 

Select the “Next” button to save the data and advance to the final page in the Grantee Report, 
“Providers Funded Through Your Fiscal Intermediaries.”
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Grantee Report
Item 6 – Providers Funded through Your Fiscal Intermediaries 

Item 6 – Providers Funded through Your Fiscal Intermediaries

If you have selected fiscal intermediary services for any of your providers, you will complete 
information on the “Providers Funded through your Fiscal Intermediaries” tab.

Select a contract for fiscal intermediary services from the list box near the top of the page. A list 
of contracts funded by your grant through the selected fiscal intermediary will be displayed. 
(Note:  In the first system release, you will need to add this contract information.)
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Grantee Report
Item 6 – Providers Funded through Your Fiscal Intermediaries 

Item 6 – Providers Funded through Your Fiscal Intermediaries

If a contract is missing, add it using the ADD PROVIDER CONTRACT link located 
beneath the table on the left side of the screen.  A second browser window will open 
with a search form that can be used to select a provider from the RWHAP provider 
directory. If the service provider you have contracted with is not listed in the directory, 
contact Ryan White Data Support to have the provider added to the directory in the RSR 
system. 
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Grantee Report
Item 6 – Providers Funded through Your Fiscal Intermediaries 

Item 6 – Providers Funded through Your Fiscal Intermediaries

To remove a provider contract for this fiscal intermediary, click the Remove icon next to 
the provider’s name.

After reviewing and updating the provider contract list associated with this fiscal 
intermediary, verify the contact information for these providers. To edit a provider’s 
address, select the “Edit” icon. This link will open another browser window where you 
can update the provider’s contact information.
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Grantee Report
Item 6 – Providers Funded through Your Fiscal Intermediaries
(continued)

Item 6 – Providers Funded through Your Fiscal Intermediaries

Next, verify the contract information for this fiscal intermediary’s contracts by reviewing the data 
in the following fields. The data in these fields may be edited at anytime.

Contract Reference (optional): You may want to enter a “contract reference” if you have 
multiple contracts with one of your service providers under a single grant.  A contract reference 
number (or name) may make it easier for you and your provider to identify each particular 
contract.

Contract Start and End Date: Enter the start and end dates of the selected contract. (The 
contract period may begin before and/or extend beyond the reporting period dates.)

Amount: Enter the total amount of funding allocated for the selected contract.
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Grantee Report
Item 6 – Providers Funded through Your Fiscal Intermediaries
(continued)

Item 6 – Providers Funded through Your Fiscal Intermediaries

For each contract: Grantees are required to specify the services the fiscal 
intermediary providers are authorized to deliver under the contract.

To do this, select the “Services” link to open another screen. 
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Grantee Report
Item 6 – Providers Funded through Your Fiscal Intermediaries
(continued)

Item 6 – Providers Funded through Your Fiscal Intermediaries

Select all of the services the agency has been contracted to provide under this agreement. 

After saving information entered on the services web pages, simply close the browser window 
using the “Close Window and Return to Contracts Page” link to return to the “Providers 
Funded through Your Fiscal Intermediary” page of the Grantee Report.

Important: The “Next Page”, “Previous Page” and “Save” buttons save changes that you have 
made to the services. Navigating between service categories using the tabs does not save 
your changes.
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Grantee Report
Validation and Certification

Item 6 – Validation and Certification

After reviewing and updating, if necessary, the information for each fiscal 
intermediary contract, check the box in the “Completed” column. 

Validate your Grantee Report by clicking on the “Validate” link at the top left of the 
page in the “Workflow” section. Resolve all validation errors and – to the best of 
your ability – all validation warnings.
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Grantee Report
Validation and Certification

Item 6 – Validation and Certification

Once all validation errors have been 
resolved and you have completed 
entering all information; certify that the 
Grantee Report is complete using the 
“Certify” link at the top left of the page.

You may print your report by using the 
“Print” command located in the top left 
corner of the page.

Important: Provider Reports may not
be submitted until the Grantee Report 
has been “certified”.
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Provider Report
HAB RSR Login

Login to the HAB RSR Website
https://perf-test.hrsa.gov/regloginapp/admin/login.aspx

Enter Your Username and Password and Select ‘Login’
Note: You must be a registered RSR Provider.
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Provider Report
HAB RSR Provider Task List

Click on “Go Perform Task” next to “Finish Provider Report Data Entry.”
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Provider Report
Item1 – Provider Address and Item 2 – Contact Information

Verify the contents of Items 1 and 2.   Edit if necessary.
Click “Next Page” to save your changes and advance to the next page.
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Provider Report
Item 3 through Item 7

Answer Item 3 through Item 7.  
Click “Next” to save your changes and advance to the next page.
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Provider Report
Item 8 – Contract Services

Complete Item 8 by selecting the “Services” link for each contract and 
indicating the services that you delivered under each contract.
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Provider Report
Item 8 – Contract Services

Check the box in the “Delivered” column next to each service that you delivered during the 
reporting period.  The “Funded” column indicates those services that you were funded to 
deliver during the reporting period.  Use the “Close Window and Return to Contracts Page” to 
return to the Provider Report.

Important: You must save your changes before closing this window using either the “Previous 
Page”, “Next Page” or “Save” buttons. Changing category services using the tabs does not 
save your changes.



37

Provider Report
Item 9 through Item 11

Answer Item 9 through Item 11. 
Click “Next” to save your changes and advance to the next page.
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Provider Report
Item 12 through Item 17

Answer Item 12 through Item 17 if you delivered any HIV Counseling and Testing Services. 
Click “Save” to save your changes. 

This section will be disabled if you did not indicate that you deliver these services. 
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Provider Report
Import Client-Level Data

If you were funded for 
Outpatient Ambulatory Medical 
Services or Case Management 
Services (medical or non-
medical), import your client-level 
data (XML file) by clicking on the 
“Import Clients” link at the top 
left of the page.



40

Provider Report
Import Client-Level Data

Browse to the location of your Client-Level Data XML file using the “Browse” button; select 
the file; and click on the “Upload File” button. 

It may take several minutes, depending on the number of records you are importing. A 
status message will be displayed once the upload has completed, indicating the number of 
records processed, or an error has occurred.
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Provider Report
Client-Level Data Reports

You can access the Client-Level Data Reports by clicking on the “Reports” menu at the top 
of the page.

Review, at a minimum, the Client-Level Data Summary Report before returning to the 
Provider Report to perform the final steps: validation and submission.
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Provider Report
Validate and Submit

Validate your Provider Report 
by clicking on the “Validate”
link at the top left of the page. 

Resolve all validation errors 
and, to the best of your 
ability, all validation warnings.
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Provider Report
Validate and Submit

Once all validation errors have 
been resolved and you have 
completed entering all 
information, submit the Provider 
Report by using the “Submit” link 
at the top left of the page.
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HAB Ryan White HIV/AIDS Services Reporting 
References

TARGET Web Site 
http://careacttarget.org/rsr.asp

HAB RSR Website 
http://hab.hrsa.gov/manage/CLD.htm
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HAB Ryan White HIV/AIDS
Services Reporting (RSR)
Web Application 
Training

Thank you!


