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Introduction

| Conversion From Legacy URS |

The conversion populates AIRS with the data from the legacy URS.

e The conversion from the legacy URS to AIRS will entail having an empty new AIRS
copied to the network server (or standalone AIRS computer).

| Implementation Considerations

For agency-wide reporting purposes, every agency must be capable of having all their AIRS
data contained in a single AIRS database. This can be accomplished with a:

o Central or standalone computer for AIRS
OR
o Single Local Area Network (LAN) or Wide Area Network (WAN) installation

Important Note: It is imperative that AIRS is only “installed” once!

The reasons for this follow:

There is a Unique AIRS System ID assigned to your agency. It is extremely important to
realize that this assigned Unique System ID is associated with all data entered into AIRS.
The numerous tables (that comprise AIRS) all contain underlying codes that utilize this
Unique System ID code.

If an agency incorrectly copies the system and ends up with more than 1 AIRS, there is no
way to combine the 2 systems. One would have to be sacrificed and its data entered into

the surviving system.
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Workstation Setup

The workstation setup program is SETUP.EXE found in the AIRS folder.
e Run SETUP.EXE to allow the user from this workstation to have access to the AIRS.

e |tis recommended that this is run under the option “As Administrator” to ensure proper
installation. The most recent Setup.exe is dated 12/04/20009.

=

setup.exe

Follow the Setup Wizard Instructions.

"5 AIRS Workstation Setup - Inztall5hield Wizard
L

Welcome to the AIRS workstation setup
process

AIRS warkskakion setup will be run on waur compuker, Ta
conkinue, click Mext,

WARMNIMG: This program is protected by copyright law and
inkernational treaties,

Zancel |

= Back

e |f AIRS users share a computer, choose the Install Option “Anyone who uses this
computer (all users)”
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i'él AIRS Workstation Setup - InstallS hield Wizard

Customer Information

Please enter your information,

User Mame:

IDeFran Syskems, Inc,

Qrganization:

IDeFran Syskems, Inc,

Install khis application for:

= Anyvone who uses this computer Fall usersh

™ Only for me (Defran)

IrstallEhield

< Back. I Mexk = I Zancel |

i AIRS Workstation 5 etup - InstallS hield Wizard

InstallShield Wizard Completed

AIRS was successfull setup an your syskem, Click Finish bo exit
the wizard.

= Bark

(manicel |
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If there is a problem accessing AIRS, run SETUP.exe on the workstation again and
choose the REMOVE option to uninstall the application.

i'él AIRS Workstation Setup - InstallS hield Wizard

Program Maintenance k

Modify, repair, or remove the progranm, ‘ '.

" Modify

Zhange which program features are installed. This option displays the
Cuskom Selection dialog in which wou can change the way features are
installed.

Repair installation errors in the program. This option fixes missing or
corrupt files, shorkouks, and registey entrigs,

@ % Remove AIRS Workstation Setup From your compuker,
& |

IrstallEhield

< Back. I Mexk = I Zancel |

i'él AIRS Workstation Setup - InstallS hield Wizard

Remove the Program k

ou have chosen to remove the program From your swsken, iy

prog i b ‘ -
Click Remove to remove AIRS Workstation Setup from wour computer, after remosal, this
pragram will no langer be available For use,

If wou wank ko review or change any settings, click Back,

IrstallEhield

< Back.

Zancel |
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i'él‘ AIRS Workstation Setup - InstallShield Wizand

InstallShield Wizard Completed

Finish to exit the wizard.

The InstallShield Wizard has successfully uninstalled AIRS, Click

= Back Finish

Eamice] |

Then run SETUP.exe again and install application. Follow the procedures above.

SETUP.EXE accomplishes the following.
Loads the necessary files into the Windows directory
Make a Windows Registry entry

Creates a Program Group
Sets up a shortcut icon for URS.EXE (this is AIRS)

O O O O O O

Loads the necessary files into the folder housing the user’'s Windows profile

Sets up a shortcut icon for AIRSUTILITIES.EXE (this is the Utilities)

| Shortcut for the UTILITIES Program on the Desktop

The Utilities program provides access to the Reindex, Repair, Backup, and the Upgrade

applications.

The program is named AIRSUTILITIES.EXE.

O

G\AIRS\UTILITIES\AIRSUTILITIES.EXE

The Utilities program is found in the UTILITIES sub-folder under the AIRS folder.

If the AIRS folder is on your G:\ drive, the command would read:
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e See the AIRS UTILITIES section on pages 30 — 42 for detailed information on the utilities
provided with the system. For now, set up the shortcut if needed.

| The Login Screen

Note that the Login Name will display in CAPS regardless of case entered. For example
“admin” will display as “ADMIN".

e The Password is case sensitive. It is important to type the Password in the assigned
case (lower or upper). A message in red will be displayed when Caps Lock key is on.

e The Password field will be displayed as "*****".

e Press the Enter key on the keyboard to log into AIRS. Login attempts are limited to 3
tries before you have to click on the application shortcut to try again.

o Login =l

AIDS Institute
Reporting System
NYSDOH

Pazzwords are case zenzitive.
Login HamelﬁDMIN

Pazzword I ******

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

e NOTE: Each user must be assigned their own Login and Password. See the Agency |
Staff Information screen. Unless the user has System Administrative rights, only one
person at a time can log into the system using the same Login/Password.

| Suggestions

e |tis strongly recommended that the System Administrator change the Password of the
ADMIN Login Name. (In the initial legacy URS installation, the default ADMIN Password
was distributed with all copies of the system. It provided full access to all information.
Your agency should have already changed this.) After logging in with ADMIN, go to the
System Menu | Change Password option. Be sure the new Password is something that
you will not forget (but not easy enough for everyone to figure out).

e |tis also important to designate at least one other person with System Administrator
Rights to act as a backup to you when you are unavailable.
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e The person(s) designated as AIRS System Administrator should add a Staff record for
themselves having “System Administrator Rights” by checking the box next to “Can Act
as a System Administrator” in the Agency | Staff screen. Only those individuals that
have this box checked off can perform AIRS Utilities!

| System Administrator Checklist

| Updating Security Schemes:

After an AIRS version upgrade new features, screens, or reports will not automatically be
available to all users. Therefore, use “Define Security Schemes” in System | System Options &
Security Setup | Options to make the necessary changes for user access. These changes
should be made for all security schemes that access the following modules:

Agency module: For each, highlight and the change the access properties (if appropriate) to
HAS ACCESS and EDIT, for the following screens.

o Service Targets

Clients & Services module: For each, highlight and the change the access properties (if
appropriate) to HAS ACCESS, ADD, EDIT, and DELETE for the following screens.

Worker Assignment

Site Assignment

Financial Information (now retains historical records)
Primary Care Physician Information

Substance Use History (now historical records)
Treatment Adherence (in Assessments)

Service Encounters

Testing (Part B)

Post Test (Part D)

O O O O O O O O O

Session Based Encounters module: For each, highlight and the change the properties (if
appropriate) to HAS ACCESS for the following screen.

o Batch Group Enroliment

Reporting module: For each, highlight and the change the properties (if appropriate) to HAS
ACCESS for the following Reports.

o PEMS Plannnng Data Report
o MHRA DLA Hours Report
o Session Encounter Detail Report

Page 10
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Session Encounter Summary Report

Session Encounter Data Reports

HIV Quality of Care Patient Listing Report

Clients w/o PCP: Referral Status Report

PCP Status Review Report

Clients NOT on ARV Therapy: Referral Status Review .......... (continued next page)
ARV Therapy Status Review Report

Clients w/o CD4/Viral Load: Referral Status Review

CD4/Viral Load Test Status Review Report

CDC Service Roll-up Reports

O O O O O O O O O O

Extracts menu: For each, highlight and the change the access properties (if appropriate) to
HAS ACCESS for the following screens.

HIVQUAL Extract

PEMS2AIRS Data Import

PHS Extract

Ryan White Data Report (RDR) Extract
HIVQUAL Extract

Electronic MPR

O O O O O O

System menu: For each, highlight and the change the access properties (if appropriate) to
HAS ACCESS for the following screens.

o Force Password Change for all staff
o Close All Enrollments in a Program
o Close & Transfer Enrollments in a Program

| Post Setup:

O * Workstation setup for each user needing access to the system (page 5).

O * Updating Security Schemes for user access to the new screens and reports (above).

O Print the "Planning Data Report” (Reporting module | Activities & Services | Planning Data
Report) to get a list of the AIDS Institute Programs, Contract, Service Category, Model,
Intervention, Encounter, and Service combinations which are based on your agency’s
contracts. The Contracts, Models, and Interventions have been set up for your agency to
limit data entry to the funded Service Categories, Encounters, & Services combinations in
AIRS. (If you also work with PHS, contact Data Link about their program mappings.

O OPTIONAL: Print the “Security Rights Report (Reporting module | Agency | Security Rights
Report) to get a list of the Security Schemes which have currently been set up.

O RECOMMENDED: Print the “AIRS Encounters & Services Listing” found in the
(Reporting module | Activities & Services) to see the new Service Categories, Encounters
and Services. NOTE: Select only the “Active” ones.

11
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O OPTIONAL: Use “Define Job Titles” in System Options & Security Setup | Options to
customize job titles for your agency.

Post Setup: (Continued)

O OPTIONAL: Print relevant table lists and codes in AIRS using System [Table Maintenance
(for use on forms or by your data entry staff).

O OPTIONAL: Print relevant Data Entry Forms. Modify the Word documents as needed.
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Agency Module

| Agency, Program, Site, Staff, Group & Referral Library Setup |

| Agency Options |

ai AIRS from NYSDOH AIDS Institute

File Edit Exfracts Swskem

J ot Agency @ Clients & Services
ail Agency Setup

EAgency Options:

- Agency [nformation
- Pragram Infarmation
- Site Information

- Staff Imformation

- Referral Library

- [aroup Setups

- Counzeling And Testing Setup
#- CADR:

- WAl

- Contract & Grant:

| Agency Information

Set up general agency information in the Agency Information screen.
Periodically confirm that Contact Information is current!

| Program Information

Add a record in the Program Information screen for each “AIRS Program” assigned to your
agency.

o Eligibility Type: Click the appropriate boxes in the Agency | Program screen to specify
whether a program is Ryan White Eligible, HIV Counseling & Testing Eligible, HV
Prevention Eligible, or Other.

e Funding Type: This selection indicates how the Program is funded. It is based on the
Program’s Eligibility Type. Therefore, a Program can be funded by Ryan White (RW)
Title I, RW Title Il, RW Title lll, RW Title IV, MAI Title I, MAI Title II, MAI Title Ill, MAI Title
IV HUD, HOPWA, CDC, State, or Other depending upon the selected Eligibility.

13



AIDS Institute Reporting System System Administration Guide

e |Indicate if the Program Requires Enrollment. If this is true, clients must be enrolled into
that program in the Client menu. Only enrolled clients will be eligible for services in
programs requiring enrollment. You will not be able to enter services for non-enrolled
clients. Programs that do not require enrollment can render services to any active client
in the AIRS database.

o Examples of Programs that Require Enrollment: Adult Day Health Care and
COBRA Case Management programs; most programs that report to the Bureau of
Ambulatory Care and Family and Youth Services (FAYS) at the AIDS Institute; TB
programs; and most other Case Management programs.

¢ Right-click mouse for Service Categories Operated by this Program to add/edit service
categories for each AIRS Program.

e Counseling and Testing programs must enter PEMS/CTR Information.

e Note: Agencies unsure about AIRS Program Setup/Enrollment or the proper associated
Encounters/Services should contact their Contract Manager. Program setup is

determined b‘ the PEMS2URS / Plannin% file created b‘ the AIDS Institute.

Code ™ |F'roglam Hame | =
|| FroalttF 5 55/MH/ASUACC/Howse Program
|| Froaddat 5 E Prevention-Clients Program
|| Pt H 7 Prevention-Seszions Program
: Frund i, | 9 Legal Services Program
| [ Prafanl EVERYTHIMG-CLIEMT Frogram -

Status: = active { Inactive
v This program requires Enrollment

Syztem Generated Code | Frasds) Agency Defined Code I—
Mame |5 CaT Program
Agency [FwasE WP Test System of LIRS
Twe|

E ligibility Type IDZ HIY Counseling 2 Testing

Funding Type IDS Ry an white Funded
— PEMS/CTR Information

CTSACTH Funding Source IDE: Crirninal Justice Initiative/Direct Pragrar Operakior
CTR Rizk Factor Local Recall Period I =]

% Edit Selected Service Category Link
= Remove Service Category Link

Cancel
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| Site Information

Enter all required information for each of your agency’s sites. Include the main office if services

are rendered there.
[ ]

4-digit Facility ID # and 2-digit Site ID #.
Institute.

Certified Counseling & Testing Sites must enter a C&T Location Code comprised of the

This information is provided by the AIDS

Providers unsure about C&T Location Codes should contact their Contract Manager.

See Appendix 1 for the Site Information Setup form.

Code & |5ite Mame |;I|

Li

| |Pwiaal SITE 2
| |Pwiasl SITE 3
FadiisE SITE 4 [Inactive]

=l

Status % active  Inactive
Agency IFW.ﬁ..ﬁ.Ei YFP Test Systemn of URS

3ITE1

Mame

Address 101 First Averue

First Floaor

Zip Code I 10001-5231

City I Mew York,

State [nv |

County Mew York

& SiteID#|1111111111

Contact IEiII Firsk

Title ICEO

Phone |(212) 555-1212  Fax [(212) 555-9598

CDC Setting Type |03 Clinic/Health Care Facility

— Counseling & Testing Locator Code [Legacy] -

Facility (D I 7T

Site 1D | 24

— PEMS/CTR 5ite Information
Site Type IFEIE..D'; Community Setting - Workplace

[ Disable CTR Form ID Autodssign

HI Testing I—

Labaratary 1D#

15
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| Staff

Enter information for each staff member in the STAFF INFORMATION screen.

Staff who need to be entered into the AIRS:

Staff who provide a direct service to clients (Listed as Staff or Worker in Encounter)
Staff who perform Data Entry into the system

Staff who need access to the AIRS for viewing Information, generating reports,
generation of extracts, or processing billings, etc.

IT staff responsible for supporting the AIRS.

Entry Order: Since the Staff screen asks for the individual’s supervisor, it is necessary to enter
the staff member in a hierarchy order. Therefore, the Supervisors need to be entered before
entering their staff.

If a staff member is a Counseling & Testing worker, you must enter a unique C&T ID
number for that worker. Without the C&T ID number, the worker will not be available for
selection in the CTR section.

If the staff member provides Medicaid services, you should enter their MMIS ID number
and check them off as Medicaid Licensed.

For each user that is given access to the AIRS, assign a Login Name and Password.
Assigned Login Names and Passwords should be used by all staff including the assigned
AIRS System Administrator. Login and passwords should be unique and not shared
among staff.

Reminder. Concurrent Logins are no longer allowed in AIRS.

The System Administrator should change the default “DEFRAN” Password of the
ADMIN Login Name for security purposes (if not already changed).

o NOTE: ltis strongly advised that at least one other staff member is given System
Administrative privileges. A backup administrator becomes extremely valuable
when the primary System Administrator is absent from work. Therefore, check the
“Can Act as System Administrator” box for these individuals. When checked, this
overrides any other Security Scheme and allows access to all screens in the AIRS
and AIRS Utilities.

Job Titles are directly linked with Security Schemes.

See Appendix 1 for the Staff Entry Setup Form.
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Originally Installed Security Schemes & Definitions:

System Administrator - This Security Scheme allows the user access to all screens in the
AIRS. It should only be used by staff who will not be providing any services to clients. It
is commonly assigned to MIS/IT staff with AIRS System Administration privileges.

Data Entry - This Security Scheme allows ADD, EDIT, and DELETE access to the
Agency, Clients & Services, and Session-Based Encounters modules. There is limited
access to the System menu.

Direct Service Staff - This Security Scheme allows access to the Clients & Services,
Session-Based Encounters, and Reports modules. It allows “view only” access to
Agency module.

Management - This Security Scheme allows access to the Agency, Clients & Services,
Session-Based Encounters, and Reports modules. There is limited access to the System
menu.

Medicaid Billing Staff - This Security Scheme allows access to the Billing/Finance module
only.

The Staff Information Screen: Display Grid and General Tab

General Tab
Contains personal information, licensing Information, identifiers, and employment information.

17

worker ID [Name = [1ob Tive [
|| Froasisc HOLIDAN, DOC Phypzician
Ls
| FrosiutG LEAH. PRIMCESS kA arager
| Pt F LIBRE. MHACHO Social “worker
General I Locess I Access to Services in Programs I Femarks I
— Personal Information — Licensing Information
Last HMame I EIRE ™ Medicaid Licensed
First Mame | JaMES License #
Middle Iritisl [T License Date | / /
: A .
Date of Birth | 7 ¢ Erovider Tupe |
Gender I — ldentifiers

Tax ID or S5HM
C&T Counzelor ID | ag79

Race £ Ethnicity I
Prirnary | anguage I
FPEMS “Worker ID
Second Language I oreer FywAAROOOO0
Sypztem Generated
Degree I “warker D IF'""""":"":"R
— Employment
Start D ate ID4,I'D4,I'ZDDD
End D ate I i

Worker Type  wolunteer * Paid
I Peer

T eam I
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Access Tab
The information on this screen details the staff person’s job title, login/password information,
and access to data in AIRS. The System Administrator can also specify if staff can see client

address information displayed in the information panel.

General Access | Access to Services in Programs | Remarkz |

[V This staff person can access the system,
[~ Canact as a Sysbem Administrator

Login Mame I Doz
Paszward I Akt

[ Force user to change passward on nesxt login
— Worker's Access Profile
Idser can MOT see client address information in information panel,

Agency IFW.ﬁ..ﬂ.E WFP Test Syskemn of URS

Site IF'-.-'-.-'.C'.F'.EE SITE 1

Access for thiz uzer can be limited ta anly clients at this zite.
Othenwize, the uzer will have access ta all clients regardless of the zite.

[W Limit access ko only clients at this site,

Froagrarn I

Azcess for this uger can be limited to only clientz enrolled into thiz program.
Othenaize, the uzer will have access to all clients regardlezs of the program enrollment.

™ Limit: access be only: clients of selected|program

Job Title 03  Physician
V|5elf Supervizos IF'-.-'-.-'.ﬁ..ﬁ.C HOLIDY, DidiZ T

Access to Services in Programs Tab (new!)
The System Administrator can allow a staff person who is logged into the system to:

1) Enter information associated with All Programs (when checked)

OR

2) Be limited to view or enter information only in the “Selected Programs”. This holds true
for the Service Encounters, Legal Services, CTR, Group Activities, Fast Track, and
Session-based Encounter screens. No other Programs besides those accessible will be
available to the Staff member who has Program limitations set.
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General | Acoeze  Access to Services in Programs | Pemark 2 |

This staff person can provide services in the following programs:
[ Al programs

1 Caze Management Program
i8 CE&T Program

Cancel

Remarks tab
General remarks about the staff can be entered here.

General | Aooess | Access bo Services in Programs ~ Hemarks

Remarkz go here.
Right-click mouse for Date & Time stamp options as well az Spell Check.
05/11/2007 03:193:40 PM, Administrator System

Wwiarker Mame
Drate & Time

Date, Time & Worker Mame

Spell Check,

Cancel

| Referral Library

In the Agency | Referral Library screen there are three types of categories (1) agencies that
refer clients into your agency, 2) agencies to which clients are referred from your agency, and 3)
agencies to which client placement occurs). Be sure to appropriately flag each Referral item.
Each Referral item can be checked for 1, 2, or all 3. This creates a Referral Library that
becomes a Pick List in the AIRS from which the user can make selections. This is also the
library that Medical Facility Name is populated from in the Primary Care Physician Information
screen.

**It is recommended that agencies appoint one person to maintain the referral library to avoid
duplicate entries!

19
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| Groups

If your agency has regularly scheduled sessions with selected clients, add a Group (or many
Groups) in the Agency | Group Setup screen (for example, weekly Support Groups.) If you do
not offer group services, skip this step. Please note the following.

e The Group Code will be system generated.

e Staff must enroll clients into Groups in the Client & Services | Group Enrollment screen or
via the Session-Based Encounters | Group Activities | Batch Group Enroliments.

e Data entry of the Group Attendance occurs in the Session Based Encounters | Group
Activities screen.

e Structured Interventions should enter both the Number of Planned Cycles and Number of
Planned Sessions to ensure reports are functioning properly.

Groups Setup

Code « Mame Program -
PR Prewvention Group E Prevention-Clients Progran
“|eRP2 Saturday Might Special Group 5 55/MHA/SUA/CC/House Program
BEGE] OMMIPRESEMT Group EYERYTHIMG-CLIEMT Program
| PesasnH Group for Program KZ440 BCES M5A HIV-Aunk [4Flanning) L
E PG Group for Program KZ2048 BCES kSa HIV+ [4Flanning) 3

|
1

Code Pw/tAG [System Generated for new groups)
Mame | Group For Program KZ86E8
Leader #1
Leader #2
Program |KZAR8E ECES M3A HIV+ (4Planning)
Location
Start Date | 05/01/2007
End Date | J f
Murmber of Planned Cpcles 5

Mumber of Planned Sessions a

Rizk Group Targest

| Counseling & Testing Setup

e If your agency provides Counseling and Testing services, a range of CTR Form IDs
needs to be set up in the AIRS.

e NYSDOH AIDS Institute staff will provide the correct series of Counseling and Testing
Form ID codes for your site(s). Please note you cannot make these humbers up!!!!

Page 20

T
¥ Netsmart

Netsmart Technologies,. - One Penn Plaza, Suite 1700, New York, NY 10019 - Tel: 212.727.8342 - Fax: 212.727.8639 -



AIRS SYSTEM ADMINISTRATION GUIDE

System Menu

As the System Administrator, you should become familiar with these menu choices.

| Help

This feature is the online version of the existing user guide. It also contains additional
information for each menu item contained throughout the system.

| About AIRS

Provides basic information about the AIRS Version, Release number, System ID, Date of the
application, Temp File location, last Planning File Imported, and support contact information.

s =

) About AIRS

AIDS Institute Reporting System
Health Research, Inc.

| Suppaort [nfarmation || Lizense Infarmation |

Licensed to: Defran Systems Teat For VEP URS ([NY) -
Product: AIRS — AIDS Inatitute Beporting Svatem
Copyright: 201&8* NY3 DOH AIDS Institute

System ID: FW

Data Encryvption: On; Level-1

05 VersionWindows 7 Enterprise-Service Pack 1
Product (exe) Version: 8.9.881

Databage Veraion: 8.9.881 - 05/17/7201

m

b
b
b
E
b
b
.

o
* Last Version Upgrade: 05/21/72018 12:28:03 PM
» Last Indexing (reindex): 05/04/201% 02:13:04 PM
» Last Database Backup: 05/04,/2018 02:12:13 EM
» Last Database Validation: 05/04/2018 02:12:53 FM
» Last Database Archiwving: HNewver
» ZIP Codes Imported: n/a
* Planning File Version: 2.2.1.0
* Planning File Source: Other -

All uze of thiz zoftware iz restricted. This software containg confidential and proprietary information of Health
Research, Inc., which iz pratected by copyright, trade secret, and trademark. law.
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| System Options & Security Setup

=8 5 ecurnity Schemes:

i Define Security Schemes
=-Job Titles:

. Define/Maintain Job Titles

- Options:

General System Preferences
- Force Password Change for all staff
=-Login History:

Dizplay history of zpstem logins
=-5Spstem Emors:

- Run-time errors

| Security Schemes

Define Security Schemes - Basic Security Schemes are delivered with the system which
provide or restrict access to AIRS entry screens. Agencies can add new ones or view and/or

modify existing ones.

e Select Define Security Schemes to Add or Edit (select the “Security Scheme Name”) a

Security Scheme Name. See next page.

Security Scheme M aintenance | Croreen Level Accezs |

Secunty Scheme Namel Direck Service Staff

Scheme Code |E|3

Mame IDirect Service Skaff

Remarks | TH|S SECURITY SCHEME ALLOWS ACCESS TO THE CLIENT AND SERVICES ;I
MODULES. IT ALLOWS WIEW OMLY ACCESS TO AGENCY INFORMATIOMN.
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Choose the Security Scheme and select SCREEN LEVEL ACCESS tab to add, edit or delete
rights to specific screens for the chosen security scheme.

Security Scheme Maintenance  (5creen Level Access | |
Security Scheme Mame: Direct Service Staff

Description Haz | View =

access| only | Add | Edit |Delete

Agency Information I . I . nfa > nfa —
Pragram I ul"' I J > > >
Site F el v o 7 nfa
Staff v T v X ol pa
Referral Library I J I J > s >
Groups T v I ¥ > > >
Add C&T Farm 1D v T v el Py X
CADR Infarmation I ul"' > I + I o >
CADR Service Info T x v [+ nfa
Contract Staff Time Definition v [ ¥ X > X
Al Information >
Contracts Services Allocation L] > ey >
Cantract/Grant Infarmation | L > | o | W >
Service Targets >
Contract Type & Service Type Link I o I J > > >
Define Services to Contract/Service Types B > > >
Contract/Program Services Definition I v I o > > >

CIIFNT AMD SEBRVICES LI
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| Job Titles

Define/Maintain Job Titles

This feature further defines security for the staff person at the client level. This includes defining
whether a worker can or cannot

be assigned to particular cases,
supervise staff, and
access cases that have not been assigned to them.

Also note,

The Job Title properties take priority over the Staff limitations on the Staff Information
screen.

The existing Job Titles can be Viewed and/or Modified.

The System Administrator can Create new Job Titles.

Each Job Title is linked to a Security Scheme. (A Security Rights Report exists under
Reports Module | Agency | Security Rights Report.)

| Options

General System Preferences

System Inactivity Timeout — The duration is calculated in minutes and applies to all users.
All keystroke and process activities within AIRS reset the clock to 0.

Allow Concurrent Logins — **Although a check box exists on this screen, this option
is no longer available. Individual users cannot be actively logged into the system more
than once (one active session at a time). The exceptions to this rule are the System
Administrator (ADMIN login) and any user with System Administration privileges.
Therefore, the system no longer allows concurrent logins.

Days Between Password Expirations — You have the ability to determine the number of
days between forcing users to change their passwords. The number entered includes
the current day. After upgrading, the default is 0.

When changing password; user can reuse the current password. When this box is
checked it will allow users to reuse their password when prompted to change their
password. Left unchecked users will need to enter a password different from current
when changing their password.
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e Populate ‘Site’ with the ‘worker’s’ site- When this box is checked, upon selection of a
worker in an encounter, the site field will populate based on the worker’s site assignment.
If the box is unchecked, the site field will need to be manually entered when inputting an
encounter.

e Display change message if site changes- When this box is checked, upon changing the
staff person, if the staff person’s assigned to site is different than previously selected
worker the following dialogue box will be displayed:

' Response Required

Important...
Do you want to update the 'Site’ with the site associated with this staff

person you just selected?

If Yes is selected the site will update the encounter with the staff person selected. If No is
selected, the site will remain unchanged.

Force Password Change for All Staff

When clicking on Reset Password, all users will be forced to change their passwords the next
time they attempt to log in. The new password cannot be the same as the expired password.

| Login History

Display History of System Logins

This allows the System Administrator to see the history of all users who have been or are
currently active in AIRS. The display options can be limited to only the active users or “today’s”
logins.

Clear Connection: The clearing of a connection does NOT log the user out of the system.
Although clearing a connection may be utilized at any time, it is needed most when a user has
been disconnected on a network, Citrix, or Terminal Server configuration and can not log back
into the AIRS. To clear a connection, right-click mouse on user name.
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Digplay Options: © Ackive  © Today % Al

Uzer Hame |Lug In & Log Out |Duratiun |
Doc T Holiday 10/19/2006 0250:08 P 10/19/2006 04:0%:06 PM  00:12:58

[10,19/2008 02:50:30 P!
Administratar S pstem 10/19/2006 04:01:55 P RIS E I -
Admiristrator System 10/19/2006 041436 pf_lear Highlighiced Connection 5.,
Administratar 5pstern 10/19/2006 04:21:57 Pt Display All InfFarmation % 423
Nacha Libre 10/19/2006 04:26:29 Pt : 1:62
— Refresh Lisk

Adrministrator Spstem 1041942006 04:28:31 Pt S :32
Macha Libre 10/19/2006 04:30:16 Pt 4:04
Doc T Holiday 10/19/2006 04:30:24 Pt Cancel 022
Nacha Libre 10/19/2006 04:34:28 PM 10/19/2006 043539 PM  00:01:11

| System Errors

Run-Time Errors

This screen shows the detailed information about the errors encountered in AIRS. To view the
error, click on the appropriate line and read the error in blue (found in the information box at the
very bottom of the screen). Please note the Line Number. For more information, click on the D

box under the Memory and Status headings. Right click to see options (below) for pruning
(deleting) older errors.

Dizplay Optionz: & all © Today

Error Date |User Hame |Ermr |Line | HEI‘I‘IDI_','| Status
10/20/2006 10:38: 46 Ak Doc T Holiday 230 3
LEE Display All Information J

Refresh Lisk W

Prune

Cancel

| Other System Menu Items

| Change Password

This screen allows users who are logged in to change their individual password. This also

allows the System Administrator to change the password for the “default” ADMIN/DEFRAN
Login-Password combination.
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% Change of Password o =

Enter a new paszword. Paszwords are case sensitive.

Mew Password ||

Confirm I

Enter Change |

| Refresh Client List

AIRS creates a session client list by Job Title and Staff definition based upon the individual who
logs into the system. That client list remains in existence until the user logs out. The next time
the user logs into the system, a new client list is created for that session. The “Refresh Client
List” feature provides the capability to refresh the existing client list for the user while they are
logged into the system. This utility acts as if the user logged out of AIRS and then back in.

ai Refresh Client List

Xl
Information € Help

Thiz process will recreate the list of clientz vaur security prafile allows you o access.

Pleaze be patient, proceszing time could take fram zeveral seconds to a minuke or 2o,
Prezs Beqin to start

¢ In agencies where there are high numbers of client intakes entered by other users and
assigned to staff who are already logged in at the time, this utility can be executed in
order to refresh/repopulate the staff’s client list with the newly input client data.
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| Define UDF’s & Lab/Psych Maintenance

| Define Intake UDF (User Defined Field) Labels

This allows the System Administrator to create additional entry fields in the Clients & Services |
Agency Intake screen.

e The fields are placed on the Intake’s Agency Defined tab.
¢ You can create up to fifteen (15) User Defined Fields.

e Ten (10) UDF’s will allow for 2-character alpha-numeric fields. You also have the option
of creating your own data entry “pick lists” associated with these fields.

e Up tofive (5) fields are 40-character alpha-numeric fields.

e The Field Name labels can be up to 20 characters long.

Uze
Lookup

In Uze (Field Caption

Il Picklist

Eye Color

Enter 2 Characters
Cooperative?
*Unused Table
*Unused Table
*Unused Table
*Unused Table
*Unused Table
*Unused Table
[Open Text Field
Label is 20 Characte
Last Update?
*Unused Text Field
*nused Text Field

Update laokup table... Fields from lookup tables
Update lookup table...

lpdate lookup table. ..

e S e (RS

bax. 40 Character Test fields

e e e S

— Information

Uzer Defined Fields (LUDF's) are additional fields that you can enable for use when cormpleting a client intake.
For a field to be available yvou rmust check the Th Use' box and enter a value in the Field Caption',

If the value is from a lookup table, that table must bave values, The Update lookup table' buttan
is displayed in italice if the table is empty..
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The screen below is the display of the Agency Defined tab of the Agency Intake based on the
example on the previous page. Note that the fields with “pick lists” are grouped first.

| dentification | bore Details | Other Information  Agency Defined | E nrallment | Cornments |

— Agency Defined Fields
Ize Picklist IIIIl Yes
Eye Colal
Cooperative? I

Enter 2 Characters Ix*r'

Open Test Field IRespnnse can be 40 characters mazximum! 1)

Label iz 20 Characte

Last Update?

| Define ETO & Prevention UDF Labels

This screen allows the System Administrator to create additional entry fields in the Session

Based Encounters | Session Encounters screen.

e The fields are placed on the Agency Defined Fields tab of the Session Encounters

screen.

e The 14 user-defined fields are 50-character alpha-numeric fields.

In Uze |Fie||:| Caption

Discussion?

[Dernanstration?

Information?

Education?

Trairnirg?

Ctreach?

Scale of Usefulness (1-107:

Yalue to Staff (1-9):

Expectation (1-57;

Suggestion 1

Suggestion 2

Is this client going to be part of MHRA Contracts?

Suggestion 4.

EREEEEREEEEREEEREREE

1234567890123456733801 2245678901 234367 390 1234567890
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The screen below is the display of Session Encounters screen from the example on the

previous page.

B Find Ezizting Event S ession... Il FrezentationALectures  01./30/200E8

Ewent/Session I D' emographics/Risk I Session Provided  Agency Defined Fields I

Discussion?l

12345675891 12340075921 2345070931 234507094 1 234507595

Demonstration’?|

Each field can hold up ko 50 charackers masx)|

Information?

E ducation™

Training?

Outreach?

Scale of Uzefulheszs [1-10]:

Walue to Staff [1-5):

E zpectation [1-5]:

Suggestion 1:

Suggestion 2

|z thiz client going to be part of FMHRBA Cnntracts?l

Suggestion 4:|

5901 2345673901 23456733071 2345673301 23455?890'

| Lab & Psychological Test Maintenance

Laboratory Test records that appear in red cannot be edited. Additional Labs and
Psychological Test Types, their associated Specific Lab Tests (if any), Test Results, and Test
Ranges can be entered into AIRS for selection through this screen.

Test Type. . [Flease Mate: Test Types displayed in Red cannot be edited)
Code s |Description |Test |HI'\-" |TB I;l
oz HIV1I2 COMBIMATION TESTS T T T
03 WWESTERMN BLOTI/IFA T T T
04 OTHER HIV ANTIBODY TESTS F T T
o5 HIv DETECTIOMNANTIGERMIRALILOAD TESTS F T T
05 04 (T-HELFPER) TESTS T F F
20 PREGHANMCY TEST F F F
-1

Specific Lab Test

Mo Specific sub-tests for the

selected Test Type

Test Hesult

Ll o dd b Lisk
% Edit Selected Item
= Remowve Ikem

Megative
Inconclusive

Cancel

Test Range
Mo Test Hange for thiz Test
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| Table Maintenance

The Table Maintenance section allows the user to print, view, and, in same cases, add to or
modify information in the tables supplied with the software.

Tables listed in green may be modified.
e “Disk file name” This is the name of the table.
“Allowed actions”: Indicates whether records (rows) in the table can be added, edited or

just viewed.
X
@) Heln

- Medicaid Accident Codes Table ;I Digk: file name: MEDICAT
- Medicaid Eligibility Reazons Murnber of rows in this table: 13
- Medicaid Eligibility Response Codes 2; Allowed actions: Add Rows, Edit Rows
- Medicaid Pending Reasons
- Medicaid Procedure Codes Information...
- Medicaid Remittance Denied Reasons Medications Table ﬂ
- Medicaid: Place Service Provided Tab
- Method OFf Delivery
- Minority Composzition Of Board/5taff
- Decupations Table [in HARS])
- Outcome
- Outreach Services ;I
- Ower 90 Days Codes Table Dizplay table contents...
- DOwnership Status
- PPD Resgult Table
- Patient Status For Medicaid Claims Tal
- Patient Status for Clinic Claims
- Payer Type
- Pediatric Symptoms
- Presented By Table
- Priority
- Problems ldentified -
J ol
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| Close/Transfer Program Enroliments

Use this utility with extreme caution since changes made with this utility are permanent. .
Defran Systems recommends making a backup of AIRS prior to performing these
functions so a restore can be performed in the event of a mistake.

This powerful utility offers two options for use

Close: Will close out all Program Enrollments in the selected Closing Program as of the
specified Closing Date. Additionally, any Group Enroliments associated with the Closing
Program will also be closed out as of the Closing Date.

Close And Transfer. Will close out all Program Enroliments in the selected Closing Program as
of the Closing Date you specify. Additionally, any Group Enrollments associated with the
Closing Program will also be closed out as of the Closing Date. New Program Enroliments will
be made in the selected Transfer Program for each of the Closed Enroliments as of the Start
Date. Workers assigned to the Closing Program Enrollments will also be assigned to the
Transfer Program Enrolliments. Note: New Group Enrollments will NOT be made.

| Fix Duplicate Clients: Move Services

This powerful utility transfers Encounters, Services, Referrals, Insurance Information, and
Claims from one client to another client. The “receiver” client must have the proper Program
Enrollments for the Encounters and Services to be moved. An option exists to retain or delete
the “sender” client records. This is usually used for “cleaning up” duplicate client records.

Note: For completeness and continuity, Group Enrollments, other Statuses (HIV, TB), Histories,
(TB, Substance Use, Financial. Pregnancy, Lab Tests, Diagnoses, Medications), Collaterals,
and Client Demographics need to be reviewed and possibly added to the “receiver” client
records as they will NOT be transferred to the “receiver” client.

Defran Systems recommends making a backup of AIRS prior to performing this function
so a restore can be performed in the even of a mistake.
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Remove ‘Incomplete’ Clients from System

A feature of AIRS is to save clients as Incomplete on the Agency Intake screen. This function is
to allow users to save their work in the event that they need to obtain additional information to
complete an intake or need to review another client’s records. Agency’s may find that
incomplete clients will be created that will never be completed. This utility will allow users to

remove those ‘Incomplete’ intakes from the system.

By placing a check next to the incomplete client’'s name at the left and clicking ‘Begin’ the
incomplete client will be removed from the client database.

ai Remowe People Utility, @
These individuals are not clients or collaterals of clients and can be permanently removed from the system. ) Help
Select Mame ID Ho. Entered Last Update
1

] woods, Jacqueline

01/29/2009 01/29/2009
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AIRS Utilities

There is a sub-folder named UTILITIES in the AIRS folder that contains an application that
allows the user to a) run Reindex, b) perform Table Repair, c) Backup the system, d) perform
Upgrades, e) see Runtime Errors, and f) clear Administrative login connections.

e The application is started when executing airsutilities.exe. (If the AIRS folder is on your
C:\ drive, the path to the program would read: C:\AIRS\UTILITIES\airsutilities.exe).
e Toclose, click on the ‘X’ in the top right corner.

When first executing the program, a Login and Password are required to activate the utilities
(which are initially grayed out on far left).

e NOTE: Only users with System Administrative privileges can log into the utility.

e When successfully logged in, the “All checks passed” message is displayed and the
menu on the left becomes active.

e Once logged in to the Utilities, locking occurs. Therefore, if the Utilities is open, users
who attempt to log into AIRS will receive a message indicating that they cannot log in.

e If anyone is logged into AIRS, the individual applications in the Ultilities will not function.
Only the AIRS Errors, AIRS Connections, and Configuration options will be available.

e The AIRS/UTILITIES folder also contains 3 subfolders (data, logs, vup_data). Please
leave these folders alone (they are used in running the utility applications).

% NYS DOH AIDS Institute Reporting System (AIRS) Utilities Ver:7.9.216 E”E|E|

Important

This set of utilities is designed to perform basic maintenance on the databases used by AIRS.
Exclusive use of the AIRS (urs.dbc) database is required.

Before you begin please...

» Motify all users to exit the AIRS system.

Table Reindexi » If possible prevent users from running the AIRS system.
q = d Sk Z
S0 e » You will need a valid AIRS administrator login and password.

Table Repair Only AIRS administrators can perform these tasks.
Backup Login Name [

Archiver Password |

Yersion Upgrade | All checks passed

AIRS Errors
AIRS Connections
Configuration

Login:

01/29/2002
12:00:09 PM

MUK 12:00:47 pm
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| Table Reindexing

T able Reindexing

Tables in the system have key fields called indexes. The utility reminds the system of these
indexes and tries to correct tables where the indexes (pointers) have become corrupted
(misaligned) causing data contained in the table to appear shifted. The index will be corrected
unless the corruption is severe and contained in the data itself. To prevent problems in the
database, re-indexing should be run on a regular basis.

e The choices are Simple or Intensive. The default is the quicker, ‘Simple’ option.

e WARNING: Do not click on the “Pack All Tables” unless instructed by Technical Support.
This actually removes records marked for deletion.

e Click on the [Begin Reindex] button to start.

Table Reindexing

(O simple Relndexing - Use existing index expressions,

(&) Intensive Index Generation - Removes and replace all index expressions.

[ rack all Tables

Number Table Error A
] Run Date of Tables pagyit Log Llog —
Table Repair 12/11§2008 04:43:47 PM nfa Version Upgrade Relndexing Successful,

Backup
[ Reindexing tables... =

Archiver y - g ;
Reindexing Ai Activ..,
Index 10 of 11
28 records total

Indexing Log {History)

Table Reindexing

Version Upgrade

AIRS Errors |i

AIRS Connections

Configuration

Login:
01292009
12:00:0% PM

Reindex_log [Utility_activityl R eindex_log] Record: 2/2 Record Unlock4 ML 12:01:59 pm
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e |f Successful: Index processing completes and logs the run.

Table Reindexing

- Table Reindexing

() simple Relndesxing - Use existing index expressions.

| (%) Intensive Index Generation - Removes and replace all index expressions.

Indexing Log (Histary)

[JPack all Tables

Number

Table Error ~
Log Log

Run Date of Tables g gyt

12/11{2008 04:43:47 FM

Table Repair
Backup

Archiver

nfa Wersion Upgrade Relndexing Successful,

Process Complete
Yersion Upgrade

AIRS Errors
AIRS Connections

Configuration

Login:
01j29/2009
12:00:09 PM

nom [ 120308 pm

o |f the Process Fails:

o The user will receive an error message like the one below indicating the error and
the offending table (.dbf).

i

Process Failed E |

Reindexing process Failed For the Following:
File access is denied b \ursitestivFpldataladdress, dbF,

o The Unsuccessful Run will be logged in red on the grid.
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Table Reindexing
{* Simple Relndesdng - Use existing index expressions,

Indesing Log (History) ™ Pack Al Tables
Mumber Table |Error|

Run Date of Tables| gegult Log |Log |~

03022007 02:31 148 PM nja Index generation started not competed: Check MetaData

0302/ 2007 02:30:27 PM 358 Table Indexing was successful,

4]

Begin Rendex

o Details of the problem are also contained in the Error Log. To view, click on the ...
under the ‘Error Log’ column.

x|

TABLE: ADDRESS =]
Errar: 1705
Lineka: 27
Message: [JIEEHGEEEREGERIEDR| tursitestwipldatataddress. dbf.
Fracedure: reindex_simple
Details: twrsitesturpidataladdress . dbft
StackLewvel: 3
LineContents: DATEQ

Usersalue: DATED

| Additional Information About Reindex

= History is seen in the grid.

= Details can be viewed by clicking on the record’s ‘Table Log’ and ‘Error Log’.

=  Simple Reindex:

o The .CDX index files are retained.
o Checks the integrity of the existing indexes (pointers)
o Makes corrections to the index files as needed.

o Quick. This runs relatively fast.
= Intensive Reindex
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o This is a more involved indexing process

o All Table Indexes (.CDX files) are first deleted and then recreated using the
baseline Version Indexes.

» The baseline is found in METADATA which contains every detail of every
field in every table.

= NOTE: METADATA and AIRS must be the same version. (Otherwise, this
becomes a huge problem.)

o An error will be returned when encountering corrupted indexes.
o Note: The Version Upgrade and Scheduling Tasks use the “Intensive” option.

o Can be a lengthy process for big tables.

| Table Repair

This is a powerful utility which can fix the headers and/or table structures of corrupted tables.
e |tis version-specific.
¢ Running Table Repair will not adversely affect good tables.
e (Can be run for an individual table or all the tables in AIRS.
e With every Upgrade, a new set of metadata tables are delivered to facilitate the easy
repair of tables with damaged headers or memo fields.
e Do not run this unless instructed by Defran Systems’ Technical Support.

— Table Repair
i+ Selected: (FYaaliels ~ | I Repair Structure
i~ Scan all kables and repair as needed.
™ Walidate Database
Repair Log (Hiskory)
Mumber Table |Error ;l
Run Date of Tables | pesult Log |Log
=
Begin |
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| Backup

The Backup application contained in the Utilities will copy and zip up all the files in the AIRS
data and metafolder folders. This protects your agency in case of an unexpected system failure
or data corruption so you can recover your previously-entered data.

e The Destination folder displayed is set up in the Configuration. The default is the
AIRS\BACKUPS folder.

e If you want to change the Destination folder for this backup, you can select another folder
by clicking on the &-- icon on the right and browsing for a different folder. The change,

however, is only for this backup run. Otherwise, it uses the default from the
Configuration.

e The grid can be sorted by “Run Date”, if desired.

e (Click on the [Begin] button to start.

% NS DOH - AIRS Utilities I
T able Reindexing - Backup
Table Repair IDestinatiDn: CHAIRS|EACKUPS) =

Databaze Backup

Werzion pgrade Backup Log (History)

AIRS Enors Number Table [Error| |
Run Date of Tables | gesult Log | Log

AlRS Connections
Configuration
Logir:

06/21 /2007
11:01:25 AM

Status; |

Progrezs: |

Beqgin |
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|Archive Utility

Data from selected tables can be ‘archived’ into corresponding ‘archive’ tables contained in the
AIRS database. Archived records a permanently removed from their containing tables and can
not be recalled. The purpose of this utility to remove older records thereby saving space and
increasing performance. ***It is not recommended that this utility be used unless
specifically instructed by either Defran Systems or NYS AIDS Institute.

¢ NYS DOH AIDS Institute Reporting System [AIRS) Utilities Ver:7.9.216 (=T

| Table Archiving
# This feature will move all Encounters, Services, Sessions andfor Needle Exchange records with an effective date
less than or equal ko the date entered below from your production system into archive tables,

# This includes associated Referrals, CTR, Group Activates, Caollaterals Invalved, and Problems Encountered.
| = Archived records are permanently removed From the production tables but can be accessed by opening their
corresponding archive, Refer ko the system documentation For archive table names,

Table Reindexing Important: A database "Backup’ should be performed prior to Archiving your data.
Table Repair
nalyze. .
Backup

[CJEncounters and Services —
Archiver Remove records with effective dates up to and including: |

| [ ayringe Exchange Encounters

‘Wersion Upgrade r
Remove records with effective dates up to and including: |

AIRS Errors : - I _ S
TE——— Started Ended Duration Archived Rows # |

AIRS Connections
Configuration

Login:
017292009
12:00:09 PM
-
Fl - Help
| om 12:26:15 pm

To aid the user the ‘Analyze’ button, when pressed, will display the earliest encounter dates for
Syringe Exchanges and Encounters And Services. Unfortunately we cannot determine how
much room will be saved by entering any one date.

Table Archiving
= This feature will move all Encounters, Services, Sessions and/or Needle Exchange records with an effective date
less than or equal to the date entered below From your production system inko archive tables.
= This includes associated Referrals, CTR, Group Activates, Collaterals Involved, and Problems Encountered.
= Archived records are permanently removed From the production tables buk can be accessed by opening their
corresponding archive, Refer to the system documentation for archive table names.
Table Reindexing Important: A database "Backup’ should be performed prior to Archiving your data.
Table Repair
Backup O . :
Archiver i Analysis Completed

Yersion Upgrade ] 5 \i‘) The Earliest Encounter was on: 02/21j2002

The Earliest Syrings was on: 01/01/2005
AIRS Errors

Make your selection(s), enter the cut-off Date(s), press Begin to start. Rows #|
AIRS Connections

Configuration |

Login:
0172372009
12:00:09 PM

Fl - Help.

nalyzing... MM 12:47:20 pm
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1) The user selects which set of tables to archive. Both Syringe Exchange and Encounters
and Services can be selected.

Table Archiving
» This Feature will move all Encounters, Services, Sessions and/or Needle Exchange records with an effective date

less than or equal ko the date entered below From wour produckion sysker inko archive tables,
# This includes associated Referrals, CTR, Group Activates, Collaterals Involved, and Problems Encountered.
» Archived records are permanently removed from the production tables but can be accessed by opening their
carresponding archive. Refer to the system documentation for archive table names.

Table Reindexing Important: & database 'Backup' should be performed prior to Archiving your data.

Table Repair

Backu Encounters And Services Eailiest Encounter: 02/21/2002
Archiver

Please Confirm...

Yersion Upgrade

“;) That a database backup was petfarmed using the AIRS "Backup” Feature or other program.
b

5 e
AIRS Errars Proceed with Archiving?

AIRS Connections

Configuration

Login:
01/29/2009
12:00:09 PM

Begin the process | MLUM 12:51:09 pm
Warning!!!
Make sure that you perform a database backup prior to using the archiving utility!
It is the only way to restore the archived data!

% NYS DOH AIDS Institute Reporting System (AIRS) Utilities Ver:7.9.216

Table Archiving
# This Feature will move all Encounters, Services, Sessions and/or Needle Exchange records with an effective date

less than or equal ko the date entered below From your production system inbo archive tables,
# This inchudes associated Referrals, CTR, Group Activates, Collaterals Involved, and Problems Encountered.
# Archived records are permanently removed From the production tables but can be accessed by opening their
corresponding archive, Refer to the system documentation Far archive table names.

Table Reindexing Important: A database 'Backup’ should be performed prior to Archiving your data.

Backup )
= Encounters And Services Earliest Encounter: 02/21/2002
Archiver Remove records with effective dates up to and including: | 01012003

e o Sytinge Exchange Encounters Earliest Springe: 07/01/2005
Yersion Upgrade
Remove records with effective dates up to and including: 06,1'01,1'20051

AIRS Errors
Started Ended Duration Archived

AIRS Connections
Configuration
Login:

01/29(2009
12:00:09 PM

MLk 12:52:50 pm
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2) Rows are moved from the production system into the archive table one by one. Base on
the date of the encounter. Encounters with dates less than or equal to the date entered
are selected for archiving.

3) The production tables are then packed. Packing reorganizes the files and recreates the
indexes for maximum performance. All deleted rows are permanently removed by
packing.

| Version Upgrade

Unlike the upgrade and patch processes for legacy URS, the AIRS Utilities screen will be used
to a) upgrade the system to the next version or b) implement a “patch” to AIRS. Some basic
information follows.

**It is important with every upgrade to download and follow the accompanying upgrade
instructions. Variations may occur on the process from upgrade to upgrade based on
content.

, -
€3 NYS DOH AIDS Institute Reporting System (AIRS) Utilities Ver:7.9.225 P T s

Yerzsion Upgrade Processing - Information
The current ‘Production' AIRS version is: 8.9.875 Wiews Histon. .

Full Yersion Upgrade Fatch / Script Execute

The Version Upgrade process will update the AIRS Sometimes fixes are delivered via a script.  Scripts are
database, application and other items with the latest small programs that are executed against production
enhancements and fixes. During this process AIRS data. The instructions that accompany the upgrade
Table Repair will be inaccessible to all users. notice will contain information on how to execute the
If the upgrade processes fails... script.

[ Get ScriptsHat Fix File... |

Table Reindexing

Backup = A detailed message will be displayed.
Archiver = Contact the technical support department.

[ Get Yersion Upgrade Data. .. | Version:n/fa

Version Upgrade

Step Process
1 Checking Availability
AIRS Connections 2 Production System Backup
Configuration 3 Renaming Application {Production)
4 Opening Databases
5 Running Pre-Processing Script

AIRS Errors

Login: . »
05/01/2018 & Updating Table(s) Type: B1
032:20:15 PM 7 Updating Table(s) Type: O1

8 Updating Table(s) Type: O2
10 Updating Table(s) Type: R1

El -Help

Select the werzion upgrade data. | MLk 3:21:54 pm

e The current ‘Production version’ of the system is displayed in the “Information” section.

e Upgrade history can be displayed by clicking on the [View History] button.

e Patches/Scripts: When only simple changes are needed, executing a “patch/script
eliminates the need for a full version upgrade.
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e Version Protection:

o Upgrades: The user cannot re-run the same version of the Upgrade on the same
system.

o Upgrades: Only the next sequential version will run.

o Patches/Scripts: It will not run unless the correct version is in place.

e All processes (steps and tables) are logged. The logs can be sent to Defran for
troubleshooting analysis.

| Steps For Upgrading

1. In AIRS, create the TempDefran folder (if not already there). For example,
AIRS\TempDefran. If it already exists, empty the contents.

2. User obtains the .ZIP Upgrade file and copies it to the AIRS\TempDefran folder.
3. Navigate to the ‘Version Upgrade’ option of the Utilities.
4. Click on the [Get Version Upgrade Data] button and select the Upgrade file.

5. The 35 steps are displayed in the grid. As the upgrade proceeds, the Status will be
added and logged.

6. All the tables in the system are closed, thereby restricting user access.
7. A Backup is created, stored, and logged.
8. The URS.EXE is renamed to URS_OLD.EXE to prevent user access during the upgrade.

9. Reindex occurs and is logged. The log can be sent to Defran for troubleshooting
analysis.

10.If upgrade is successful: User will receive a message indicating this and an Upgrade
Confirmation Form is printed.

11.1f upgrade fails: User receives a detailed error message(s). Logs can be exported and
sent to Defran for troubleshooting analysis. Agency may then need to either a) rename
AIRS_OLD to AIRS or b) restore from the backup just created.

| Steps For Implementing A Patch/Script/Hot Fix

User obtains the .ZIP file and copies it to the AIRS\TempDefran folder.
Navigate to the ‘Version Upgrade’ option of the Utilities.

Click on the [Get Script/Hot Fix file] button and Select the file.

Process completes unless a problem is encountered.

el
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| AIRS Errors

This screen will display the 40 most recent user errors from AIRS.

% NY¥S DOH AIDS Institute Reporting System [AIRS) Utilities Ver:7.9.216

AIRS Runtime Errors
The rmost recent 40 errors Form AIRS

Error Date User Mame Details... Al
|01/26/2009 02:47:29 PM_ Administrator System
_Dlll'28,l'2|309 02:29:51 PM R.aon Ran

Table Reindexing |01/28{2009 02:25:25 PM  Administrator System
_D?,I'24,I'2UD? 11:05:15 AM

Table Repair
Backup

archiver

Yersion Upgrade

AIRS Errars
AIRS Connechions
Configuration

Lagin:

01/29/2009
03:07:51 FM

AIRS Runtime Errors. | ML 3:08:28 pm

For details of the error, click the :l under details. For example,

[ng Information

Program: SAVETOPICS

Message. ..
fAlias "AI TOPIC® not found.

Status...

Processor is 80486
Select area: 1, Table in Use: Z:\HSGZUSER.DBF
Alias: MSGZUSER
Code page: a
Structural CDE file: Z:\MSG2USER _CDX
Master Index tag: SCHEHE Collate:
Hachine Key: SCHEME
Hemo file: Z:-3HMSG2ZUSER_FPT

1 T Y - LY

Page 44

TN
¥ Netsmart

Netsmart Technologies,. - One Penn Plaza, Suite 1700, New York, NY 10019 - Tel: 212.727.8342 - Fax: 212.727.8639 -



AIRS SYSTEM ADMINISTRATION GUIDE

| AIRS Connections

In the event the System Administrator (ADMIN login) or a user with System Administration rights
(Administrator) is locked out of the AIRS and cannot login to clear the active connection, any
System Administrator or Administrator can clear the connection from this screen.

Note: Only the connections from Administrators will appear on the list.

% NYS DOH AIDS Institute Reporting System (AIRS) Utilities Yer:7.9.216

Clear Administrator Connection
Ackive connectionis) to the AIRS database, Select the connection wou want to clear and press the Clear button,
Only administrators with active connections appear in this list,

Login Date User Name Workstation 28

Table Reindexing
Table Repair
Backup

Archiver

Version Upgrade

AIRS Errars
AIRS Connections
Configuration

Login:

01292009
03:07:51 PM

Hiztom MUM 34530 pm
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| Configuration

This screen shows the current paths being used for the (production) system, backups, and
upgrades.

e The application auto-configures itself and sets the defaults based on the folder where it is
first launched.

e Production: This is the live AIRS. The database tables are contained in the DATA
subfolder.

e Backup (ZIP): This where the .ZIP backup file will be created when the backup is run.

e Upgrade Data: This is folder where the upgrade process actually occurs. This allows the
live system to be retained in case of a problem during the upgrade.

e NOTE: The folder selections can be changed by clicking on the &-- icon on the right and
browsing for a different folder. WARNING: We do not recommend changing the
Production folder unless the AIRS folder has been moved or renamed. If you do make
the change, be sure you can log into the Utilities and that the users have access to AIRS.

% NYS DOH AIDS Institute Reporting System (AIRS) Utilities Ver:7.9.216

Configuration Options: Utilities Yersion: 7.9.216

Folder Selection...

Production: C:\AIRS)

Backup (ZIP): C:\AIRS\BACKIPS
Table Reindexing ‘ L ! !

Table Repair Upgrade YUP: CAIRS\UTILITIESIVUP_DATAY

Backup Backup {ZIP) file Password Protection...

Archiver []Password protect all data backup Files (max 30 characters),
IMPORTAMT: Passwords are case sensitive, Remember this password, without it the data can not be extracted,

Wersion Upgrade Mumber of Backup files to keep | 0 5 |

RS E-mail Notification...
rrors
[ send E-mail natification when any job is finished,

AIRS Connections 3 =
Ciutgoing Mail Server (SMTP}|

Configuration
Senders Mame

Login: Senders E-mail

01/29/2009

03:07:51 FM Recpent il dddes Hecipicnihlas

S et variouz defaults for theis application MUk 34644 pm
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47

Backup (ZIP) file Password Protection:

Selecting this option will allow the zip file containing the Backup to be password-
protected.

% Password E3 I
Enter and confirm the password {(max 30 characters)

IMPORTAMT: Passwords are case sensitive, IF wou Forget
the password you will nok be able to unzip the backup file.

Password I hebtskstbrtink

Eunﬁrm I btk krkok

Apply |

o Warning: Password is masked during the entry. Therefore, user must be very
careful to accurately enter the Password

o Warning: If the Password is entered incorrectly or lost, there is no way to extract
the data. Same problem if it is changed.

o We do currently have an un-encryption utility for this password.

E-mail Notification:

This feature will allow emails to be sent to designated individuals indicating a Backup
and/or Reindexing job had completed. It would need to be properly set up with the
properties of your internal email.

E-mail Motification...
[ 5end E-mail notification when any job is finished.

Outgaing Mail Server (SMTP) Pork
Senders Name
Senders E-mail

Recipient E-Mail Address Recipient MNarme

Save
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| Alternative Ways to Run the Backup and Reindex Applications

In addition to running (directly or via a shortcut) airsutilities.exe and then manually starting the
Backup or Reindex, there are two other ways to run.

1. Start | Run: Enter the “...AIRS\UTILITIES\AIRSUTILITIES.EXE OPTION’ where,
OPTION is BACKUP or INDEX.
» The option must be in CAPS because it is case sensitive.
= Choose only one option at a time.

» Application will use the Configuration settings.

2. Scheduled Task:

= The command above (in the Start | Run) can be set up as a Windows Scheduled Task
to run in an unattended mode. (Start | Programs | Accessories | System Tools |

Scheduled Tasks)
BS Svstem Tools L % Backup
.} Address Book. @ Character Map
Calculator 23 Disk Cleanup
BY command Prampt ﬁ‘: Disk. Defragmenter
Imaging Q Getking Started
@ Motepad B scheduled Tasks k
%’ Paint E e e Te IUse Task Scheduler to schedule computer tasks bo run
@ Synchronize aukomatically .

QJ Windows Explorer
=  Windows Network, Security Authentication is used to execute the program(s).

» The automated task will log the user into the network, run the task, and log the user
out when task is completed.

= User should check log to be sure everything ran successfully.

=  We strongly suggest running Backup before Reindex and allow a significant time
between the start of each.
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Preventive Measures

| Backup! Backup! Backup! & More Backups! |

In case of a disaster, you must be able to recover your data. This is why we cannot stress
enough the importance of backups. Therefore....

49

Backups are your first line of defense against unexpected system failure or data
corruption. The idea of a backup is to minimize the impact of failure to the normal
operation of your business. Generally it is a lot easier to recover from the loss of one or
two days of work rather than an entire month or more.

It is recommended that you backup all AIRS files (and your entire hard drive) prior to
making any changes to your computer system.

It is recommended that a nightly backup is performed of all AIRS files (and your entire
hard drive) using a different CD/DVD/Tape for each nights’ backup. We suggest that you
label one for each day of the working week, Monday through Friday.

Remember that your data restoration is only as good as the backup. A backup is useless
if the information has not been put onto the media or cannot be read once it has been
properly backed up. One possible scenario is where the media contains bad sectors and
needs to be replaced. Therefore, make certain that

o The backups are being performed correctly
o You are able to restore from the backups

If you have network backups:
o Know when the backups are performed.
o Know how long backups are kept (if network backup).

o Confirm that backups are successfully occurring.

We recommend setting up a regular schedule for backing up the AIRS. Possibilities
include:

Network backups

AIRS Backup Utility creates zipped backups of AIRS.
Manually zip up AIRS directory using PKZIP, WinZip, etc.
Copy the AIRS directory to some other media (CD, DVD, Zip)

O O O O
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| Preventive Maintenance & System Optimization

Keep you computer’s hard drive clean, optimized, and virus free. Here are some suggestions.

¢ |Install a Virus Protection program on your computer system. This should be scheduled to
run daily or, (at the very least), once a week. Common anti-virus programs include
Norton, McAfee VirusScan, etc.

e Run SCANDISK and/or DISK CLEANUP once every few months.

o SCANDISK is a powerful utility that identifies and flags the bad sectors of the hard
drive. Future writing to the hard drive will avoid these marked areas. It will also
find lost file clusters.

o DISK CLEANUP will remove temporary files that are not needed from your
computer’s hard drive. (Start - Programs - Accessories - System Tools — Disk
Cleanup)

¢ Delete files in your TEMP directory once a month to keep the hard drive clean.

o If you are not running the DISK CLEANUP, you can manually delete temporary
files. In WINDOWS, temp (temporary) files are normally found in a designated
directory such as C\WINDOWS\TEMP or C:\WINNT\TEMP and your personal
local Documents and Settings folder. To manually empty the local TEMP folder,
follow the instructions below.

« Right click on Start — Explore.
« Locate the Temp directory in C:\WINDOWS (or C:\WINNT).
« In the C:\WINDOWS\TEMP directory, delete all files (leave folders).

o NOTE: Should you delete something needed by mistake, the file(s) can be
restored to their original location from the Recycle Bin.

o At some point, you need to empty the Recycle Bin to reclaim hard disk space.

¢ Run Disk Defragmenter once every few months to optimize the system’s response
resulting in faster processing and less chances of crashes, corruption, etc.

o DEFRAG combats fragmentation of programs and data files by consolidating “like”
files on the hard drive. The result in that files are more “contiguous” (found next to
each other) while the free space sections become larger.

(Go to Start - Programs - Accessories - System Tools - Disk Defragmenter)
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Troubleshooting Problems

| Problems and Error Messages |

Although many problems can be fixed, problems with Windows and Memory Conflicts can arise
at any time. Therefore, it is best to run the AIRS with little or no other programs in use.

| Problem: User is Unable To Log In

A) The person is entering an incorrect Login or Password.

problem x|

Incorrect Login Mame or Password.
2 attempkis) remain.

B) The login/password combination is already accessing the system either by another user, the
same user, or when the user encountered an error and was booted out of the system.

Problem i x|

This system does not allow a user ko be logged in more then once,
Indications are that you have another session open,

Contack your System Administrator For more information.

If the user encountered an error and was booted out of system, the following steps must be
taken.

1. The System Administrator must log in and go to the “Display History of System
Logins” screen under the System Menu | System Options & Security Setup | Login

History.

The user who is unable to log in will be showing an “Active Connection”.

Highlight their name and click on “Clear Connection”.

The user will then be able to login and access the database.

B own
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| Common AIRS/Visual FoxPro Error Messages |

Although many exist, here is one of the most common error messages:
| Error: Not A Table/DBF |

The table’s indexes (pointers) are either “out of sync” or the table has been corrupted.

Solution: Run REINDEX (Do Not Pack). Be sure to write down the Table Name and Error if the
REINDEX process stops. Call Defran Systems so that we can help you fix the problem table(s).

SUMMARY OF KEY SYSTEM ADMINISTRATION POINTS

e Create a Shortcut Icon for AIRS (URS.EXE) on the Windows Desktop.

e (Create a Shortcut Icon for the Utilities (AIRSUTILITIES.EXE) on the Windows Desktop
for Standalone PCs and AIRS networked System Administrator’'s PCs.

e (Obtain the proper AIRS Program Setups from the AIDS Institute.

e Update the Security Schemes to allow users access to the new/updated entry screen and
reports. Print them out, if needed.

e Print out the AIRS Encounters & Services Listing to see how the Service Categories,
Encounter, and Services have changed.

e Print out the PEMS Planning Data Reportto see the Contract, Model, Intervention,
Service Categories, Encounters, and Services available for data entry into Al Programs.

e For security, change the Password for the ADMIN Login.

e Assign a Backup (or second) System Administrator.

e Set an Inactivity Timeout for the AIRS system.

e Assign a set number of days for all users to be prompted to change their passwords.

e Have users log into the AIRS with their own Login and Password.

e Regularly run the REINDEX utility. Always run after PC or network (hard or soft) crash or
freeze. When REINDEX provides an error message, contact Defran Systems.

e Backup the AIRS on a regular schedule.

e Virus check and Optimize the computer’s hard drive on a regular basis.
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e After running the Al extract, exit the extract screen, go back in and run the MHRA extract.

APPENDIX 1

| Agency Set up Forms (Included): |

e AIRS: Site Information Form (see page 49)

e AIRS: Staff Entry Setup Form (see page 50)

| Client Data Entry Forms |

e (Client and Service-related forms are available in zip files which can be downloaded in
PDF and Microsoft Word formats from the Downloads section of Defran’s on-line Support
Tracker database.

o Login via http://support.defran.com.

o Contact AIRS Support (airs@defran.com) for your Login and Password (if you
do not already have them)

e Download individual forms from www.AIRSNY.org.

e The Microsoft Word forms may be modified as needed.
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AIRS: SITE INFORMATION FORM

Site 1:
Name:

Address:

CDC Setting Type:

City: State:

Contact:

Title:

Phone:

Fax:

Zip:

If Counseling & Testing Site, Facility ID#:

Site 2:
Name:

Site ID#:

Address:

CDC Setting Type:

City: State:

Contact:

Title:

Phone:

Fax:

Zip:

If Counseling & Testing Site, Facility ID#:

Site 3:
Name:

Site ID#:

Address:

CDC Setting Type:

City: State:

Contact:

Title:

Phone:

Fax:

Zip:

If Counseling & Testing Site, Facility ID#:

Site ID#:

CDC Setting Type:
01: CBO

02: Community Setting
03: Clinic/Health Care

06: Drug Treatment

Facility

07: Correction/Detention
08: School/Educational

Facility
04: HIV C/T Site 99: Other
05: STD Clinic
Page 54
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AIRS: Staff Entry Setup Form

System

TN
¥ Netsmart

Netmart Technologies. - 5 East 16" Street, New York, NY 10003 - Tel: 212.727.8342 - Fax: 212.727.8639 -

AIRS Job Program Volunteer | System Access? | Administrator
Name Site Title (Optional) Supervisor Or Paid Login/Password | Access? Y/N
1
2
3
4
5
6
7
8
9
1
0
1
1
1
2
1
3
Page 55




Note: Remember to enter the staff hierarchy from the top down. Start with Executive Director, Program Directors, and Managers,
etc.

Page 56

TN
¥ Netsmart

Netsmart Technologies,. - One Penn Plaza, Suite 1700, New York, NY 10019 - Tel: 212.727.8342 - Fax: 212.727.8639 -



AIRS SYSTEM ADMINISTRATION GUIDE

AIRS (AIDS Institute Reporting System)

General Email: AIRSSUPPORT@DEFRAN>COM

Telephone: 1-212-727-8342 X 3

Internet Support System: http://airs.freshdesk.com for login

(Must first request a User Id and Password by emailing AIRSSUPPORT@DEFRAN.COM

AIDS Institute Reporting System (AIRS) website: www.airsny.orq
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APPENDIX 2- Quick References

Entering New Staff into AIRS

Agency Module
Agency Setup -> Agency options->Staff Information

m Agency Setup

B-Agency Options:

- dugency lnformation
- Program [nformation
- Sike Infarmation
W S taff |nformation
- Referral Library
- Group Setups

- Counzeling And Testing Setup
- RDA:

- MAl:
E- Contract & Grant:

m
I.!JI.IJ

Click Add
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Complete Bolded Fields on General Tab, Last Name, First Name, Worker Type.

9k Add %, Edit ¢ Flemove. .. Save Cancel EHPrint... €)1 Helg
fwforker ID Hame « Job Title -
FruadintsS Aceto, Hon Swystem Administrator =
FrodisH BALDINO, FETER Sypzstem Adminiztrator

Fradi) DEWIL, TASMMAMIAN Physician

FrafiutE EARP, wWraTT td anager

General ] Access ] Access to Services in Programs ] FRemarks ]

Licensing Information

Personal Information
Medicaid Licensed

Last Hame  oceto
First Hame | Fon
tiddle Initial

Diate of Btk |

Gender

Licensze Date )

Provider Type

Identihiers
Tax D or S5H - -

Hace / Ethhiciby
. C&T Counselor [0
FPrimary L anguags
Gecond Landusde Planning File “w/orker ID
Degres
Employment
Start D ate i

End Date I

Worker Type wolunteer Paid
Peer

Syztemn Generated wWorker ID | Funns

Team

Navigate to Access Tab
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|"w"orker 1D MHame & Job Title -
Frodind S Aceto, Hon System Administrator E
FrafitutH BalLDIMO. PETER Systerm Administrator
Fradidss| DEWIL, TASRAMLAMN Physician
Pt E E&RP. WY AaTT bl anager

Accesz to Services in Programs ] Remarks ]

General

This skaff person can access the swskem.
iZan act as a Syskem administrakor

Login Mame  rir

Pazsword |+
Force user ko change password on next login
Wworker's Access Profile
User can MOT see client address information in information panel.

Agency | Fwass AIRS Test System From URS Conw

Site |FwanE |SITE 1

Aoccess for thiz user can be limited to only clients at this site.
Otherwize, the uzer will have access to all clients regardless of the site.

Limik access to only clients ak this sike.

Brogram
Buocesz for thiz uzer can be limited to only clients enrolled into this program.
Otherwize. the uzer will have acceszz to all clients regardlesz of the program enrollment.

Limit access ko only clients of selected program
Job Title | 05 | System adminisktrator

Self Supervigor | Fwans | ACETO, ROM

Does user need a login to AIRS?- If yes-
Check The staff person can access the system.

Does user need access to AIRS Utilities?- If yes
Check Can act as System Administrator

Enter Login Name and Password

Enter Worker's Access Profile:

Agency, Site, Job Title, and, Supervisor.
Click Save
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