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Introduction 
 
This manual provides instructions for entering and submitting your monthly electronic Program 
Narrative Report (ePNR). If you have any questions or trouble utilizing the online tools described 
in this manual, or if you have general questions about the ePNR, please contact your  HIV Care 
Services Contract Manager.                           
 
Logging On 
 

1. Open Internet Explorer or other web-browser. 
 
2. Go to the HIV Care Services website www.healthsolutions.org/hivcare  

a. Click on the “Contractor Reports: Login”. 
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3. Enter your e-mail address and your password.  If this 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 new user, which 

requires signing and submitting a Contract Contact Verification Form (CCVF) to activate 
your account.  Click “Register or Cancel Your Account” and follow the instructions on that 
page. 

 
 

 
 

 
 
 

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 Form (CCVF) 
and follow the instructions provided (available in MS Word and Adobe formats). You can 
also contact your HIVCS Contract Manager for a CCVF form.   

 
 
 
 
 
 
 

Enter email and 
Password then  
Click Login If you did not receive a 

password click the  
Register Link 
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6. If you are logging on for the first time you will be taken to a page to select a new password. 

Step1 - 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 will 
need to enter your new password twice. 

Step 3 - Click the Change Password button. 
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7. Once you have successfully logged on, click on the person icon (Monthly Narrative Direct Entry) 
to access the ePNR. 

 

 
 
Once you select “Monthly Narrative Direct Entry” you will see this screen: 

                 
 

This is the screen where you will add your monthly narrative information. 
 
** PLEASE NOTE  For Prevention Programs ONLY, skip question 6 in Section A and skip 
question 3 in Section B.  
 

 

Click here to enter 
ePNR module 

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

 

This button 
allows you 
to submit 
additional 
information 
to your 
HIVCS 
Contract 
Manager.  

 

Save for 
later  lets 
you save 
and come 

back to 
complete 

report   
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Saving, Previewing and Submitting your ePNR 
 

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 when you come back to 
 finish the submission.  

 
 2. Click on the “Preview/Print” button to review your ePNR after you are done entering all  
  the data.  You can also print the data at this point.  
 
 3. Click “Submit” to submit the final eMPR 
 
 4. A message will appear stating that you have successfully submitted the ePNR for the  
  month you were working on.   
 
  

            
 
   
 
  
 
 
 
 
 

 

Preview/ 
Print lets 
you 
review 
and print 
data  

 

Submit 
allows you 
to submit 
completed 
ePNR 
report  
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2. An e-mail message will be sent to the agency head and senior administrator on file for your agency, 

the staff member logged on, and to your Contract Manager at HIVCS acknowledging the 
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 


