The Ryan White

Program Data Report

An Overview and Walk-through
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Web Training Demo

https://performance.hrsa.gov/hab/EHBDemo/CADR

m HAB has developed an Online Demo to
help Grantees navigate through the EHBs
O Registration
O Access/Permissions
OAccessing the Online RDR




Overview of Process

= Accessing RDR Through EHBs
= Monitor Schedules

= Contact and Provider Verification
Process

= Data Entry/ Navigation
= Validating RDR

= Skip Patterns

= Printing RDR

« EHB/ RDR Statuses

= New Changes in the RDR
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Accessing RDR Through EHBs

(W cchoonour wite
Welcorme s HRSA ENB QA environmest (Lsst lsgin date and bime 3 E
Grant Handbook Ounrview

home | kogout | contact us | glassary | help |

[eomments

3

v B Contact s
briem Amards Fhong Time:
. BT7-God-HRSA/BTT-464-4772; 9:00 a.m, to 5:30 p.m. Eastem Time (E.T.), Monday
301-998-T373 through Friday

Grant Electroric Handbosk (EHB) provides suthorized users of the grantas arganization 3 maans 1o conduct vanous st

[ubmissians WHAT WOULD YOU LIKE TO DO TODAY?
@ Viaw Grant Information ® administer Grant Handbook

Lot

qrp
Accessing RDR Through EHBs
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Ryan White Program Data Repart schedule Status: Not Started
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Monitor Submissions

m Grantees can see their provider submissions
throughout the process from the Workflow Inbox
under the “Progress Report” tab.

m As RDRs are submitted for your review, you will
find them in the Workflow Inbox.

m Grantees will be notified by email when their
providers have submitted their RDRs for review.

Contact and Provider Verification
Process

m The system will be open for grantees to verify their
provider list and contact information on December 8,
2008.

m Grantees will not be able to do any RDR data entry until
this information is verified.

m First step is to verify provider list which determines
exactly which RDRs will need to be entered, validated,
submitted, and accepted under your grant.

m Users must have “Submit Performance Report”
permissions to verify provider list.

m This process is required for all of your Ryan White
funded grants.
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Contact and Provider Verification

Process

m Update contact information for your
organization.

m The initial provider list will contain all of your
providers for which an RDR was submitted last
year.

m Add providers that were newly funded.
m Remove providers that you did not fund.

m When removing a provider, grantees will be
required to provide reasons.

Verify Grantee Information
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Verify Contact Information
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Verify Provider Lis
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Data Entry/ Navigation

m No data entry can be done until RDR goes
live on January 5, 20009.

‘ January 2009

Sun Mon Tz Wed Thu Fri Sat

1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 2 23 24

25 26 27 28 29 30 31
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Data Entry/ Navigation

m Save each page using “Next Page”, “Previous
Page”, or “Save”.

O The system will automatically bring you to the next
required page based on the answers provided in
previous sections.

m Direct navigation from side RDR navigation
menu does not save each page before changing
pages.

m System timeouts

O The system will time you out after 30 minutes of
inactivity.

O Doesn’t recognize typing as activity.
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Data Entry/ Navigation

Home | Workflow | Administration | Logout

Section 1 0f 7 - Pags 1 o 24 - Questions 1- 4 Access Mode: edit - Data can be edited by: sandiego only - CADR Status: working

Section 1 (llems 1—22) should e completed by @il service providers funded through Titie JX\'i of the Public Hesith Service Act as amendsd by
the Ryan White HIZAIDS Treatment Modernization Act of 2006 (Ryan Whits HIAIDS Prograrm) Parts A (Title [}, B (TRi2 1), © (Tie 11, and O

(Titie 117). For the definition of Senvice provider, please refer o the INSruclions for cormpleting this form.

Fields with a red star (7 are required
Health & Happiness Project 1 g

1111 Anywhere Road

Bnytawn Fr State: [Ny ~]=
c. Zip Code: 12345 F-[g780
d. Tampayer D #: 12 - [3456789

3. Contact information:

a. Name: Jenny Smith

b. Title: Project Directar

c. Phone# ([212/m[555 - [0123

d. Fax# ([z12[555]-[0124

e. Ermail ismith@hhp.ora

4. Person completing this form:

a. Name Sally Smart

b. Phone # ([212m[555 - [o12a

c. Email ssmart@hhp.ora

Newt Page > | Save

For technical help please call 1-877-Go4-HRSA (1 /a54-4772). For data support, please call 1-888-640-9356.
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Printing RDR

m Print RDR by schedule

O To print more than one of your RDRs, click on
“search/reports” on the left hand side.

0O The search box will appear. Do not change any of the
search criteria and click “search”.

O Check all RDRs that you would like to print, and click
“schedule PDF print”.

m Print RDR from data entry pages

O RDRs can be printed as a PDF version from any of
the data entry pages by clicking “Print” on the left
hand side.
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Validating RDR

m Two levels of validation é <l

O Page level validation
O Report level validation

m RDRSs can not be submitted until all errors
are resolved.

O Contact Data Support if you have trouble
resolving errors.

m There will be no warnings this year.
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Skip Patterns

m Refers to logic in the RDR system that
“skips” the user from one question to
another depending on the user’s entries.

m Questions that trigger skip patterns are
#16, #17, #18, #34, #35, and #36.
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EHB Statuses/ Grantee Level

m Not Started — before the grantee clicks “Start Report”.

m In Progress — after the grantee clicks “Start Report” and
verifies their contact and provider information.

m Submitted - after the grantee has reviewed and accepted
all their providers’ RDRs.

m Change Requested - after a grantee has completed their
submission and another grantee requests a change to an
RDR you have already approved.

O All grantees funding the provider must review and
accept or return for corrections.
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RDR Statuses/ Provider Level

m Working - RDR is in edit mode and data
entry is in progress.

m Review — data entry is complete and
validation checks have passed.

m Submitted - all grantees funding the
provider have reviewed and accepted the
RDR.
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New Changes in the RDR

m Race and Ethnicity

m Client counts by race will now be
separated into two ethnicity categories-
Hispanic and Non-Hispanic.

m Questions that will be affected are #27,
#58, # 59, # 60, # 70, #72, # 78.

m New/modified validation checks.
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Resources ‘

“n_nh,
m Help files ‘ )
O Located within the RDR consisting of
instructions, glossary, etc.
m HRSA Call Center/ Technical issues

O0(877)464-4772
O callcenter@hrsa.gov

m Data Support/ Data related issues
0(888)640-9356
O ryanwhitedatasupport.wrma@-csrincorporated.com
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Questions
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Hiealth Retireries and Seriue Administionos -




