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General Report Information 

Reports are generated from the REPORTING Module. 
 

 
 
 

Selecting Reports 

• The list on the left displays the Report Categories and the available Reports.  
 

• Click on the [+] next to the Report Category to expand the selection or right-click the 
mouse to expand all the selections.  

 

 
 

• Once the Report is chosen, use the Selection Tab to set criteria.  To print or preview, 
click on the Output tab and proceed.  

 

• Many of the reports allow the user to selectively filter the reporting population by 
narrowing the search/query criteria. The user may also be able to select how the results 
of the query will be ordered.   See the next page. 
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Selection Tab 

The Client Listing by Intake Date Range Report, shown below, is an example of a typical 
AIRS screen illustrating report search criteria. 
 

 
 

• The user can narrow the search criteria of the report by right-clicking the highlighted 
choice under Selection Options and select an item from the list.  For example, instead 
of printing the requested information from All Sites, the user could select one specific site. 
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• Order By is a choice the user may find available to change how the report will be 
sorted/ordered.  Click on the down-arrow to make a selection. 

 

• Report Selection is a broader/global choice in grouping (and sometimes filtering) the 
requested data.  Click on the down-arrow to make a selection. 

 

 
 

• Date Range – The user can identify the From (Start) Date and To (End) Date in many 
reports. 
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Output Tab 

 
The Output Reporting Options are found here 
.  

• Some reports, such as the Client Listing by Intake Date Range report seen below, have 
sub-reports to choose from.   

 

• Select the desired reporting option and choose an Output Option (Print or Preview).  
Then click on Proceed. 
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Previewing a Report 

 
The Preview mode of a report offers various options for viewing or paging through a report.  
Preview options are found on the left side panel of the report. See example below. 
 

 
 

• Use red arrows,  or  to move to beginning, previous, next or last page of the 
report. 

 

• Select the Go To button, , to enter and preview a specific page number or the report.    
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• Select Page Magnification by clicking on the pull-down. View one page or multiple pages 
at a time.   

 

 

 

 
 

 
 
 

• Click  to close Preview mode and return to the Reporting Options. 
 

• Click  to print the report. 
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Print Options 

 
AIRS can also convert the report into a .PDF, .HTML, .XML, or Text (.TXT) file. This is a helpful 
tool for handling a report as an electronic file. 
 

• While in Preview mode, select PRINT OPTIONS from the menu bar at the top of the 
screen.   

 

• Select the desired format and save.  You may select any location or file name for the 
report.  
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Sample Report in .PDF Format 
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Reporting Setups 

 

CADR Setup 

The CARE Act Data Report (CADR) setup information is located under the AGENCY Module. 
 

 
 

 
 
 

• Select Agency CADR Information Form and enter the appropriate information. 
 

SCREEN SHOT NEEDED HERE When Developed In System 
 
 

• Select CADR Service Information. This information is entered one time only. You will 
need to edit the screen to make changes. 

 
SCREEN SHOT NEEDED HERE When Developed In System 
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MAI Setup 

 
The Minority AIDS Initiative (MAI) setup information is located under the AGENCY Module. 
 

• Select MAI | Agency MAI Information Form 
 

 
 

SCREEN SHOT NEEDED HERE When Developed In System 
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Reporting Module 

 

 
 

Client Information 

Select Client Information to see the available reports that provide information about the clients. 
Click on the [+] to expand the report selections.  
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Client Profile 

Select a client to obtain a report that includes the client’s general demographic information with 
the most recent HIV Status and TB History records.   
 

• Additional reporting options that can be selectively included are:  Insurance History, 
Family (Collateral) Information, Medications History, Diagnoses History, Laboratory Test 
History, Pregnancy History, Placement History, Problems History, Referral History, 
Program Enrollment History, Group Enrollment History, and Encounters and Services 
History (with optional Date Range).   

 

• By checking the box next to “Print All Reporting Options”, the user can print all the 
options stated above.   

 

• Note:  Substance Use History, Financial Information, and Syringe Exchanges are not 
included (with encounters and services). 
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Client Listing by Intake Date Range 

This report provides client names and basic demographic information based on Intake Dates.   
 

• If desired, narrow reporting search by selecting a specific Site, Worker, and/or Program 
from the Selections List.  The user may also change the Order By and Report Selection.   

 

• Each report contains the client’s Name, ID, Address, Phone, DOB, Intake Date, Medicaid 
Number, Case Status, Contact Information, Program Enrollment Start Date and End 
Date, Site assignment, and Last Date of Services Provided.  Click on the Proceed button 
to have the choice of printing the following reports. 

 

All Clients 

Includes all Active and Closed clients. 
 

Clients Active in Agency 

 Only clients who are Active (which includes Reopened clients) in the agency are included. 
 

Clients Active with Unknown HIV Status 

Active clients whose current HIV Status is Unknown.  These client records need to be updated 
with a current HIV Status. 
 

Clients Active without HIV Status 

Active clients without a valid HIV Status record. 
 

Clients With Incomplete Intake 

This client list indicates at least one required field in the client’s intake record has not been 
entered.  These people are all marked as Incomplete Intakes. 
 

Clients Without Medicaid Numbers 

This report lists all clients that have an Agency Intake in a date range but have no Medicaid 
number on the insurance history screen. 

Closed Clients 

This report lists all clients in the Intake date range who have been closed out of the agency. 
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Client Listing by Program 

This report allows the user to get an accurate count of the clients enrolled into a program (or by 
Intake Program if enrollment is not required) as of a user-defined date. 
 

• This report can be used to retrieve a complete caseload for a program or a caseload of 
clients assigned to a particular staff member by selecting the optional filter of Worker.   

 

• At the decision of the user, the results can either be ordered a) alphabetically by client 
last name or b) ascending by agency assigned client ID number. 
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Client Listing by Group 

The Client Listing by Group report allows the user to get an accurate count of the clients 
enrolled into a group as of a user-defined date. 
 

Clients Closed in Agency 

With available filters of Site Assignment, Worker Completing Intake, and Intake Program, the 
Clients Closed in Agency Report provides a list of all clients closed out of the agency in a given 
date range. 
 

 
 

Clients Listing by Primary Insurance Type 

This report allows the user to list all clients who have primary coverage by different insurance 
providers as of a specified date.  Filter options allow for the viewing of all Insurance providers or 
for the selection of an individual provider. 
 

Clients Served by Program 

The user has a choice of two reports based on the Programs that render encounters/services to 
the clients.   
 

• The user can select the Program (if desired) and the Start and End Dates.   

• Click on the Proceed button to have the choice of printing the following reports. 
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Clients Served In Each Program 

The report identifies the total number of clients served by each program.   
 

 
 

Detailed Client List By Program 

A list of client names and the number of times each client was served by each program is 
charted in this summary. 
 

Patient Flow Sheet 

Select a client to obtain a report geared towards Medical/Primary Care that includes the client’s 
general demographic information with the most recent HIV Status and TB History records.   
 

• Additional reporting options that can be selectively included are: Medication History, 
Diagnoses History, Laboratory Test History, and Primary Care Encounters and Services 
(with optional Date Range).   

 

• By checking the box next to “Print All Reporting Options”, the user can print all the 
options stated above.   

 

Duplicate Clients 

This report provides a list of clients who may have been entered in the system more that one 
time based on their Name (first and last), DOB, Client ID, and/or system-generated unique 
record number (URN). 
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Activities & Services 

Select Activities & Services for encounter/service-related reports.  Click on the [+] to expand the 
report selections. 
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Activities & Services Report 

This report lists details of the clients’ encounters and services including Encounter and Service 
Dates, Encounter Types, Services Provided, Workers Involved, Start Times, End Times, Total 
Times, and Number of Items.  

 

• If desired, narrow reporting searches by selecting the Worker At Encounter, Service 
Category, Encounter Type, Program, and/or Site from the Selections List.  The user may 
also change the Order By from Last Name to Worker At Encounter or Encounter Type 
and Report Selection choice from Active Clients Only to All Clients.  Change the Date 
Range if desired.   

 

• Click on the Proceed button to have the choice of printing the following 3 reports. 
 

Activities and Services 

The report provides details about client and their encounters and services.   
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Activities and Services - By Site 

This is the same report as the Activities and Services (above) except that the information is 
grouped by Site.   
 

Activities and Services - Summary Totals 

This spreadsheet-like report contains totals for each Program broken down by Service Category 
for total Clients, Encounters, Services, Topics (Activities), Number of Items/People, and Total 
Value.  Also included is the Program and Report Totals.   For example:   
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Collaterals Associated with Services 

It is possible to identify and enter specific collaterals of a client as being involved in (or actually 
receiving) an encounter and service.  Therefore, this report identifies the collaterals associated 
with individual encounters by program for clients. 
 

Scheduled Activities 

This report is a “tickler” list of clients and their encounter type information that are scheduled to 
return to the agency within the selected Start and End Dates.  This report queries the 
“Scheduled Date” and “Next Scheduled Appointment” entry fields in the Encounter Screens.   

 

• If desired, narrow reporting by selecting the Worker At Encounter, Service Category, 
and/or Encounter Type from the Selections List.  The user may also change the Order By 
from Last Name to Worker At Encounter, Encounter Type, or Program.  There are 
currently no choices for Report Selection.   

• User should change the Date Range. 
 

Progress Notes Report 

Prints the client encounters with the associated Progress Notes. 
 

• If desired, narrow reporting by selecting the Service Category, Encounter Type, Program, 
Staff At Encounter, and/or Client from the Selections List.  The user may also change the 
Order By from Staff At Encounter to Last Name, Activity Date, and/or Encounter Type.  
There are currently no choices for Report Selection.   

• User can change the Date Range, if desired. 
 

Services Summary Report by Program 

This report provides totals of the encounter/services that have been rendered to clients in each 
Program.   See next page.  
 

• If desired, narrow reporting by selecting the Program from the Selections List.  The user 
may also change the Order By from Service Category to Encounter Type or Service.  
There are currently no choices for Report Selection.  Change the Date Range if desired. 

 

• Note:  Encounters without services will not be included in this report. 
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Problems Identified Report by Program 

Problems Identified are entered in the Encounter screens.  This report counts the total number 
of entered Problems Identified by Encounter Type and Program.   
 

• If desired, narrow reporting by selecting the Program from the Selections List.  The user 
may also change the Order By from Service Category to Encounter Type or Service.  
There are currently no choices for Report Selection.   

• User can change the Date Range, if desired. 
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Weekly Billable Units 

This report is used to sum the potential total number of billable units per day per staff member 
and/or team for the selected week.  
 

• If desired, narrow reporting by selecting the Program, Site, and/or Team from the 
Selections List. There are currently no choices for Order By or Report Selection.   

 

• User should change the Date (which displays the Week), as needed. 
 

• When multiple workers service the same client on the same day, the total billable units 
are based on the combination of both workers’ time.  Since this can be reported in 
multiple ways, the following reports can be produced.   

 

Fractional Units (original) 

This report will prorate the total “billed” units to each worker/team based on the worker/team’s 
time.  For example, 1 billed unit may be reported as 0.33 for Staff A (3 minutes) and 0.67 for 
Staff B (6 minutes).  
 

Whole Number Units (new) 

This report will assign a whole number unit to the time associated with each worker/team 
involved.   For example, a 7 minute service by Staff A will be assigned 1 unit and a 6 minute 
service by Staff B will also be assigned 1 unit even though there was only 1 unit (not 2) that was 
actually billed.  Note, times less than 5 minutes will generate 0 units.  See the example below. 
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Billable Units by Date Range 

This report is used to sum the potential total number of billable units per day per staff member 
and/or team for the selected date range.  
 

• If desired, narrow reporting by selecting the Program, Site, and/or Team from the 
Selections List. There are currently no choices for Order By or Report Selection.   

• User can change the Starting and Ending Dates, as needed. 
 

Outcome Indicators Report 

This spreadsheet-like report provides a sum total of all the Outcome Descriptions by Service 
and Unduplicated Clients.   See below. 
 

• If desired, narrow reporting by selecting the Program and/or Site from the Selections List.  
There are currently no choices for Order By or Report Selection.   

• User can change the Date Range, as needed. 
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Active Clients Without Encounters 

This report will list the active clients who have not had any encounters entered into the system.  
 

• If desired, narrow reporting by selecting the Program of Encounter, Encounter Site, 
and/or Service Category from the Selections List.  The user may not change the default 
Order By from Name at this time.  The only current choice for Report Selection is All.  

• User can change the Date Range, as needed. 
 

AIRS Encounters and Services Listing 

All the Encounter Types and their associated Services which are in AIRS are listed in this report 
by Service Category.   
 

• The codes, whether Active, “mapped” CADR categories, and MAI Category are also 
included.  See example below. 

 

• If desired, narrow reporting by selecting the Service Category and/or Encounter Type 
from the Selections List. 
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PEMS Planning Data Report 

After the “PEMS to AIRS Import” is run from the System menu, data entry is limited to the 
contract mappings contained in the XML file imported for Programs associated with the AIDS 
Institute.  This report identifies all of these Programs and their associated Service Categories, 
Contract(s), Model(s), Intervention(s), Encounter(s) and Service(s).  The mappings reflect what 
your agency is being paid to provide and report.  Only the information found in this report can be 
entered for the applicable Programs. 
 

• Program – Service Category combos can be associated with 1 or more Contracts 

• Contracts can be associated with 1 or more Models 

• Models can be associated with 1 or more Interventions  

• Interventions can be associated with 1 or more Encounters 

• Encounters can be associated with 1 or more Services 
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Agency 

Select Agency to see the available reports that provide agency-related information. Click on the 
[+] to expand the report selections.  
 

 
 

Staff Listing 

The report lists the Staff members by Name and Worker ID.  Other information includes Title, 
Assigned Site, Supervisor, and the default Program (if identified).  
 

• If desired, narrow reporting by selecting the Site from the Selections List. The user may 
change the default Order By from Last Name to Site or Program.  The current choices for 
Report Selection are All Staff, Case Worker Only, or Paid Staff Only.   
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Services Summary Report by Worker 

This report sums the total number of Encounters/Services provided by Program for staff 
members who render services to clients.  
 

• Note, a service must have been provided to be a part of this report.   
 

• If desired, narrow reporting by selecting the Service Category, Encounter Type, and/or 
Program from the Selections List.  There are currently no choices for Order By or Report 
Selection.   

 

• User can change the Date Range, if desired. 
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Referral Library List 

Organization Name, Address, Phone, Contact, and Service Type information are listed in this 
report.  Also identified is whether the referral organization is active, makes referrals into the 
AIRS agency, receives referrals from the AIRS agency, or is a placement agency.   
 

• If desired, narrow reporting by selecting the Organization or Service Type from the 
Selections List. The user cannot change the default Order By from Name at this time.  
The current choices for Report Selection are All, Active Only, or Inactive Only. 

 

 
 

Security Rights Report 

For each Security Scheme, the rights to Access, Add, Edit, and Delete are identified for each 
screen in the AIRS.    
 

• If desired, narrow reporting by selecting the Security Scheme from the Selections List.  
There are currently no choices for Order By or Report Selection.  
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Agency Setup Report 

This report prints out the basic agency demographic information, System ID, Version, Version 
Data, and detailed information on the Site(s) and Program(s). 
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Group Activities 

 

Group Activities Report 

This report includes information about each session including a list of the clients that attended.  
The sum total of the number of sessions and attendees for the selected reporting period are 
also included.   
 

• If desired, narrow reporting by selecting the Site, Worker, and/or Group from the 
Selections List. The user cannot currently change the default Order By from Group at this 
time.  There are currently no choices for Report Selection.   

• User can change the Date Range, as needed. 
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Agency Referrals 

 

Client/Agency Referral Report 

Select desired date range to obtain a list of clients that were referred out of the agency.  The 
report identifies the Agency Referred To, Client, Referral Date, Date Verified, Referring Worker, 
Referral Category, and Referral Status.   
 

• If desired, narrow reporting by selecting the Program, Worker, and/or Referred To 
Agency from the Selections List.  The user cannot currently change the default Order By 
from Worker Name at this time.  

• Users can change the Date Range, as needed. 
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Syringe Exchange Reports 

 
Select this for a variety of Syringe Exchange reports. Click on the [+] to expand the report 
selections. 
 

Syringe Exchange By Participant Report 

For the selected date range, each transaction is listed by the Client’s ID Number and includes 
the client’s Age, Gender, Ethnicity, Date of the Transaction, # In, # Out, and the Staff member 
who made the exchange.  Also included are the sum total of Syringes In and Out for each 
Program, Site, and Agency. 
 

• If desired, narrow reporting by selecting the Client, Site, Worker, and/or Program from the 
Selections List.  Currently, the user may not change the Order By from ID Number.  
There are currently no choices for Report Selection.   

• User can change the Date Range, as needed. 
 

Syringe Exchange ID Number Report 

This report lists all the clients by their agency-assigned Client ID that have had a syringe 
exchange.  The “Total Number of ID Numbers Used By Agency” is also identified. 
 

• If desired, narrow reporting by selecting the Program from the Selections List.  Currently, 
the user may not change the Order By or the Report Selection.   

• Note:  This report is not filtered by date. 
 

Syringe Exchange Cross Tab Reports 

These 4 spreadsheet-like reports contain clients summarized by Ethnicity, Gender, and Age.  
Totals and Percentages are also included.  
 

• If desired, narrow reporting by selecting the Program from the Selections List.  Currently, 
the user may not change the Order By or the Report Selection.  

 

• Change the Date Range, as needed.  
 

• Click on the Proceed button to have the choice of printing the following reports. 
  

Syringe Clients by Age, Ethnicity, Gender – All 

This reports demographics by Age, Ethnicity, and Gender categories of all clients who 
exchanged syringes within the date range.  
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Syringe Clients by Age, Ethnicity, Gender - New 

New intake clients who exchanged syringes within the date range are reported by Age, 
Ethnicity, and Gender categories. 
 

Syringe Encounters by Age, Ethnicity, Gender - All 

Clients who made exchanges (transactions) within the date range are reported by their number 
of exchanges in Age, Ethnicity, and Gender categories. 
 

Syringes Exchanged by Age, Ethnicity, & Gender 

The number of exchanged syringes (In and Out) are considered for each client’s Age, Ethnicity, 
and Gender categories within the selected date range.  Also included is the Syringe Return Rate 
(Total # In / Total # Out). 
 

 
 

Syringe Exchange By Client ID Report 

This report lists the syringe exchange transaction details from clients that have had a 
transaction during the selected date range.  The clients’ ID, Transaction Date, # In, and # Out 
are listed. 
 

• If desired, narrow reporting by selecting the Client and/or Site from the Selections List.  
Currently, the user may not change the Order By or the Report Selection.  

• User can change the Date Range, as needed.  
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Aggregate Reports 

Select Aggregate Reports to see the available reports. Click on the [+] to expand the report 
selections.   

 

AIDS Institute Aggregate Reports 

Choose AIDS Institute Aggregate Reports for access to 10 reports. 
 

• These are the reports used by the New York State Department of Health – AIDS Institute 
to monitor the funded contracts at the agencies.   

 

 
 

• If desired, narrow reporting by selecting the Site, Contract, and/or Program from the 
Selections List.  The user can change the All Programs choice for Report Selection to 
Ryan White Eligible, HIV Counseling/Prevention Eligible, or Ryan White or HIV 
Counseling/Prevention Eligible.   

 

• Users must change the Date Range, as needed. 
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Age by Sex by Ethnicity/Race Report – Active Clients 

This spreadsheet-like report contains summarized client demographics by Age, Gender, and 
Ethnicity categories for every program.  Only Active Clients within the selected date range are 
included. Totals for the categories are also included.  
 

 
 

Age by Sex by Ethnicity/Race Report – New Clients 

This spreadsheet-like report is the same as the report above but only for New Intake Clients 
within the selected date range. Totals for the categories are also included.    
 

Encounters by Contract, Service Type – Total + Anonymous 

This summary report totals the Encounters and Services rendered by Contract for the selected 
reporting period.  Split between Total and Anonymous clients (a subset of the Total), the 
Encounters, Services, Items, and Unduplicated Clients are totaled in each Service Category and 
Contract for Enrolled and Not Enrolled Clients.  
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Encounters by Service Type – Total + Anonymous 

This summary report totals the Encounters and Services rendered by Program for the selected 
reporting period.  Split between Total and Anonymous clients (a subset of the Total), the 
Encounters, Services, Items, and Unduplicated Clients are totaled in each Service Category and 
Program for Enrolled and Not Enrolled Clients.   
 

 
 

List Clients in Main Aggregate (DO NOT SEND) 

This report lists the Client Names, IDs, etc. for the categories that comprise the Agency and 
Program Summary Totals in the Main AIDS Institute Aggregate Report.  Therefore, the identified 
clients are listed for New Intake, New Enrollments, Reopened, Closed, Total Actives, etc. 
related to the Agency and Program Summary pages.    
 

• This is for agency internal use mainly for quality control and data checking of the Main 
AIDS Institute Aggregate Report counts. 
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Main Aggregate Report – Active Clients 

This report counts in the reportable population of clients who were active in the agency as of the 
beginning of the reporting period. Included in this report are Agency Level Summary Information 
and Program Summary of the Active, New, Reopened, Closed, and Total clients for the selected 
date range. 
 

 
 

Main Aggregate Report – New Clients 

Similar in layout and content to the above report, this summary report totals the new (Intake and 
Program-enrolled) clients and their demographics in each Program for the selected reporting 
period.   
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Revenue Detail Report 

This detail report contains the specifics associated with the Revenue Summary Report.   
 

• Lists the actual claims by Invoice #, Claim Date, and Amount which are used in obtaining 
the total dollar amounts for the Billed Claims (New and Rebilled), Claims Pending, Claims 
Denied (Denied-Rebill, Denied Never Rebill, Denied-No Action), Revenues Adjusted, 
Revenues Voided, and Revenues Received from each billable AIRS Program.  

 

Revenue Summary Report 

This report provides the sum totals of the dollar amounts for the Billed Claims (New and 
Rebilled), Claims Pending, Claims Denied (Denied-Rebill, Denied Never Rebill, Denied-No 
Action), Revenues Adjusted, Revenues Voided, and Revenues Received from each billable 
AIRS Program.  An agency summary is also provided. 
 

Summary of Referrals 

This summary report totals the # Referrals and Unduplicated Clients in each referral Service 
Need Category, Referral Service Category, and Status for each Program. 
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Service Category Aggregate Reports 

These reports total the clients and client demographics in each AIRS Service Category for the 
selected reporting period. 
 

• If desired, narrow reporting by selecting the Service Category from the Selections List.  
The user can change the All Programs choice for Report Selection to Ryan White 
Eligible, HIV Counseling/Prevention Eligible, or Ryan White or HIV 
Counseling/Prevention Eligible. 

• Users can change the Date Range, as needed. 
 

Age by Sex by Ethnicity/Race 

This spreadsheet-like report contains summarized client demographics by Age, Gender, and 
Ethnicity/Race categories for every reported Service Category.   
 

• Only includes Clients with encounters and services within the selected date range. Totals 
for the categories are included.   

 

• The first page displays Agency Level Summary Information. 
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Client Demographics 

This report contains client demographic data for every service category. 
  

• Only clients with encounters and services within the selected date range are included in 
this report. 

• The first page displays Agency Level Summary Information for all reported Service 
Categories.  

 

 
 

Client Demographics (Condensed) 

This is the same report as above except the fields with a 0 total will not be displayed. 
 

 
 



Reports  AIDS Institute Reporting System 

Page 46   
 

Defran Systems, Inc. - 5 East 16
th

 Street, New York, NY 10003 - Tel: 212.727.8342 - Fax: 212.727.8639 - ursinfo@defran.com - www.defran.com 

 

Encounters by Service Category 

This summary report totals the Encounters and Services rendered by Service Category for the 
selected reporting period.  Split between Total and Anonymous clients (a subset of the Total), 
the Encounters, Services, Items, and Unduplicated Clients are totaled in each Encounter Type 
and Service Category. 
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Encounters by Service Category (Condensed) 

This report totals the Encounters provided by Service Category for the selected reporting period.  
Split between Total and Anonymous clients (a subset of the Total), the Encounters are totaled in 
each Encounter Type and Service Category. 
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MHRA Reports 

 
Medical Health and Research Association of New York City (MHRA) is the administrator of the 
Ryan White Title I funding in the NYC Eligible Metropolitan Area (EMA) for the New York City 
Department of Health.  The MHRA Reports are used by MHRA-HIV Care Services to monitor 
the funded contracts at the agencies.   
 

Print MHRA Reports 

There are 10 reports here. 
 

Summary of Services Provided  

Table III-A provides the Projected # of Services, Actual # of Services, and Percentage of the 
Target Met for each associated MHRA Service Type for the reporting month.    
Table III-B reflects the Year To Date (YTD) numbers.    
 

Follow-Up Activities Report 

Table III-C provides information about any Service Type that is considered a follow-up activity.  
In this report, the # of Activities is totaled for the AIRS Service Category, Encounter Type, 
Service, and Location Type combination.  
 

Summary of Referrals Into Program 

Table III-D provides the total New Clients Referred Into Program This Month, and New Clients 
Referred Into Program Year To Date for each Referral Source and Referral Type combination. 
 

Summary of Referrals by Agency 

Table III-E provides the total number of Clients and Referrals out of the agency for each referred 
(to) “agency”.  
 

Summary of Client Enrollment and Statuses 

Tables IV A-D summarizes Client Enrollment, Caseload, Client Insurance Status, HIV Status, 
and TB Status.  
 
 

Summary of Special Populations 

Table IV-E summarizes the Co-Morbid Conditions / Other Special Needs for New Clients 
Enrolled in the Month and the Total Clients Enrolled Year To Date. 
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Demographics of New Clients by Age/Race 

Table IV-F is a spreadsheet-like report that contains the total number of new clients in the 
different Race/Ethnicity categories broken down into Age categories and Gender.  Note, Table 
IV-F1 is the same type of report but contains the total number of clients YTD.  
 

Summary of New/Total Clients by Zip Code 

Table IV-G contains the total number of enrolled clients for each Zip Code sorted by County for 
New Clients This Month and Total Clients YTD. 
 

Anonymous Services & Client Demographics 

Table H-1 provides information on the Target Neighborhoods Served.  Included is Session 
Type, Service Type Provided, Location Type, # of Events, # of Contacts/Participants, and Event 
Zip Code. 
 
Table H-2 provides totals for Anonymous Client Demographics which includes Race/Ethnicity, 
Age, Gender, Total Known, Total Unknown, and Total Encounters.   
 

Summary of Education, Training, & Outreach 

Table IV-I contains information on the Projected ETO Activities, Total Actual ETO Activities, and 
Monthly Percents of Events and Contacts for each ETO Activity Type associated with the 
contract.  Note, Table IV-J is the same type of report but contains the YTD total numbers.  
 

Agency Monthly Program Narrative 

Answers to the On-going Service Delivery, Program Evaluation, and Project Implementation are 
entered here. 
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Prevention Reports 

Medical Health and Research Association of New York City (MHRA) is the administrator for the 
Ryan White Title I funding in the NYC Eligible Metropolitan Area (EMA) for the New York City 
Department of Health.  The NYC Prevention Reports are used by MHRA-HIV Care Services to 
monitor the funded contracts at the agencies.   
 
Select the Contract from the Selections List.  Choose a Year and Month in the Date section.  If 
desired, narrow reporting by selecting the Site.  Currently, there are no choices for Order By or 
Report Selection. 
 

NYC Prevention Reports 

There are 3 NYC Prevention reports available.  
 

Summary of Services Provided 

Table III-A1 provides the Summary of Services Provided during the reporting month.   
 
Table III-B1 reflects the Year To Date (YTD) numbers.    
 

Summary of Anonymous Services Provided 

Table III-C1 provides the Summary of Anonymous Services Provided during the reporting 
month.   
 
Table III-D1 reflects the Year To Date (YTD) numbers.    
 

Summary of Client Enrollment and Caseload 

Contains Tables IV A that summarizes Client Enrollment during the reporting month and YTD for 
the contract period. 
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ETO Reports (legacy) 

The legacy Education, Training, & Outreach (ETO) data can be reported when selecting ETO 
Reports (legacy). Click on the [+] to expand the report selections.   
 

• Note: Due to PEMS, different Age Group categories exist in AIRS than were found in 
legacy URS.  Legacy URS numbers are not seen (nor entered) on the Session 
Encounters entry screen but are contained in the database and are reported using ETO 
Reports (legacy).   

 

• New entries use the new categories seen on the Session Encounters screen and are 
reported using the Session Encounters Report.   

 

 
 

ETO Detail Report 

For the date range selected, the detailed information from each legacy ETO session/event is 
printed.   
 

• If desired, narrow reporting by selecting the Program or Worker from the Selections List.  
Currently, the user may not change the Order By or the Report Selection. 

• Users can change the Date Range, as needed.  
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ETO Summary Report 

For the date range selected, the information from all the legacy ETO session/events are sum 
totaled for this report.  Included are the summary totals for Demographics of the Participants, 
Materials Provided, etc.   
 

• If desired, narrow reporting by selecting the Program, State, and/or County from the 
Selections List.  Currently, the user may not change the Order By or the Report 
Selection.   

• User can change the Date Range, as needed.  
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ETO Data Reports 

Much of the information previously entered on the legacy Education, Training and Outreach 
screen is reported on the ETO Summary Report.  Some of the information, such as a 
breakdown of session type, services provided, and demographics are reported in one of four 
ETO Data Reports. 
 

• If desired, narrow reporting by selecting the Program from the Selections List.   

• Users can change the Date Range, as needed.  
 

Demographics by Program and Category 

This report breaks down the age, gender and ethnicity of the participants by the category of the 
session (Education, Training or Outreach).   
 

• Note:  If more than one Program operates a Service category of Education, Training and 
Outreach, the report will separate the information by Program. 
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Methods of Delivery by Program and Category 

This report will separate the legacy ETO sessions by both the Program operating them and by 
the optional Method of Delivery selection, such as Workshop, Health Fair, or Media Campaign. 

 

 
 

Session Type by Presenter and Program 

This report breaks out the legacy ETO sessions by the Services Provided and the type of 
Presenter (Staff, Peers, Volunteers and/or Guest Lecturers). 
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Session and Participant Counts by Program 

This report identifies the number of participants by legacy ETO session based upon 
Demographics Known or Demographics Unknown categories. 
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Outreach Reports (legacy), Training Reports (legacy), HCPI Education Reports (legacy), 
HCPI Reports (legacy), and Other Interventions Report (legacy) 

Select the appropriate Service Category reports. Click on the [+] to expand the report selections.    
 

• The legacy reports for these Service Categories are identical in format to the ETO 
reports.  Therefore, see the report examples in the ETO Reports (legacy) section of this 
document. 

 

• Reminder: Due to PEMS, different Age Group categories exist in AIRS than were found 
in legacy URS.  Legacy URS numbers are not seen (nor entered) on the Session 
Encounters entry screen but are contained in the database and can be seen using the 
Legacy Reports.   

 

• New entries will use the new categories seen on the Session Encounters screen and are 
reported using the Session Encounter Report.   
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Session Encounters Report 

Select Session Encounters Report. Click on the [+] to expand the report selections.   
 

• The reports can be run for a specific Service Category (select from Selections list) or they 
will include all the event-based Service Categories.  These include Education, Training & 
Outreach, Outreach, Training, HCPI Education, HCPI, and Other Interventions.  

 

• Note: These reports mimic the legacy ETO, Outreach, Training, HCPI Education, 
HCPI, and Other Interventions reports.  Therefore, see the report examples in the ETO 
Reports (legacy) section of this document. 

 

• Note: Due to PEMS, different Age Group categories exist in AIRS than were found in 
legacy URS.  New entries using the Session Encounters form use the new Age group 
categories and are reported here. 
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Session Encounters Detail Report 

For the date range selected, the information from each Service Category session/event is sum 
totaled for this report.   Included are the summary totals for Demographics of the Participants, 
Materials Provided, etc.  
 

• If desired, narrow reporting by selecting the Program, Service Category, and/or Worker 
from the Selections List.   

• Users can change the Date Range, as needed. 
 

Session Encounters Summary Report 

For the date range selected, the information from all the session/events are sum totaled by 
Service Category for this report.  Included are the summary totals for Demographics of the 
Participants, Materials Provided, etc.   
 

• If desired, narrow reporting by selecting the Service Category, Program, State, and/or 
County from the Selections List.   

• Users can change the Date Range, as needed.  
 

Session Encounters Data Report 

Much of the information entered on the Session Encounters form is reported on the Session 
Encounter Summary Report.  Some of the information, such as a breakdown of session type, 
services provided, and demographics are reported in one of four Session Encounters Data 
Reports. 
 

• If desired, narrow reporting by selecting the Program or Service Category from the 
Selections List.   

• Users can change the Date Range, as needed.  
 

Demographics by Program and Service Category 

This report breaks down the age, gender and ethnicity of the participants by the Service 
Category of the session (ETO, Outreach, Training, etc.).   
 

• Note:  If more than one Program operates the same Service Category, the report will 
separate the information by Program. 

 

Methods of Delivery by Program and Service Category 

This report will separate the sessions by both the Program operating them and by the optional 
Method of Delivery selection, such as Workshop, Health Fair or Media Campaign. 
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Session Type by Presenter by Program 

This report breaks out the sessions by the Services Provided and the type of Presenter (Staff, 
Peers, Volunteers and/or Guest Lecturers). 
 

Session and Participant Counts by Program 

This report identifies the number of participants by session based upon Demographics Known or 
Demographics Unknown categories. 
 
 
 

Legal Services Reports 

Select Legal Services Reports. Click on the [+] to expand the report selection to access the 5 
reports. 
 

Client Summary Report  

This report provides aggregate information on the number of open cases and/or cases with 
activity during a specific reporting period, as well as basic HIV Statuses and collateral 
information of new clients.  This report does not provide any identifying info (name, client ID, 
etc). 
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Client Demographics Report 

This spreadsheet-like report contains summarized client demographics by Age, Gender, and 
Ethnicity/Race categories.  
 

• Report only includes new legal services clients within the selected date range.  
 

• Totals for the categories are also included. 
 

 



AIDS Institute Reporting System  Reports 

  Page 61 
 

Defran Systems, Inc. - 5 East 16
th

 Street, New York, NY 10003 - Tel: 212.727.8342 - Fax: 212.727.8639 - ursinfo@defran.com - www.defran.com 

 

 

Client’s Country Residence Report 

This report displays the sum total of the County of Residence for all new Legal Services clients 
during the reporting period. 
 

 
 

Case Summary Report 

This report provides referral source information for new Legal Services clients, summarizes 
existing cases (number opened and closed), and profiles new cases/legal matters opened 
during the reporting period. 
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Case Outcome Report 

This report provides the outcomes of all Cases closed during the reporting period.  
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HUD Reports 

Select HUD Reports. Click on the [+] to expand the report selection for the Housing & Urban 
Development annual report. 

 

HUD 40118 Report 

This report is based on client demographics and HUD/HOPWA encounters and services for 
clients enrolled in Programs with Funding Source equal to HUD or HOPWA.   
 

• Note:  The information reported in the Supportive Services section is only for "participants 
who left (the program) during the operating year".  

 

 
 

MAI Report 

Select MAI Report.  Click on the [+] to expand the report selection for the Minority AIDS Initiative 
(MAI) Plan and Annual Report. 
 

MAI Plan and Annual Report 

• Note:  This report will not run unless user selects the MAI Title and the Start Date and 
End Date that matches an entry in the Identifying Information section of the MAI 
Information screen found under the Agency Module.   
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CARE Act Data Report (CADR) – Found on the Extracts menu 

 
The Ryan White CARE Act Data Report (CADR) is the method by which Ryan White Title I, II, II 
and IV funded agencies report their case loads and encounters and services to HRSA of the 
federal government.   
 

 
 
Select the appropriate date range and whether the scope of your report will be Ryan White 
Eligible (required) or only Ryan White Funded (only with special permission from HRSA).  The 
output of the report will include sections for agency information, client demographics, 
encounters and services, counseling and testing services, medical care and Title III and Title IV 
services. 
 

Sample of the Demographics section 
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Sample of the Encounters and Services Section 
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Error Log Report 

When a user performs a function that causes the Visual FoxPro (AIRS to halt, the error is 
logged in the System | System Options & Security Setups | System Errors.   
 

• The Date, Time, the user who encountered the Error, the Error Number, and Line number 
are listed.   

• Highlight the error and click on the Status to view additional information about the error 
message.   

• Right-click the error record to delete old messages using the “Prune” option. 

• For the highlighted record, the actual error message is seen at the bottom of the screen 
in blue. 

 

 


