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Introduction
This manual provides instructions for entering and submitting your monthlycgiecBrogram
Narrative Report (ePNR). If you have any questions or trouble utilizing theedolols described

in this manual, or if you have general questions about the ePNR, please contadt\yyd@are
Services Contract Manager.

Logging On
1. Open Internet Explorer or other web-browser.

2. Go to the HIV Care Services website/w.healthsolutions.org/hivcare
a. Click on the “Contractor Reports: Login”.

CONTRACTOR REPORTS: LOGIN
Contact Us
Download RFPs

Search HIV Care Services Go

HIVCS SERVICE LOCATOR
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A Program of Public Health Solutions
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‘Who we are...

HIV Care Serices is the "Master
Contractor” for the New York City
Department of Health and Mental
Hygiene (NYCDOHMH). administering
Ryan YWhite Part A funding for
HIV/AIDS care and treatment. and
federal and City funding for HIV

. prevention services from the Centers
for Disease Control and Prevention and

the City of New York.

Learn more about us.

HIVCS Service Locator

We've launched a NEW senvice locator
tool to help you seach for and locate
HIV/AIDS senvices in NYC.

Click here for the Senice Locator

Newsflash

Contractor Newsflashes are distributed
periodically to communicate important
contracting topics

Latest HVCS Contractor Newsflash

Care Coordination Contractors




3. Enter your e-mail address and your passwdirthis is your first time logging on enter
the initial password sent to you via email.

4. Click the Login button.
5. If you did not receive a password then you will need to register as a hew user, which

requires signing and submitting a Contract Contact Verification Form (C@\activate
your account. Click “Register or Cancel Your Account” and follow the instructionsadn t

page.
Enter email and
Password then
Click Login If you did not receive
ol Helt password click the
2 Slutons RegisterLink
MERGING RESEARCH AND ACTON
HIVCS Main Ppge |
E-Mail Addvess I + Forgot Your Password?
+ Change Your Password
Password I » Register or Cancel Your Account
ﬂl Login Help

PLEASE NOTE: If you need to make any changes to the contact information or add or
remove an authorized individual, download the Contract Contact Verification RqICCVF)
and follow the instructions provided (available in MS Word and Adobe formats). Yau c
also contact your HIVCS Contract Manager for a CCVF form.




6. If you are logging on for the first time you will be taken to a page to selemivgpassword.

Stepl- On that page you will need to pick a challenge question and provide an answer
to that question. The question selected and answer provided will be used to verify your
identity should you ever forget your password and need to retrieve it.

Step 2- After selecting the challenge question and answer you will need to provide
your email address, your initial password, and your new desired password.|¥You wi
need to enter your new password twice.

Step 3- Click the Change Password button.

"

Public Health
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! Sl]|l|t|0|ls Change Sign In Information

MERGING RESEARCH AND ACTION
- Pick Your Question | j
Your Answer |

Step2 | Your Email Address |

Old Password I

New Password |

Confirm Password |




7. Once you have successfully logged on, click on the person icon (Monthly Narratot Bitry)
to access the ePNR.

Click here to enter
< ePNR module

Once you select “Monthly Narrative Direct Entry” you will see thigseot

This is the screen where you will add your monthly narrative information.

** PLEASE NOTE For Prevention Programs ONLY, skip question 6 in Setton A and skip
guestion 3 in Section B.

Enter current
contract year,
contract
number and
month you are [——__
submitting
data for

Save for
later lets
you save
and come
back to
complete
report

This button
allows you
to submit
additional
information
to your
HIVCS
Contract
Manager.
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Saving, Previewing and Submitting your ePNR

Submit
allows you
to submit
completed
ePNR
report

Preview/
Print lets
you
review
and print
data

1.

Click on the “Save for Later” button if you wish to complete your ePNR submission at a
later time. Any data you have already entered will be available whenome back to
finish the submission.

Click on the “Preview/Print” button to review your ePNR after you are daeeirg all
the data. You can also print the data at this point.

Click “Submit” to submit the final eMPR

A message will appear stating that you have successfully submittd?NRefer the
month you were working on.
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2. An e-mail message will be sent to the agency head and seimonistrator on file for your agency,
the staff member logged on, and to your Contract Manager at HIVCS acknowldagin
submission of the ePNR. The email will also contain any notes included with the ePNR.

Errors may be adjusted when making the next month’s submission.

Email confirmation
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