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Overview of the AIRS

= The AIDS Institute Reporting System (AIRS) is a relational database system for entry of
Client Information and Service Tracking with Billing, Reporting, and Export capabilities.

=  Written in Visual FoxPro (VFP) Version 9.0

= Contains over 300 inter-related tables

| Prior to Starting AIRS |

=  Shortcut to AIRS: If a shortcut does not exist, run SETUP.EXE to create one for AIRS on
your Windows desktop. The program is URS.EXE.

» |f Shortcut was Deleted: If you are certain that SETUP.EXE had been run but the
shortcut was deleted, either re-run SETUP.EXE or recreate the shortcut by right-clicking
on any empty area of your desktop and selecting the “New” option. Select “Shortcut”
from the drop-down menu and type the path name to the drive where AIRS is located and
for the file that starts (executes) the AIRS software.

| Starting AIRS |

e The Login/Password combinations that your agency set up in the legacy URS for Staff
and the System Administrator will be available in AIRS.

e Every user will have to change their Password the first time they log into the new system.

e Passwords are now case-sensitive. If the Caps Lock is on, the system will inform you of
this in red. Note, if your password was entered in caps, having the caps lock on is fine.

o Login =

AIDS Institute
Reporting System
NYSDOH

Pazzwords are case zenzitive.
Login HamelﬁDMIN

xxxxx

Password I

Caps Lock is On!  [Press Enter to login]
Hemember. Passwords are case sensitive.

e Note: A default administrative Login for AIRS is not being provided. (The ADMIN login
with default password was provided to each agency when the legacy URS was first
installed. It should have been changed by now.)
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Agency Module

| Programs |

The screen contains setup information for Programs operated by your agency.

[ Eligibility Types |

Ryan White Eligible programs serve clients who are HIV/AIDS-infected or HIV-affected. Client
and Service statistics from AIRS Programs flagged as Ryan White Eligible will be used by the
AIRS to generate the CARE Act Data Report (CADR), the AIDS Institute Aggregate Reports,
and the MHRA Contract Monitoring Reports. Programs identified as Ryan White Eligible will be
included in the AIDS Institute Extracts.

HIV Prevention Eligible programs serve individuals at risk for HIV infection as well as HIV
positive clients requiring anonymous services or secondary prevention education. Client and
Service statistics from AIRS Programs flagged as HIV Prevention Eligible will be used by AIRS
in generating the AIDS Institute Aggregate Report used for program monitoring. Programs
identified as HIV Prevention Eligible will be included in the AIDS Institute Extracts.

HIV Counseling and Testing Eligible programs serve individuals with Counseling, Testing and
Partner Notification services. These programs are now eligible for funding under the Ryan
White CARE Act. Programs identified as HIV Counseling & Testing Eligible will be included in
the AIDS Institute Extracts.

Other - Programs flagged as 'Other’ usually identifies internally funded programs that an agency
chooses to track in the AIRS. These Programs will NOT be included in the AIDS Institute
Extracts.

| Funding Type

This selection indicates how the Program is funded.
= |tis based on the Program’s Eligibility Type.
= A Program can be funded by Ryan White (RW) Title I, RW Title II, RW Title Ill, RW Title

IV, HUD, HOPWA, MAI Title I, MAI Title II, MAI Title 1ll, MAI Title IV CDC, State, or Other
money depending upon the selected Eligibility Type.
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| Requires Enrollment

* When the AIRS Program is marked as “Requires Enrollment”:

o Only enrolled clients will be eligible for services in the Program. Therefore, clients
must be enrolled into the Program (see Enroliments) before any
encounter/services can be entered for clients.

o The user will not be able to enter services for non-enrolled clients.

=  When the AIRS Program is NOT marked as “Requires Enroliment”:

o Users can enter encounter/services in the Program for any active client in the
database.

| Service Categories Operated By This Program

For each AIRS Program, the types of services rendered are identified here.
= Select all the appropriate AIRS Service Categories for each Program.

= Users will not be able to enter encounter/services for the AIRS Program from unselected
Service Categories or ones that have ended.

| Agency | Staff Information:

= Staff who need to be entered into AIRS:

o Any staff member who renders a Service to a client

o Any staff member who provides Data Entry into the system

o Any staff member needing access to AIRS for Viewing information, creating
Billings, generating Reports, or running Extracts, etc.

= Note: Staff Job Titles are directly linked to Security Schemes.
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Client & Service Screens

VIEW MODE

e When you first bring up a client’s information, the user will always be in a View Mode until
directing AIRS to perform another action (i.e., ADD or EDIT).

CLIENT SELECTION CARRY-OVER from screen to screen

After selecting a client in an AIRS screen, the client information will remain accessible on
subsequent screens. To see a different client, open and select another client, which in
turn, will be carried to the next menu option/screen.

| Client Information |

| Agency Intake |

Allows the user to either a) Edit or View existing client information or b) Add a new Client Intake.

Select the Clients & Services module.

auil AIRS from NYSDOH AIDS Institute

File Edit Extracts Swskem

J ol Agency E Clients & Sewicesm& Sezzsion-Bazed Encounterz B2 Aeporting $ Billing/Finance

Expand the Intake Information option.

aui Client Information and Services

i Clert | -]

=E Intake Information:
- Agency Intake %
. Case Management Intake
Ha Enrollments / Assignments:
Ha Historical Information:
H-Services:
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e Select Agency Intake.
o To see existing information for an Existing Client, click on CLIENT.

o To enter a New Intake, click on ADD.

ai Client Information and Seryices

) Cliesrit | EH h Add % Edit D Remove.. | EHGave  w2Cancel

e Enter the Last Name and First Name. Select BEGIN.

i & Locate : |
Thiz process iz useu_:l o lozate peu:up!e who may! already be in the zpstem. You may be able to select
) Help

— Locate by Hame

[V Ignore Case while searching

Last | apple First |E || Middie |
[ Check this box if the person is '&nonymous' [ Show mefanonymous people
Beqin...

e If this is a new person to be entered into the system, select YES to continue.

@ Newperson

Fleaze read the following meszage and rezpond accordingly, if neceszan. ..

x|

There are no results to display for the search criteria entered.
Is this a new person?

Yes

¢ [f the client information is already in the system, do not proceed with a new Intake. This
person already exists in AIRS.

o This person may already be a client, have an incomplete Intake, or be listed as a
collateral to a client.

o Review the information to determine if this is a new person.
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i i Locate ﬂ
Thiz processz iz uzed to locate people who may alkeady be in the zypztem. You may be able to zelect
a known person or indicated that this person is new ko the sustemn. ) Help
— Locate by Mame :

[+ Igrnore Case whils searching

Last | Apple First £ Middle |
[~ Check this box iF the person is ‘anonymous' [ Show me anonymous peopls
Bean...

Hame Date of Birth [S5N [MEDICAID Mo.| Rank| -]
1 people found out of 38 searched. [0.0 seconds] Mew Person  Select

e The Agency Intake is comprised of 6 tabs. Each tab contains different information.

Intake and Perzonal Information

Identification | tore Details | Other Information | Agency Defined I E nrollment I Comments

1 — Identification:
General Demographic information

2 — More Details:

Race/Ethnicity, Insurance Information, Referral Source information

3 — Other Information:

History of Substance Abuse, Income Sources/Benefits, Special Populations

Page 10 @defran systems

simph beiter

Defran Systems, Inc. - 5 East 1 6" Street, New York, NY 10003 - Tel: 212.727.8342 - Fax: 212.727.8639 - ursinfo@defran.com -www.defran.com



AIDS Institute Reporting System Basic Training

4 — Agency Defined fields:

Additional data entry fields created and implemented by Agency (not used by all
agencies)

5 — Enroliment:
Contains Person Completing Intake, Site Assignment, Program Performing Intake
(and enrollment), HIV Status, and HIV/AIDS Risk. This tab is not available for
Incomplete Intakes.

» Note: When the Intake record is saved, the HIV Status and HIV/AIDS Risk
information become View Only. To edit this information, you need to access
the data from the “Historical Information” section.

6 — Comments:

Text box for entering comments/notes

| Incomplete/Partial Intake

By selecting the “Incomplete Agency Intake” checkboyx, it is possible to fill out a partial or
incomplete intake for a person. The person only becomes a “client” when the Intake is
completed.

Identification | Maore Detailz | [Other Information | dgency Defined | E tirallment | Comments |

Intake Date I I [ ncomplete Agency Intake?[}| .-'ﬁ.genn:_l.JIDI

e Incomplete Intakes are records without an Intake Date. It is possible to enter as little
information as the person’s name, gender and zip code to save the record. This is much
less than the numerous required fields associated with a complete intake.

e People with Incomplete Intakes are available to all users in the 'Agency Intake' feature
but they do not appear in any other area of the system.

¢ People with Incomplete Intakes are not counted in any reports as they are only
considered clients after an Intake has been completed. A person with an incomplete
intake may be made an active client by un-checking the “Incomplete Agency Intake” box
and entering all the required information, thereby creating a complete Intake record.
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| Complete Agency Intake

Please note...
e All required fields must be entered. Required fields are displayed in bold, black type.
e Agency ID is a unique agency-assigned ID given to each client.

e (Not currently in place: When selecting the Person Completing Intake, AIRS will
automatically enter the Client Assigned to Site from the selected Staff’s assigned Site
and Program Performing Intake (if the staff has a default Program identified in the Staff
screen) into the next field(s). If needed, the user can change the information in these by
clicking on the underlined field labels.)

e If you want to enroll your client into the Program Performing Intake, select the checkbox
labeled “Enroll this client into the ‘Program Performing Intake™. Any client who will be
receiving a service in a program that requires enrollment must be enrolled. Otherwise,
the service record will not be able to be saved in the system.

|dentification | tdare D etailz | Other [nformation | &gency Defined  Enrollment | Comments |

— Placement Information

D ate Intake Entered I 0zf13/2006

Registy # I

Person Completing Intake IF'-.-'-.-'.ﬁ..ﬁ.C HOLIDAY, Do T
Client Aszigned to Site IF'-.-'-.-'F'.F'.B SITE 1

Program Performing Intake IFw.ﬂ..ﬁ.E 1 Case Managernent Prograrn

Erroll this client in the
‘Prograrm Petforming Intake'

When performing a complete Agency Intake, the HIV Status and HIV/AIDS Risk History
must be entered before saving the record. Right click under the appropriate header to
enter the client’s HIV Status and Risks. If unknown, enter as such and save. Enter
additional client HIV Status and HIV/AIDS Risk information through the HIV Status and
HIV/AIDS Risk History screens.

HIV Status. .. HI¥/AIDS Risk History._.

Remember to update the Unknown HIV Statuses as soon as available. This is especially
important for reporting Ryan White clients.
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e |f Insurance Status is flagged as “Known” (under the More Details tab), the user will be
required to enter a record into the Insurance Information screen which is accessible from
Enrolliment tab. If Insurance is listed as “No Insurance” or “Unknown/Unreported”, the
user will not be required to enter information in the Insurance Information screen.

e Check with your Contract Manager at the funding agency to see if you are required to
enter information into the TB Status, Substance Use, Pregnancy History, Financial

Information, etc. screens.

| Identification Tab

Identification |fidore Details | Other Information | Agency Defined | E rrallmest | Comments

—
[ntake Liate [01701/2000 ™ Incomplete Aoency Intake | Agency ID I 1

Caze # I 9985770
Gender |1I:| Female

— ldentification

[ This client is &nomymous 554 I 123-45-6789

Lazt Hame I.ﬁ.PPLE

First Name IE'-.-'E Primary L anquage |01  English
tiddle M ame I.ﬁ.D.ﬁ.MS Secondary Language |02 Spanish

AfA IFRLIITH" Single (newver married)

DOB ||:|1;|:|1;195|:|
— Addresz & Contact
Streetl 1234 AVEMLE A

b arital Statuz |01

Current age: 46 Religion |01 Agnostic

Draptime Phone I [212) 555-6658
Ewening I (2121 111-2z222

[4PT. 14
Zi Eudel 10128- ;
E Thig person can be contacted [check all that apply]...
City I Fews York State IN‘r’ ¥ Discretion v By Mail
v Home visit ¥ By Phone

County Mew Yaork

Houszehold Data

— Living Situation

Head of Houzehold? I Yes vI
Dependent Children living with client? I Mo vI
|z client inadequately houged™? I T vI

Housing |01  Homeless On Street

¥ Chronic Homelessness {as defined by HUDY

v Client Refused to answer

Houzehold sizel 0
Tatal annual houzehold ir'u:u:umel 1]

If entering SSN, click the blue check button to ensure SSN is unique.

55N [ 123-45-6789

;’Lg
SSM iz Ok to uze.
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| More Details Tab

|dentification] More Details | Other Information | Agency Defined | Enrallment | Comments

— Ethnicity & Bace
Ethnicity (% Mon-Hispanic { Hispanic  Hispanic Detalk: I

Race | white Detailz |41  Eastern EuropejRussia
[ Black | African American  [etails I

[ asian Detail I

[ american Indian or Alaska native
[ Mative Hawaiian | Pacific Islander [ Some Other Race

— Inzurance
Status: % gnown 0 Unknown [ Unreported € Mo Insurance MEDICAID # o

Inzurance [nformation. .

./01./2000 - ADAP Flus

T hiz information may be required to confglete the agency

\ ;I intake process for a new client.

— Citizenzhip
Status: % 1,5,  Other Llnknn:-wr\lf 'I:Ither'l \

— D55/HASA Information \

Eu:u:lel Name\
F'hu:une#l( - Local Office/District | \ Unit |

— Referred By
Beferral Source |101  Physician Orgatization IF'-.-'-.-'.C'..C'.C Referral Agency 1
Type of Befemal Source: % In House © External Caontact IFw.ﬁ..ﬁ.B HOMCHD, HEAD E

e If Insurance Status is “Known”, you will need to fill out the Insurance Information
to complete the Intake.

e (Clients receiving billable Medicaid services must have an 8-digit alphanumeric Medicaid
Number. When entering Medicaid # in the Agency Intake, a Primary Insurance record for
Medicaid will be created in the Insurance Information screen. Any change to the
Medicaid # must be made from the Insurance Information screen.
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| Other Information Tab

|dentification | Mere Details | i Other Information | | Agency Defined | Errcliment | Comments

— Substance Usze

Hiztory of Substance Abuze I‘fes VI

Age Started | 13

Wwihere Client Getz Work.s IJDe's Garage

Wwihere Are Wiorks Disposed IStrE.-eI:

Income Sources / Benehits. . Special Population(z].
Recent [mmigrant

[- [-

b

e When mouse arrow/cursor becomes a “pointed finger”
options.

, right-click mouse for more

Income Sources £ Benefits.__
‘E mplaymert
et idd Income Sources

% Edit Selected Income Sources

= Remove Income Sources

Cancel

| Agency Defined Tab

|dentification | tore Detailz | Other [nfarmation Enrollment | Comments

— Agency Defined Fields

Eve Color (UM UMEMOW plus more here to Fill the Field
Cooperative? |MS 12345673901 23456750012 3456 78901 234567390
There 20 Characters! |99
12345673301 234567230 |05
YWhen was he/zhe last I98?654321098?654321098?654321098?6543210
12345672301 234567330 INever use this label mare than once.
Last Update? |07/12/2005 and 03/31/2006
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| Enrollment Tab

4 Enrollment | Chrormetts |

|dentification | kare Detailz | Other [nfarmation | Agency Defing

— Placement Information

Date Intake Entered IIZIE,I'13,I'2IIIIIIE-

Reqgistry # I

Person Completing Intake IFW.ﬁ..ﬁ.C HOLIDAY, DooiZ T
Client Azzigned to Site IFWP.P.B SITE 1

Program Performing Intake IF'-.-'-.-'.C'..C'.B 1 Case Management Pragran

Enrall this client in the W
‘Program Performing Intake'

The following infarmation iz required o complete the intake.
= After the Intake iz completed and saved, you will need ta uze the proper 'Histarizal [nfarmation’ form to maintain the
= following information. Howewer, the infornation can be wiewed by clicking on a row.

HIV/AIDS Risk History.__.

HIY Status._ ..
‘Mot Entered
e HIV Status and HIV/AIDS Risk History are required for a complete Intake.
HIV Status. __ HIV/AIDS Risk History. ..
HIVZAIDS Risk History. ..
4}:
Cancel ‘!’ ;I

NOTE: Any changes and/or additions to HIV Status, HIV/AIDS Risk History and
Insurance Information must be made from the appropriate screens listed under Historical

Information.
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AIDS Institute Reporting System

Basic Training

HIV STATUS INFORMATION

This is the screen where the (running) history of the client’s HIV Status is entered.

e This HIV Status Information screen is a requirement for every complete Agency Intake
and must be entered from the “Enroliment” tab in the Agency Intake form.

e If aclientis less than 12 years old, you must fill out the Pediatric Symptoms. Be sure to
update your client’s Pediatric HIV Status to an Adult HIV status when they are 13 years

or older.

Date ™ Status

|| 024022000 HIY-Pogzitive, AIDS Status Unknoan

Effective D ate IIIIEu,I'III?,I'ZIIIIIIEu

Status |10

Svmptomsz [Pediatric Only] I
Confirmed HIY Test Besult I

HIW TestDateI [

Confirmed Documentation Source I

Confirmation Datel i

COC - defined AIDS: Yes, Date: 0EA07 /2006

HIY-Positive, COC-Defined AIDS

Diagnozis Information:

ICDY Code|Diagnosiz Description E:;";;EDH Diagnozed D ate State (County :I]
L
'ITest Information:

Test Type Eszte Reszult Count (Percent |Test Date (Result Date il

L

Diagnoses are displayed (middle screen panel) in View Mode only.

e Laboratory and Psych Tests are displayed (lower screen panel) in View Mode only.
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AIDS Institute Reporting System Basic Training

NOTE: When the client has an HIV+ Status record entered and has a CD4+ count < 200
(or Percent < 14) in the Lab Test Information screen or has an Opportunistic Infection
(AIDS Indicator Disease) identified in the Diagnosis Information screen, the CDC-Defined
AIDS display field will indicate “Yes with the earliest AIDS-defined Date”. **This field is
also flagged as “Yes” when an AIDS diagnosis is entered or when an HIV status of HIV
Positive-CDC Defined AIDS is entered.

NOTE: Subsequent HIV Status entries should occur when information is updated, the
client receives HIV test results, or as mandated by other funding sources. These updates
will be made from the HIV Status Information Screen under Historical information.

HIV/AIDs RisK HISTORY

This is the screen where the (running) history of the client’s HIV/AIDS Risk is entered.

This HIV/AIDS Risk History screen is a requirement for every complete Agency Intake
and must be entered from the “Enroliment” tab in the Agency Intake form.

This screen displays the HIV/AIDS Risk data for the client historically.

NOTE: Subsequent HIV/AIDS Risk History entries should occur when the information is
updated, the client receives HIV test results, or as mandated by other funding sources.
These updates will be made from the HIV/AIDS Risk History Screen under Historical
information.

You will be able to view all current and prior HIV/AIDS Risk Histories while in the screen
to detect trends in client behavior.

There are 4 tabs associated with HIV/AIDS Risk entries. See the next pages. The tabs
are:

Factors - Sexual and Non-sexual Risk Factors

Risk in the past 3 months — Recent STD, Incarceration, Sex Worker, and Housing.
Characteristics — Pregnancy, Previous HIV Test, and HIV Medical Care

Risk History (Legacy) — Previously-entered legacy Risks (which were entered in a
different way) are displayed.

O O O O
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AIDS Institute Reporting System

Basic Training

FACTORS TAB

This tab includes questions about the client’s Sexual and Non-Sexual Risks.

HIVAAIDS Risk Histony

Date ™

|EDE Risk Category

|H"'|l|l" Risk Category

| |01/01/2000

Heteroserual Contact

Heterozexual Contact

Clientz Sex: Female

Effective Date |n1;n1xznna Recall Period: {* c0C  Local

— Sexual Rizsk Factorz: Sex [vaginal or anal] with.__

Factors | FIisk in the past 3 months | Characteristics | Rzt Higtomy [Legamy] I
For all af the questions on this page: [ o Risk identified [~ Refused [ Mok Asked

¥ 1ale | Female [ Transgender

|n exchange: Sex for drugs/money.

YWhile intoxicated anddor high on drugs.

YWith a persan wha iz an D,

YWith a person wha iz HIY positive.

"With person of unknown HIY status,

"With person who exchanges zex for diugs/money.
With anonymous partner.

With hemaphiliac or transfusiondtranzplant recipient.
With persan wha iz a known M5k [Female client anly]

o o o o X

o | e o

B | o e e

Mo additional risk information zpecified.
Fiefuzed to repart additional rizk factors.
Mot azked additional rizk factors.

— Hon-5exual

[¥ Injection Drug Use (10U

HermophiliaCoagulation
disorder

Blood produck ar
kransplant recipient

[ Maother at riskjperinatal

[V other
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AIDS Institute Reporting System Basic Training

RiSK IN THE PAST 3 MONTHS TAB

This tab identifies recent risks.

HIV/AIDS Risk Histary
Date ™ |EDE Rizk Category A'w Rizk Category |ﬂ
L
| | 01407 42000 Heterozerual Contact Heterozsexual Contact

Clientz Sex: Female

Effechive Eate IEII,I'EII,I'EEIEIE\ Recall Period: ™ coC  Local

Characteristics I Fizk Hiztom [Leaacy] |

Far all of the questions on thiz page: [~ Refused [ Mot Asked

— Recent 5TD [not HI¥] —— Incarcerated Sex Worker —— — Housing Status
" ‘es (Self-report) £ ves " ves [+ Permanent
% ves (Lab confirmed) i Mg i~ Mo ™ Mon-permanent
i~ Mo i Refused i~ Refused IEInsl-ll:itutiDn
W
" Don't Know £ ok Asked * Mok Asked wE ‘,Er
[ Don't Know
" Refused I Refused
™ Mok Asked ™ Mot asked

If the client refused to answer or was not asked these 4 questions, the user can check
either the “Refused” or “Not Asked” box which will automatically check “Refused” or Not
Asked” for the 4 fields.

Factorz:  Rizk in the past 3 months | Charactenistics | Riizk: Hiztan [Legacy] |
Far all of the questions on thiz page: ReFused[:g_ Mok Asked
— Recent STD [not HIY] —— Incarcerated Sex Worker —— — Housing Status
€ es (Self-report) £ es £ es [T Permanent
£ ves (Lab confirmed) = o £ o I Mon-permanent
= To = Refused f* pefused F Ir's':'t"'t":'n
£ Donlk Know £ ot Asked £ ok Asked Ok ‘,Er
I Dol Know
¥ fefused ¥ Refused
" ot Asked I™ not asked
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AIDS Institute Reporting System Basic Training

CHARACTERISTICS TAB:

This tab asks about the client’s Pregnancy and HIV Test statuses.

HIVAAIDS Risk Hiztary

Date ™ |EDE Rizk Category |F|'w' Rizk Category |ﬂ

0101 /2000 Heteroserual Contact Heterosesual Contact

i 5

Clientz Sex: Female

Effective Date IEIl,l'EIl,I'2EIEIE~ Recall Period: i* c0C © Local

Factors | Rigk i the past 3 months Fizk Hizton [Legacy]

Previous In HIV

— Pregnant ———— — HI¥ Test —  — Selfreported Test Resuts ———— — Medical Care —

¥ yeg % yes i* Positive i~ e

" Mo i Mo " MNegative &+ Mo

™ Don't know " Don't know " Preliminary Positive/Indeterminate " Don't know

i~ Refused " Refused i~ Don'k Know i~ Refused

™ Mot asked ™ Mot asked " Refused ™ Mot asked
— In Prenatal Care — " Mok asked

" ves

Mo ®f you answer Yes' to "Previous HIY Test", you must answer the

& Dortt kn "Self-reported Test Results" questian,

L an A

~ *If you answer 'Positive’ in "Self-reported Test Results” you must answer

Refused the "In HIY Medical Care" question.
™ Mok asked

e Note: Pregnancy information will not be available for:

o Male clients (as identified on their Agency Intake Form).
o Female clients younger than 15 and older than 50.

e Some fields contain options that, when selected, will result in another field becoming
required. For example, selecting “Yes” for Previous HIV Test field will require the user to
enter an answer for the Self-Reported Test Result field in order to save the record.
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AIDS Institute Reporting System Basic Training

Risk HiISTORY (LEGACY) TAB:

Legacy Risk records entered prior to URS V4.3b had a different format than the current
information but can still be viewed by the user. This information is displayed in the ‘Risk History
(Legacy)’ tab.

HIWAAIDS Risk Histary
Date ™™ |EDE Rizk Category R Rizk Category -
01./01./2006 Iou 10U

01/0/2000 )
L

Clientz Sex: Female

Effective Date IIZII,I'IZII,I'ZEIIJEI Recall Period: © oo € Local

Factorz I Rizk inthe pazt 3 months | Characterstics | Risk History [Legacy]

[ Risk Exposure Unknown The information on this page can only be viewed. Drug / Needle

— Sexual Relations With — Other HIY Rizsk — UWse History —
Male [ =70 Diagrosis {Current Or Previous)
Oremale [ child Born To Wwaman With HIV}AIDS Oy
Oou O child OF Parent With Unknown HIY Skatus
[ Men Who Had Sex With & Male [ Received Clotting Factor YIII iHemophilia &) Sh_are_Drug
[ Person with HIviaIDS [ received Clatting Factor I (Hemophilia E) O L?f;tﬁgm alia
[ Person with Anather HIY/AIDS Risk [ received Sther Clatting Fackar ;
] t#+hile Using Mon-Injection Drugs [ received Transfusion Share Drug
1 Exchange For Drugs Or Money O received Artificial Insermination 0 Injection
[ person 'with Hemophilia O received Transplank Paraphernalia In
[ transplant Recipient With HIY AIDS [ Health Care Warker fDccupational Exposure Shooting Gallery
[ transfusion Recipient Wwith HIv/aIDs | | [ Tattoo
[ Multiple Partners O victim ©F Sexual Assault
[ Person with HIY Skatus Unknown [ Mother wwithiak Risk For HIY

e This screen can be accessed when highlighting a historical record that was entered with
the former Risk screen.

e When available, the information will display in a view-only mode.

Page 22 @ defran systems

simph beiter

Defran Systems, Inc. - 5 East 1 6" Street, New York, NY 10003 - Tel: 212.727.8342 - Fax: 212.727.8639 - ursinfo@defran.com -www.defran.com



AIDS Institute Reporting System Basic Training

| Comments Tab = Optional

Enter any comments related to the client here.

|dentification | kare Detailz | Other [nformation | &gency Defined | Enrollment  Comments

Y'ou can enter your commentz here. Right-click vour mouze for "DatesTime" stamp options. ﬂ
1140642008 03:52:36 P, Adminiztratar System Worker Name
[rake: & Tirme:

orker Mame

[Dake, Time & W

Zancel

Right-click your mouse to select the Date, Time & Worker Name stamp options and spel
check.
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AIDS Institute Reporting System Basic Training

| Case Management Intake

This is the Case Management Intake screen. (Not necessarily used by all agencies.)

e (Client must first have a complete Agency Intake.
e Click on ADD to enter the client’'s Case Management Intake Information.

| Enrollment Tab

¥ Create inikal €M Encounter

Perzon completing Intake IF'-.-'-.-'F'.F'.C HOLIDAY, DoiC T

Beferal [ ate I 01012000

— Caze Disposzition
Cormrnunity Follow Up Programm Client Interested in Community Follow Up v :

"] "] Consent Form Signed

o [CFP) Case Management v Program {CFP) Services e

— Support System Availability s e e @

Client Lives |07 FAMILY { MULTI-GEMERATION Temporary =]

— Other Agencies
Theze agencies are directly providing services o the client

Organization 1 IOrganizatiDnOrganizatiDn Oraanization 3 I CrganizationCrganization
Contact 1 Icuntact Conkack Conkack C Contact 3 I ContackContackContackConc
Organization 2| 12545675901 2345675901 2345 Organization 4 I CRGE4ORGHORG4ORGHORGHORGHD
Cortact 2| 17345675001 2345675901 2345 Contact 4 I ContackConkact4Conkack4C

Confidentiality Bemarks...

The reamrks for the Caze Management Intake are entered and stored here, These were entered 171/02/2008 ;I
12:39:44 Pk, Adminiztratar System

e Optional: The system can automatically enter the Initial Case Management encounter for
the Intake service if the client is enrolled in a Program that performs Case Management
services by placing a check in the box to the left of “Create Initial CM Encounter”.

e The “Initial CM Encounter” tab only becomes available to the user when the box is
checked for “Create Initial CM Encounter”. Otherwise, the tab is not available.
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AIDS Institute Reporting System

Basic Training

| Initial CM Encounter Tab

This tab allows entry of the Case Management encounter.

e The client must be enrolled in a Case Management Program in order to select the

Program.

e The Start Time and End Time are required.

aze Management [ntake

CH Intake Date IEIl,l'Dl,l'EEIEIEI

Erralimen ! Imitial CM Encounter | M edical |

Enter the contract information for thiz [nitial Encounter.

Date ||:|1;|:|1;2|:u:|n Start Timelll:SD &M[-| End Time|12:45 P[]

Program IFW.C'..C'.E 1 Case Managernent Prograrm

Contractd I

Service Category IEIIIIEIIZII Case Management

b odel I 0
Interention I 0

Encounter &9 Face To Face

Service Provided I 436 Inktake

Assigned Worker IF'-.-'-.-'P.F'.D POTTER, HARRY

PEMS Helated Information

Tirne
Spent:01:15

Incentive Provided v Session Murber I 1
LIt of Delivery IH

e When you save the record, AIRS will indicate that a Face-to-Face Encounter with an
Intake Service for the Date and Times has been created in the Services Form screen for

this client.

e NOTE: The user will not be able to make any changes to the date and times once the
record is saved. However, all changes can be made in the Services Form screen for the

client.
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AIDS Institute Reporting System Basic Training

| Medical Tab

Medical-related information can be entered here.

Caze Management Intake

CM Intake Date|[01/01/2000

Enrn:nllmentl Initial Ch Encounter|  Medical I

— HIY Education/Prevention
Dizcuszed the Safer Sex: [V Condoms W Spermicide ¥ Dental dams W Diaphram
fallowing information?  Substance Use: W Drug Use W Meedle Sharing W Use of Bleach

¥ Universal Precautions W TE Prevention and Care W cClienk requires Further HIY education

The HIV Education/Harmn R eduction Comments are entered here. 11/02/2006 12:46:43 P, Adrministrator ;I

System
[~

— Dizabilities requiring zpecial aids
Primary |06 PROSTHETICS

Secondary (03  LEGALLY DEAF

— Medical Information
I Clirizal tnal | ves -

Primary Care Giver |Dr. igiver and skaff
IJzual zite of primarny/outpatient care IL.:..:aI Hespital Phone I (2120 6EA-FFT7

Mozt recent OB/GYH exam, PAP |12,|'31,|'2IZII]5

Huspital of Freference | Gothiam City Hosptial Fhone | (718) 444-5555

b ozt recent hozpitalization IIIIS,I'I 171999

Length of most recent hozpitalization I 2z
Murnber of hozpitalizations last vear I 111
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| Enroliments / Assignments

Add or modify client Status in the agency, Program Enrollments, Worker Assignments, Group
Enrollments, and Site Assignments.

aui Client Information and Services

i Client | APPLE, EVE =l

#- Intake Information:

G Enioliments / Assignments-
i Status Changes...

Program Enrallments...
Worker Assignments...

Group Enrollrments...

‘. Site Azsignments...

#- Historical Information:

#- Services:

| Status Changes

This screen allows the user to add, edit, or remove a client’s associated information in regard to
their Active or Closed Status in the Agency.

e Adding a Case Closed status to a client will automatically end all the client’s Program
Enrollments and Group Enroliments by adding an End Date to each Enrollment record.

¢ When adding a change of client Status from Closed to Reopen, all previous Active
Program Enrollments and Group Enroliments will NOT be reopened. The user will have
to manually add new Program Enrollments and Group Enroliments that apply.

¢ Note that every saved record will add a line to the Status History and result in a change
of the client’s status. In the example below, the client’s status changed from Active to
Case Closedto Case Reopened.
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qp Add % Edit % Femove... | HSave k7 Canzel &) Help

Active Status - Maintain a clients ciation with the agency

The ligt below shows the selected clients active status history and hiztory of treatment dizruphions.
- Uze the Add button to change the ztatus of a chent in the agency.
- Edit can only be uzed to make corrections to the effective date or a comment.

Effective Date ™™ Statusz o
L Case Reopene
| |05415/2004 Case Clozed

01,401 /2000 Active

Effective Date | 06/15/2005 | Time|12:00 am [£]

Status Code |RO  Case Reopened

— If Case i1z Closed. __
Beazon for Closure I
If the zaze iz closed becausze of death:

Date of Death I [ State of Dieath I

— Comment._.

| Program Enrollment

Use this screen to enter Program Enrollments. The name of the Program, Start Date, and
assigned Worker must be entered.

For any Program that Requires Enroliment, the client must be enrolled, otherwise the
user will not be allowed to select the Program in the Encounter/Service information
screen.

e Aclient can be enrolled in multiple AIRS Programs.
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AIDS Institute Reporting System Basic Training

e When ADDING a Program Enrollment, right-click to enter an Initial Worker. After saving,
any changes to the Initial Worker Assignment must be made through the Worker
Assignment Screen.

FProgram IF'-.-'-.-'F'.F'.C 2 Primary Care Program

Start Date I DSE IEEZDDE

Worker[z] Aszigned:
Add initial workerz here when making a program enrcllment.
Llze the Waoker Azsignmentz form to add or change worker(z] after program enrollment.

iMat Ertered

Program E nrollments

Enrollment ™ End Date Program Hame I;
L
|| 07/07/2006 s 1 Caze Management Program
| | 1041242004 011342005 8 C&T Program

Program IFWM\C 2 Primary Care Praogram

Start Date I 03/15/2006

Wworker[s] Assigned:
Add initial workers here when making a program enrallment.
=& the Waker Aszignments farm to add ar change waorker[z] after program enraliment.

Primnary “Worker - POTTER. HARRY Effective 084152006

— Program Clozing Information

End Diate I I
Fieazon I—

HII L AH OB sie, I
Destination

e Aclient’s Program Enrollment can be ended using this screen by editing the Program
Enrollment record and adding an End Date. The client, however, remains active in the
agency unless closed in the Status Changes screen.

e NOTE: When closing a client in the agency using the Status Changes screen, all
Program Enroliments are also ended by the system adding an End Date to each Program
Enrollment record.
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| Group Enrollment

This screen is used to enroll clients who are participants of a AIRS Group into the appropriate
Group(s).

e Aclient can be enrolled in multiple groups.

Group Enrallments

The pulldown below shows all the groups the selected client can be enrolled inta, together with the program of the group
and whether the client iz enrolled or nat,

IIze it ta filker the ligt of the enmoliments inta selected graup.

Group | j

e The pull-down feature (identified by a down arrow next to entry field) will display a list of
the available Groups (setup in AIRS) for the client. It will display the name of the Group,
the Program associated with the Group, the client’s Enrollment status for the Program,
and the client’s Enrollment status for the Group.

ET T M ECMMIPRESENT Group
Mutrition Awareness Group A Prevention-Clients Program Enralled in Program
{OMMIPRESEMT Group [EVERYTHING-CLIENT Program  |Errolled in Program [Erralled in Group

July 7 Test Group EVERYTHIMG-CLIEMT Program  |Entalled in Program Mok Enralled in Groas
Prevention Group 6 Prevention-Clients Program Enrolled in Program Mok Enrolled in Group
Saturday Might Special Group |5 55/MHSICC House Program  [Enralled in Program Mok Enralled in Group

Group

e Select a specific group using the drop-down list. Click on ADD to enter appropriate
enroliment information.
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AIDS Institute Reporting System Basic Training

4r Add % Edit ¢ Bemaove.. | ESave w7 Cancel ) Help

Group Enrollments

The pulldown below shows all the groups the zelected client can be enmolled inta, together with the program of the group
and whether the client iz enrolled or not.

I1z& it ta filker the list of the enrallments into zelected group.

Group ™™ Start Date |End Date |F"mglam [enrollment] | -

Group IGRF‘l OMMIPRESENT Group
Start Date |01/01/2000

Wiarker IF'-.-'-.-'F'.F'.C HOLIDAY, Do T

— Group Enrollment Clozing Infomation

End [rate I [
Beazon I_

e Aclient’s Group Enrollment can be “ended” using this screen. To end the enroliment,
enter an End Date. The client, however, remains active in the agency unless their case
is closed in the Status Changes screen.

e NOTE: When closing a client in the agency using the Status Changes screen, all Group
Enrollments are ended by the system adding an End Date to each Group Enroliment
record.
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| Worker Assignment

This allows the user to Add, Modify, or Remove a client’s associated information in regard to
their Assigned Worker (related to their Program Enrollments).

Program Enrollment |53 - current

5 35/MH) U CCHouse Program From 031572006 - current
6 Prevention-Clients Program from 01012006 - current
EYERYTHIMG-CLIEMT Program from 01012000 - current

1 Case Management Program From 01012000 - current

vention-Clients Pragram From 01)

Effective Date ™

[

e The pull-down feature (identified by a down arrow next to entry field) will display a list of
the client’s Program Enrollments in AIRS. Select a specific Program using the pull-down
list.

e Choose the ADD button to change the worker assignment for the program selected.

e Choose EDIT to make corrections, if necessary, to the Effective Date.

2k Add % Edit > Remove... | BHSave  «2Cancel | ) Help

Wforker Azzignments

The pulldown below shows all the programs the client iz enrolled into.

Pleaze zelect the program enrollment to zee appropriate warker assignments.
- Use the Add button to change the worker assignment for the selected program enrollment.
- Edit can only be used to make comrections to the effective date.

vention-Clients Program From 017012006 - current

Effective Date ™ Worker Type =

Effective Date IIIII,I'IIII,I'EIIIEIEu Time I : =]

Staff Person IF'-.-'-.-'F'.F'.D POTTER, HARRY
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| Site Assignment

This allows the user to Add, Modify, or Remove a client’s associated information in regard to
their Assigned Site.

e (Choose the ADD button to move client into a different site.

e Select the EDIT button to make corrections to the Effective Date.

10 Add %Edit ¢ Remove. . | HSave 7 Cancel | ) Help

The list below shows the selected client's zite assignment histony.
- Uze the Add button to transfer the client into another zite.

- Edit can only be used to make corrections to the effective date or a comment.

Effective Date ™ |Site -

[+

Effective Date ||:|1x|:|1j2|:u:u:| Time | 12:00 aM [=]

Site IF'I.I'I.I'F'.F'.B SITE 1
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AIDS Institute Reporting System

Basic Training

| Historical Information

Add or modify client historical information including, but not limited to: Collateral Information,
Diagnosis Information, Laboratory Tests, Medication History, HIV Status, HIV/AIDS Risk,
Insurance Information, TB Status and more.

ai Client Information and Services

_JClient | APPLE, EVE

=

o

E:a--lntake Information:
#-Enrollments / Assignments:

iztorical Information:

- Collateral Information. .
- Diagrozis [nfarmation. ..
- Financial Informatiot...

- HIW Statug [nformation. .
- HIWAAIDS Risk Histary. .
- Ingurance Information. .

- Labaratary & Peychological Tests. ..

- Medication Higtan...
- Placement / Vizit Histary. ..
- Pregrnancy Infarmation. .

- Primary Care Phyzician Infarmation. .

- Referal Tracking...
- Subsgtance Use Histary. .

- TH Status...

H- Services:

| Collateral Information

Information about people associated with clients is entered here.

¢ A collateral of a client can be a relative, spouse, friend, significant other, emergency

contact, etc.

e |f the collateral is identified as a family member, the AIRS will require the entry of DOB,

Gender, Ethnicity status, and Race before the record can be saved.
e Each collateral is linked to a client (or multiple clients, if applicable).

e Collaterals can be involved (and entered) in a client encounter.

Page 34
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AIDS Institute Reporting System Basic Training

aui Collaterals / Contacts }3.;;:'__ X|
dodd W Edt XRemove.. | LdGave  wCancel | ShPrint. @) Help

Mame Type Client? |ﬂ

APPLE, GOLDEMRED

APPLE, MACIMTOSH Other Mo

CRAMNGE, SUMNKIST Personal Contact e [m J

™ anonymous. Lagt namel.ﬁ.PPLE First | coLDEMNRED Middlel

SSNI - - o

Type [thiz person is): " PersonallContact € Emergency Contact % Other ¥ Family Member
Thiz Perzon Lives: &4tk Client € Cn hisfher Gwn € Gbhet

Belationzhip to Client |04 |Daughter Date of Birth IIZIS,I'IZII,I'2EIEI4 [or age]l 1

Gender |11 [Male Birth " eight: II:nsIlEI n:-z.ll

- Addreszs Perzonal
SthEtI 1234 AYEMUE & I_ O Eo Cantack I_ HIY Pasitive
™ | Collateralis aware of client's HIY status
I.ﬁ.F‘T. 14 ™ | mware of affiliation with this agency
- Race
Zi Endel 10128-
F ¥ wihite I asian
City I Me Yark, State |rw I Elack [ &ftican &merican
™ Hawsaiil| Pacific Islander
Lourte ews York ™ ametican Indian | Alaskan Mative
Phone: Day ||:212:| 727-4444  Evening | (12) 555-2222 I Some Otfier Race ™ Wnknawn
Ethnicity (¥ -Hi ic £ Hi i
Remarks. RICIky &= fon-Hispanic Hispanic

Personal identifiers for this person cannot be edited on this form.
This "Person Lives {with)" is informational only.
The address is the address of the highlighted person.

H DS n

Collaterals of clients can become clients. (Note the link to the original client will be
retained if the directions below are followed.)

| Procedure to Make a Collateral a Client

Go to the Agency Intake screen.

Click on ADD for entering a new client.

Enter the person’s Last Name and First Name.

Click the BEGIN button.

You should see the person displayed.

Highlight the person that you want to make a client.

Choose the SELECT button.

Fill in all necessary information so you can SAVE the person as a client.

NN~
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AIDS Institute Reporting System Basic Training

| Diagnosis Information

This screen contains the history of client’s diagnoses.
e Select from list of diagnoses. The list includes the AIDS Diagnosis.

e All diagnoses have an ICD9 Code. Only “AIDS Indicator Diagnoses” also have an HIV
ICD9 CODE. To display only the AIDS Indicator Diseases (in Pick List and the client’s
Diagnoses display), click on the box to the left of the AIDS Indicator Diseases located on
the top left of the screen.

Financial Information

This screen is a snapshot of the client’'s monetary situation. It includes a Date of Assessment,
Finances, Working Status, Life Insurance, Rent, and other info.

| HIV Status Information

This is the screen where the (running) history of the client’s HIV Status is entered. See page 17
for more information.

| HIV/AIDS Risk History

This screen displays historical and current HIV/AIDS Risk data for the client. Note that only one
HIV/AIDS Risk History can be entered for a specific day. See page 18 for more information.
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AIDS Institute Reporting System Basic Training

| Insurance Information

The client’s Insurance details are entered here.

e |f the Insurance Status on the Agency Intake is flagged as “Known”, the user will be
required to enter a record on the Insurance Information screen which is accessible from
the Enrollment tab.

¢ |[f a client has Medicaid Insurance and the client’'s Medicaid Number is entered into the
Agency Intake screen, a Primary Insurance record of Medicaid is automatically created.
The Effective Date will be identified as the Intake Date.

e Any additions or changes to Insurance information must be made from the Insurance
Information screen. This includes any modification made to the Medicaid Number.

e The Insurance Provider field in the Insurance Information screen is directly related to the
first screen of the Billing/Finance | Setup | Payers Setup screen. Without creating this
‘library’ of payers, insurance agencies may not be available from the Insurance Provider
picklist. Therefore, the Name of the Insurer must be entered into the Billing/Finance |
Setup | Payers Setup screen prior to client insurance entry.

¢ Note: Dates of Insurance (of the same Type) cannot overlap.

Inzurance Hiztarg
Effective ™ E xpiration | Type |Insurer
I
| |91401./2000 0/ 5/2003 Frimary ADAR Plus
Type of Insurance |Primary LI | ;I
Insurance Provider IFWAAD Medicaid
Faolicy Murmber I Sequence ﬂl
Group Mumber Drezcription
Effective Date |0&/15/2003 E =piration Drate I
Deductible | Left | Imvoice Mumber 000000000
Co-payrnent Type I LI
Co-payment Dwed I % Covered I EmF"D.'r'ETI
Belation To lhsured I_
M ame Dflnsuredl Drate OF Birth I ) Sex I LI
Streetl
Zip Eudel 101z2a8-
City | ruewy vork State |rw
Wwill Physician Accept .&ssignment?l "I Iz Patient Medicare Eligible?l "’I Iz Patient Sighature On File?l "’I
Bate Group I
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AIDS Institute Reporting System Basic Training

| Laboratory and Psychological Test Information

Lab and Psychological tests and results are entered in this screen.

e Choose from CD4+, Viral Load, Antigen, Western Blot, EIA Tests, HIV1/2 Combination,
and Other HIV Antibody tests and results.

Labaratary & Peychological Test Infarmation

D ate |T5.lpe r Description (Reszult Count

| |0110/2000 08 CD4 [T-HELPER] TESTS 187

Test |01 Culture Test Besult |5 Cetectable

Count I 1] Rahge I
Percentage I 0

Provided by IF'-.-'-.-'F'.P.C Referral fgency 1 5 East 16th Street, 6th Floor, Mew York,

Test Date IEII,I'IZII,I'2IZIEIEI Fesult Date IEIl,l'EIZ,I'EIJEIEI

e NOTE: Additional Lab Test Types, Specific (associated) Lab Tests, Test Results, and
Test Ranges can be entered into the AIRS in the Lab & Psychological Test Maintenance
screen found under the “Define UDFs & Lab/Psych Maintenance” option on the System
menu.
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AIDS Institute Reporting System Basic Training

| Medication History

Use this screen to Add, Edit, Remove, or view ARV Therapy and Medications prescribed to the
client.

e The grid displays both ARV Therapy and Medication information entered into AIRS.
Select a row to view detailed information.

e ltis possible to enter ARV Therapy information without entering Medication information
and vice versa.

e ltis also possible to enter both ARV Therapy and Medication data in the same record.

| ARV Therapy Type Tab

Enter information for ARV Therapy in this screen.

ARY Therapy/tedication Historn

ARV Therapy ¥ |ARV Start |ARV End |Medication Med. Start [Med. End |- ]
M
[ |HaarT 01/02/2003 / / 01/02/2003 12/31/2003
i . . Medication 1 01/01/2000  02/15/2000
N . . Medication 1 06/01/2006 / / -]

ARY Therapy Type | Medication

Iz client currently on ARY Therapy? & yes © MNo

If 'Ma' why not? Beason

ARY Therapy Type |04 Mono Therapy

ARY Stant Date ||:|1;'|:|3;2|:u:|5

ARV End Date | f f

D ate Azked IDI,I'EIS,I'EIIIEIE-
Becent Prezcription Fill Date I 1!
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AIDS Institute Reporting System Basic Training

| Medication Tab

Enter information for Medications in this screen.

AR Therapy/Medication Histong

ARY Therapy ¥  |ARY Start [ARY End  |Medication Med. Start [Med End |~
| [HasRT 0140242003 7 ¢ 01/02/2003 1243172003
| . 24 Medication 1 0140142000 02/415/2000
] I, ik Medication 1 06/01 /2006 # 7 =

ARY Therapy Type I|

Start D ate |E|1,|'E|3,|'2E|E|6 Dizcontinued D ate I )

— Drug Information Physzsician Information

Dirug Mame Keyw: =Antiretroviral Drug,  ~Irnmunological Agent

Drug Selection Eu Tupe Ev Mame Short Ligt Phyzician
M arne IEIri:-:iv.an Frowider
Type I indinasin Street I
Liozage I 333 mg Zip I:Ddel =
Takel 1 I capsule ':it.'r'l State I—
Freguency ISX,I'D R oute I oral F'theI': - Fax I': ro-
Durationl [T Dispense as Writken
Refill |5— Dizpense IT
— ResponseSsHemarks
;l
[l -

Select medications By Type, By Name, or by the Short List. Please note that the By
Type and By Name lists are extensive.

e Short List:

o By clicking on the Short List, the user may be able to limit the choices and
therefore, speed the medication selection process.

o Behind the scenes, each medication that is entered is also added to the Short List.
Therefore, the Short List contains all medications entered into the system. It is not
client specific.

o Any Medications added to the system via System | Table Maintenance will only be
available from the Short List.

¢ In the future, Prescriptions will be available for printing.
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AIDS Institute Reporting System

Basic Training

| Placement/Visit History

This screen maintains historical information about the client’s physical placement and/or visits.

| Pregnancy History

This screen maintains the historical records of the client’s pregnancies.

| Primary Care Physician Information

The screen maintains information regarding a client’s Primary Care Physician.

| Referral Tracking

Although ALL referrals are made from the Service Encounters form, the full list of referrals for

the client is displayed on this screen.

The user can edit or delete the referral from this screen, if desired. Reasons to edit the
referral record include adding information such as the Date Service Verified, Status, #
Appointments per Week, and whether the Appointments are Being Kepit.

Referral Tracking

Date ™ |Fleferred For |Flefened To |5tatus
iy
|| 01/21/2006 Infectious Dizeaze Feferral Agency 2 Client On " aiting List
|| 014271 /2006 G.E.D. Referral Sgency 3

— Service Heed

Cateqgory | 100 MedicalfHealth
Service |010  Acuke Care - DAC
Friority |02 Ongoing, Mewly Identified

— Referral Information

[T on site
RBefernred To IFWF\F\C Referral Agency 1

D ate Heed |dentified IEII,I'ZI,I'ZEIEIE

Follow-up Method = Active referral

" Mone

Date Befemral Made IEII,I'ZI,I'ZEIEIE

" Passive referral-agency verification
" Passive referral-client verification

— Refemral Yenfication

Date Service Werified IIZIl,I'21,|'2IIIIIIE|
Stabus |+Dl Client Received Service
# Appointments Per Week I—D
| Appointments Being kKepk
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AIDS Institute Reporting System Basic Training

| Substance Use History

This screen maintains information and the historical records of the client’s substance use.

| TB Status History

This is the screen where the (running) history of the client’s TB History is entered.

e Select ADD to enter new TB Status Information.
e Select EDIT to make changes to an existing record.
¢ Diagnoses and Laboratory Tests are displayed in View Mode only.

+4dd % Edit ShPrint.. ) Help
TE Statuz Histary
Prewvious TE Hiztory I
Date of Status ™ |Treatment!Therapy =
i
] 04./0442001 Directly Dbzerved Therapy

Effective Date of Status IIZI?,I'15,|'2IIIIIIE [ TE Status Unknown
— PPD

i -
Perfarmed @ ¥es Mo pPpD Date IEI4,|'25,|'2EIIJS Bezult |2 Positive E:g?;tc - ;es
— Chest X-Ray : °

Performed  Yes ™ Mo %.FBau Date I I Besult I

Treatment/Therapy |03 TE Therapy

D ate Started IEI4,|'26,|'2EIEIS D ate Completed IEIEu,I'SEI,I'ZEIEIS

Diagnosiz Information:
ICD9 Eude|Diagnusis Dezcnption HI¥ ICD9 Eudﬁ*Diagnused |Date |5tate |[:uunty I;

Li

Test Information:
Test Type Test Code|Rezult |Euunt |Pen::ent |Test Date (Result Datel;

L
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AIDS Institute Reporting System Basic Training

| Services

| Services Form

Add or modify client encounters, services, referrals, progress notes, and more.

ai Client Information and Seryices

) Client | APPLE, EVE =l

#- Intake Information:
Ha Enrollments / Assignments:
Ha Historical Information:
i Services Farrm
- Legal Services
Counzeling Testing and Referalz

The AIRS “Services” is actually a 2-tier record. The first tier is the Encounter. This

broad-based category is further detailed with the Service record(s) associated with each
Encounter.

All encounters require at least one (1) service to be entered in order to save the record.

| Types of Entry Forms

There are different types of AIRS entry forms for encounter/service data. The individual Client-
based forms include:

Services Form

Legal Services Form

Counseling, Testing and Referrals (CTR) Form

Syringe Exchanges — (Found under the “Session-based Encounters” module)
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AIDS Institute Reporting System Basic Training

| Important Service Encounter Notes

| Scheduling Next Appointment

The Next Scheduled Appointment Date is a scheduled date in the future that identifies when the
client is to return to the agency for the Encounter Type / Service Type identified.

e An encounter with an Actual Date entered can be saved with a Next Scheduled
Appointment Date.

o In this case, the record serves a dual purpose. It contains the entered
encounter/service information and is also a future “reminder”.

¢ An encounter without an Actual Date entered can be saved with a Next Scheduled
Appointment Date.

o Inthis case, the record is a “reminder” and not an encounter/service provided to
the client. When the client receives the encounter/service, this record should be
edited so the Actual Date can be added.

e This Date field is reported in the Reports / Activities & Services / Scheduled Activities.

| Case Management

e The Service Start Time and End Time fields are required.

| Primary Care, Medical Specialty Care, Primary Medical Care 5 Tier, Primary Medical Care 7 Tier

e The service “Lab Test: CD4” is found in a number of Encounter Types. When this service
is selected and the user saves the Encounter record, a message will display asking the
user if they would like the system to add this test to the Lab Test Information Table. If
the user’s response is “Yes”, the CD4 Test and Test Date equal to the Encounter Date
will be automatically added to the Laboratory Test Information screen

e The service “Lab Test: Viral Load” is found in a number of Encounter Types. When this
service is selected and the user saves the Encounter record, a message will display
asking the user if they would like the system to add this test to the Lab Test Information
Table. If the user’s response is “Yes”, the Viral Load test and Test Date equal to the
Encounter Date will be automatically added to the Laboratory Test Information screen.
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AIDS Institute Reporting System Basic Training

e The services “TB Skin Test (PPD) Indicated” and “Lab Test TB Screen/PPD/Anergy
Screen” are found in a number of Encounter Types. When these services are selected
and the user saves the Encounter record, a message will display asking the user if they
would like the system to add a TB Status record. If the user’s response is “Yes”, the TB
Test and Test Date equal to the Encounter Date will be automatically added to the TB
Status History screen.

| HIV Primary Care Billing

For “HIV Primary Care Billing”, the following holds true.

e The Date Completed field must be entered.

e The Diagnosis(es) Treated field(s) (found on the Additional Information tab) is used if the
client does not have a AIDS Indicator Diagnoses entered in the Diagnoses Information
screen.

| CRCS (Comprehensive Risk Counseling and Services, formerly known as PCM)

CRCS are client-based HIV prevention activities with the goal of promoting the adoption of HIV
risk-reduction behavior. The clients have multiple, complex problems and risk-reduction needs.
CRCS is a cross between “HIV risk-reduction counseling and traditional case management that
provides intense, ongoing, and individualized prevention counseling, support, and service
brokerage.”

| Interventions Delivered to Individuals (formally ILI now IDI)

IDIs are health education and risk-reduction counseling services provided to one client at a time.
IDIs assist clients in making plans for individual behavior change and ongoing appraisals.
These interventions include skills building activities and facilitate linkages to services in both
clinic and community settings in support of behaviors and practices to prevent transmission of
HIV. This intervention type may also help clients make plans to obtain these services.

| Collaterals

Collaterals involved in an encounter can be entered/added to the encounter (assuming the
client’s collateral(s) is entered into the Collateral Information screen) under the Additional
Information tab.

| Problems

Any problems that are identified during this encounter/service can be entered into the Problems
Identified section under the Additional Information tab.
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| Enter Encounters and Services

| Services Form

Select the Services Form

ai Client Information and Services

) Client | APPLE, EVE =l

#-Intake Information:

EE Enrollments / Azsignments:
Ei Histoncal Information:

- Services:

o ervices Farm
i Legal Services
i Counzeling Testing and Beferals

ai Client Information and Seryices

) Cliert | APPLE, EVE || dmadd k % Edt  >¢Remove.. | EdSave w3 Cancel

e Select ADD to enter new Encounter Information,
e Select EDIT to modify existing information.
e Enter Encounter and Service data.

Fields that are BOLD and BLACK are required fields. See next page.
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AIDS Institute Reporting System Basic Training

| Encounter Info Tab |

Semvice Encounters

&5 Find Exizting Encounter || Substance Use Services at 06/19/2007 [Substance ze]

Encounter Info | Frogres: Mote I Additional [nformation

_—t
AcIual Tate T 19/2007

Program IF'-.-'-.-'.C'.F'.L EVERYTHIMG-CLIEMT Program 07072003 - current

Contract I Sery. Cak IIIIIIIIIIIEI Substance Use
bl odel I 0 |ntervention I ]

Encounter | 153 Substance Use Services Start Time | 12:15 PM [+ |
Location | End Time| 12:40 PM [+ |
Encounter btk I Total 00:25

Staff IF'-.-'-.-'.ﬁ..ﬁ.J TEST-A, STAFF [ ate Eomgletedl ()

Team I
Site_ IF'-.-'-.-'F'..C'.B SITE 1

— PEMS Related Information Hext Scheduled Appointment
Session Numberl 0 [ Incentive Provided D ate I i
Uit of D elivery I_ Location I_

Services/Activities Provided
12:15pm-12:40pm Individual Counzeling [Substance Usze)

[

YWiew Sl Eeferrals

Referrals Provided

Right-click mouse under 'Services/Activities Provided' for options to add individual (Add
Service Provided) or multiple (Add Multiple Services Provided) serviceg.

Services/Achivities Provided

Spr-12:40pm [ndividual Counse

S Aadd Multiple Services Provided

A

el dd Service Provided
% Edit Selected Service Provide

= Remaove Service Provided

Referrals Provided

Mot Entered

Cancel

NOTE: Case Management Service Category will not have the “Add Multiple Services
Provided” option since Start Time and End Time are required.
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AIDS Institute Reporting System

Basic Training

SERVICE SCREEN FOR ADDING MULTIPLE SERVICES

Right-click mouse and select Add Multiple Services Provided.

ani Multiple Services Selection x|

Gl 2 i Mulkiple Services Provided

= add Service Provided
% Edit Selecked Service Provided
= Remove Service Provided

Zancel

@)Help

[1r]

elect |Sewice Deszcription -

1O000000O0O000000O00O0 7 1R

ACupressure
Acupuncture
Acupuncture - Group
AcvoCacy
alternative *
Alternative 44 Unselect Al

Assistance | cancel aily Living

Case Closursrororage

Crisis Intervention/Care

Escort

Farnily Counseling

Family Counseling (Substance Lse)

Group Counseling

Group Counseling (Substance Lsa)

Haorme Wisit

Hospital Wisit b
Individual Counseling (General)

Intake/Assessment

Other Follow-Lp

Peer Led Groups

3

-
Boocoocormomt _I

Done | &7 Cancel |

Check services individually OR right-click to “Select All”.
Click on “Unselect All” to remove all the checks.

Click on DONE when finished.

If you want to add more information to an individual Service selected above (for

example, Start Time, End Time, How Provided, etc.), you can edit an individual

service when you are back on the Encounter form.
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AIDS Institute Reporting System

Basic Training

SERVICE SCREEN FOR ADDING INDIVIDUAL SERVICES

ai Service I
@) Help
Activity Code | 395  Individual Counseling (Substance Lse)
Start Time Im End Time Im Time Spent; 00:25
How Provided |01 Direct Provision
Location |01 QFffice Based Yisit
Outcome |01 Sevc Md Stl Pnd, Rgrs Fllv up
Staff IF'I.I'I.I'F'.F'.J TEST-A, STAFF
Yalue 0.00
# OF ltemz/People I_l:l
Remarks
Remarks go here. ;I
¥
Diore | k7 Cancel |

Right-click mouse under Referrals Provided to add Referral Information.

Refermals Provided

(Mot Entered
Add Referrals Provided

\ Edit Seleched Referrals F‘rn-.fi

ﬂ iew Al Beferralz

== [ emoye Referrals Provided

Cancel

@ defran systems

simph beiter

Page 49

Defran Systems, Inc. - 5 East 1 6" Street, New York, NY 10003 - Tel: 212.727.8342 - Fax: 212.727.8639 - ursinfo@defran.com -www.defran.com



AIDS Institute Reporting System

Basic Training

REFERRAL SCREEN

Enter referrals on this screen.

ai Referral

— Service Need

Category |300  FinancialfEntitlements

Priority I_

Service |010  Public Assistance/Entitlements

— Referral Information
W o site

D ate Meed |dentified I 07 05/2006

Follow-up Method * Active referral

™ MNone

Referred Ta |FWaAD Referral Agency 2

™ Passive referral-agency verification
" Passive referral-client verification

— Referral Yerification

Ciate Sewice"«!’erifiedl [
Statuz I

# Appaintrients Per Weekl i

| Appointrents Being Kept

x7) Cancel
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AIDS Institute Reporting System Basic Training

| Progress Note Tab

Select the Progress Note Tab to enter Progress Notes, comments or remarks for the client
encounter.

Encourter Info | Progress Note | Additional Info |

Progress notes are entered here. Right-click the mouse 3 options of Dated Time v orker Mame to the note. Select ;I
Cancel to end the choices.

Admiristrator Spstem

04152005 09:55:27 Ak Worker MName

04152005 09:55:25 A, Adrministrator Spetem :
Drake & Time:

Date, Time & W

orker Mame

Cancel

| Additional Info Tab:

Select Additional Info tab to enter Collaterals Involved in the client’s encounter, Problems
Identified, and other information.

E nizounter |k | Progrezs Mote]  Additional Info

Involved Agency IF'-.-'-.-'P.P.D Referral Agency 2

Involved dgency 2 I
Diagnozes Treated

Primary |62  HIY Infection
Secondary I

Billing Phugician I

_ollaterals [nevolved

Cancel

Prablems |dentified

Mat Entered
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AIDS Institute Reporting System Basic Training

COLLATERALS INVOLVED

To enter Collaterals Involved, right-click the mouse and select the client’s collaterals.

ai Select Ttems i x|
Fleaze zelect items from the lizt on the left. vYou map select multiple items by holding Shift key while clicking conzecutive items. Use the
CTHRL key for non-consecutive items.
All Collaterals | nvolved Selected Collaterals [nvolved
APPLE, GOLDENRED |
APPLE, MACIMTOSH ﬂ:\!
kk
4
44
Do | 3 Cancel | &) Help

e Highlight the Collaterals Involved from the list on the left.

o You may select multiple consecutive names by holding the [SHIFT] key while
clicking first collateral and the last.

o Use the [CTRL] key to select non-consecutive items.

e Move the highlighted Collaterals.

o Click the single arrow lz‘ to add the selected items.
o Click the double arrow E= to add all items.
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AIDS Institute Reporting System

Basic Training

PROBLEMS IDENTIFIED

¢ To enter Problems ldentified, right-click the mouse and select the Problems Identified.

Prablems |dentified
‘Mot Entered

ai Select Items

CTHRL key for non-consecutive items.

Fleaze zelect items from the lizt on the left. vYou map select multiple items by holding Shift key while clicking conzecutive items. Use the

Al Problems |dentified

Selected Problems |dentified

Medical
Specialy Medical Care J
Legal - Guardianzhip/Custody
Leqal - Dizcrirmination 13
Leqal - Wwillz/Prosy

Leqal - Criminal Justice
Leqgal - Immigration/M aturalization =
E ducation

Aloohol Use

Substance Use

Financial/E ntitlements
tental Health/Paychosacial
Child Care
Domestic Yinlence
FHOUSING s
Food/MHutrition
Clothing

Tranzportation ;I

=

[Tane | k7 Canmel |

e Highlight the Problems Identified from the list on the left.

o You may select multiple consecutive Problems by holding the [SHIFT] key while

clicking first Problem and the last.

o Use the [CTRL] key to select non-consecutive items.

e Move the highlighted Problems.

o Click the single arrow lz‘ to add the selected items.
o Click the double arrow |22l to add all items.
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Basic Training

ai Select Items

X

CTHRL key for non-consecutive items.

Fleaze zelect items from the lizt on the left. vYou map select multiple items by holding Shift key while clicking conzecutive items. Use the

Al Problems |dentified

Medical

Legal - Guardianzhip/Custody
Legal - Dizcrimination

Leqal - Wwillz/Prosy

Leqal - Criminal Justice

E ducation

Alcohol Use

Substance Uze

tental Health/Psychozocial
Damestic Yiolence

Clothing

Tranzpartation

Health

Dental

E mployment

Advocacy
General Supportive Service Meeds
Rizk Reduction/Risk Behaviors

=l

Selected Problems |dentified

Specialty Medical Care

Legal - Immigration/M aturalization
Financial/Entitlementz

Child Care

Haousging

Food/Mutrition

=

Du:une[} | k7 Cancel |

@) Help

e C(Click [Save] to save the encounter and all associated information (Services, Referral

Information, Progress Note, Collaterals Involved, Problems Identified, etc.)

Involved dgency 2 I

Encounter Info | Progres: Mote  Additional Info

Involved Agency Ipr..a.c Referral dgency 1 5 East 16kh Street, Mew Yark, MY 10003-9999

Diagnozes Treated

Secandary I

Primary |62  HIY Infection

Billing Phusician I

Collaterals Involved
APPLE, MACIMNTOSH

Financial /E ntitlements
Child Care

Legal - Immigration/M aturalization

Page 54

simph beiter

@ defran systems

Defran Systems, Inc. - 5 East 1 6" Street, New York, NY 10003 - Tel: 212.727.8342 - Fax: 212.727.8639 - ursinfo@defran.com -www.defran.com



AIDS Institute Reporting System

Basic Training

| Find an Existing Encounter

Search for an existing encounter by clicking the [Find Existing Encounter] button.

=k &dd

%, Edi

> Remove... | Heae

kT Canmel |

&) Help

ice Encaunters

) Find Exizting Encounter JI Face To Face at 041542005 [Case Management]

b
Encounter Info | Pragress Note | AdditionalInfo |

i & Retrieye Information for... x|
[ ate Hange
’7 StartDateI [ End Date I [
F'r-:ugraml
Staff
Sis Search...
e Select SEARCH to see all encounters and services for a client.

i i Retrieye Information for... x|

Date Range
’7 StartDateI i End Datel i

Program
Sitaff
s Search... |

Date Encounter Service category Program | ;I
071472006 Plan Implementation Prevention Caze Management B Prevention-Clients Program
070172006 Pretest Counzeling wITH HIYW Testing Counzeling And Testing EVERYTHIMG-CLIEMT Program
02/25/2006  Group Risk Reduction Counzeling Group Level Interventions EVERTTHIMG-CLIEMT Program |
02/24/2006  Peer Training Services Individual Level Interventions  EVERTTHIMG-CLIEMT Program
02/20/2006  Post-test Counzeling, HIV+ Result / Return ) Counzeling And Testing EVERYTHIMG-CLIEMT Program
021972006 Pretest Counseling WITH HIY Testing Counzeling &nd Testing EVERTTHIMG-CLIEMT Program
02/19/2006  Plan Implementation Prevention Case Management  EVERYTHIMNG-CLIEMT Program
021872006  Post-test Counzeling-MEGATIVE /AIMDETER Counzeling And Testing EVERYTHIMG-CLIEMT Program
0272006 Post-test Counzeling, HIV+ Result / Return \ Counszeling And Testing EYERYTHING-CLIEMT Program
02AE6/2006  Pretest Counseling WITH HIY Testing Counzeling And Testing EVERYTHIMG-CLIEMT Program
02A15/2006  Pretest Counseling WITHOUT HIY Testing Counseling And Testing EVERYTHIMG-CLIEMT Program
02/11/2006  Oubreach HUD/HOPWA Housing EWERTTHING-CLIEMT Program
02072006 Aftercare Relapse Prevention Substance Usze EVERYTHIMG-CLIEMT Program j

51 encounters found. Select
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AIDS Institute Reporting System Basic Training

e You may add criteria such as date range, Program, Staff, and/or Site to limit your search
results. Note that the more criteria, the fewer results.

e Highlight an Encounter record and click 'Select' to view or edit the specific record.

{ i Retrieve Information for... I8 x|
Date Hange
’7 Start Date ||:|2,r|:|1;2|:u:|5 End D ate ||:|2;28x2|:u:|5
Program |FWwaal  EYERYTHIMG-CLIEMT Pragrarm 01,01/2000 - current
Staff [FwaAD  POTTER, HARRY
Site |FwasE | SITE 1 — |
Date Encounter Service category Program | ;I
0213/2006  Pre-test Counseling WITH HIY Testing Counzeling &nd Testing EVERYTHIMG-CLIEMNT Program
0213/2006  Plan Implementation Prevention Caze Management EVERYTHIMG-CLIEMT FProgram
0218/2006  Pozst-test Counzeling-MEGAT WE AMDE TER Counzeling And Testing EVERYTHIMG-CLIEMT Program
02A15/2006  Pre-test Coungeling WITHOUT HIY Testing Counzeling And Testing EVERYTHIMG-CLIEMT Program
02A1/2006  Outreach HUD/HOPWw A Houzing EVERYTHIMG-CLIEMT Program
02A0/2006  Aftercare Relapse Prevention Substance ze EVERYTHIMG-CLIEMT Program
02/03/2006  Cuantitative dzzezzment of Adherence Treatment Adherence EVERYTHIMG-CLIEMT Program
02/08/2006 Respie Suppartive Services EVERYTHIMG-CLIEMT Program
02/05/2006  Outreach,|nformation And Referal Suppartive Services EVERYTHIMG-CLIEMT Program
02/04/2006  Attendance Adult Day Health Care EVERYTHIMG-CLIEMT Program
02/03/2006  Housing Suppartive Services EVERYTHIMG-CLIEMT Program J
02/02/2006  Attendance Adult Day Health Care EVERYTHIMG-CLIEMT Program
13 encounters found. Select
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AIDS Institute Reporting System Basic Training

| Legal Services

Select Legal Services from the menu.

aui Client Information and Services

_Client | APPLE, EVE |

#- Intake Information:
EE Enrollments / Azsignments:
EE Higtorical Information:
- Services:
- Services Form
- Legal Services
Counseling Testing and Referrals

e (Click ADD to enter a new Case.

aui Client Information and Seryices

) Cliert | APPLE, EVE || #add % Edt Remove.. | EdSave w3 Cancel

e Important Note: Each Case is entered into AIRS only once and the Case Number must
be unique.

e Click on EDIT to enter additional Legal Service information for each Case, modify existing
information, or enter the Case Closure Information.

| =+ Add \ Edit ¢ Femove.. | nSave &7 Cancel | @) Help
Casze # |Case Started ¥ |Case Category |Case Type I;I
: T1 07./01 /2005 Conzumer/Finance B ankmptoy/Debtor Felief
L =
Legal Case # |T158 Caze Description IEighteen

Caze Start Date |02/11/2006

Program IFWAF\L EVERYTHING-CLIENT Prograrm 01401720 Contractt I
todel I a
Intervention I 0

LCaze Cateqormy |005 Individual Rights

Casze Type | 130 | Other
Staff |FwanC  HOLIDAY, DOC T

Site IFWAF\B SITE 1

ded

Collaterals Irvolved

B8 ORaNGE, SUNKIS
=
— Case Closure Info
Cagze Cloge Date I I Closing Reason l_
Outcome l_
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AIDS Institute Reporting System Basic Training

Once the selected CASE is in EDIT mode, right-click mouse under Legal Service(s)
Provided to ADD/EDIT/REMOVE additional services.

Legal Servicelz] Provided

02;
02720/

= Remowve Service Provided

Cancel

LEGAL SERVICES PROVIDED SCREEN:

ai Legal Service ; X

Service Code | 451  Legal Assistance

Date of Service II]2,|'11,|'2IIIIIIE
Start Time I : [+]  EndTime I : [+]  Time Spent I h/a
Staff [Fuwanc HOLIDAY, DOC T

Remarkz
02417142008 10:33:13 Ak ;I
Worker Mame
Drake, Tirne & Wutgr Marme:
Cancel
[Done | &7 Cahcel |

e When finished, select DONE.

e C(Click SAVE to save the Legal Services record.
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AIDS Institute Reporting System

Basic Training

LEGAL SERVICES SCREEN WITH CASE CLOSURE INFORMATION

e When a case is closed, enter the Case Closure Information. The Case Close Date must

be on or after the last Legal Service date.

e When the Case Close Date is entered, you must select a Closing Reason and Outcome

from the pick lists.

=+ &dd \ Edit > Remaove.. | [Hsave w7 Cancel | &) Help
Caszse H# |Ease Started ™ |Ease Category |Ease Type I;l
| [T18 02:411/2006 Individual Rights Other
Legal Case H|T1 Caze Description |One

Case Start Date |01/01/2005

fdodel 0

Interyention 0

.

Casze Cateqory {001 Consumet/Finance

Case Type 15 Bankruptcy/Debtor Relief

Staff IF'-.-'-.-'.C'.F&C HOLIDAY, D2z T
Site IF'I.I'-.I'.C'.F'.B SITE 1

Legal Servicels] Provided Caollaterals lnvolved
0B/01 /2005 Legal A=zziztance TSN AFPPLE. GOLDEMRED
070120058 Legal Aszistance

02/01 /2005 Legal Azziztance

09/01/2005 Legal Aszistance

10701 /20058 Legal Aszistance

11/01/2005 Legal Aszistance

12/01/2005 Legal Aszistance -

— Casge Closure Info

Program IF'-.-'-.-'A.C&L EMERYTHIMG-CLIEMT Pragrarm 010120 Contractd I

Caze Cloze Date I 1Zj01}2005 Clozing Beazon |01  Counsel & Advice

[% Dutcome |01  Obkained Bankrupkcy Protection

| Counseling, Testing & Referrals (CTR)

This is for agencies that need to enter CTR information. Please see the CTR documentation for

instructions on entering this data.

@ defran systems

simph beiter

Page 59

Defran Systems, Inc. - 5 East 1 6" Street, New York, NY 10003 - Tel: 212.727.8342 - Fax: 212.727.8639 - ursinfo@defran.com -www.defran.com



AIDS Institute Reporting System Basic Training

Session-Based Encounters

ol Agency ﬁ Clients & Services | §2 Session-Based En-::uunters[iﬁk Reporting $ Billing/Finance
|

There are different types of AIRS entry forms for Session-Based Encounter data.

al Session-Based Encounters

% Group Activities:

Eil Fast Track Data Entry:
Eil Session:

- Synnge Exchange:

When the menu is expanded, you see the following.

al Session-Based Encounters

=8 Group Activities:
- Group Activities...
EI Faszt Track Data Entry:
: - Fast Track Form...
I%I--Sessiun:
: - Session Encounters. ..
8- Syringe Exchange:
Syringe Exchange Information

| Group Activities

Used for entering Group Activities, Interventions Delivered to Groups (IDG), and Adult Day
Health Care (ADHC)-Group data.

(IDG) Interventions Delivered to Groups (formally GLI) are health education and risk-reduction
counseling sessions that shifts the delivery of service from one client to groups of clients. IDGs
use peer and non-peer models involving a wide range of skills, information, education, and
support.

Each agency sets up the Groups in Agency module of AIRS.

For Groups associated with Programs that Require Enroliment:

a) Clients not enrolled in the Program cannot be enrolled in the associated Group.

b) Closing a Program Enrollment will automatically close the client out of the Group
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AIDS Institute Reporting System

Basic Training

For Groups associated with Programs that do Not Require Enrollment:

a) All clients active in the agency can be enrolled in the Group.

e After clients are enrolled, the user enters the Group Activity and marks attendance with a

“Yes” or “No” (default).

e Once saved, the associated encounter/service(s) are then automatically entered into the
Service Encounter form for each client who attended the Group. The information can be

viewed afterwards by navigating to the client’s Service Encounter form.

| Group Activity: Add A New Activity OR View An Existing Activity

Select Group by clicking on SELECT GROUP button.

Group Activities

' Select Group.... | Ell Frogram:
& Encounter...

Encounter Information I Frogress Mate I Additional Infarmation I Attendees I

Contractd I—
Service Cateqory I—
dodel [ 0]
Inkervention I—D
Encounter I—EI

Staff [ |
EDE Sefting Tupe | |
o Site

Location | Oif Site ZIP Code | -

Servicessactivitiies Provided. ..

FPEMS Related Information

MI i StartTimeI g [=] EndTimeI g [=] Time Spent: nia

Incentive Provided T

Seszion Mumber I a

Unit of Drelivery I

Locate Clients.__

Group Activities

Select Gru:uup...J| |E|| | Progranm:

)

Encounter.. [Salect Fram list
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AIDS Institute Reporting System

Basic Training

Highlight the Group and click on the SELECT button.

HPrevention Grou |

Y82 Group Selection : x|

Chooze the graup by preszing the Select button or double-click an the Group Mame. @) Help
Group Hame |5tart Date |F"mgram Mame |;
CMMIPRESENT Group 01/01/2000 EVERY THIMG-CLIEMT Program

| |Saturday Might Special Group 04/01/2001 5 SSAMHASUCCMHouse Program

Select ﬂ

To VIEW Previously Entered Activities: Click on the Encounter button and select the

Group Activity.

To ADD: Select ADD to enter new information

gk Add \Edit }{Hemnve...l | K"JEanceI| EhPrirt..

Group Activities

E ncounter... |

Select Group... |F‘re'-.fentin:|n Graup EH Pragram: & Prevention-Clients Program

Enter appropriate information.
Required fields are bold and black.
At least 1 Service is required.

When all required information has been entered, the Locate Clients button will become

active.

Clicking on the Locate Clients button activates the Attendees tab and brings the user to it.
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AIDS Institute Reporting System Basic Training

| Encounter Information Tab

Group Activities

B Select Group.. |F‘reventinn Group |Z“ Program: & Prevention-Clients Program

B Enicounter..

Encounter Information | Frogress Mote | Additional |nfarmation I Alitendess |

Date IM Start Time I—E| End Time I—El Time Spent: nda
Contractt I—
Service Category W Interventions Delivered to Groups (GLD
bacel [ 0]
Interention I_IZI

Encounter | 745 Multiple Session Curriculum Based Harm Reduckion

Staff IF'-.I'I.I'.CI..CI.C HOLIDA'Y, DoC T

Site IFWAAE SITE 1

COC Setting Type (03 ClinicfHealth Care Facility
on Sike [

Lacation | 0K Site ZIP Code [ -

SEa a0 sty e i | PEMS Related Information

‘Mot Entered
Incentive Provided [

Seszion Mumber I i

AN Lkt of D eliverny I_

\ Locate Clients.___

Right-click mouse to enter Services/Activities Provided.
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Basic Training

ai Select Items

5=

X

CTHRL key for non-consecutive items.

Fleaze zelect items from the lizt on the left. vYou map select multiple items by holding Shift key while clicking conzecutive items. Use the

Al Servicesdbctiviies Provided
Demonstrationd DU rizk reduction

Dremonzstration-negaotiation communication
Dremonstration-other
Dremonztration-partner naotification
Demonztration-providing prevention services
Digougzsion-HIY medication therapy adherence
Dizcuzsion-HIY testing
[z sioh-HIVAAIDS trans 10K
Dizcuzsion-10U rizk free behawiar
Digcuzzion-10U rigk reduction
Digcuzgion-TH
Digcuzzion-abstinence/postpone sexual activity
ohol and drug

i ; aoility o y Iy :
Dizcuzsion-availability of medical services
Dizcuzsion-availability of partner notification and referral zer vl

Demonzstration-condambarner uze 4
Demonstration-dizclozure of HIY statuz [:Ii

Selected Servicessdctivities Provided

=

[Tane | k7 Canmel |

Highlight the Services/Activities from the list on the left and move to the right. Select
individually, consecutive [SHIFT], or non-consecutive [CTRL] items.
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Group Activities

B Select Group.. |F‘reventi|:|n Group |z|| Frogram: & Prevention-Clients Program
B Encounter...

Encounter Information | Frogress Mate | Additional Information | Attendees |

Date IM Start Timel:—El End Time I—El Time Spent: nda
Contractt I—
Service Cateqory IIIIIIIEIIS Inkerventions Delivered ko Groups (GLI)
bodel [ 0
[rkerertion I_IZI

Encounter | 245 Multiple Session Curriculum Based Harm Reduckion

Staff IF'I.I'I.I'FI.FI.C HOLIDEY, DioC T

Site |mea SITE 1

COC Setting Type (03 ClinicfHealth Care Facility
on Sike [

Locatior Off Site ZIP Code [ -

ServicesfActivibies Provided. .

— PEMS Related Information

Dizcuzzion-HIYAAIDS transmission . Incentive Provided [
Dizcuszion-alcohol and drug use prevention Sl M I 0

Dizcuzzion-availability of HYASTD coungeling and testing

it of Delivery I_

Locate Chents.___

Select Locate Clients button to mark attendance for the Group. You will be brought to the
Attendees tab.
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| Attendees Tab: Marking Attendance

You may select individual check boxes under the “Attended” column to mark attendance
or you may right-click for more options, such as Mark All Attended.

Group Activities

B Select Group... |F‘re'-.fentin:|n EraLup |z|| Pragram: & Presvention-Clients Program

B Encounter..  Interventions Delivered to Groups [GLI (08401 42008

E ncounter Information I Progress Hote | Additional Information Attendees |

Attended | Client ID | Client Name |Time In [Time Out |

r [APPLE, EVE — : £
O |5 HOWSER, DOOGIE | [~]
rciz AN HOUTEN, MILHOUSE Mark &l Mot Attends =

IIpdate all Skart & End Times

alatorals

Referrals

Cancel

The user can either:
o Enter Progress Notes and Additional Information from the tabs. See next pages.
OR
o Click on SAVE to save the Group Activity (to create records in the system).

= |f the Group Activity is saved, Collaterals Involved can be entered. See

page 66.
= |f the Group Activity is saved, Referrals Made can be entered. See page
67.
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| Progress Note Tab = Optional

Select the Progress Note tab to enter Progress Notes. When the Group Activity is saved,

the information will be associated with the Group Activity and each attendee’s Service
Encounter record.

Encounter Information] Progress Hote |.-'1‘-.|:||:|iti|:|na| Information | Altendees |

Thiz iz the zection for Progress Motes. ;I
Y'ou can timeddate stamp the note with the Warker Mame, Date and Time, or Date, Time and Y orker Mame.

Adrminizstrator Syztem
08/22/2006 11:26:11 Ak Woarker Mame
08/22/2006 11:36:15 &M, Administrator System R e

Date, Time & Waorker Mame

Cancel

If you are now finished with the Group Activities, click on SAVE.

NOTE: After saving, any changes or additions to the Progress Note will only be
seen/associated with the Group Activity (and not seen on the clients’ Progress Notes).

| Additional Information Tab = Optional

If needed, select the Additional Information tab to enter Primary Diagnosis, Billing
Physician and Materials Provided.

Encounter [nformation | Frogress Mate | Additional Information | Attendees |

Primary Diagnosis I

Billing Phyzician I

Add Materials Received

\ Edit Selected Materials Recelved
== Qemove Matetials Received

Cancel

Right-click mouse to enter Materials Received.
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Basic Training

ai Materials Received .1:' El
Enter the type and quantity of the matenal distributed. @) Help

Type | 100 Condoms

[uantity I 30

&7 Cancel |

Select DONE to complete the Materials Received entry.

If you are now finished with the Group Activities, click on SAVE.

| Attendees Tab: Entering Collaterals Involved and/or Referrals (Optional)

COLLATERALS (OPTIONAL)

e Accessible from the Attendees tab only after saving the Group Activity record.

¢ You may then highlight a specific client, right-click, select the Collaterals option, and

enter collateral information.

E ncounter Information | Progresz Maote | Additional Information  Attendees |
Attended | Client ID | Client Name [Time In |Time Dut
v IAPPLE, EVE ISSREEY o [ P02 r [ ]
F 5 HOWSER, DooGI  Mark Al Attended 55 am[E] | oziz P [E]
F c12 WAN HOUTEN, py 1 Al TeE Attended 55 am[E] | oziz em[E]
polabe 2l ekark f Pod Times
Referrals
Cancel

ai Encounter With / Collaterals b x|

Encounter 'With {100 Client
(A4PPLE, GOLDEMRED

Save | &7 Cahcel |
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REFERRALS (OPTIONAL):

e Accessible from the Attendees tab only after saving the Group Activity record.

¢ You may then highlight a specific client, right-click, select the Referrals option, and enter
referral information in the Referral tracking screen.

E ncounter Information | Progresz Maote | Additional Information  Attendees |

Attended | Client ID | Client Name [Time In

Vv APPLE, EVE ShEe o [

Mark &l Attended

F |5 HOWSER, DOO o o [ 1:55 M [2]
Mark: Allok Sk

F 1z VAN HOUTEN, e 1:55 am [2]
Ipdate alllStark & End Times
Collaberals
Cancel

aui Referrals...

qr Add % Edit > Remove... | Hoae  satancel €H

Referred For |Hefened To Status |

M/21/2006 Infectious Dizease Feferal Agency 2 Client O “w aiting List
mM/21/2006 GE.D. Referal Agency 3
01/01/2006  Public Aszsiztance/Entitlementzs - Referal dgency 2

— Service Need
Cateqgory | 100 Medical/Health
Service |010 Acute Care - DAC

Friorty |02 Ongaing, Mewly Identified

— Refernral Information
™ o site %
Fieferred Ta IF"-"'-"F'-F'-C Referral Agency 1

Date Meed |dentified I a1f21/2006

Follow-up Method % 2ctive referral

" Passive referral-agency vetification
" Passive refertal-cient verification
£ Tone

Date Referral Made IDI,I'ZI,I'ZDDIS

— Referral ¥ernfication

[rate Service Werfied IDIIZIIEDDE

Statuz | +01 Clent Received Service
# Appointments Per Weekl ]
-

L (-
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AIDS Institute Reporting System Basic Training

| Fast Track Data Entry

Used for batch adding of individual client encounters and services. It is very important to
understand the procedures for using this. We therefore, strongly suggest this not be used
without full understanding and/or specific guidance from Defran Systems, Inc.

| Fast Track Form

e This is an extremely powerful utility allowing batch entry of similar or “like”
Encounter/Services for multiple clients.

e This data entry interface is used for a single Program and Encounter Type provided by
one Staff person at one Site on a particular Date.

Fast Track cannot be used for entering Case Management, CTR (Counseling, Testing &
Referrals), or Syringe Exchanges.

To start, enter the information above the tabs.

g"”— Start Timel:—El End Timelﬁ Time Spent: n'a
Program
Contracty I—
Service Cateqory I—
gl [ o]
Interention I—D
Encounter I_El
Site [ Staff [
Session Defaults | Default Progress Mote | Lzt of Clients |
Services/Activities Provided... PEMS Related Information
Incentive Provided [~ Session Numbell—o
_I |7 Unit of Delivery I_
Location I_ D ate Completed I,l',l'—
Dutcome I_ Encounter With I_
T I— Default "# of Items" for services I_D

Irolved Agency l—

Involved Agency 2 l—

Biling Physician |
Primary Diaghosis I_
Secondary Diagnosis I_

Limnit clisht selection to Only thoze clisnts enrolled in Grow I
[ Populate "List of Clients" {next tab) with existing encounters,

Locate Chents._..

Page 70 @ defran systems

simph beiter

Defran Systems, Inc. - 5 East 1 6" Street, New York, NY 10003 - Tel: 212.727.8342 - Fax: 212.727.8639 - ursinfo@defran.com -www.defran.com



AIDS Institute Reporting System

Basic Training

| Session Defaults Tab

This contains a variety of information that includes the Services to be entered.

Right-click over the Session/Activities Provided to add Services.

Fast Track Diata Entry

Program IFWP.P.L EVERYTHING-CLIEMT Program

Contract I

Service Cateqgory II:II:II:II:IS Supportive Services

M-:u:lell i
Interventinnl ]

Encounter | 138 Peer Supparkt

DatEIIZIS,l'l'B,I'EDDEu StartTimeI ; El End Timel ; El Time Spent: nda

Staff |FwaaC HOLIDEY, Do T Site IFW":"":"B SITE 1

Session Defaults | Default Progress Maote | Lizt of Clignts |

e e s | !"E]S Related Information
5 I

Unitket Delivery |

Zancel

| nceftive Provided [~ Session Numl:uerl 1]

Lu:u:atiu:unl Late Ko Ietedl I
EITHEE | ker 'with I
Team I Drefault "8 of [tems" for services I 1]

Irvolved Agency I—

Irvolved Agency 2 I—

Biling Physician |
Frirnary Diagrosis I_
Secondary Diaghosis I_

Lirit chent selection bo Only thoze clients enolled in Group I

[ Populate "List of Clients" inexk kab) with existing encounters, Locate Clients. .

After selecting, the complete list of associated Services is displayed.
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AIDS Institute Reporting System Basic Training

ail Select Items : x|
Pleaze zelect items from the lizt on the left. You may zelect multiple items by holding Shift key while clicking consecutive itemz. Use the
CTRL key for non-consecutive items.
All Services hctivities Provided Selected Services Achiviies Provided
Ermandsz - Hozpital ;I
Errands - Mon-Hozpital »
L
(33
Rl
i ! b Sacl on _|«
Tranzlation/Interpretation
[ =
Done | &3 Cancel | € Help

Select and move the actual Services Provided to the right column.

e (Click on DONE when finished.

e After entering appropriate information, click the Locate Clients button. You will be
brought to the List of Clients tab so that you may to select clients receiving this Encounter
and Service(s).

Sezzion Delaults | Default Progress Mote | Lizk of Clisnts |
Services/Achviies Provided. . PEMS Related Information
: Hon-Hoszpit: Incentive Provided [ Session Numberl—u
s il it of Delveny I_
Intakeddzzessment
Location I Date Completed I H
I:Iut::::lmel Encounter With I
Team I Default "8 of Itemsz'" for sewicesl 0
Invalved Agency I
Involved Adgency 2 I
Billing Physician I
Primary Diagnosis I
Secondary Diagnosis I
Limit client selection to Only thoze clientz enmolled in Group I -
[ Populate "List of Clients" {next tab) with existing encounters, Locate EI'E"IS'[}J
Page 72
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Basic Training

| List of Clients Tab

¢ Right-click mouse over the grid to add clients.

Session Defaults | Default Progress Note  List of Clients |

Right-click owver the grd below to dizplay a list of actionz [including adding clients).

Clhient Hame

|5taff Hame

|Eegining { End Time |5&wices |ﬂ

r

% Edit Encounter

== [emove Encounter

A4 Femaove Al Encounters

Cancel

ai Select Items

CTHRL key for non-consecutive items.

Fleaze zelect items from the lizt on the left. vYou map select multiple items by holding Shift key while clicking conzecutive items. Use the

Source

FLINTSTOME, 'Lk
HOWSER, DOOGIE [#:5)

KEMT. CLARE. [#:7]
LAME, LOIS [#:3]
MOUSE, MICKEY [#:9]
PaM,PETER [H#:10]
RACOON, RO

SIMPSON, LISA [#:12)
TROY, HELEM OF [#:13]
WHITE, SNOW [#:14]
#x, TRIPLE [#:15)
YAMONYRMOUS, [#:A1E6]
TrAMOMYROUS, [HAT7F)
ZBUMMNY, BUGS [#:19)

Selected

d

=

[Tane | k7 Canmel

e Select and move the clients who received the Encounter/Services information to the right

column.
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Seszion Defaults | Diefault Progress Mote  List of Clients |

Right-click over the and below to dizplay a list of actions [including adding clients].

Chent Hame |5taff Hame |Begining {/ End Time |Sewi-::es|
Fy 00000004 FLIMNTSTOME, WILMA (#:4) 122 Peer Supg
Fy 00000006 JETSOM, GEORGE (#:6) 133 Peer Supg
KEMT, (L ARkt 2 |
Fiyy00000009 MOUSE, MECI % Add Client Encounter 138 Peer Supg
FA00000011 RACOON, hC M 138 Peer Supt
F 00000013 TR, HEREl = Remowve Encoun 138 Peer Supt
P 00000015 Xxx, TRIPY T T EeeTes 132 Peer Supg
Foo0oo019 ZBLIMMY, BLI 28 Peer Supg
Cancel

e Optional: You can highlight a specific client and right-click the mouse for a list of actions.
In this example, a client’s encounter will be edited.

Note: The user can enter additional fields, Progress Notes, and Additional Information.
In the example below, a Next Scheduled Appointment date was added.

aud Fast Track Data Entry...

| Ok k7 Cancel |

Encounter [nfarmation

Encounter Information | Frogress Mote I Additional lrfio |

Staff IFWP.P.C HOLIDAY, DoC T

Location [
Encounter With I_
T eam I—
Skart Timel:—El
EndTime[ . [+

Time Spent: néa

— PEMS Related Information
Incentive Provided [ Session Nurmber I ] Unit of Delivery I_

— Next Scheduled Appointment

Drate I 12/15/20086 Location ”_

Services/Activities Provided

Errands - Mon-Hozpital
Home Yisit
|ntakestbszessment
Structured Socialization

e C(Click on OK to save and return to the List of Clients tab.

e Other client-encounters can be edited, if desired.
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AIDS Institute Reporting System Basic Training

You can complete the Fast Track Data Entry process by clicking on SAVE or you can add
a Progress Note.

| Default Progress Note Tab = Optional

Information entered under Default Progress Note will be displayed for all clients receiving the
Encounter and Service(s).

Site IF'-.-'-.-'.':'..':'.E LLE Staff IF'-.-'-.-'.ﬁ..ﬁ.G LEAH, PRINCESS

Seszion Defaults | Default Progress Mote | | i:t of Clients |

Encounter Progrezs Mote. .

Enter F'lr-:grE$$ Mate... thiz iz a default progreszs note for all clientz zelected. IIIB.-"22J"2EIEI¢-@'I :43:24 P, Sdminiztrator ;I
Syztem

After entering information, click on SAVE to save the encounter to the clients’ individual
service encounter screens.
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| Session Encounters

These screens are used for entering Events/Session-based (non-client) data. These usually
occur in a group setting, educational setting, as a training, or an outreach event.

They do not involve Intake clients or create client-based service encounters.

Although no client names, HIV Statuses, Client IDs, etc. are recorded or assigned, the
demographics of the participants receiving the “service” are recorded.

NOTE: The Age Groups have changed. The Age Groups starting with 13 that were
entered in the legacy URS will not display in the current Age Groups. The data, however,
has been kept in the table and can be reported.

,dg'ﬁ' me-' Children [under 13] |:| Age Groups: Children [under 13] ]
Adolescents [13 to -IH] I Adolescents (13 to 18] ]
191024 | 0
Aduts (20+4) | 20to 29 0 s [
It 43 I seu[ o
50 and over I Sandover | 0
Age Groups from legacy URS Age Groups in AIRS

User Defined Fields Are Available: When the System Administrator at your agency
enters questions into the System menu’s Define ETO & Prevention UDF Labels screen,
the last page of each of the ETO and Prevention Event form will contain the questions.
There are up to 14 fields available that allow a response up to 50 characters to be
entered.

Note: “Required” fields will vary and depend on the Service Category being entered.

Brief descriptions of the Service Categories available in AIRS are as follows:

o Education/Training (RW) Event and Targeted Outreach (RW) Event (both formally
ETO) has multiple uses. One is to provide information to the community of the types
of services your agency provides. This “reaching out”, hopefully, will bring clients into
the agency. Another possibility could be for educating and training the community,
peers, or staff of the issues in relation to HIV+ and/or AIDS.
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O

Prevention Outreach is a CDC Intervention type. They are “HIV/AIDS educational
interventions generally conducted by peer or paraprofessional educators face-to-face
with high risk individuals in the clients’ neighborhoods or other areas of where clients’
typically congregate. Outreach usually includes distribution of condoms, bleach,
sexual responsibility kits, and educational materials. Includes peer opinion leader
models.”

Prevention Training is not an official CDC intervention type. It was decided,
however, to make this event-based training available to allow recording training for
non-client or non-registered groups, including peers. Note: From CDC’s perspective,
most training is understood to occur in Group Level Interventions with known clients.

HCPI Education, in actuality, is the Presentation/Lectures part of the CDC
Intervention type, HCPI (Health Communications/Public Information).
Presentation/Lectures are “information-only activities conducted in group settings”.
They are often called “one-shot” education interventions.

HCPI (Health Communications/Public Information) covers the “delivery of planned
HIV/AIDS prevention messages through one or more channels to target audiences to
build general support for safe behavior, support personal risk-reduction efforts, and/or
inform persons at risk for infection how to obtain specific services.” ‘Channels’ include
Electronic Media, Print Media, Hotlines, and Clearinghouses (interactive electronic
outreach using telephones, mail, and internet). For the AIRS, it does not include
Presentation/Lectures that are entered in the HCPI-Education screens.

Community Level Interventions are funded with CDC Announcement 99004 funds
that are not covered by the other types of interventions. This includes Community-
Level Interventions (CLI). Community-Level Interventions “seek to improve the risk
conditions and behaviors in a community through a focus on the community as a
whole, rather than by intervening with individuals or small groups. This is often done
by attempting to alter social norms, policies, or characteristics of the environment.
Examples of CLI include community mobilizations, social marketing campaigns,
community-wide events, policy interventions, and structural interventions.”

| Session Encounters: Find Existing or Create New

Select Session Encounters

al Session-Based Encounters

::B Group Achivities:
#-Fast Track Data Entry:
=- Session:

© " Session Encounters. .
#- Syringe Exchange:
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Basic Training

| Event/Session Tab

e To find existing information, select Find Existing Event/Session button and select the
event.
dppdd N Edt XRemove. | EdGave  <2Cancel | ShPint.
' Find E xizting Event/Seszion... ||
e Select ADD to enter new Event/Session information.
e Enter the appropriate information. Fields that are bold and black are required fields.
e Note: Session Presented By and Session Staffed By are required. Right-click the mouse
under Session Presented By and under Session Staffed By to select information.
Event/Session | Demographicz/Rizk | Segzion Provided | Agency Defined Fields |
Date | 05/12/2006 StaltTimelll:DD aM[=| End Time|n1:3|:| P [+ | Time Spent 0230
Program IFW.C'..C'.D 3 ETC Program
Contract I
Service Cateqory IIZIIZIIZIIZIIS Education, Training & Cutreach
tode| I 1]
Intereention I 1]
Encounter 74 General Outreach
— Location
Scheduled Date | [
Typ 0z i i
< Cammunity Setting Session Prezented By. ..
Specific Location {111 Substance Use Treatment Settings
Drganization IFWP..C'.D Referral Agency 2 .
Contact I I L
=Orrac. Sesgzion Staffed By...
Slreetl Mo
I Session Staffed By k
\ Edit Selected Session Stakved By
<p I:':":IEI 10035- || Guestlechyier e pemoue Ceceng Shaffed B
Eit_'r'INEW Yark State IN\" I Cancel
County Mew Yark PEMS Relafed Informabion
™ Incentive Provided Session Mumber ]
sddiional ZIP FH_ |
Codes covered Unit of Defivery I_
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| Demographics/Risk Tab

e Enter demographic information in this form.

e |f you enter a number for Demographics Known, each subsequent section (Gender, Age
Groups, and Race/Ethnicity) must total the number entered. In the example below,
Demographics Known = 40. Therefore, each section totals 40.

e NOTE: As mentioned before, the Age Group categories have changed in AIRS from
legacy URS. They new ranges are 13-18, 19-24, 25-34, 35-44, and 45 and over.

e The Primary Risk section is new and optional. If data is entered, the total must equal to
the Demographics Known.

Event/Session | Demographics/Hisk | Session Provided | Agency Defined Fields |

— Demographics of Participants

Total Participants: Race/Ethnicity:  [MH] = Mon Hizpanic

Adolegcentz [13 to 18] I 0 Mare than one

R acesEthnicity g

13to 24 15
25 to 34 20
35 to 44

Other

ko nreparted

Demographics Knuwnl 40 Hizpanic I 5
Demographics Llnknnwnl 20
[MH] Whitel 5
Gender: Male | 10 (NH) Black or Affoan[ ¢
Amerncan
Fernale I 10
Tranzgender: Female |d az Male I 10 [NH] .-“-‘-.sianl >
Tranzgender: Male 1d az Female I 10 [MH] M ative Hawaiian u:url
Pacific | zlander =
Age Groups: Children [under 13] I 0 (NH]) ﬁmili::}?al:ﬂzﬂﬁ;l 5
I 1
I 1]
I 1]

45 and over

— Primary Rizk

Prirmary Rizk: In]H) ] Sex Involving Transgender

S
MSMADU 10 OtkersRizk Mot |dentified 10

Heterozexual Contact

LLELLL

AL
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| Sessions Provided Tab

e Right-click mouse to select Services, Other Targeted Populations, Materials Provided
and Methods of Delivery.

EventsS ession I Demographice/Risk] Session Provided | Agency Defined Fields |

Target Group |04  PEERS

Servicesdtchivities Provided...

Advocacy Training for Chents !
Clirical Training
Hauzing

[

Mther

Other T argeted Population(z].. b aterialz Provided...

Bleach Kitz [4]

Tranzgender - |dentify az Male

Methods of Deliven...

Femarks. ..

e The following page shows an example of selecting Methods of Delivery.
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ail Select Items =18 x|

Fleaze zelect itemsz from the izt on the left. You may select multiple itemz by holding Shift key while clicking conzecutive itemsz. Use the
CTRL key for non-congecutive items.

Al bethods of Deliverny Selected Methodz of Deliver

Agency Meeting |-~ j Chat Booms ;I

Billboards » Door To Doaor
Dirop In Center [rterviz
Hotline # Phone Bank, 13
Infomercialz

Informal Group Setting

Lecture

Magazines

kazs Mailing

tedia Campaign - Billboard ¢ Static Display

tedia Campaign - Press —
Fuzic

Metwork, ¢ Group Meeting

Mewpapers

Mews Broadoast

One- On - One

Other

PS4 Radio | =

Daone k7 Cancel &) Help

44

Servicezddchivities Provided...

Advocacy Training for Clents
Climical Trairing

Hauzing

Mther

Other T argeted Population(z]...

Irnmigrants H

Tranzgender - |dentify az b ale

b aterialz Provided...

Bleach Kitz [4]

bethods of Deliverny...

‘Chat B ooz

Droor To Doar
Interviem
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| Agency Defined Fields Tab

e These fields are created by the AIRS System Administrator. The System Administrator
can create up to 14 user defined fields that are only available in your Agency’s AIRS.

Event/Sezsion I Demographics/Rizk | Session Provided  Agency Defined Fields '

Discussinn?l Yes

Demnnstratinn?l Mo

Infu:urmatiu:un?l & lok

E-:qu:atiu:un?l

Training?l
Dutreach?l
Scale of Usefulness (1-1 EI]:I Q
Walue to Staff (1-5) |
E spectation [1 -5]:|

Suggestion 1:| Bring more materials

Suggestion 2

|2 thiz client gaing ta be part of MHBA En:nntran::ts?l

Suggestion 4:|
2901 2345678301 2345673901 2345678301 23455?850'

e After entering all appropriate and required information, select SAVE to save the record.
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| Syringe Exchange

al Session-Based Encounters

#- Group Activities:
EE Fast Track Data Entry:
#- Session:
&- Syringe Exchange:
Swringe Exchange Information

| Syringe Exchange Information

This unique screen interface allows entry and display of the Syringe Exchange Service Category
transactions from clients by Site, Program, Staff, and Date.

e Enter required fields (Site, Program, Staff, and Date).

e Once the required fields are entered, exchanges entered at the Site for the Program
provided by the Staff on the Date entered will display.

podd [ % Edi XRemove.. | EdGave  w3Cancel | ShPiint. ) Help

Syringe Exchange

Site |Fwaag SITE 1

Program |FWAAE 4 Syringe Exchange
Staff | FwasC HOLIDAY, DioC T

Date |08/15/2006

Client 1D |Date" |5taff 1D |It In # Out CC HeasurJEumments Referrals Hade|;l|

e Select ADD to enter Client ID and Syringe Exchange information.

e Enter the number of syringes brought in and taken out (# In and # Out).
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dadd % Edt >CRemove.. | Edfsve s Cancel | EhPrint. ) Help

Syringe Exchange

site|[Fuvaas SITE 1
Program |FwWa&E 4 Syringe Exchange
Staff |Pwanc HOLIDAY, DOC T
Date [0/18/z006

Client 1D |Date"’ Staff ID)|# In # Out CC ReasonComments|Referrals Made | =~

14 03/13/2006 | PwianC 3 1] [ R

e Optional: Click on CC Reason button to select the Contingency Contracting Reason.
e Optional: Click on the Comments button to add notes to the record

e Optional: Click on the Referrals Made button to make a referral for the client.

e C(Click on SAVE to save the record. The entered information will be shown in the display
window on the bottom left corner of the screen.

ai Session-Based Encounters

- Group Activities: =+ didd N Edit > Remove. &7 Cancel | &EhPiint... @)H
Ba Fast Track Data Entry:

Bg Session: Syringe Exchange

=-Syringe Exchange: Site |Fwaas SITE

- Byringe Exchange |nformation — .
s d Fiogram |FWAAE |4 Syringe Exchange

Staff |FwasC|HOLIDAY, DOC T

Date |[05/15/2006

Client 1D |Datev |Stalf 1D |It In # Out CC Reazo Cumments|FIelerraIs Made
14 08/18/2006 | Fuw/dAC 2 4

CC Reason: 04 Police - conducting =
Caomments: ¥es H
Referrals Made: Mo L
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Reports in AIRS
¢ Reports are generated from the REPORTING Module.
e FYI: Each entry screen in AIRS contains a PRINT button.

e Many of the reports allow the user to selectively narrow the reporting population by
narrowing the search/query criteria. To narrow the criteria of the report, right-click on the
Selection Options and select a specific item. For example, instead of printing the
requested information from All Programs, the user could select only one Program. In
some instances, the user can further narrow this to one Service Category and so on.
See the form below.

¢ In addition to Selection Options, forms may also contain choices for Order By, Report
Selection, and Date Options. See the form below.

o Order By is a choice the user may find available to change how the report will be
sorted/ordered.

o Report Selection is a broader/global choice in filtering the requested data that may
be available.

o Date Options — The user can identify the Start Date and End Date (in most
reports).

Selection | Olutput I

Selection Options...
Warker Ak Encounter

iService Cakegory

- Supportive Services

Encounter Type - all
Pragram - & Prevention-Clients Program
Site - all

Order by |Last Name -
Repart Selection |.|5.II Clients ;I
— Date Options. ..
From ||:|?j14j2|:u:|5 To | 07/14/2006
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| List of Reports in AIRS
CLIENT INFO GROUP ACTIVITIES
Client Profile Group Attendance
Client Listings by Intake Date Range
All Clients AGENCY REFERRALS

Clients Active in Agency

Clients Active with Unknown HIV Status
Clients Active Without HIV Status
Clients With Incomplete Intake

Clients without Medicaid Numbers
Closed Clients

Client Listings by Program

Client Listings by Group

Clients Closed in Agency

Client Listing by Primary Insurance Type
Clients Served by Program

Clients Served In Each Program
Detailed Client List By Program

Patient Flow Sheet
Duplicate Clients

ACTIVITIES AND SERVICES

Activities and Services Report

Activities and Services

Activities and Services - By Site

Activities and Services - Summary Totals
Collaterals Associated with Services
Scheduled Activities
Progress Notes Report
Services Summary Report by Program
Problems Identified Report by Program
Pre-Test Counseling Report
Weekly Billable Units Report

Fractional Units (original)
Whole Number Units (new)

Billable Units by Date Range Report
Outcome Indicators Report

Active Clients Without Encounters
AIRS Encounters and Services Listing
PEMS Planning Data Report

AGENCY

Staff Listing

Services Summary Report by Worker
Referral Library List

Security Rights Report

Agency Setup Report

Client/Agency Referral

SYRINGE EXCHANGE

Syringe Exchange By Participant Report
Syringe Exchange ID Number Report
Syringe Exchange Cross Tab Reports
Syringe Clients by Age, Ethnicity, Gender - All
Syringe Clients by Age, Ethnicity, Gender - New
Syringe Encounters by Age, Ethnicity, Gender - All
Syringes Exchanged by Age, Ethnicity, & Gender
Syringe Exchange by Client ID Report

AGGREGATE REPORTS

AIDS Institute Aggregate Reports
Age by Sex by Ethnicity/Race — Active Clients
Age by Sex by Ethnicity/Race — New Clients
Encounters by Cont, Service Type—Total + Anon.
Encounters by Service Type — Total + Anonymous
List Clients in Main Aggregate (DO NOT SEND)
Main Aggregate Report - Active Clients
Main Aggregate Report - New Clients
Revenue Detail Report
Revenue Summary Report
Summary of Referrals

Service Category Aggregate Reports
Age by Sex by Ethnicity/Race
Client Demographics
Client Demographics (Condensed)
Encounters by Service Category
Encounters by Service Category (Condensed)

MHRA REPORTS

Agency Monthly Program Narrative

Print MHRA Reports
01. Summary of Services Provided
02. Follow-Up Activities Report
03. Summary of Referrals Into Program
04. Summary of Referrals by Agency
05. Summary of Client Enrollment and Statuses
06. Summary of Special Populations
07. Demographics of New Clients by Age/Race
08. Summary of New/Total Clients by Zip Code
09. Anonymous Services & Client Demographics
10. Summary of Education, Training, & Outreach
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AIDS Institute Reporting System

Basic Training

PREVENTION REPORTS

NYC Prevention Reports
Summary of Services Provided
Summary of Anonymous Services Provided
Summary of Client Enrollment and Caseload

SESSION ENCOUNTERS REPORTS

Session Encounters Detail Report
Session Encounters Summary Report

Session Encounters Data Reports
Demographics by Program and Category
Methods of Delivery by Program and Category
Services by Presenter and Program

SESSION AND PARTICIPANT COUNTS BY PROGRAM

ETO REPORTS (LEGACY)

ETO Detail Report
ETO Summary Report

ETO Data Reports
Demographics by Program and Category
Methods of Delivery by Program and Category
Services by Presenter and Program

SESSION AND PARTICIPANT COUNTS BY PROGRAM

QOUTREACH REPORTS (LEGACY)

Outreach Detail Report

Outreach Summary Report

Outreach Data Reports
Demographics by Program and Category
Methods of Delivery by Program & Category
Session Type by Presenter and Program
Session and Participant Counts by Program

TRAINING REPORTS (LEGACY)

Training Detail Report

Training Summary Report

Training Data Reports
Demographics by Program and Category
Session Type by Presenter and Program
Session and Participant Counts by Program

HCPI EDUCATION REPORTS (LEGACY)

HCPI Detail Report

HCPI Summary Report

HCPI Data Reports
Demographics by Program and Category
Methods of Delivery by Program & Category
Session Type by Presenter and Program
Session and Participant Counts by Program

HCPI REPORTS (LEGACY)

QOutreach (Prevention) Detail Report
Outreach (Prevention) Summary Report

QOutreach (Prevention) Data Reports
Methods of Delivery by Program & Category
Session and Participant Counts by Program

OTHER INTERVENTIONS REPORTS (LEGACY)

Outreach (Prevention) Detail Report
QOutreach (Prevention) Summary Report

Outreach (Prevention) Data Reports
Session Type by Presenter and Program
Session and Participant Counts by Program

LEGAL SERVICES REPORTS

Client Summary Report

Client Demographics Report
Client’s County of Residence Report
Case Summary Report

Case Outcome Report

HUD REPORTS
HUD 40118 Report

MAI REPORT
MAI Plan and Annual Report

HIVQUAL REPORT
HIV Quality of Care Patient Listing Report

MHRA PCSM REPORTS

Clients w/o PCP: Referral Status Review

PCP Status Review Report

Clients NOT on ARV Therapy: Referral Status
ARV Therapy Status Review Report

Clients w/o CD4/Viral Load Tests: Referral Stat
CD4/Viral Load Tests Status Review Report

BILLING REPORTS
Encounters and Service Billing Report

CARE AcT DATA REPORT (CADR)

AIRS DATA EXTRACTS

Populates FoxPro tables & XML files found in
AIRS directory for ad-hoc reporting using a
report writing sw (Access, Crystal Rpts, etc.).
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AIDS Institute Reporting System Basic Training

Important Information

| Software, Policy and Programming Changes that Generate Questions |

On the Agency screen

e The Add button is disabled so agencies cannot add more than one record for an agency.

On the Program screen

e The Type field is for future use of reporting "like" AIRS Programs on the same report.
Therefore, clicking on the field yields a blank screen unless set up in Table Maintenance.

¢ The Requires Enrollment field will require agency staff to “register” or create a Program
Enrollment for each client that receives services in that AIRS Program. This can be easily
done in the Program Enrollment screen. A client’s encounter record can only be saved
with a AIRS Program entry. If the client is not enrolled, the desired AIRS Program will not
be displayed. The user, therefore, will not be able to save the record until the client is
enrolled in the AIRS Program.

e Selecting the Service Categories in the Service Categories Program Operates section for
each AIRS Program links to the encounter/service screen.

On the HIV History screen

e Diagnoses and Lab Tests are “view only” fields. To add, edit, or delete, go to the
Diagnoses Information or Laboratory & Psychological Test Information screen.

On the Program Enrollment Screen

e When you receive a message that states “Periods of Enrollment Can’t Overlap,” it means
that you are attempting to create a duplicate enroliment for the client into the same AIRS
Program. Time periods may overlap for different AIRS Programs but not within the same
AIRS Program.

On the Case Management Intake screen

e At the request of providers, emergency contacts are not listed with personal contacts on
the case management intake screen. You can look up emergency contacts through the
List function on the collateral information screen.

e To make/change worker assignments (case manager) and other staff assignments, go to
the Program Enrollment and Worker Assignment screens.
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AIDS Institute Reporting System Basic Training

| Problems

In general, the Visual FoxPro platform is fairly stable. When the user encounters an error, the
user will be forced to exit the system.

e Most errors will provide a message and allow the user to gracefully exit.

e Problems are logged in the Error Log.

e |f there is a problem exiting the system, have the user “End Task” using Windows Task
Manager accessed by Alt-Ctrl-Del.

e The user should log back into the system and determine if the any information from the
last screen accessed was actually saved. If not, re-enter. If so, edit and complete the
entry or delete and re-enter.

¢ Note: Although many problems can be fixed, problems with Visual FoxPro, Microsoft
Windows and computer memory conflicts can arise at any time.

| Troubleshooting

e |tis very important that you index the table by running the Table Reindex application on a
regular basis. This can only be run when all users have completely exited the AIRS. We
recommend reindexing regularly and at least once a week.

e |[f there is a severe problem caused by table corruption, Defran will instruct you to select
the table and run the Table Repair application.

@ defran systems Page 89

Defran Systems, Inc. - 5 East 1 6" Street, New York, NY 10003 - Tel: 212.727.8342 - Fax: 212.727.8639 - ursinfo@defran.com -www.defran.com



