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Welcome to ARIES 

This interactive guide will assist you with the creation and maintenance of data pertaining to 
clients and agencies within the AIDS Regional Information and Evaluation System (ARIES). 
To begin, continue to Introduction to ARIES. 

  

  

  

Help Release R18 

   
Copyright 2013 ARIES Collaborators. All rights reserved. 
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About ARIES Client Care 

This is Help Release R18 for the ARIES Client Care product. 
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Section 1 

1 Introduction to ARIES 

ARIES (AIDS Regional Information and Evaluation System) is a custom, Web-based, 
centralized HIV/AIDS client management system. The project grew out of a combined effort 
by the State of Texas, the County of San Diego, the County of San Bernardino, and the 
State of California. ARIES provides a single point of entry for clients and supports 
coordination of client services among providers. It meets both Health Resources and 

Services Administration (HRSA) and state care and treatment reporting requirements and 
provides comprehensive data for program monitoring and scientific evaluations. 

Working with providers to organize, plan, manage, and report on available services furthers 
the goal of helping clients who suffer with AIDS. Through high-quality automated service 
tracking and reporting, ARIES centralizes client data, service details, and agency and staff 
information, giving agencies a more complete picture of a client's care plan and the services 

available. 

Maximizing the quality of client services in this way results in better care. In addition, the 
use of ARIES by many agencies leads to the simplification of service referrals: With the 
client's permission, agencies can share an individual client's records. 

ARIES administrators can customize the Web application for the individual agency by 

designing new reports and creating custom data fields. 

Typical uses of ARIES available to agencies include: 

 Intake - Enroll new clients and enter their records. 

 Case Management - Complete assessments, create care plans, enter case notes, 
make referrals, associate clients with services. 

 Service Providers, Clinicians - Access schedules, enter client notes, approve 
treatment plans. 

 Agency Management - Generate reports to track costs, services, reimbursements, 
and grant writing. 

 Research - Evaluate programs, analyze aggregate reporting and data while 

maintaining client confidentiality. 

The next few Help sections describe ARIES clients, staff, agencies and Tips and Tricks. 

  

1.1 Clients 

Clients are individuals who receive services from your agency. These services can include 
items such as medical care, housing, counseling, and meals. Clients may be HIV; they may 
also be related to, or affected by, persons with HIV (family members, dependents, and 
roommates) who may be eligible for services like housing assistance and transportation. 

Once a client is entered into ARIES, and you have the proper permissions, you can perform 
a variety of actions such as assigning services to that client and entering client case notes. 
From the client screens, you can search for clients, create new client records (which contain 
the client's contact information and medical history), enter services for clients, and create 
client reports. 
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1.2 Staff 

All services are administered by staff, which includes clinicians, receptionists, volunteers, 

administrators, and case managers. 

Every staff person at your agency, full-time, part-time, or volunteer, should be added to 
ARIES, even if they don't directly use ARIES.  Their inclusion in the system is important as it 
allows for more complete tracking of items such as staff information and their clients. 

The staff screens allow you to search for staff at your agency, view their contact 
information, and edit their preferences and permissions. 

 

1.3 Agencies 

Agencies are organizations that administer services. All staff members and clients are 
associated with an agency. Clients registered with multiple agencies can agree to share 
their data between agencies, which can help facilitate services provided to clients. 

Agencies that manage other agencies are known as administrative agencies, and are 
allowed to report on the administered agency's client and service data. Staff in 
administrative agencies can also create new agency records. 

The agency screens in ARIES allow you to search for agencies, view agency addresses, 
manage agency contracts, and produce RSR/RDR/CADR reports. In addition, agency utilities 
are available for duplicate data merges, custom data creation, reallocation of service 
funding, and other actions. 

A search for agencies by the services they provide is helpful when you need to find referrals 
for services such as housing, food banks, or transportation. 

 

1.4 Tips and Tricks 

Each section of this manual contains step-by-step examples for performing common tasks in 
the application, along with descriptions of the screens and their functions. 

The present topic is designed to supplement the Help topics for individual ARIES Client 

screens. Here, you'll find tips and tricks for using the features of ARIES Client more 
effectively. 

Other helpful topics on using ARIES: 

 Menus 

 Keyboard Shortcuts 

 Logging into ARIES 

 Printing 

 Copying and Pasting into Word 

 Importing into Word 

 ARIES Buttons 

 Tips for collecting CD4 and Viral Load counts 
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ARIES Menu Bar 

When referring to the selection of menu items from the ARIES menu bar, this manual uses 
terms like "Choose the Find > Client menu item." To perform the action in this example, 

do the following: 

1. Move the cursor to the Find menu option. When your cursor rolls over "Find," a menu 
drops down, presenting all the available choices. 

2. Move your cursor down to the "Client" option and click your mouse to select the 
item. 

  

Entering Data in ARIES Fields 

The ARIES field types provide several input options for the forms on a screen. Here are tips 
for successful data entry. 

Field Types 

Subject Tip 

Dropdown list A single-line form item with a gray box on the right of it. Clicking the 
box opens up a list of possible choices. Moving your cursor through 
the list and clicking an item selects that choice. 

You may use the scroll wheel to move through the options in a 
dropdown list. 

Date field In ARIES, a date field can be completed by entering text or by using 
a calendar popup. If you enter text, you must include forward 
slashes (/) in the text fields. Example: 10/25/2010. 

Service End 
Dates fields 

If you enter a certain number of days and click Save, ARIES will 
enter one service for each day within the date range. Example: If the 
date range is five days, five service records will be entered. Services 
must occur on consecutive days; i.e., services cannot skip days. This 
feature assists with batch service data entry. 

Money field When entering money fields, do not enter the dollar sign. ARIES will 
supply them after your input. 

Text field A text field is an input box that accepts a single line of text. Click 
within the box and enter text as appropriate. 

 When entering a phone number or Social Security Number, 
include hyphens. Example: 555-55-5555. 

 After a phone number, you may enter an optional extension of 
up to 5 digits. Do not type "extension" or "ext." before the 
extension number. Example: 925-555-1212 12345. 

Text box An input box that accepts multiple lines of text. Click within the box 
and enter text as appropriate. 

Radio buttons Two or more small circles used to select a single choice between 
multiple options. Clicking one radio button selects that choice; 
clicking another selects the new choice instead. 
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Subject Tip 

Checkbox A square box used to select an option. Clicking a checkbox creates a 
checkmark inside it; clicking it again deselects the checkbox. 

Scroll box A list of text options. Clicking an item selects it. To select multiple 
items, hold down the control (Ctrl) key on your keyboard while 
clicking all the choices you wish to include. 

Buttons The ARIES applications provide a range of buttons to execute certain 
actions and to navigate among screens. As a reference for users, the 
Help section titled ARIES Buttons lists the most important buttons in 
ARIES Client, with examples of screens where they appear, and 
summarizes their actions. 

  

Other ARIES Features 

Subject Tip 

Search Filters Most ARIES search screens present you with several filter options. 
For example, in a client search, your filters include first and last 
names, middle initial and date of birth. Keep in mind that the more 
filters you add, the narrower your search results. Conversely, if you 
leave all filter fields empty, ARIES will return all records that pertain 
to the search. 

Red Asterisks for 
Required Fields 

On many ARIES screens, fields marked with a red asterisk (*) are 
required fields, i.e., a value for the field must be entered before you 
can save the form. An error message appears if you try to save the 
form without making an entry in a required field. Owing to HRSA 
requirements, a field marked with a red asterisk is required at every 
ARIES installation. 

Text Popups Certain key terms in ARIES Client Help are linked to text boxes to 
provide brief definitions. You can click on the link to show the text 
box. Clicking the link again closes the text box. Example: On several 
Help pages, the first instance of "URN" (Unique Record Number) is 
linked to a text box with definition. 

If you click "New" 
Accidentally 

To delete a new record you've entered by accident, click Cancel. If 
you click Save, you will save the new record and you may need 
your ARIES support source to delete it. 

Logging in with 
more than one 

browser 

Log into ARIES using only one browser at a time; otherwise the first 
browser you used will log out. 

Using the 
Deactivate Button 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 
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1.5 Security and Access 

ARIES employs multiple layers of security measures to protect client data, including three-
tier hardware, multiple firewalls and system intrusion-detection tools. Each user has a 
unique login and password to access ARIES. In addition, each computer must have a 
separate digital security certificate installed on it for every user who accesses the system. 

The ARIES web servers and databases are also protected by firewalls to prevent 
unauthorized access. 

If a hacker should break through all three firewalls to get at stored data, they would not be 
able to read client data, because it is encrypted. In ARIES, encryption is also used to secure 
communication over the Internet; secure files used by SQL Server; secure ARIES client IDs 
and user passwords; secure database connection strings; secure client identifiers in the 

database. 

Administrators can customize individual users' permissions for access to each sector of 
ARIES. This allows all members of staff to use ARIES while controlling access to the system 
and preserving client trust. 

Depending on your permissions, you may not see all the functions referenced in this manual 
and the ARIES forms may have fields that are grayed out and inaccessible to you. To have 

your permissions changed, contact your supervisor or ARIES support provider. 

 

1.6 ARIES Buttons 

The ARIES applications provide a range of buttons to execute certain actions and to 

navigate among screens. As a reference for users, the table below lists the most important 
buttons in ARIES Client, with examples of screens where they appear, and summarizes their 
actions. Those actions are also detailed on Help pages for the applicable screens. 

Note: Your level of permissions determines whether you can see a given button. 

  

Button Description 

 

This button is used to add a subservice to a secondary 
service for an agency. You will see it on the read-only 
Agency Subservices Edit screen. 

 

This button is used to leave a screen without saving 
your changes. For example, you will see this button on 
all Edit screens. 

An alternative use for the Cancel button is as follows: If 
the ARIES menu bar does not appear in a screen, you 
must click either the Save or the Cancel button to 

proceed, Cancel's function being somewhat similar to 
that of a back button. 
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This button is used to access the Staff Change Password 
screen. You will see this button on the Staff Detail 
screen. 

 

This button is used to change the program enrollment 
status of a client. You will see this button on the read-
only tabs for many programs. 

 

This symbol appears at the top of many screens to 
indicate an important message regarding the client. 
Hovering your mouse over this button reveals the 
message about the client. 

 

This button is a time-saving device for copying details of 
an old contract into a new contract, which can then be 
edited. You will see this button on the Contracts Edit 
screen. 

 

This button is used to create a new client record and 
start the intake process, once a search has revealed that 
no client record currently exists for the individual. This 

button appears on the Client URN Search screen when 
you tab through each field and all of the information 
entered is correct. 

 

This button appears after creation of a new agency. It is 
used to display the Staff Edit screen to assign an 
administrator for the new agency. You will see this 
button on the Agency Info tab if no administrator has 
been created. 

 

This button appears when there are no matches for a 
search on the Client Search screen. It is an alternative 
to broadening the original search. You may click the 
Create New Client button to begin the intake process. 

Note: The Create New Client button is not visible to 
users in Admin Agencies or Partner agencies. 

 

This button is used to deactivate a specific client record. 
It does not deactivate the client in ARIES. For example, 
you will see this button on Eligibility Document Edit 
screen and the Barriers to Care Assessment screen. 

Note: The use of Deactivate has a significant impact 
on the system. It should be used only by those with 
ARIES expertise, and prior consultation with the system 
administrator is highly recommended. 
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This button is used to set the number of search results 
displayed on an ARIES screen. For example, you will see 
this button, along with a window to type the number of 

records to be displayed, on the Agency Search Results 
screen and the Staff Search Results screen. 

 

This button is used to access the Change Display Order 
screen, where you may set the display order on a 
reports menu. For example, you will see this button on 

the bottom of the Client Reports and Management 
Reports menus. 

 

This button is used to save data and return to the 
previous tab. For example, you will see this button on 
the Agency Site screen and the Contracts Edit screen. 

 

This button is used to open or save a download file. You 
will see this button on the Export Report Results screen. 

 

This button is used to access a page where you can edit 
or update a client's records. You will see this button on 

many Edit screens and on read-only screens displaying 
previously entered records. 

 

This button is used to access the Staff Permissions Edit 
screen. You will see this button on the Staff Detail 
screen. 

 

This button is used to edit the relationship between a 
related/affected individual and the client. You will see 
this button on the Living Situation tab. 

 

This button is used to edit services under a contract. 
You will see this button on the Contract Edits screen. 

 

This button is used to enroll a new client in a program. 
For example, you will see this button on the read-only 
CARE/HIPP and HOPWA screens if the client is not 
already enrolled. For clients enrolled in a given program, 
a Change Status button generally displays instead. 

 

This button initiates a search for client records, using 
the selected match rules, in the Duplicate Merge 
function. Any records previously marked as ignored are 
not displayed. You will see this button on the Duplicate 
Merge Match Rules screen. 

 

This button is used to export your data to a file for 
import into another application. For example, you will 
see this button on Report Results screens and the 
Medical History Flowsheet Setup screen. 
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This button is used to create a new Medical History 
Flowsheet. You will see this button on the read-only 
Medical History tab. 

 

This button is used to hide a report from view. For 
example, you will see this button on the Reports Display 
Order screens for Client Reports and Management 
Reports. 

 

This button is used to ignore a record match in Duplicate 
Merge so that it will not be displayed in the future when 
you click the Exclude Previous Ignores button. You 
will see this button on the Duplicate Merge Client 
Records Match screen. 

 

This button is used to initiate a search for client records 
and displays all record matches, including records 
previously marked as Ignored. You will see this button 
on the Duplicate Merge Match Rules screen. 

 

This button is used to merge two client records. You will 

see this button on the Duplicate Merge Client Records 
Match screen. 

 

This button appears when there are too many rows of 
data on a read-only page to fit onto a single screen. You 
can click the button to display additional rows. 

For example, the More button appears on the read-only 
Services screen for a client for whom more than one 
screenful of services is recorded. 

 

This button is used to add new records of several kinds 
from read-only or Edit screens. For example, you will 
see this button on the read-only Living Situation screen 
and the Living Situation Edit screen when they display 
previously entered records. 

 

This button is used to create a new agency. For 
example, you will see this button on the Agency Search 
screen when a search has yielded no results. 

 

This button is used to search again using new criteria. 
For example, you will see this button on the Agency 
Search Results screen and the Staff Search Results 
screen. 

 

This button is used to create a new staff member. You 
will see this button on the Staff Search Results screen 
when a search has yielded no results. 
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This button is used to proceed to the next screen in a 
workflow. For example, you will see this button on the 
Duplicate Merge screen and the Funding Sources Edit 

screen. 

 

This button is used to confirm an action when you are 
prompted to do so. For example, when you click the 
Cancel button to discard screen entries, the OK button 
is displayed on a confirmation prompt. 

 

This button appears when two users from the same 
agency are trying to edit data for the same record. It 
allows the second user to override the lock and edit data 
on the same record at the same time. 

Caution! Since changes can be lost when two users are 

editing at the same time, it is best to wait until the other 
user has finished editing. 

 

This button is used to discard your percentage increase 
and return to the previous page on the Service 
Allocation by Contract: Allocate screen. 

 

This button is used to see the details of the QM Client 
Follow-Up Report. For example, you will see this button 
on the Summary Report HAB QM Indicator screen. 

 

This button is used to discard your percentage entries 

and return to the previous screen to reallocate your 
percentages. For example, you will see this button on 
the Service Allocation by Contract: Finalize screen. 

 

This is an optional button. It is used to complete the 
HOPWA rent worksheet at the time of data entry. For 
example, you will see this button on the HOPWA 
Housing and Income Assessment Part 3 screen. 

 

This button is used to access the Report Results screen. 
For example, you will see this button on the Needs 
Assessment screen and the Crosstab Wizard screen. 

 

This button is used to save your input and return to the 
previous screen. For example, you will see this button 
on the Eligibility Documents screen and the Staff 
Assignment Edit Screen. 

An alternative use for the Save button is as follows: If 
the ARIES menu bar does not appear in a screen, you 
must click either the Save or the Cancel button to 
proceed. 
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This button is used to save your input and create 
another data line item, which is useful when you are 
entering large amounts of service data. For example, 

you will see this button on the Service Edit screen. 

 

This button is used to save your input and return to the 
previous screen. For example, you will see this button 
on the Risk Factors Edit screen, the Contact Information 
Edit screen and the Staff Edit screen. 

 

This button is used to assign and save services to 
contracts and prevent further editing. Use of this button 
is final and non-reversible. For example, you will see 
this button on the Service Allocation by Contract: 
Finalize screen. 

 

This button is used to save your input and advance to 
the next screen. For example, you will see this button 
on the Risk Factors Edit screen, the Agency Specifics 
screen and the Staff Edit screen. 

 

This button is used to enter test results for a client 
service. For example, you will see this button on the 
TMP Edit screen. 

 

This button is used to search for a specific client or staff 
member in your agency. For example, you will see this 
button on the Staff Search screen and the Client Search 
screen. 

 

This button is used to unhide a report so that is that it is 
available to view. For example, you will see this button 
on the Reports Display Order screen. 

 

This button is used to finalize data. For example, on the 
Case Notes Edit screen, use this button to finalize the 
data and make it available to other agencies for Share 
clients. On the Contract Allocation and YTD Expenditure 
screen, use this button to save the report and make it 
no longer editable. 

 

This button is used to display your results in a screen 
formatted for printing without the ARIES toolbar. For 
example, you will see this button on the Case Notes 
screen. 

  

1.7 The ARIES Applications 

ARIES has four separate applications that work in conjunction with one another. 

 ARIES Client, commonly referred to as ARIES, is the main application where staff 
persons enter, search, edit, and generate reports from records. The other three 
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support applications allow Administrators to customize and perform maintenance on 
ARIES. 

 ARIES Report Export allows Administrators to define custom reports, and to export 

ARIES data in a variety of formats (including XML) for inclusion in other applications. 

 ARIES Import is used by Administrators to bring data into ARIES from other 
sources. ARIES Import accepts XML files, checks them for validity, and then inserts 
or updates the database with the data. 

 ARIES Administration - is the application that Administrators use to monitor and 

control ARIES activity, as well as customize ARIES edit screens. Administrators can 
oversee users and groups, design reports, customize data entry, troubleshoot 
problems, and perform maintenance. 

  

1.8 Getting Started 

Your ARIES administrator will typically configure ARIES for you on your computer. To run 
ARIES, the minimum client system requirements are: 

 Internet Explorer 7.0 or above; JavaScript and cookies must be enabled. 

Note: If you attempt to log on from Internet Explorer 6.0, you will receive the 
message "ARIES requires Internet Explorer version 7 or later. Your browser is 

Internet Explorer version 6, which is not supported." 

 Windows XP or above. 

 Pentium processor. 

 256 MB RAM. 

 1.5 GB available space on hard disk. 

 Access to the Internet via T1, DSL, cable modem, or satellite connection that allows 
secure sockets layer (SSL) communication. 

Note: Access with a 56 kb modem will provide a less satisfying user experience. 

You will be given a login and password by an ARIES administrator. If you choose your own 

password, it must be 6-32 characters long. It must include: 

 At least one upper case character. 

 At least one lower case character. 

 At least one number. 

 At least one special character (except for the $, %, ^, and *). 
 
As a security measure, passwords typically have a lifespan of six months. After six 
months, ARIES will prompt you to change your password. 

You must also have a security certificate installed on your computer. A certificate is a small 
file that allows you to connect securely to ARIES using the SSL (Secured Sockets Layer) 
protocol. The security certificate is installed by an ARIES administrator. 

Note: To successfully log in to ARIES, you must have JavaScript, cookies and popups 
enabled. Otherwise you will receive error messages upon ARIES login. 

 

1.9 Browser Settings 
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This section presents steps for configuration of your browser to run ARIES. ARIES uses 
cookies to maintain your login session. ARIES also uses JavaScript (Active Scripting) to add 
functionality to forms and buttons. 

To adjust your Internet Explorer settings: 

 Select Tools > Internet Options. When the dialogue box appears, select the 
Security tab, and then click the Custom Level button. 

 

  

 The "Security Settings - Internet Zone" dialogue appears. Scroll down the Settings 
list until you reach Scripting. 
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 Under Active scripting, make sure the Enabled radio button is selected. 

 Click OK. 

 Click on the Privacy tab of the Internet Options dialogue to check your cookie 

settings. 

 On the Privacy tab, click the Advanced button and then click the "Override 
automatic cookie handling" checkbox. 

 

  

 Set your browser to accept first-party and third-party cookies by selecting the 
Accept radio buttons. 
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 Click OK. 

Make sure your computer has the proper digital security certificate installed. Digital 
certificates are used as an extra layer of security to prevent access by unauthorized 

computers, and to encrypt data to and from the web server. 

Note: If you have access to ARIES from multiple computers, each computer must have 
a separate security certificate installed on it by an ARIES Administrator. 

 

1.10 Logging into ARIES 

After you are set up as an ARIES user, you will be given a URL link that allows you to 
connect to ARIES. Adding this link to Favorites in Internet Explorer will give you easy access 
to the URL for future logins. 

Reminder: To successfully log in to ARIES, you must be running Internet Explorer 7.0 or 
higher; and you must have JavaScript, cookies and popups enabled. Otherwise you will 
receive error messages upon ARIES login. 

Important: 

If you are logged into ARIES in one browser window and you attempt to log into ARIES 
again in a second browser window, you will receive the message "You are already logged 
in. If you continue your existing session will be logged out." 

If you continue to log into ARIES in the second window, the first window will no longer 
function. The same message will appear if you close an ARIES browser window without 
logging out first, and then attempt to log back into ARIES. To prevent this message from 
displaying, never try to open more than one ARIES browser window at a time, and always 
log out of ARIES before closing the browser window. 

When you browse to the ARIES URL link, you will be prompted to select your digital 
certificate for ARIES. After you select your digital certificate, the ARIES Login screen 
appears. 

  

 

 Enter your login ID. Your login ID is not case-sensitive. 

 Enter your secure password. Your password is case-sensitive. 

 Select the radio button for ARIESClient. 

 Click the Login button. 

 Your default Home Page with Menu Bar displays. 

Note: If your computer does not have a security certificate installed, or you 
experience any kind of problem logging in, contact your supervisor or ARIES support 
provider. 
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To Change Your Default Home Page: 

From the Staff Edit screen: 

 Click on the Home Page dropdown. 

 Use the Home Page dropdown to select your new default home page screen from the 
list by clicking on the new default. 

 Click Save to save your new default Home Page screen. 

  

1.11 Menus 

The ARIES menu bar, which appears on the top of many screens, is used to navigate to 
different screens in ARIES. The menu bar is not visible if you are filling out a form that must 
be saved or cancelled before you proceed. If the ARIES menu bar does not appear in a 
screen, you must click either the Save or the Cancel button to proceed. 

 

ARIES Menu Bar Buttons 

The Back button on the left of the menu bar allows you to navigate to ARIES screens you 
have previously visited. Use this button instead of your browser's back button, as your 
browser's back button is not supported in ARIES applications. The Internet Explorer history 
feature often causes edit locks if you are editing a form and you use the browser's back 
button without saving or canceling. 

The Home button takes you to your selected home page. You can set your home page in 
the Staff Edit screen. 

  

ARIES Menus 

The Find menu, depending on your selection, brings up a search page for Client, Staff, or 
Agency. 

 

The New option allows you to create new Client, Staff, Service Line Item, and Document 
records in ARIES. 

 

The Reports menu provides shortcuts to the reports pertaining to clients, services, finance, 
management, and compliance, as well as the option to jump to the Cross Tab Wizard for 
producing simple ad hoc reports. 



ARIES R18 Client Help Manual 

20 

 

The Shortcuts menu offers the ability to jump immediately to the Service Line Item screen 
of ARIES, or to the My Profile section. 

 

The Help menu provides access to the help system and to a help page that summarizes 
ARIES history and displays the current version number of the applications. 

 

Selecting Logout will log you out of ARIES and take you back to the login screen. 

  

1.12 Keyboard Shortcuts 

Data entry staff may use ARIES to enter large amounts of service data. To speed up this 
work, ARIES provides keyboard shortcuts. 

Every Edit screen has a default button that is colored gold; pressing the Enter key on the 
computer's keyboard is equivalent to clicking the gold button. For example, in the Staff 
Detail screen, the Edit button is in gold; pressing the Enter key takes you to the Staff Edit 
screen. 

Every edit screen includes a Cancel button, which, when clicked, leaves the screen without 
saving any changes. The Esc key is a keyboard shortcut for the Cancel button. 

For repetitive data entry - for example, entering large amounts of Service data - some Edit 
screens display a button labeled Save + Another. Pressing this button saves all the current 
values and brings up a new screen pre-filled with the same values. At the bottom of the 

screen, the values are listed in a read-only table. Example: When entering service line items 
for a group therapy session of clients, click Save + Another after entering the data for the 
first client. An identical screen appears. Then enter the name of the next client in the group 
and click Save + Another until all the clients are entered. 

The table below lists the other keyboard shortcuts. 

Keyboard 
Shortcut 

Action 

Ctrl+Shift+D Auto-enter today's date stamp (format MM/DD/YYYY) in a text field. 
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Keyboard 
Shortcut 

Action 

Ctrl+Shift+S Go the Client Search screen from any ARIES Client screen. 

Ctrl+Shift+W Go to the Cross Tab Wizard screen from any ARIES Client screen. 

Ctrl+Shift+M 
Go to your own Staff Detail screen (This shortcut is equivalent to "My 

Profile" on the Shortcuts dropdown). 

Ctrl+Shift+H Go to the CARE/HIPP tab under Programs.* 

Ctrl+Shift+P Go to the MCWP tab under Programs.* 

Ctrl+Shift+R Go to the Client Reports menu. 

F1 
Open an online Help page for the ARIES application screen you're 
viewing. 

* Keyboard shortcuts marked with an asterisk are only available after a client has been 
found. 

  

Reminder: The Back button on the left of the ARIES menu bar allows you to navigate to 
ARIES screens you have previously visited. Use this button instead of your browser's back 
button, as your browser's back button is not supported in ARIES applications. If the ARIES 
menu bar does not appear in a screen, you must click either the Save or the Cancel button 

to proceed. 

Help Topics 

If you need to access Help, you can press the F1 function key to open up the help window. 
Because this function is context-sensitive, it will bring up help for the screen you are on. If 
you are using a pop-up window blocker with your browser, this function may not work 
correctly. In this case, you can either disable the pop-up blocker to view the help, or choose 
Help > Help Topics from the Menu bar. 

1.13 Client Tab Bar 

The Client screens, which contain information for the client such as contact information, 
medical history, and program information, are frequently used by case managers and intake 
personnel. A series of tabs on both the upper and lower bars helps to navigate through the 
Client screens by displaying a specific section when a tab is clicked. 
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Upper Tab Bar 

The upper tab bar contains all the client sections, e.g., Demographics, Eligibility, Programs, 
Medical, Medications, Risk & Assessments, Care Plan, Case Notes, and Services. Example: 
Clicking the Programs tab brings up a summary of the client's programs. 

Lower Tab Bar 

The lower tab bar contains a set of tabs for more detailed screens, allowing you to focus on 
specific programs within the section selected on the upper tab bar. Example: To update the 
client's Medicare Part D record, click on the Medicare Part  D subtab under Programs. 

To return to the initial Programs view for a client, click the Program Summary tab. 

Read-Only vs. Edit Screens 

Each subtab (tab in the lower bar) has a read-only screen and a corresponding edit screen. 
Read-only screens display information previously entered on an edit screen. Edit screens are 
where users add or edit client data. 

The Edit buttons on the read-only screens are only available to those with the appropriate 
permission levels. 

 

1.14 Printing 

Every screen in ARIES can be printed using the Internet Explorer print function.  For greater 
control over formatting and layout, you can also: 

 Save the screen in HTML 

 Import the screen into a word processor 

 Reformat the screen in the word processor 

 Print out the results 

For frequently printed screens such as reports, ARIES gives you the option to display the 
screen in a printer-friendly format by hiding the ARIES menu bar and possibly other 
information that is not necessary to the report in printed form (such as hyperlinks). When 
you have printed the page, use the browser's back button to restore the ARIES menu bar. 

You can print in ARIES using any of the following methods: 

 Using Internet Explorer 

 Copying and pasting into Word 

 Importing into Word 

See the following sections for details on printing in each of the above methods. 
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 Using Internet Explorer 

 Copying and pasting into Word 

 Importing into Word 

 

1.14.1 Using Internet Explorer 

Every screen in ARIES can be printed using your browser's print function. For wider screens 
and reports, it is best to print in landscape document orientation, where the printed page is 

horizontal. This ensures that no data is cut off on the right hand side of the page. 

To print in landscape using Internet Explorer: 

 From the Menu bar, select File > Page Setup. The Page Setup dialog box will be 
displayed. 

 In the Orientation section, select the Landscape radio button and then click OK. 
 

 
  

 From the Menu bar, select File > Print. The Page Setup dialog box will be displayed. 

 Select the printer you wish to print to and then click Print. 

 

1.14.2 Copying and Pasting into Word 

To quickly incorporate ARIES data into your documents and reports, you can copy and paste 
directly from your browser into Microsoft Word (version 2000 or higher). 
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 Use the cursor to highlight the text you wish to copy, as shown above. 

 From the Internet Explorer Menu bar, select Edit > Copy (or press CTRL+C). 

 Open or switch to your Microsoft Word document: From the Menu bar, select Edit > 
Paste (or press CTRL+V). 

 The text copied from ARIES appears in your Microsoft Word document, as shown 
below, retaining its formatting and table structure. You can then use Word to format 

the document. 

To print the document: 

 From the Menu bar, select File > Print. The Print dialog box will be displayed. 

 Select the printer you wish to print to and then click Print. 
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1.14.3 Importing into Word 

To save an entire web page and import it into Word: 

 From the Internet Explorer Menu bar, select File > Save As, and save the HTML 
page to your computer. 

 Open or switch to your Microsoft Word document: From the Menu bar, select Edit > 
Open, and select the saved HTML page. 

 The web page copied from ARIES appears in your Microsoft Word document.  You 

can then use Word to format the document. 

To print the document: 

 From the Menu bar, select File > Print. The Print dialog box will be displayed. 

 Select the printer you wish to print to and then click Print. 

 

1.15 Sessions and Timeouts 

If your ARIES session times out because of extended inactivity and you try to save data or 
navigate to another screen in ARIES, you will be prompted to log in again. After you enter 
the correct password, ARIES will return to the screen you were previously viewing. Timeouts 
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are a security feature to prevent unauthorized users from accessing ARIES if you step away 
from your computer. 

Contact your ARIES support provider if you have questions. 

 

1.16 Edit Locks 

When two users attempt to enter data for the same record, ARIES uses an edit lock to 
prevent data loss. The user who accessed the record first is able to save their data. 

Users from the Same Agency 

If the two users are both within the same agency, the second user is informed of the 
identity of the first user editing the record via the following warning: 

 

Overriding the Edit Lock 

By clicking the Override Lock button, the second user has the option of overriding the lock 
and editing the record only if the first user is from the same agency. 

Caution: If the lock is overridden and both users save their changes, then the edited data 
may be lost. It is recommended that the second user click the Cancel button and wait  to 
enter new data until the user currently editing the record has finished. 

Users from Different Agencies 

If the record is being edited by a user at another agency with whom a client has agreed to 
share their data, then the user who encounters the edit lock does not have the option of 
overriding a lock. Nor will they know the identity of the user currently editing the record. 

The second user is presented with the following warning: 
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Note: If you are editing a record and you exit the screen without clicking Save or 
Cancel (e.g., you use the browser Back button or close the browser window), the 
record will remain open and locked until your session expires after 8 hours or until 

you access the record again and save it. 

To prevent this, avoid using the browser's back button, which is not supported in ARIES 
applications. Instead, use the ARIES menu bar Back button; or, if you are editing a record, 
click the Cancel or Save button to exit the screen. 
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Section 2 

2 Clients 

Clients are individuals who receive services from your agency. These services may include 
items such as medical care, housing, counseling, and meals. Clients may be HIV; they may 
also be related to, or affected by persons with HIV (family members, dependents, or 
roommates) who may be eligible for services like housing assistance and transportation. 

Each client is recorded in ARIES by intake personnel as part of the client enrollment 

process. Client records contain information such as how to contact them, their demographic 
and medical information, and services provided to them. 

Uses of Client Information 

 Intake - Enroll new clients and enter their records. 

 Case Management - Complete assessments, create care plans, enter case notes, 

make referrals, associate clients with services. 

 Service Providers, Clinicians - Access schedules and enter client notes, approve 
treatment plans. 

 Agency Management - Generate reports to track costs, services, reimbursements, 
and grant writing. 

 Research - Evaluate programs, analyze aggregate reporting and data while 
maintaining client confidentiality. 

Sharing Client Data with Other Agencies 

If a client gives permission, their data may be shared with other agencies. This allows the 
client to access services at other agencies without going through the enrollment process 

again. Sharing data with other agencies gives the staff at each agency a better overall view 
of the client's case, thus providing the most appropriate services. 

Client data is available to be shared, but it is not actually shared until the client gives an 
agency the "keys" to unlock his/her data. The keys are: first name, middle initial, last 
name, date of birth, gender, and mother's maiden name. These variables are used to 
generate clients' Unique Record Numbers (URN). 

If a client goes from non-share to share, all of his/her data elements will be shared, with 
the exception of certain types of case notes. These non-shared case notes are: legal, 
substance abuse, mental health and incident reports. 

Entering Client Information 

Since many staff persons access client records, it is important that all information entered is 
correct. Incorrectly entered information not only affects reports, but may prevent clients 
from receiving the services they need. 

You can perform a variety of actions on the Client Screens, such as looking up a client, 
creating a new client and recording a service for a client. Click below for procedures on: 

 Looking Up a Client 

 Creating a New Client 

 Recording a Service for a Client 

 Running a Client Detail Report 
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The client screens also include: 

 Client Search 

 Client Search Result 

 Creating Clients 

 Demographics 

 Eligibility 

 Programs 

 Medical 

 Medications 

 Risks and Assessments 

 Care Plan 

 Case Notes 

 Services 

 Custom Data 

 

2.1 Looking Up a Client 

 From the ARIES menu bar at the top of the ARIES screen, select Find > Client. The 
Client Search screen is displayed. 
 

 

Search Filters 

You may search for any client registered at your agency. You can limit the search results by 
using one of the following filters: Name, agency client ID, Social Security number, date of 
birth, or by related/affected individuals. 

Most ARIES search screens present you with several filter options. For example, in a client 
search, your filters include first and last names, middle initial and date of birth. Keep in 
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mind that the more filters you add, the narrower your search results. Conversely, if you 
leave all filter fields empty, ARIES will return all records that pertain to the search. 

To Search by Client Name 

Last Name - Enter the client's last name. 

First Name - Enter the client's first name.  Do not use middle initial in the First Name field, 
e.g., "Mary J." 

Middle Initial - If available, enter the client's middle initial. 

If you are unsure of the spelling of a name, you can try using the wildcard "*" (asterisk). 
Example: If you enter "Mac*" in the last name field, the search will return all last names 
and all "Also Known As" names that begin with "Mac." 

Click the Search button. The results appear in the Client Search Results screen. 

If no clients match, then the Client Search screen redisplays, giving you an opportunity to 
broaden your search. 

If only one client matches your search criteria, ARIES takes you directly to that individual's 
Contact Information screen. If the record does not match the client you are searching for, 
the Client Search screen redisplays, giving you an opportunity to search again with more 
detailed information. 

If multiple matches are found, you are taken to the Client Search Result screen (displayed 

under the Client Search Results section below), which lists all clients who match your 
search. If none of the results match the client you're searching for, click New Search to 
search again with more detailed information. 

To Search by Agency Client ID 

Enter any of the client's identification numbers in the Agency Client ID text field. Agency 

client IDs are unique identifiers assigned by your agency or by specific programs. 

Click the Search button.  The results appear in the Client Search Results screen. 

If only one client matches your search criteria, ARIES takes you directly to that individual's 
Contact Information screen. If the record does not match the client you are searching for, 
the Client Search screen redisplays, giving you an opportunity to search again with more 
detailed information. 

If multiple matches are found, you are taken to the Client Search Result screen (displayed 
under the Client Search Results section below), which lists all clients who match your 
search. If none of the results match the client you're searching for, click New Search to 
search again with more detailed information. 

To Search by Social Security Number 

Enter the Social Security Number (SSN) using the format 123-45-6789. 

Click the Search button.  The results appear in the Client Search Results screen. 

If only one client matches your search criteria, ARIES takes you directly to that individual's 
Contact Information screen. 

If no clients match, then the Client Search screen redisplays, giving you an opportunity to 

broaden your search. 

To Search by Date of Birth 

Enter the Date of Birth using format MM/DD/YYYY.  Example: To specify a DOB of 
September 27, 1968, enter, "9/27/1968." 

Click the Search button.  The results appear in the Client Search Results screen. 
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If only one client matches your search criteria, ARIES takes you directly to that individual's 
Contact Information screen. If the record does not match the client you are searching for, 
the Client Search screen redisplays, giving you an opportunity to search again with more 

detailed information. 

If multiple matches are found, you are taken to the Client Search Result screen (displayed 
under the Client Search Results section below), which lists all clients who match your 
search. If none of the results match the client you're searching for, click New Search to 
search again with more detailed information. 

To Include Related/Affected Individuals 

Select the Search Related/Affected Individuals checkbox to broaden your search to include 
clients who are HIV negative as well as those with unknown HIV status. An affected client 
can be a family member or partner, but they must be linked to an infected client who is 
receiving services. 

Click the Search button.  The results appear in the Client Search Results screen. 

If only one client matches your search criteria, ARIES takes you directly to that individual's 
Contact Information screen. If the record does not match the client you are searching for, 
the Client Search screen redisplays, giving you an opportunity to search again with more 
detailed information. 

If multiple matches are found, you are taken to the Client Search Result screen (displayed 

under the Client Search Results section below), which lists all clients who match your 
search. If none of the results match the client you're searching for, click New Search to 
search again with more detailed information. 

To Specify Number of Results 

You can specify the number of results to return on your search; the more results you ask 
for, the longer the search takes. The default is set at 20, which will typically fill the results 

screen. 

To increase or decrease the number of results displayed in the search screen, place your 
cursor in the Display field and type a number. 

To Search Other Agencies 

If you are at an administrative agency, you may search for clients at all the agencies you 
administer. 

If you have trouble finding a client, try reducing your search criteria. You may search for 
any client registered at your agency. 

  

2.1. Client Search Result 

When you click the Search button on the Client Search screen, ARIES looks up all the 
clients who match all your criteria and then displays them on the Client Search Result 
screen (as shown in the following screenshot). If there is only a single result for your 
search, you will be taken to the Contact Information screen. 
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The search results are listed in a table, alphabetically ordered by client name. Also listed in 
columns are the client's agency ID number (if applicable), Social Security number, date of 
birth, gender, status, and agency contact. 

Clicking a client name takes you to that individual's Contact Information screen. 

If your search didn't find the client you were looking for, you can increase the number of 
results displayed by entering a new number in the text field to the right of the Display 
button in the Client Search Result screen, and then clicking the Display button. 

If you still can't find the client you are searching for, try a new search using fewer criteria 
(for example, try using the last name only) by clicking the New Search button. 

To create a new client, click the Create New Client button, which will initially take you to 
the Client Search screen. You will learn how to create clients in the following section. 

 

2.2 Creating a New Client 

When creating a new client,be careful not to enter duplicate client records. ARIES helps you 
avoid this by first asking you to search for the individual in the system before you create a 
new record for them. 

Notes: 

 ARIES blocks the addition of clients and contracts for Administrative Agencies and 
Super AA's. 

 The Create New Client button is not visible to users in Admin Agencies or Super 
AA's. New clients may not be created in these agencies. 

1.  

2. If there are no matches for your search, then the Client Search screen redisplays 
with a suggestion to broaden your search, as well as a Create New Client button at 
the bottom. If you searched using only the client's last name, and you are sure it is 
correct, then you know that the client has not visited your agency before. Click the 
Create New Client button to search the records of other agencies and create a new 
record if the client isn't found. 

Reminder: The Create New Client button is not visible to users in Admin Agencies or 
Super AA's. New clients may not be created by those agencies. 
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3. When you click Create New Client, a Client URN screen appears. This screen uses 
the components of a Unique Record Identifier (URN) to check whether the client is 
already registered in ARIES. 

 

In the Client URN screen, ARIES matches the client's personal details against existing 
records to prevent any duplicates. Enter the client's last name, first name, middle 

initial, mother's maiden name, and date of birth in the corresponding text fields. You 
must be precise with this information to prevent duplicate records, and avoid using 
nicknames. 

If the client has no middle name, leave the Middle Initial field blank. 
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For date of birth, use the format MM/DD/YYYY; for example, to specify a DOB of 
September 27, 1968, enter "9/27/1968." Use the dropdown list to choose the 
appropriate gender. In addition to male and female, a client may be transgender MTF 

(male-to-female) or transgender FTM (female-to-male). Gender may also be listed as 
"Other," "Unknown," or "Refused to Report." 

Note: Remember that when a large red asterisk appears to the left of a data field, or 
in the column name above it, the field is HRSA-required. Fields marked by a red 
asterisk are required to produce the RDR and CADR reports. Owing to HRSA 
requirements, a field marked with a red asterisk is required at every ARIES 

installation. In some cases you will not be able to save a screen unless you make 
entries in all fields with a red asterisk.   
 

 

ARIES clients can receive services from multiple agencies. If a particular client is new 
to your agency, but has received services from another agency, ARIES alerts you that 
a record for them already exists. If the client has agreed to share their data between 
agencies, your agency will share access to the client's record and you do not need to 
make a new client entry. 

If the client has a record at another agency but they have chosen not to share their 
information between agencies, ARIES alerts you. You should explain to the client that 
a record for them already exists in the system with another agency, and if they 
choose to, they can sign a release and a staff person with the proper permissions can 
share the client record with your agency. If the client chooses to keep separate (and 
therefore private) records at each agency, you must create a new record for them. 

When you click the Search button, ARIES checks all clients for a match. If the search 
yields a match, and the client has agreed to share their data, then you will be taken to 
the Client Contact Information screen. If no match is found, ARIES will prompt you to 
double check your information for accuracy; this is done to avoid multiple records for 
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a client. Press the Tab key through each text field and ensure that all the client's 
information has been entered properly and is correctly spelled. 

When you tab through each field and all the information is correct, the Search button 

becomes a Create button. Before you click this button, explain to the client that if 
they choose, their record can be shared with other agencies. This helps expedite the 
intake process at other agencies. Ask them to review and sign the release allowing 
their record to be shared. If they agree to share their data and sign the release, go 
ahead and select the "Client agrees to share data" checkbox.  

 

 

2.3 Services 

Agencies provide services for clients. Services can include medical consultations, meals, 
housing assistance, psychological counseling, transportation, medication, and even intakes. 
ARIES manages and tracks services to help automate budgeting, create reports, and 
provide quality care for clients. 

Each service must be entered as a separate service line item. This is done to track individual 
services for reporting purposes. Wherever possible, ARIES pre-fills text fields to make data 
entry quick and simple. 

Staff persons enter new service line items after a client's eligibility for services has been 
verified and the client has been entered into the ARIES system. Staff persons who enter 

service line items include intake personnel, case managers, support services providers, data 
entry personnel, and other personnel who have proper permissions. 

To access a client's Services screen: 

 Click the Services tab at the top right of the Client Details screen. The Services 
screen lists all the services a client has received in a table. 
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You can filter the view of services for a client by selecting a date or date range, the staff 
person who provided the services, the program under which services were provided, the 
primary and secondary service categories, and subservices if any. 

Note: A program will not display in the program dropdown list unless a contract exists for 
that program and the date range of the contract covers the service date you entered. 

 

Complete the fields as follows: 

 

Click this button to record a new service for the client on the Service 
Edit page. 

Date filters Enter the date you wish to filter by in the first text field using the 

format MM/DD/YYYY. E.g., for August 2, 2010, enter 8/2/2010. You 
can also click the calendar icon to use the pop-up calendar. 

 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-up 
calendar window closes automatically. 

To filter for records on a given day, select "On" from the dropdown 
list and enter a specific date, e.g. 8/2/2010, in the first text field. 
Leave the second text field empty. Select "Before" to sort through 
all entries before, but not including, that specific date. Enter the 
date, e.g. 8/2/2010, in the first text field and leave the second text 
field empty. This will retrieve records dated before midnight on 
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August 2, 2010. 

Select "After" to bring up all records dated after a specific date, 
including records dated that day. For example entering 8/2/2010 in 

the first text field clicking Search will display all the records dated 
August 2, 2010 and all the days following it. For this option, leave 
the second text field empty. 

To filter a range of dates, select "Between" from the dropdown list 
and enter in the beginning of date in the first text field and the 

ending date in the second text field. Your viewed results will include 
all records from 12:00 AM on the first date to 11:59 PM on the 
second date. For example, entering 8/2/2010 in the first text field 
and 8/7/2010 in the second text field and clicking Search will display 
all records on August 2, 2010 through August 7, 2010. 

Staff Use this dropdown list to filter the view of services by the staff 

person who provided them. If you make no selection, services by all 
staff members are displayed. 

Program Use this dropdown list to filter the view of services by program. 
When you select a program, the corresponding primary services 
populate the Primary dropdown list. 

If you make no selection, all services are displayed and the Primary 
dropdown list is not populated. 

Primary Use this dropdown list to filter the view of services by primary 
service. When you select a primary service, the corresponding 
primary services populate the Secondary dropdown list. 

If you make no selection, all primary services for the program 
selected (if any) are displayed and the Secondary dropdown list is 
not populated. 

Secondary The secondary service provided to the client. 

Subservice Agency-defined subservice provided to the client. 

Date The date the service was provided. 

Staff The staff person who provided the service. 

Category The type of service the client received, listed by program, primary 
service, secondary service and, if applicable, agency defined 
subservice. E.g., a dental exam may be listed as "Ryan White > Oral 
Health Care > Routine Treatment" where "Ryan White" is the 
program, "Oral Health Care" is the primary service, and "Routine 
Treatment" is the secondary service. 

UOS Units of service the client received under the associated category, 
and the cost of each unit of service. E.g., a day's worth of meals may 
be listed as "2 meals @ $7." 

Total The total cost of the service. 
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Click this button to edit the service on a given row on the Services 
Edit screen. 

  

2.3.1 Recording or Editing a Service 

Agencies provide clients with services which may include medical consultations, meals, 
housing assistance, psychological counseling, transportation, medication, and case 
management. ARIES manages and tracks these services to help automate budgeting, create 
reports, and provide quality care for clients. 

Staff persons (intake personnel, case managers, support services providers, and data entry 
personnel) enter new service line items after a client's eligibility for services has been 
verified and the client has been entered into ARIES. Each service must be entered as a 
separate service line item, to track individual services for reporting purposes. Wherever 

possible, ARIES pre-fills text fields to make data entry quick and simple. 

The default unit of service (UOS) for most service categories is "15 minutes." However, 
some service categories have different units of measurement such as "test" or "visit." 
Because the "Other Services" categories are a mixture of diverse services, the units of 
measurement are varied. 

Notes: 

 When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs 
this minimal information filled out in the Basic Medical subtab, which appears later in 
the client intake screens. Once you supply this information, the red message will 
disappear. 

 Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk 
are required to produce the RDR and CADR reports. Owing to HRSA requirements, a 
field marked with a red asterisk is required at every ARIES installation. 

o The system prevents you from going on if data is not entered in these fields. 

  

Entering a New Service 

 Do a Client Search to access the client's Services screen. 

 From the ARIES menu bar at the top of the ARIES screen, select Find > Client. The 
Client Search screen is displayed. 
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Search Filters 

 You may search for any client registered at your agency. You can limit the search 
results by using one of the following filters: Name, agency client ID, Social Security 
number, date of birth, or by related/affected individuals. 

To Search by Client Name 

 Last Name - Enter the client's last name. 

 First Name - Enter the client's first name.  Do not use middle initial in the First Name 
field, e.g., "Mary J." 

 Middle Initial - if available, enter the client's middle initial. 

 If you are unsure of the spelling of a name, you can try using the wildcard "*" 
(asterisk). Example: If you enter "Mac*" in the last name field, the search will return 
all last names and all "Also Known As" names that begin with "Mac." 

 Click the Search button. ARIES looks up all the clients who match all your criteria 
and then displays them on the Client Search Result screen (as shown in the following 
screenshot). If there is only a single result for your search, you will be taken to the 

Contact Information screen. 
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 Click the client's name to go to that individual's Contact Information screen. 

Note: If your search didn't find the client you were looking for, you can increase the 
number of results displayed by entering a new number in the text field to the right of 
the Display button in the Client Search Result screen, and then clicking the Display 
button. If you still can't find the client you are searching for, try a new search using 
fewer criteria (for example, try using the last name only) by clicking the New Search 
button. 

 Select the Service tab on the far right of the client tabs to bring up the client's 
Services screen, which lists all the client's service line items. 
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 Click the New button in the upper left-hand corner of the screen to bring up the New 
Service screen. Some information is pre-filled by default but can be changed. 

 

Complete the fields as follows. Fields marked with a red asterisk (*) are required. 

Client 
Name 
dropdown 

If the client's name is not pre-filled, use the Client Name dropdown to 
select how you want to identify the client (e.g., the client name -- first 
plus last name -- is the most common identifier, but you can also use an 

agency-specific client ID or program client ID). 

Client 
Name Text 
field 

If the client's name is not pre-filled, enter the corresponding name or ID 
in the text field. 

Note: If you use the client's name, do not enter their middle initial. 

Staff Use the Staff dropdown to select the staff person responsible for the 
service. Your name is the pre-selected choice, but if you are entering 
data on behalf of someone else, you must select the name of the person 
providing the service. 

Site If your agency has multiple sites, use the Site dropdown to select the 
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location where the service was provided. 

Date of 
Service 

Enter the date the service was administered.  Use the format 
 MM/DD/YYYY. Example: For May 25, 2011 you would enter 05/25/2011. 

You can also use the calendar pop-up by clicking the calendar icon. 

  

Use the dropdown lists to select the month and year, and then click the 
specific date to enter it into the date text field. The calendar window 
automatically closes. 

Notes 

 If the service occurs over multiple days - for example, a hospital 
stay or daily transportation - enter the start date of the service. 

 Some installation allow future dating of services under the CARE-
HIPP-Health Insurance Premium, PCIP-High-risk Insurance Pool, 
 and MEDICARE PART D-Medicare Supplement programs. To 
determine whether your installation allows future dating, check 

with your system administrator. 

 If you enter a future service date exceeding the limit for your 
installation, the associated dropdown fields on the Service Edit 
screen will display a message reading "Enter a service date that 
has an active contract." 

Days to 
Next 
Service 
fields 

Enter the number of days until the client is scheduled to receive their 
next service. Example: If the client needs a follow-up visit after three 
months, enter 90 in the Days to Service field and the date is 
automatically calculated and entered in the Date field. 

Similarly, if you enter the date in the Date field (using either the format 

MM/DD/YY, or the pop-up calendar), the number of days is automatically 
calculated and entered in the Days to Next Service field. 

The Days to Next Service can be used as a reminder or to-do item for this 
client. 

Contract Use the dropdown to select the contract name. Your choice determines 
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Name what will appear in the subsequent Program, Preliminary Service, 
Secondary Service, and Agency Subservice dropdown lists. 

Example: Selecting Medicare from the Contract dropdown will list only the 

services available under that contract in the subsequent service 
dropdowns. 

If multiple contracts are listed, use the Contract Name dropdown to select 
the contract under which the service is to be reimbursed. 

Program Use the dropdown to select the type of program (e.g., Ryan White). 

Services are organized in four tiers: Program, Primary Service, Secondary 
Service, and Agency Subservice. The dropdown selection you choose at 
one tier fills in the available services at lower tiers. 

 

Example: If a client is eligible for services under your agency's Medicare 
contract, select the Medicare contract from the Program dropdown list. As 
a result of this selection, only the services available under that contract 
will be displayed in the service dropdown lists. 

Note: A program will not display in the program dropdown field unless a 
contract exists for that program and the date range of the contract covers 
the service date you entered. 

Primary 
Service 

Use the dropdown to select the primary service. Your choice determines 
what will appear in subsequent service dropdown lists. 

Example: If you select Mental Health Services from the Primary Service 
dropdown, the Secondary Service dropdown will list only the mental 
health services your agency provides. 

Secondary 
Service 

Use the Secondary Service dropdown to select the secondary service. 

Choosing a secondary service fills the Agency Subservice dropdown with 

the specialized subservices your agency offers. Again, only those services 
specified in the contract setup will be shown. 

If the service line item is medication, the HRSA Drug Code dropdown list 
appears in the form. Select the code that corresponds to the client's 
medication. Each line in the dropdown lists the medication's brand name, 

generic name, and HRSA drug code. 

Agency 
Subservice 

Use the Agency Subservice dropdown to select the agency subservice. 
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HRSA Drug 
Code 
dropdown 

(Appears if 
the service 
line item is 
medication) 

If the service line item is medication, this window appears. In the blank 
window, type the first few letters of the medication to reveal a listbox 
from which you may select the applicable medication. 

 

Do not type spaces or the listbox will disappear. 

Units of 
Service 

The default values for the Units of Service, Cost, per, and Total text 
boxes automatically fill in when you enter a service type. 

Changing the costs and unit quantities 

You can change the costs and unit quantities. Example: An intake, which 
is measured in quarter hour visits, may normally take 3 hours, or 12 
units. The units default to 12 when you choose a subservice. However, if 

you have a particularly lengthy intake that takes four hours, you would 
replace the "12" with "16" and the total would recalculate in the Total 
text field. 

Services not calculated by units of service 

For services not calculated by units of service, leave the Cost text field 

empty and enter the actual cost of the service in the Total text field. 

Examples: 

One-way trips might be reimbursed by mileage. The unit of service is one 
but a one-way trip could be several miles so the Cost text field is left 
empty and the actual cost of the service is entered in the Total text field. 

For medication, the unit of service is by prescription. A 100-pill 
prescription is still one unit of service, so enter the cost of the medication 
in the Total text field. 

@ $ field Enter the cost of the service. 

Note: Some services are not calculated by units of service. Example: 

One-way trips might be reimbursed by mileage. The unit of service is 1, 
but a one-way trip could be several miles. In such cases, leave the cost 
text field empty and enter the actual cost of the service in the Total field. 

Per field From the dropdown list, select the item of service, e.g., meal. 

= $ total 
field 

This field is automatically calculated, except where otherwise indicated. 
 (See above note in the @ $ field). 

Client 
Payment 

In the Client Payment field, enter the actual dollar amount paid by the 
client (if applicable). 

CARE/HIPP 

Co-
Payment 

In the CARE/HIPP Co-Payment field, enter the amount of the co-payment 

paid by CARE/HIPP service. 
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Actual 
Minutes 
Spent 

Enter the amount of time used for an appointment in the Actual Minutes 
Spent text field. Example: If a consultation lasted 35 minutes – even if it 
was scheduled for an hour – enter 35. This does not affect the 

reimbursement process, but it is used for internal reports and scheduling. 

Services 
Notes 
textbox 

Use the Service Notes text box to enter any other details pertaining to 
the service line item, including any additional payment sources. 

Finalize Select the Finalize checkbox to prevent the record from being edited 
further once you have saved it. 

Note: Once the box is checked, it can never be edited again. 

Edit ART 
Medication 
History 

This checkbox appears only is the service type is medication. Check the 
box if it is an ART medication, which will then be recorded on the client's 
ART Medication Edit screen. 

  

Note: If you attempt to enter a duplicate service (same client, date, contract, program, 
primary service, secondary service and subservice), ARIES displays a warning message. To 
save the duplicate service, you must check the "Create Duplicate Service Records" box and 
click Save + Done or Save + Another. 

When you have completed your entries: 

 

Click this button to save your input and return to the client's 
Services screen. 

 

Click this button to discard your entries and return to the client's 
Services screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 

recommended. 

This option is available only to users with the appropriate 
permission level. 

Note: You are prompted to confirm the deactivation. 

To confirm the deactivation, click OK. You will be returned to the 
HOPWA screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the record. Once deactivated, the record will no 
longer be visible. 

If you do not want to deactivate the record, click Cancel and you 
will be returned to the Service Edit screen. 

  

Editing an Existing Service 

To access the client's Services screen: 
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 Perform a Client Search to access the client's Contact Information screen. 

 Select the Services tab on the far right side of the client tabs to bring up the client's 
Services screen, which lists all the client's service line items. 

 Click the Edit button on the row of the service you wish to edit to bring up the 
Service Edit screen pre-filled with the client's information. 

 Follow the above instructions under Entering a New Service to edit a specific item in 
an existing service. 

When you have finished editing, select one of the following: 

 

Click this button to save your input and return to the client's 
Services screen. 

 

Click this button to discard your entries and return to the client's 
Services screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 
recommended. 

This option is available only to users with the appropriate 

permission level. 

Note: You are prompted to confirm the deactivation. 

To confirm the deactivation, click OK. You will be returned to the 
HOPWA screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the record. Once deactivated, the record will no 
longer be visible. 

If you do not want to deactivate the record, click Cancel and you 
will be returned to the Service Edit screen. 

  

2.4 Demographics 

The Client Demographics screens show the client's residential and personal information 
which contains important contact and assistance details. In addition, having a full 
demographic overview could avail a client of programs available for specific demographic 

groups. For data collectors and researchers, aggregate demographics can help enhance the 
quality and efficiency of services to clients. 

Client Alerts 

A yellow triangular caution icon next to a client's name signifies that a client alert has been 
entered. 

 

Client alerts contain important details about dealing with the client - for example, if they 
have sensitive health problems or behavioral issues. 
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 Click the yellow caution icon to open an alert box with message details, the name of 
the person who entered the information, and the date it was recorded. 

 You may also hover your mouse over the triangle to view a message about the 

client. The display will include the name of the user who entered or edited the 
message and the date of entry.  The user's name and the entry date are updated 
when the alert is entered or updated. 

The Demographics screens include a second tier of navigational tabs. Use these tabs to 
jump to each section's screen. 

 

The Demographics screens include: 

 Contact Information 

 Demographic Detail 

 Living Situation 

 Agency Specifics 

 

2.4.1 Contact Information 

When you access a client's demographic details, the first screen you will see is the Contact 

Information screen. This screen contains phone numbers, current and previous addresses, 
e-mail address, and emergency contact information, as well as the client's contact 
preferences. 

 

Client Preferences 

It's very important to look at any notes next to the contact phone numbers, including: 

 Do not call - Do not use this phone number under any circumstances. 
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 No messages - If the client or contact is not available, do not leave a message of any 
kind. 

 Be confidential - Do not use the agency name or leave any HIV-related information 

in a message or on an answering machine. 

Contact by Mail 

If the client chooses to be contacted by mail, use the mailing address given. "Stay 
confidential" means that the client wants no reference to the agency on the envelope. 

Emergency Contact 

If the emergency contact contains the note, "Confidential," this means that the agency 
should only speak to the individual listed as the contact. "No messages" means that if the 
emergency contact is not available, do not leave a message of any kind. 

 If you have the proper permissions, you may click the Edit button to change any 
contact information. 

 

2.4.1.1 Client Detail Report 

You can run a Client Detail Report listing all information for a client, including services, that 
you may view in ARIES based on your permissions. 

If you have the proper permissions, the Client Detail Report button is visible on the read-
only Contact Info tab.  

 

  

To create a Client Detail Report, click on the Client Detail Report button to bring up the 

Client Detail Report parameters screen. 
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Complete the report parameters as follows: 

Start Date Enter the start date of the report. Use the format: 
MM/DD/YYYY. You can also use the calendar pop-up by 

clicking the calendar icon. 

  

For each field, use the dropdown lists to select the month 
and year, and then click the specific date to enter it into the 
date text field. The calendar window automatically closes. 

End Date Enter the end date of the report. Use the format: 
MM/DD/YYYY. You can also use the calendar pop-up by 
clicking the calendar icon. 

Data Element Visibility Use the dropdown to select the data element visibility. 
Options include "Display all" and "Hide when no data 
exists." 

Non-Longitudinal 
Sections 

To make a non-longitudinal data item visible in the report, 
check the adjacent box. To omit it from the report, uncheck 
the box. 

Dropdowns for Agency 
Specifics Logs through 
Services 

The dropdown for each longitudinal section provides three 
date-range reporting options:  

 Display all data for report date range: When you select 
this option, all entries for this longitudinal record 
between the  start and end dates you specified for the 
report will be displayed. 

 Display all data for custom date range: When you 
select this option from the dropdown, custom Start 
Date and End Date fields appear below the name of 
the longitudinal data item. Complete these fields to 
specify a custom date range for this data item only. 

 Hidden: When you select this option, the specific data 
item is not displayed in the report. 
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After selecting your parameters: 

 

Click this button to view the report results. 

 

Click this button to return to the read-only Contact Info screen without 
saving your entries. 

  

 

  

All result screens display a ribbon with the following icons (from left to right): 

 

Use this icon to go to the first page of a report. 

 

Use this icon to go back one page in a report. 
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Use this window to enter the number of the page of the report 
you wish to display. 

 

Use this icon to advance one page in the report. 

 

Use this icon to go to the last page of the report. 

 

Not used in this report. 

 

Use the dropdown to select the percentage of screen 
magnification. Default is 100%. 

 

Use this window to input your search criteria (e.g., specific 
date or results category). 

 

Click Find to begin your search. 

 

Click Next to go to the next search result. 

 

Click this icon to export the report. 

When the associated dropdown appears, select from the 
following options: 

 XML file with report date 

 CSV (comma delimited) 

 PDF 

 MHTML (Web archive) 

 Excel 

 TIFF file 

 Word 

Right click on the link and select Open, Save, Save As, or 
Save and Open to save the file to your computer. 

 

Click this icon to display format options. 

 

 

Click this icon to refresh the screen. 
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Click this icon to print the report. Follow the printing 
instructions in your browser. 

  

2.4.2 Contact Information Edit 

Notes 

 When you enter a new client, a red message appears next to the client's name on 
the screen. This message reads, "Check the client's CDC Disease Status." ARIES 
needs this minimal information filled out in the Basic Medical subtab, which appears 
later in the client intake screens. Once you supply this information, the red message 
will disappear. 

 Remember that when a large red asterisk appears to the left of a data field, or in the 

column name above it, the field is HRSA-required. Fields marked by a red asterisk 
are required to produce the RDR and CADR reports. Owing to HRSA requirements, a 
field marked with a red asterisk is required at every ARIES installation. 

 When you have updated the client's records on the Contact Information, 
Demographic Detail, or Living Situation tab, you must update the Agency Specifics 
screen by making a selection from the Reason for Status Change dropdown list. 

 The defaults for phone calls, messages, mail and e-mail are all set at "NO" to 
maximize client confidentiality. All users must answer each field according to the 
client's actual responses to these items. Users should review and accurately answer 
each field before saving the record. 

 Exception: The exception to the above bullet is the settings for the Emergency 

Contact section at the right side of the screen. In that section, the most confidential 
setting is "Yes." 

The Contact Information Edit screen allows you to enter a new client, or to edit the phone 
numbers, addresses and emergency contact information for an existing client. 

The top portion of the Contact Information Edit Screen contains four sections: Residence, 
Mailing, Previous, and Emergency Contact. 
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Completing the Top Portion of the Screen 

Residence 

Since Enter the date the client began living at their current residence. Use the 
format MM/DD/YYYY, or click the calendar icon to the right of the "Since" field. 
 A calendar pop-up appears. 

 

Use the dropdown lists to select the month and year. Then click the day of the 
month. The calendar window automatically closes and the "Since" field is 
completed. 

Street 1 Enter the client's current residential street address. 
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Street 2 Enter any piece of information that does not fit into a street name and 
number, such as Post Office box, Apartment Number, or rural route number. 

City Enter the city where the client currently resides. 

State & 
Zip 

Enter the state and the five-digit zip code where the client currently resides. 
 Use the dropdown to select the state. 

County Use the dropdown to select the county in which the client resides.  This is a 
required field.  If you cannot determine the county, select "Unknown" from the 
dropdown. 

Geog 
Area 
HSDA 

If your state and/or county uses Geographic Areas or Health Service Delivery 
Areas (HSDAs) to identify where the client resides, select the correct option 
from the dropdown. Otherwise, leave the field blank. 

  

Mailing 

Same as 

Residence 
checkbox 

Check this box if the client's mail is delivered to their residential 

address. ARIES will automatically populate the mailing address fields 
with the same information as in the residence address fields. 

Street 1 
Enter the client's mailing address, if different from their residence 
address. 

Street 2 
Enter any piece of information that does not fit into a street name and 
number, such as a post office box, apartment number, or rural route 
number. 

City Enter the city where the client's mail will be sent. 

State & Zip 
Enter the state and the five-digit zip code where the client's mail will be 
sent.  Use the dropdown to select the state. 

County 
Use the dropdown to select the county in which the client's mailing 
address is located.  This is a required field.  If you cannot determine the 
county, select "Unknown" from the dropdown. 

Geog Area 
HSDA 

If your state and/or county uses Geographic Areas or Health Service 
Delivery Areas (HSDAs) to identify where the client's mailing address is 
located, select the correct option from the dropdown.  Otherwise, leave 
the field blank. 
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Previous 

Since 

Enter the date the client began living at their previous residence. Use the 
format MM/DD/YYYY, or click the calendar icon to the right of the "Since" field. 
Use the dropdown lists to select the month and year.  Then click the day of the 
month. The calendar window automatically closes and the "Since" field is 
completed. 

Street 1 Enter the client's previous residential street address. 

Street 2 
Enter any piece of information that does not fit into a street name and 
number, such as a post office box, apartment number, or rural route number. 

City Enter the city where the client previously resided. 

State & 
Zip 

Enter the state and the five-digit zip code where the client previously resided. 
 Use the dropdown to select the state. 

County 
Use the dropdown to select the county in which the client previously resided. 
 This is a required field.  If you cannot determine the county, select "Unknown" 
from the dropdown. 

Geog 
Area 
HSDA 

If your state and/or county uses Geographic Areas or Health Service Delivery 
Areas (HSDAs) to identify where the client previously resided, select the 
correct option from the dropdown. Otherwise, leave the field blank. 

  

Emergency Contact 

Name Enter the name of the client's emergency contact. 

Street Address and City In the fields below the "Name" field, enter the emergency 
contact's address and city. 

State and Zip Code Enter the state and the five-digit zip code of the client's 
emergency contact.  Use the dropdown box to select the state. 

Tel 1 Enter the telephone number of the emergency contact.  Include 
the area code, and use hyphens to separate the numbers. 

After a phone number, you may enter an optional extension of 
up to 5 digits. Do not type "extension" or "ext." before the 
extension number. Example: 925-555-1212 12345 

Tel 2 Enter an alternative telephone number for the emergency 
contact, if any. 

After a phone number, you may enter an optional extension of 
up to 5 digits. Do not type "extension" or "ext." before the 
extension number. Example: 925-555-1212 12345 
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Confid 

 

From the Confid dropdown, select one of the following: 

Select "Yes" if the client wants emergency calls to be 
confidential, i.e., the client does not want your agency's name 
mentioned in a message or on the contact's answering 
machine. 

Select "No" if the client allows your agency's name to be 
mentioned in a message or on the contact's answering 
machine. 

Note on Confidentiality: It is possible to leave messages for 
a client or a client's emergency contact without indicating the 
nature of the call, i.e., revealing their HIV status, test results, 
etc. A confidential message might simply say, "Please call your 
doctor" or "Please call your case manager." 

Msgs OK From the Msgs OK dropdown, select one of the following: 

Select "Yes" if it is OK to leave messages for the emergency 
contact. 

Select "No" if the client does not want any messages left for 
the emergency contact. 

  

Mail Preferences 

May we 
contact you by 
mail? 

 

Use the dropdown to select one of the following: 

Select "Yes" if the client agrees to receive mail. 

Select "No" if the client does not agree to receive mail. 

Should mail be 
confidential? 

Indicates whether mail is confidential or whether it is OK to mention the 
agency's name in an email message. 

1 = Yes if confidential. Do not mention the agency's name. 

0 = No if not confidential. It is OK to mention the agency's name. 
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Note field Enter any piece of information that does not fit into a street name and 
number, such as a post office box, apartment number, or rural route 
number. 

City Enter the city where the client's mail will be sent. 

State & Zip Enter the state and the five-digit zip code where the client's mail will be 
sent.  Use the dropdown to select the state. 

County Use the dropdown to select the county in which the client's mailing 
address is located.  This is a required field.  If you cannot determine the 
county, select "Unknown" from the dropdown. 

Geog Area 
HSDA 

If your state and/or county uses Geographic Areas or Health Service 
Delivery Areas (HSDAs) to identify where the client's mailing address is 

located, select the correct option from the dropdown.  Otherwise, leave 
the field blank. 

  

The lower portion of the Contact Info Edit screen contains a table of fields for phone and e-
mail information: 

 

  

Completing the Lower Portion of the Screen 

Phone 1 Enter the client's primary phone number. Include the area code, and use 
hyphens to separate the numbers. 

Phone 
Type 

Use the dropdown to indicate the type of phone number - home, work, 
mobile, fax, etc. 

If the client has a voice mailbox or messaging service, select "Message" for 
the phone type. 

If the phone number is for a telephone typewriter for the hearing impaired, 
select "TTY" for the phone type. 
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Allow 
Contact 

Select "Yes" if the client agrees to allow the agency to contact them using 
this number. 

Select "No" if the client does not want the agency to contact them using this 
number. 

Confid See the Note on Confidentiality above. 

Select "Yes" if the client does not want your agency's name in a message or 
on the client's answering machine. 

Select "No" if the client allows your agency's name to be mentioned in a 
message or on the client's answering machine. 

Msgs OK Select "Yes" if the client allows phone messages left at this number. 

Select "No" if the client does not want phone messages left at any time at 
this number. 

Phone 2 Enter the client's secondary phone number, if available. Include the area 
code, and use hyphens to separate the numbers. 

Phone 
Type 

Use the dropdown to indicate the type of phone number-- home, work, 
mobile, fax, etc. 

If the client has a voice mailbox or messaging service, select "Message" for 
the phone type. 

If the phone number is for a telephone typewriter for the hearing impaired, 
select "TTY" for the phone type. 

Allow 
Contact 

Select "Yes" if the client agrees to allow the agency to contact them using 
this number. 

Select "No" if the client does not want the agency to contact them using this 
number. 

Confid See the Note on Confidentiality above. 

Select "Yes" if the client does not want your agency's name in a message or 
on the client's answering machine.   

Select "No" if the client allows your agency's name to be mentioned in a 
message or on the client's answering machine. 

Msgs OK Select "Yes" if the client allows phone messages left at this number. 

Select "No" if the client does not want phone messages left at any time at 
this number. 

Email 1 Enter the client's e-mail address. 

Allow 

Contact 

Select "Yes" if the client agrees to allow e-mails. 

Select "No" if the client does not want any e-mail sent at any time. 

Confid See the Note on Confidentiality above. 

Select "Yes" if the client does not want your agency's name in an email 
message. 
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Select "No" if the client allows your agency's name to be mentioned in an 
email. 

Msgs OK Select "Yes" if the client agrees to allow e-mails. 

Select "No" if the client does not want e-mails at any time. 

  

After completing the fields on the screen: 

 

Click this button to save your input and proceed to the Demographics 
Edit screen. 

 

Click this button to save your input and return to the Contact 
Information screen. 

 

Click this button to return to the Contact Information screen without 
saving your input. 

  

2.4.3 Demographic Detail 

The Demographic Detail screen contains personal information about the client including 
gender, race, education, and marital status. 

To access this screen from the Client Detail screen: 

 Click the Demographic Detail tab in the second row of tabs. 

 

The demographics information includes the following items: 
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AKA Also known as. Any alias used by the client. 

SSN The client's Social Security number. 

Hispanic Indicates if the client is Hispanic, and if so, their national origin. 

Race If the client is not Hispanic, the client's race and nationality; up to 
three are listed. 

Marital Status Clients are listed as: single, married, in domestic partnership, 
divorced, separated, or widowed. 

Sexual 
Orientation 

Clients are listed as: heterosexual, homosexual, lesbian, bisexual, 
or unsure. They may also be listed as "Declines to State" or 
"Unknown." Clients under 13-years of age are listed as 

"Pediatric/Not Applicable." 

Education The highest level of education completed by the client. 

Veteran Indicates if the client is a military veteran. 

Primary 
language 

The primary language spoken by the client. 

Secondary 
language 

Any other language used by the client. 

Place of Death If the client is deceased, where the client died. The date of death 

is also listed. 

Special Needs Lists the client's physical disabilities, if any. 

Notes Any additional demographic information about the clients. 

 If you have the proper permissions, you may click the Edit button to edit or add any 
demographics information. 
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2.4.4 Client Identifiers 

The Client Identifiers screen lists the client's gender, birth date, and age. 

 

 If you have the proper permissions, you may click the Edit button to edit any 
information, which takes you to the Identifiers Edit screen. 

 

2.4.5 Identifiers Edit 

Use the Identifiers Edit screen to enter a new client, or edit an existing client's name, 
mother's maiden name, date of birth, and gender. These fields - collectively known as the 
extended URN (Unique Record Number) - are used as a unique identifier for the client. 

Note: Remember that when a large red asterisk appears to the left of a data field, or 
in the column name above it, the field is HRSA-required. Fields marked by a red 
asterisk are required to produce the RDR and CADR reports. Owing to HRSA 

requirements, a field marked with a red asterisk is required at every ARIES 
installation. 

The URN is composed of the first and third characters of the client's first and last name, the 
date of birth and gender. 

The extended URN (eURN) includes all of the above, plus the client's middle initial and the 

first and third characters of the client's mother's maiden name. 
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Last Name Enter the client's last name. 

First Name Enter the client's first name.  Avoid using nicknames or initials. 

Disable ARIES 
capitalization 

Check this box to disable the ARIES autocasing feature and save the 
name as entered. 

Middle Initial Enter the client's middle initial only.  Do not enter a period.  If the client 
does not have a middle name, leave the field blank. 

Note: If the client has no middle initial and the field is blank, ARIES will 
take this into account in creating an extended URN. 

Mother's 
Maiden Name 

For security reasons, the information in this field does not display, even 
though it was previously entered and saved. ARIES maintains the 
previously entered Mother's Maiden Name if this field is left blank.  If 

you have reason to believe that the original information was incorrect, 
enter Mother's Maiden Name on this screen. 

Date of Birth Use the format MM/DD/YYYY. You can also use the calendar pop-up by 
clicking the calendar icon. 
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Use the dropdown lists to select the month and year, and then click the 
specific date to enter it into the date text field. The calendar window 
automatically closes. 

Note: If the year in Date of Birth is AFTER the end of the RSR report 
period, the Birth Year is changed to the RSR report end date year. 

Gender Use the dropdown to select the client's gender. In addition to male and 
female, a client may be transgender MTF (male-to-female) or 
transgender FTM (female-to-male). A client may also be listed as 
"Other," "Unknown," or "Refused to Report." 

Extended URN Extended Unique Record Number for the client. Supplied by the system 
- no input required. 

The URN is composed of the first and third characters of the client's 
first and last name, the date of birth and gender. 

The extended URN includes all of the above plus the client's middle 
initial and the first and third characters of the client's mother's maiden 
name. 

  

After completing the fields on the screen: 

 

Click this button to save your input and return to the Demographic Detail 
screen. 

 

Click this button to return to the Demographic Detail screen without saving 
your input. 
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2.4.6 Demographics Edit 

Notes: 

 When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs 
this minimal information filled out in the Basic Medical subtab, which appears later in 
the client intake screens. Once you supply this information, the red message will 
disappear. 

 Clients must self-identify for the Hispanic and Race 1 fields. Because these fields are 
required in ARIES and by HRSA, you must complete this information to save your 
entries and advance to the next screen. Use the optional Race 2 and Race 3 fields if 
clients identify with more than one race. Note that the Hispanic and Race 1, 2 and 3 
fields all have corresponding National Origin/Ethnicity fields to the right side of the 
screen, allowing for more detail in self-identification. 

 Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk 
are required to produce the RDR and CADR reports. Owing to HRSA requirements, a 
field marked with a red asterisk is required at every ARIES installation. 

 When you have updated the client's records on the Contact Info, Demographic 
Detail, or Living Situation tab, you must update the Agency Specifics screen by 

making a selection from the Reason for Status Change dropdown list. 

The Demographics Edit screen contains a form that allows you to enter a new client's 
personal information, or to edit an existing client's personal information. 

  

 

The demographic fields include: 

AKA Also known as. List any alias or nickname used by the client. 

Hispanic If the client self-identifies as Hispanic, select "Yes" from the 
dropdown. 
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Nat'l Orig/Ethnic. If the client self-identifies as Hispanic and also supplies more details 
of national origin and ethnicity, add details from the corresponding 
National Origin/Ethnicity dropdown. Note that to activate the 

National Origin/Ethnicity dropdown, you must first select "Yes" in the 
Hispanic dropdown. 

Race Race 1 is required; Race 2 and Race 3 are optional. 

Since Race 1 is required, you must make a selection from the Race 1 
dropdown even if the client only self-identifies as Hispanic. 
Therefore, if the answer to Hispanic is "Yes" and the client does not 
self-identify with any other race, you should select "Other" from the 
Race 1 dropdown. Do not select "White" under Race 1 unless the 
client self-identifies as both Hispanic and White; or "Black" unless 
the client self-identifies as both Hispanic and Black. 

If the client answered "No" to Hispanic, do not select "Other" in Race 
1, but make a selection based on the client's self-identification. 

Select from Race 2 and Race 3 as appropriate for a client of mixed 
race. If selections are made from the Race 2 and Race 3 dropdowns, 
make selections from the corresponding National Origin/Ethnicity 
dropdown lists. 

SSN Enter the client's Social Security Number (SSN). Use the format 
123-45-6789. 

Marital Status Use the dropdown to select the client's marital status: single, 
married, domestic partnership, divorced, separated, or widowed. 

A domestic partnership is defined as two persons living together in a 
personal relationship, but not married. 

Sexual Orientation Use the dropdown to select the client's sexual orientation: 
heterosexual, homosexual, lesbian, bisexual, or unsure. The client 
may also be listed as "Declines to State" or "Unknown." 

List clients under 13 years of age as "Pediatric/Not Applicable." 

Primary Language Use the dropdown to select the client's primary spoken language. If 
the client's primary language is not listed, select "Other" and 
indicate which language is spoken in the Notes text box. 

Secondary 
Language 

Use the dropdown to select a second language, if any, spoken by the 
client.  Example: If the client primarily speaks Tagalog, but can also 
speak English, select "English" from Secondary Language. If the 
client's secondary language is not listed, select "Other" and indicate 
which language is spoken in the Notes text box. 

Place of Death If the client is deceased, use the dropdown list to indicate where the 
client died: home, hospital, nursing facility, or residence hospice 
(Residential Care Facility for the Chronically Ill). If the client died 
elsewhere, select "Other" and indicate the location in the text field 
below. 
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Date of Death If the client is deceased, indicate the date in this text field. Use the 
format MM/DD/YYYY. 

You can also use the calendar pop-up by clicking the calendar icon. 

  

Use the dropdown lists to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 

Notes 

 When you enter a date of death for a client in Demographics 
Edit, the following changes are made to the client's ARIES 
records: 

o The status displayed on Agency Specifics is "Confirmed 
Deceased as of [date]." 

o The status displayed on all Program screens is 
"Deceased on [date]." 

o The Status column for the client in Search Results 
displays "Confirmed Deceased." 

o The top of all the client's screens displays "[First Name 
MI Last Name] (Deceased)." 

 Before entering the client's date of death, be sure that all 
services, case notes, referrals, etc. have been entered. 

 If the Client has a Date of Death AFTER the end of the RSR 
report period, the date of death is changed to the RSR report 
end date. 

Caution: You will not be able to enter information that is dated after 
the date of death. Once a date of death has been entered, it cannot 
be edited. 

Contact your system administrator if a client has been recorded as 
deceased in error. 
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Education Level Use the dropdown to select the highest level of education completed 
by the client. 

If the client did not complete high school but passed an equivalency 
exam, select "High school diploma/GED." 

Veteran Use the dropdown to indicate whether or not the client is a military 
veteran. 

Special Needs Use this dropdown to indicate any physical disabilities the client has. 
Example: If the client requires a walker, select "Mobility." 

If the client has multiple disabilities, select "More than one" and 
indicate each disability in the Notes text box. 

Notes Use this text box to enter any pertinent demographics details not 

listed elsewhere, including primary and secondary languages not 
listed in the dropdown or any additional special needs the client 
might have. 

 

Click this button to save your input and proceed to the Living 
Situation Edit screen. 

 

Click this button to save your input and return to the read-only 
Demographics screen. 

 

Click this button to return to the read-only Demographics screen 
without saving your input. 

  

2.5 Living Situation 

The Living Situation screen includes current housing information of the client. 

To access this screen: 

 Click the Demographics tab. 

 Select the Living Situation tab in the second row of tabs. 
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Notes 

 Living Situation data is longitudinal, as this information changes over time and 
should be updated at least annually. 

 Living Situation records are non-shared under certain conditions, namely, when 
these records contain a reference to Mental Health or Substance Abuse problems. 
These may be indicated, for example, by the values "Psychiatric facility" and 
"Substance abuse treatment facility." As with Needs Assessments, the specific values 
requiring non-share status will vary for each ARIES installation. 

The Living Situation data includes: 

Living Situation 

Current Living 
Situation 

The type of residence the client is currently living in, with an "as of" 
date. 

Note: ARIES reports a client's Living Situation on the RDR and RSR 
reports if the Living Situation As Of Date is within or prior to the 
reporting period. 

Housing 
Assistance 

Indicates whether the client is receiving housing assistance. If the 
client is receiving HUD (Department of Housing and Urban 
Development) aid, the date the client applied for assistance is also 
listed. 

Most recent 
HOPWA 
Assessment Date 

Displays the date of the client's most recent HOPWA Assessment, if 
any. 

Related or Affected Individuals 

Click here for details on this topic. 

  

 If you have the proper permissions, you may click the Edit button to change or add 
Living Situation data. 
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2.5.1 Living Situation Edit 

Notes: 

 When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs 
this minimal information filled out in the Basic Medical subtab, which appears later in 
the client intake screens. Once you supply this information, the red message will 

disappear. 

 ARIES reports a client's Living Situation on the RDR and RSR reports if the Living 
Situation Since Date is within or prior to the reporting period. 

 When you have updated the client's records on the Contact Info, Demographic 
Detail, or Living Situation tab, you must update the Agency Specifics screen by 
making a selection from the Reason for Status Change dropdown list. 

From the Living Situation screen, click the Edit button to access the Living Situation Edit 
screen. This screen allows you to enter a new client, or to edit an existing client's living 
situation information. 

 

  

To Create a New Living Situation Record 

Click the New button under Living Situation. An editable row opens on the screen. 

 

  

Complete the fields as follows: 

Current Living 
Situation 

In the dropdown list underneath the date, select the client's current living 
situation. If the client's situation is not listed, select "Other." 

Living 
Situation 
Since 

In the text field, enter the date the client first began living in their current 
situation.  Use the format MM/DD/YYYY. Or click the calendar icon to the 
right of the field. 
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Use the dropdown lists to select the month and year.  Then click the day 
of the month. The calendar window automatically closes and the As Of 
Date field is completed. 

 

Click this button to save your entries and return to the read-only Living 

Situation Edit screen. 

 

Click Cancel to discard your entries and return to the read-only Living 
Situation Edit screen. 

  

To Update an Existing Living Situation Record 

Click the Edit button to the right of the row to be edited. The fields in the row become 
editable. 

 

Complete the fields as follows: 

Current Living 
Situation 

In the dropdown list underneath the date, select the client's current 
living situation. If the client's situation is not listed, select "Other." 

Living Situation 
since 

In the text field, enter the date the client first began living in their 
current situation.  Use the format MM/DD/YYYY. Or click the 
calendar icon to the right of the field. 

Use the dropdown lists to select the month and year.  Then click the 
day of the month. The calendar window automatically closes and the 
As Of Date field is completed. 
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Click this button to save your entries and return to the read-only 
Living Situation Edit screen. 

 

Click Cancel to discard your entries and return to the read-only 
Living Situation Edit screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 

This option is available only to users with the appropriate permission 
level. 

Click the Deactivate button to deactivate the record. 

Note: You will be prompted to confirm the deactivation: "Are you 

sure you want to deactivate this entry?" To confirm the 
deactivation, click OK. You will be returned to the read-only Living 
Situation screen. 

Clicking Deactivate does not deactivate the client in ARIES; it only 
deactivates the record. Once deactivated, the record will no longer 
be visible. 

If you do not want to deactivate the record, click Cancel. You will 
be returned to the Living Situation Edit screen in Edit mode. 

  

To Create a New Housing Assistance Record 

Click the New button under Housing Assistance. An editable row opens on the screen. 

 

Complete the Housing Assistance fields as follows: 

Housing 

Assistance 

If the client is receiving housing assistance, select the type of 

assistance from the dropdown. 

Start Date If the client is receiving HUD (Department of Housing and Urban 
Development) assistance, enter the date when the client began 
receiving this assistance. Use the format MM/DD/YYYY, or click the 
calendar icon to the right of the field. Use the dropdown lists to 

select the month and year.  Then click the day of the month. The 
calendar window automatically closes and the Start Date field is 
completed. 

End Date Enter the end date, if any, by the same method as Start Date. 
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Click this button to save your entries and return to the read-only 
Living Situation Edit screen. 

 

Click Cancel to discard your entries and return to the read-only 
Living Situation Edit screen. 

  

To Update an Existing Housing Assistance Record 

Click the Edit button to the right of the row to be edited. The fields in the row become 
editable. 

 

Complete the Housing Assistance fields as follows: 

Housing 
Assistance 

If the client is receiving housing assistance, select the type of 
assistance from the dropdown. 

Start Date If the client is receiving HUD (Department of Housing and Urban 
Development) assistance, enter the date when the client began 
receiving this assistance. Use the format MM/DD/YYYY, or click 
the calendar icon to the right of the field. Use the dropdown lists 

to select the month and year.  Then click the day of the month. 
The calendar window automatically closes and the Start Date field 
is completed. 

End Date Enter the end date, if any, by the same method as Start Date. 

 

Click this button to save your entries and return to the read-only 
Living Situation Edit screen. 

 

Click Cancel to discard your entries and return to the read-only 
Living Situation Edit screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 
recommended. 

This option is available only to users with the appropriate 
permission level. 

Click the Deactivate button to deactivate the record. 

Note: You will be prompted to confirm the deactivation: "Are you 
sure you want to deactivate this entry?" To confirm the 
deactivation, click OK. You will be returned to the read-only 
Living Situation screen. 
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Clicking Deactivate does not deactivate the client in ARIES; it 
only deactivates the record. Once deactivated, the record will no 
longer be visible. 

If you do not want to deactivate the record, click Cancel. You will 
be returned to the Living Situation Edit screen in Edit mode. 

  

Back on the read-only Living Situation Edit screen after completing the fields as necessary: 

 

Click this button to save your input and proceed to the Agency 
Specifics Edit screen. 

 

Click this button to save your input and return to the read-only Living 
Situation screen. 

 

Click this button to return to the read-only Living Situation screen 
without saving your input. 

  

2.5.2 Related/Affected Individuals 

The Related/Affected Individuals lists other clients associated with the client who is HIV-
negative, as well as those with unknown HIV status. An affected client can be a family 
member or partner, but they must be linked to an infected client who is receiving services. 
Affected clients may be eligible for services like housing assistance or transportation. 

For example, if the client is an HIV+ mother, her children may be eligible for services such 
as meals and daycare. 

 Related or affected individuals have their own separate client records. Clicking an 
individual's name takes you to their client record. 

Indeterminate Infants under 21 Months Old 

Note that indeterminate infants should not be enrolled as Related/Affected Individuals. An 
indeterminate infant is a child whose mother was HIV+ at the time of the birth, and who is 
less than 21 months old. Such infants are considered "indeterminate" since their immune 
system is not mature enough to produce antibodies to the HIV virus, making it impossible to 
know their true HIV status. Be sure to enroll an indeterminate infant as a regular ARIES 
client and use a CDC Disease Stage of "Pediatric Indeterminate." 

Clients over 21 Months Old 

CDC Disease Stage "Indeterminate" is not valid for clients over 21 months old. A client who 
is 21 months or older and has previously been assigned a CDC Disease Stage of "Pediatric 
indeterminate" or "Pediatric, confirmed HIV-positive" should be reported on the RSR as 
"Unknown." 

Note: If a user attempts to save the Basic Medical Edit page with a CDC Disease Stages of 

"Pediatric indeterminate" or "Pediatric, confirmed HIV-positive" and the client is 21 months 
or older, ARIES will display the message "A CDC Disease Stage of 'Pediatric Indeterminate' 
or 'Pediatric, confirmed HIV-positive' applies only to children under 21 months." 

 A similar rule for "Pediatric, confirmed HIV-positive" is NOT required, since these 
clients are reported on the RSR as HIV-positive regardless of age. 

To add a related or affected individual for a client: 
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 Go to the client's read-only Living Situation tab and click the New button. 

 

This takes you to the Related/Affected Individuals Edit screen, where you may add a 
related/affected individual for the client. 

To edit the relationship between the affected individual and the client, go to the read-only 
Living Situation tab for the related/affected individual and click the Edit Relationship 
button, which takes you to the Related/Affected Individual Relationship Edit screen. 

Note: If you save a record for a Related/Affected individual on the Basic Medical Edit screen 
and the Related/Affected client's CDC Disease stage is changed to anything other than 
'Unknown' or 'HIV Negative', ARIES will no longer classify them as 'Related/Affected.' 

 Before you save the record, you will receive the following confirmation prompt: "Click 
OK to save the change and convert the client to a non-Related/Affected client." 

  

2.5.3 Related/Affected Individuals Edit 

The Related/Affected Individuals Edit screen allows you to create a new related/affected 
individual record for the client or edit an existing related/affected individual record for the 
client. 

When a new related/affected record is created, ARIES links that individual to the related 
HIV+ client. Once the record is created, new services can be entered for the 
related/affected individual. 

Notes: 

 If you save a record for a Related/Affected individual on the Basic Medical Edit screen 
and the Related/Affected client's CDC Disease stage is changed to anything other 
than "Unknown" or "HIV Negative," ARIES will no longer classify them as 
"Related/Affected." 

 When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs 
this minimal information filled out in the Basic Medical subtab, which appears later in 
the client intake screens. Once you supply this information, the red message will 
disappear. 

 Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Owing to HRSA requirements, a 
field marked with a red asterisk is required at every ARIES installation. 
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Fields marked with an asterisk (*) are required fields. 

Complete the Related/Affected Individuals fields as follows: 

Last Name Enter the individual's last name. 

First Name Enter the individual's first name.  Do not use nicknames. 

Middle Initial Enter the individual's middle initial. 

Date of Birth Enter the individual's date of birth. Use the format MM/DD/YYYY, or click 
the calendar icon to the right of the "Date of Birth" field. 

 

Use the dropdown lists to select the month and year.  Then click the day 
of the month. The calendar window automatically closes and the "Date of 
Birth" field is completed. 
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Mother's 
Maiden Name 

Enter the individual's mother's maiden name. 

Gender Use the dropdown to select the individual's gender. In addition to male 
and female, an individual may be transgender MTF (male-to-female) or 
transgender FTM (female-to-male). An individual may also be listed as 
"Other," "Unknown," or "Refused to Report." 

Relationship Use the dropdown to select the individual's relation to the client.  Select 
one of the following: Parent, Partner, Spouse, Son, Daughter, Sibling, or 
Roommate. 

If the relationship is not listed, select "Other" and enter the relationship 
in the Other text field below. 

Enrollment 
Date 

Enter the individual's enrollment date. Use the format MM/DD/YYYY, or 
click the calendar icon to the right of the "Enrollment Date" field. Use the 
dropdown to select the month and year.  Then click the day of the 
month. The calendar window automatically closes and the "Enrollment 
Date" field is completed. 

Enrollment 
Status 

Use the dropdown to select the status of enrollment.  The status can be 
one of the following: 

Active - The client is eligible and currently receiving services. 

Inactive - The client is no longer receiving services. 

Disenrolled - The client is no longer eligible for services. 

Lost to Follow-up - The agency has lost contact with the client after 
follow-up call or visit. 

Discharged - The client has had a successful outcome and no longer 
require services.  Example: If your agency provides housing and has 
placed the client, the client can then be discharged. 

Reported Deceased - The client has been reported as passed away. 

Confirmed Deceased - The client has been confirmed as having passed 
away. 

Unknown/Unreported - The client's status is unknown. 

Status As Of Enter the date of the individual's status. Use the format MM/DD/YYYY, or 
click the calendar icon to the right of the "Status As Of" field. Use the 
dropdown to select the month and year. Then click the day of the month. 
The calendar window automatically closes and the "Status As Of" field is 
completed. 

Date of Death If the individual is deceased, enter the date of death. Use the format 

MM/DD/YYYY, or click the calendar icon to the right of the "Date of 
Death" field. Use the dropdown to select the month and year.  Then click 
the day of the month. The calendar window automatically closes and the 
"Date of Death" field is completed. 
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Hispanic This is a required field. Use the dropdown to indicate whether or not the 
individual is Hispanic. 

Race 1 Because Race 1 is required, you must make a selection from this 
dropdown. If the answer to Hispanic is Yes, you should select Other from 
the Race 1 dropdown. Do not select White under Race 1 unless the client 
self-identifies as both Hispanic and White; or Black unless the client self-
identifies as both Hispanic and Black. 

Living with 
Client 
checkbox 

Check this box if the individual lives with the client. 

Street If the individual does not live with the client, enter the individual's street 
address. 

City Enter the city in which the individual lives. 

State Use the dropdown to select the state in which the individual lives. 

  

Zip Code Enter the ZIP code where the individual lives. 

County From the dropdown, select the county where the individual lives. 

Phone 1 Enter the individual's primary phone number. Include the area code and 

use hyphens to separate the numbers. 

After a phone number, you may enter an optional extension of up to 5 
digits. Do not type "extension" or "ext." before the extension number. 
Example: 925-555-1212 12345. 

Living 
Situation 

Use the dropdown to select the individual's current living situation. 
 Select "Other" if none of the options match. The individual may also be 
listed as "Unknown" or "Refused to Answer." 

Annual 
Household 
Income 

Enter the dollar amount of the individual's estimated annual household 
income.  Example: If the client lives with the individual, enter their 
combined income. 

People in HH Enter the number of people living in the household. 

Federal 
Poverty Level 

This percentage is calculated automatically.  This field will be completed 
when you save the form, and cannot be edited. 

Medical 
Insurance 

Use the dropdown to select the individual's primary medical insurance. If 
the individual is uninsured, select "No insurance." 
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After completing the fields on the screen: 

 

Click this button to save your input and return to the Living Situation screen. 

 

Click this button to return to the Living Situation screen without saving your 
input. 

  

2.5.4 Related/Affected Individual Relationship Edit 

Use the Related/Affected Individual Relationship Edit screen to change the relationship 
between a client and a related or affected individual. Example: If a client marries their 
partner, change their relationship in this screen. 

Notes: 

 If you save a record for a Related/Affected individual on the Basic Medical Edit screen 
and the Related/Affected client's CDC Disease stage is changed to anything other 
than 'Unknown' or 'HIV Negative', ARIES will no longer classify them as 
'Related/Affected.' 

 Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk 

are required to produce the RDR and CADR reports. Owing to HRSA requirements, a 
field marked with a red asterisk is required at every ARIES installation. 

 

Complete the fields as follows. 

Fields marked with an asterisk (*) are required fields. 

Related to Displays the related/affected individual's name and is not editable. 

Relationship Use the dropdown to indicate the individual's relationship to the 
client. 

If the relationship is not listed in the dropdown, select "Other" and 

enter the relationship in the adjacent text field. 

Living with Client 
checkbox 

Check this box if the individual lives with the client. 

  



Section 2 

81 

After completing the fields on the screen, click on one of the following: 

 

Click the Save button to save your input and return to the Living Situation 
screen. 

 

Click the Cancel button to return to the Living Situation screen without 
saving your input. 

 

Note: The use of Deactivate has a significant impact on the system. It 
should be used only by those with ARIES expertise, and prior consultation 
with the system administrator is highly recommended. 

This option is only available to users with the appropriate permission 
level. 

Click the Deactivate button to deactivate the relationship between the 
Related/Affected Individual and the client. You are prompted to confirm 

the deactivation. Once deactivated, the client is no longer a 
Related/Affected Individual and will no longer appear on the Living 
Situation screen. 

Clicking the Deactivate button does not deactivate the client with ARIES; 
it only deactivates the relationship between the Related/Affected 

Individual and the client. 

  

2.5.5 Agency Specifics 

The Agency Specifics screen contains all the relevant agency information about the client. 

To access this screen from the Client Detail screen, click the Agency Specifics tab in the 
second row of tabs. 
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The Agency Specifics information includes: 

Share Data Indicates whether the client has agreed to share their records with 
other agencies (this helps expedite the intake process at other 
agencies). 

Agency Name The name of the agency with which the client is enrolled. 

Agency Status Lists the client's status with the agency and the date when reported. 

Reason for Status 
Change 

If the client's status has changed, the reason is displayed in this 
field. 

Agency 
Enrollment Date 

The date the client first enrolled with the agency. 

Note: If a client's Enrollment Status As-Of Date is AFTER the RSR 
reporting period, the client should be reported as "Active" on the 
RSR regardless of the value in the Enrollment Status field. 

Referral The source that referred the client, with referral date. 

Client ID1, Client 

ID2 

The client's agency-assigned identifier. If your agency employs 

multiple IDs, the second one is also listed. 

Agency User 
Fields 

The two Agency User Fields may be used to store any data your 
agency chooses. These fields are particularly useful for identifying 
groups or subsets of clients within your agency. You must decide on 
the codes or words you want to use in these fields to identify each 
group or subset of clients. You must also be careful to enter those 

codes or words correctly. Data you enter in these fields is available 
in Crosstab and Ad Hoc reports. 

Agency Name Displays the name of the agency where the client is enrolled. 

Agency Status Displays the as-of date for the client's current status. 

 If you have the proper permissions, click the Edit button to update any agency 
specifics. 

 

2.5.6 Agency Specifics Edit 

Use the Agency Specifics Edit screen to edit existing information or add new relevant agency 
information about the client. 

Proper permission is required to edit all Agency Specifics fields. Share Data status can only 
be changed by a supervisor. 

Enrollment Date, Referral Date, and Referral Source are entered only once and may not be 

edited. 

Notes: 

 When you enter a new client, a red message appears next to the client's name on 
the screen. This message reads, "Check the client"s CDC Disease Status." ARIES 
needs this minimal information filled out in the Basic Medical subtab, which appears 



Section 2 

83 

later in the client intake screens. Once you supply this information, the red message 
will disappear. 

 Remember that when a large red asterisk appears to the left of a data field, or in the 

column name above it, the field is HRSA-required. Fields marked by a red asterisk 
are required to produce the RDR and CADR reports. Owing to HRSA requirements, a 
field marked with a red asterisk is required at every ARIES installation. 

 If a client's Enrollment Status As Of Date is AFTER the RSR reporting period, the 
client should be reported as "Active" on the RSR regardless of the value in the 

Enrollment Status field. 

 If the Agency Specifics enrollment date is AFTER the earliest service date within the 
report period, the enrollment date is reset to the earliest service date within the 
report period. 

Special Notes on Agency Specifics Permissions 

 For ARIES users with Agency Specifics Change permission, the Edit button is displayed on the 
Agency Specifics screen for any client. 

 For users with Agency Specifics Create permission, the Edit button is not displayed if any of the 
following fields has been completed and saved: 

o Referral Date 

o Referral Source 

o Agency Client ID 1 

o Agency Client ID 2 

o Alert.  

 If these fields have not been completed and saved, then the Edit button is visible to 

users with Agency Specifics Create permission. For these users, the remaining fields 
on Agency Specifics Edit are grayed out. 

  

 

Complete the Agency Specifics fields as follows: 
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Fields marked with an asterisk (*) are required fields. 

Agrees to 
Share 
Data 

When the client is first entered into the system, they are asked whether or 
not they wish to share their information with other agencies (this helps 
expedite the intake process at other agencies), and either the Yes or No 
radio button is selected. 

If the client previously did not agree to share data but now wants to, ask 
them to review and sign the ARIES consent form, allowing their record to be 

shared. 

If they agree to share their data and sign the form, select the Yes radio 
button next to "Agrees to Share Data." 

Agency 

Status 

Select the client's status with your agency. The status can be one of the 

following: 

Active Client is eligible and currently receiving 
services. 

Inactive Client is no longer receiving services. 

Disenrolled Client is no longer eligible for services. 

Lost to Followup The agency has lost contact with the client 
after follow-up call or visit. 

Discharged The client has had a successful outcome and 
no longer requires services. Example: If your 
agency provides housing and has placed the 
client, they can then be discharged. 

Reported Deceased Client has been reported as passed away, 
but this is unconfirmed. 

Confirmed Deceased Client has passed away, and this has been 
confirmed. 

Unknown/Unreported Client's status is unknown. 

Notes 

 Changing a client's status to a status other than Active may also 
require a change to the client's program status from the Programs 
Tab. Example: If a client is now deceased, their status would be 
changed in all the specific programs in which they are enrolled in at 

your agency (e.g., EIP, HOPWA, etc.). 

 If you select Confirmed Deceased from the Agency Status 
dropdown list on Agency Specifics, the RSR and other reports will 
report the client as deceased, but the Date of Death does not 
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update in Demographics or Programs. 

 If the client's agency status is changed, the next two fields - 
Reason for Status Change and Status as of Date - must also be 
changed. 

 

Reason for 
Status 
Change 

If the client's status has changed, list the reason in this text field. 

If the reason is not listed in the dropdown, select "Other" and indicate the 

reason in the text field below. 

Note: If you have updated the client's records on the Contact Info, 
Demographic Detail, or Living Situation tab and have progressed to Agency 
Specifics, you must complete the Reason for Status Change field. 

Status as 
of Date 

If the client's agency status has changed, enter the date of the client's status 
change. Use the format MM/DD/YYYY, or click the calendar icon to the right of 
the "Status as of Date" field. 

  

For each field, use the dropdown lists to select the month and year, and then 
click the specific date to enter it into the date text field. The calendar window 
automatically closes. 

Agency 
Enrollment 
Date 

Enter the date the client first enrolled with the agency. Use the format 
MM/DD/YYYY, or click the calendar icon to the right of the "Agency Enrollment 
Date" field. 

For each field, use the dropdown lists to select the month and year, and then 
click the specific date to enter it into the date text field. The calendar window 
automatically closes. 

Note: This information can only be entered once and cannot be edited. 
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Referral 
Date 

Enter the date the client was referred to the agency. Use the format 
MM/DD/YYYY, or click the calendar icon to the right of the "Referral Date" 
field. 

For each field, use the dropdown lists to select the month and year, and then 
click the specific date to enter it into the date text field. The calendar window 
automatically closes. 

Note: This information can only be entered once and cannot be edited. 

Referral 
Source 

Use the dropdown to select the source that referred the client, i.e., MD 
(medical doctor), Case Manager, RN (registered nurse), Self, or Other. If 
"Other" is selected, enter the source in the "If Other" text field below. 

Note: This information can only be entered once and cannot be edited. 

Agency 
Client IDs 
1 and 2 

If your agency employs client identifiers, enter them in the Agency Client ID 
text fields. 

Agency 
User 
Fields 

1 and 2 

If your agency uses these two fields, enter data in either as appropriate. 

Client 
Alert 

Use the text box field to enter any pertinent details about dealing with the 
client, such as sensitive health problems or behavioral issues. Example: If a 
client has a violent history, it is important for all staff persons to be aware of 
this. This is a scrollable field. 

When a client alert is entered, a yellow triangle icon appears next to the 
client's name in the Client Details screens. Users may hover the mouse over it 
to view a message about the client. The display will also include the name of 
the user who entered or edited the message and the date of entry. Clicking 
this icon will open an alert box containing the alert message. 

Note: After saving updates to Agency Specifics, the Client Alert on any page 

changes so that your name is displayed. Click on the yellow triangle on most 
screens to see a pop-up with the client alert message. 

Notes: 

 When you have updated the client's records on the Contact Info, Demographic 
Detail, or Living Situation tab and you progress to Agency Specifics, make a selection 
from the Reason for Status Change dropdown list. If you select "Other" from the 
dropdown, type a reason in the "if Other" window just below it. 

 After you save updates to Agency Specifics for a client, the Client Alert on any page 
changes so that your name is displayed. Click on the yellow triangle on most screens 
to see a pop-up with the client alert message. 

After completing the fields on the screen, click on one of the following: 

 

Click the Save + Next button to save your input and advance to the 
Eligibility Documents Edit screen. 
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Click the Save + Done button to save your input and return to the 
Agency Specifics screen. 

 

Click the Cancel button to return to the Agency Specifics screen 
without saving your input. 

  

2.6 Eligibility 

The Eligibility screens contain the records of the client's eligibility documents required for 
your agency's services as well as financial records and insurance information. To access this 
screen, click the Eligibility tab in the top row of tabs. 

 

This information is used to determine which services the client is eligible for. Accurate 
details help ensure the client receives all the benefits to which they are entitled. 

The Eligibility screens include: 

 Eligibility Documents 

 Financial 

 Insurance 

 

2.6.1 Eligibility Documents 

The Eligibility Documents screen contains a table listing the client's eligibility documents. To 

access this screen, click the Eligibility tab from the top row of tabs. 

 

The headings of the table columns in this screen are as follows: 

Type The type of eligibility document. 

Doc Date When the document was dated. 

Obtained When the document was received by the agency. 
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Expires When the document expires (if applicable). Example: If the document 
is a driver's license, when the license expires. 

Source The source from which the document was obtained. 

Location The agency that received the document. Clicking a Location link will 
take you to that agency's Contact Information screen. 

Notes Any additional information pertaining to the eligibility document. 

  

 If you have the proper permissions, click the Edit button to change or add any 
eligibility document information. 

  

2.6.2 Eligibility Document Edit 

Note: 

 When you enter a new client, a red message appears next to the client's name on 
the screen. This message reads, "Check the client's CDC Disease Status." ARIES 
needs this minimal information filled out in the Basic Medical subtab, which appears 

later in the client intake screens. Once you supply this information, the red message 
will disappear. 

Use this screen to edit an existing document record or to add a new record. 

 

To edit an existing record, click the Edit button.  Note that to edit an existing record, the 
record must be in a pending status (indicated by "Yes" in the Pending column). 

If you need to make changes to a record that is not currently in a pending status, you must 
contact your Administrative Agency or to have the record updated. The exceptions to this 
rule are those who work at Administrative or Partner level agencies. 

To create a new eligibility document record, click the New button. 

Note: If you click New inadvertently, do not click Save on the new row or you will create 
a new record with the default of "Proof of Residency" in the Type field. To delete a new 
row after clicking New by accident, click Cancel. 

Both actions take you to the Eligibility Documents Edit screen. 
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Complete the Eligibility Documents row as follows. 

Column Description 

Type Select the document type from the dropdown list: 

 

Proof of 
Residency 

Any document that establishes the client's 
place of residence. This can include driver's 
license, lease agreement, or business mail 
addressed to the client. 

HIV Letter 
of Diagnosis 

A letter confirming the client's HIV+ status. 

Proof of 
Income 

This includes current pay stubs, Social 
Security check stubs, or other assistance 
check stubs. 

Release of 
Information 

This document allows the agency to contact 
other entities for referrals for the client. For 
example, this release would permit a case 
manager to consult an outside physician 
about a possible referral. 

ARIES 

Consent 
Form 

This document permits your agency to share 

the client's records with other agencies, 
which can expedite the intake process at 
other agencies. 

ARIES 
Consent 

Form 

This document acknowledges client's 
agreement to receive services from your 

Agency 

Picture ID Identification can be a current driver's license 
or state-issued ID card, passport, or military 
ID. 

ADAP AIDS Drug Assistance Program (ADAP) 
identification card. 

HOPWA Documentation confirming client's 
participation in Housing Opportunities for 
Persons With AIDS (HOPWA). 
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HIPAA Documentation acknowledging Health 
Insurance Portability & Accountability Act. 

 

Pending If the client has not yet provided the document to the agency, check 
the Pending checkbox. 

Note: If an Eligibility Document is not marked as pending, once it is 
saved, it becomes a read-only record and cannot be edited again. If 
you need to make changes to a record that is not marked pending, 

you must contact your Administrative Agency to have the record 
updated. The exceptions to this rule are those who work at 
Administrative or Partner level agencies. 

Doc Dated Enter the date of the document. Format MM/DD/YYYY. For example, if 
the client brings in a piece of business mail, enter the postmark date. 

If the client brings in a passport, enter the date it was issued. 

You may also enter the date via the pop-up calendar. 

 

Use the dropdown lists to select the month and year; then click the 
specific date to enter it into the text field. The calendar window closes 
automatically. 

Obtained Enter the date the document was received by the agency. Format 
MM/DD/YYYY. 

Expires Enter the date of expiration, where applicable. Format MM/DD/YYYY. 

Source Enter the document source. Example: If the client brings in the 
document, type "Client" in this window. 

Location ARIES automatically enters your agency's name. 

Note In the text field, enter any other information regarding the document. 
Example: You may type "Driver's License" if the client has brought in 
a picture ID of this type. 
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Click the Save button to save your input and return to the Eligibility 
Documents screen. 

 

Click the Cancel button to return to the Eligibility Documents screen 
without saving your input. 

 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 
consultation with the system administrator is highly recommended. 

Click the Deactivate button to deactivate the Eligibility Document. 
You are prompted to confirm the deactivation. Once deactivated, the 
Eligibility Document will no longer appear on the Eligibility Documents 
screen. 

Clicking Deactivate does not deactivate the client with ARIES; it only 
deactivates the Eligibility Document. 

  

After completing the fields on the screen, click on one of the following: 

 

Click the Save + Next button to save your input and proceed to 
the Financial Edit screen. 

 

Click the Save + Done button to save your input and return to 
the read-only Eligibility Documents screen. 

 

Click the Cancel button to return to the read-only Eligibility 

Documents screen without saving your input. 

  

2.6.3 Financial 

The Financial screen displays all of the client's financial information including household 

income and assets. To access this screen: 

To access this screen: 

 Click the Eligibility tab from the top row of tabs. 

 Then click the Financial tab from the second row of tabs. 
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Financial 

The left side of the screen displays the client's employment situation, whether they receive 
public assistance, and how many children live in the client's household. Also listed is how 

many HIV+ people live in the household, including the client. 

The following is displayed below this area: 

Current Income (Monthly) 

 Client - The first row displays the client's personal income and whether the amount is 
earned annually or monthly. 

 Household - The second row displays the combined income of everyone who lives in 
the client's household, whether the amount is earned annually or monthly, how 
many people live in the household (including the client), and the poverty index of the 
household. 

Note: Poverty guidelines are established each year by the federal Department of 
Health and Human Services and are published annually in the Federal Register, 
usually in January or February. 

 Family - The third row in the table lists the combined income of everyone related to 
the client (including the client), whether the amount is earned monthly or annually, 
how many people are in the family (including the client), and the poverty index of 
the client's family. 

Income History (Monthly) 

 The table on the bottom of the screen shows the client, household and family income 
history. 

Income Detail/Assets 

Source (Monthly) 

On the right side of the screen is a table listing the client's sources of income. If the client 
has no income, "Client has no income" is shown next to Income Detail/Assets. 

The list below the right side indicates whether the client is a homeowner, whether they own 
a car, and the total value of their other assets. 

 If you have the proper permissions to change or edit the client's financial 
information, click the Edit button, which takes you to the Financial Edit screen. 

 

2.6.4 Financial Edit 

Notes: 

 When you enter a new client, a red message appears next to the client's name on 
the screen. This message reads, "Check the client's CDC Disease Status." ARIES 
needs this minimal information filled out in the Basic Medical subtab, which appears 
later in the client intake screens. Once you supply this information, the red message 
will disappear. 

 Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk 
are required to produce the RDR and CADR reports. Owing to HRSA requirements, a 
field marked with a red asterisk is required at every ARIES installation. 

 When completing monetary fields, do not enter the dollar sign. ARIES will supply the 
dollar sign after you save the record. 
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Use the Financial Edit screen to edit the client's existing income and asset information, or 
add new financial information. The screen is separated into the five sections: Client Income, 
Household Income, Family Income, Assets and Income History. 

Note: If you are entering income for the client in any field, be sure to uncheck "No source 
of income." Otherwise you will not be able to enter the income. 

  

 

  

Complete the Financial Edit fields as follows: 

Fields marked with an asterisk (*) are required fields. 

Client Income Section 

(Amounts are monthly) 

Employed Use the dropdown to select the client's type of employment, 
e.g., full-time, part-time, not employed, other, or unknown. 
Select "Other" if the client is a student, a volunteer, or other. 

Employment/Wages Note: If the client has a source of income, you cannot enter it in 
this field without first unchecking the "No source of income" 
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checkbox. 

Enter the dollar amount of wages the client derives from 
employment.  Use the format as in the following example: 
1,500.00. No dollar sign. 

Supp Security 
Income/SSI 

If the client receives SSI, enter the dollar amount. Use the 
format as in the following example: 1,500.00.  No dollar sign. 

Soc Sec Disability 
Ins/ SSDI 

If the client receives SSDI, enter the dollar amount. Use the 
format as in the following example: 1,500.00.  No dollar sign. 

Social Security 
Retirement 

If the client receives Social Security retirement, enter the dollar 
amount. Use the format as in the following example: 1,500.00. 
No dollar sign. 

Gen Assist/Gen Relief 
GA/GR 

If the client receives Gen Assist/Gen Relief, enter the dollar 
amount. Use the format as in the following example: 1,500.00. 
No dollar sign. 

Unemployment/UI If the client receives Unemployment, enter the dollar amount. 
Use the format as in the following example: 1,500.00.  No dollar 
sign. 

Public Assistance Use the Yes/No dropdown to indicate whether the client receives 
any sort of public assistance. Public assistance is defined as 
financial help from government sponsored programs that 
provide for disadvantaged groups. This can include food stamps, 

Social Security assistance, and other welfare programs. 

State Disability 
Ins/SDI 

If the client receives SDI, enter the dollar amount. Use the 
format as in the following example: 1,500.00. No dollar sign. 

Long-term 

Disability/LTD 

If the client receives LTD, enter the dollar amount. Use the 

format as in the following example: 1,500.00. No dollar sign. 

Worker's 
Compensation 

If the client receives Workers Comp, enter the dollar amount. 
Use the format as in the following example: 1,500.00. No dollar 
sign. 

TANF CalWORKS If the client receives TANF CalWORKS, enter the dollar amount. 
Use the format as in the following example: 1,500.00. No dollar 
sign. 

Veterans Benefits/VA If the client receives VA, enter the dollar amount. Use the 
format as in the following example: 1,500.00. No dollar sign. 

Alimony/Child 
Support 

If the client receives alimony/child support, enter the dollar 
amount. Use the format as in the following example: 1,500.00. 
No dollar sign. 
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Other 1, 2, 3 fields For sources of income not listed elsewhere, use the "other" text 
fields to indicate the source. 

In the accompanying text fields to the right of the "Other" fields, 
enter the dollar amount. Use the format as in the following 
example: 1,500.00. No dollar sign. 

Retirement If the client receives any type of retirement income, enter the 
dollar amount. Use the format as in the following example: 

1,500.00. No dollar sign. 

Investment If the client receives any type of investment income, enter the 
dollar amount. Use the format as in the following example: 
1,500.00. No dollar sign. 

Gift If the client receives income from a gift, enter the dollar 
amount. Use the format as in the following example: 1,500.00. 
No dollar sign. 

Food Stamps If the client receives food stamps, enter the dollar amount. Use 
the format as in the following example: 1,500.00. No dollar 

sign. 

No source of income 
checkbox 

If the client has no source of income, check this box. 

Note: If the client does have a source of income, you cannot 
enter it on the screen without first unchecking this box. 

Total ARIES automatically calculates the total of the client's income 
from the Client Income section. 

  

Household Income Section 

 

Monthly 
Household 
Income 

Enter the combined income of all individuals in the client's household 
over the age of 15 (including the client), related or not. Use the 
format as in the following example: 1,500.00. No dollar sign. 

# People in 

Household 

Enter the total number of persons in the household, including relatives 

and children. 

# Children in 
Household 

Enter the total number of children in the household. 
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Percent Federal 
Poverty Level 

This percentage will be automatically calculated when you save the 
form. It cannot be edited. 

# HIV+ People 
in Household 

Enter the number of HIV+ people in the household, including the 
client. 

  

Family Income Section 

 

  

Family Income Enter the combined income of all family members in the client's 
household over the age of 15 (including the client). Use the format as in 
the following example: 1,500.00. No dollar sign. 

# People in 
Family 

Enter the total number of persons in the family, including children. 

Percent 
Federal 
Poverty Level 

This percentage will be automatically calculated when you save the 
form. It cannot be edited. 

  

Assets 

 

  

Do you own: a 
house? 

Use the Yes/No dropdown to indicate whether the client owns a 
house. 

Do you own: a 
car? 

Use the Yes/No dropdown to indicate whether the client owns a car. 

Other Assets Use the Yes/No dropdown to indicate whether the client has other 
assets. Assets can include savings, bonds, or other investments. 
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Dollar Amount of 
Other Assets 

If the client has other assets, enter the dollar amount. Use the 
format as in the following example: 1,500.00. No dollar sign. 

  

Income History 

 

 To populate the income history fields with the revised income you have just entered 
in the sections above, click the New button.  ARIES will automatically calculate the 
income history. 

 To edit a row in the Income History, click on the Edit button for that row. 

 To enter a new row of Income History, click the New button. 

Either action makes a row editable on the Financial Edit screen. 

  

 

  

Date Enter the date of the income history.  Use the format MM/DD/YYYY. You 
can also use the calendar pop-up by clicking the calendar icon.] 

  

For each field, use the dropdown lists to select the month and year, and 
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then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

Monthly 
Client Income 

Enter the monthly dollar amount of wages the client derives from 
employment. Use the format as in the following example: 1,500.00. No 
dollar sign. 

Monthly 
Household 
Income 

Enter the combined monthly income of every individual in the client's 
household over the age of 15 (including the client), related or not. Use 
the format as in the following example: 1,500.00. No dollar sign. 

Monthly 
Family 
Income 

Enter the combined monthly income of every family member in the 
client's household over the age of 15 (including the client). Use the 
format as in the following example: 1,500.00. No dollar sign. 

  

After completing your entries: 

 

Click Save to store the history update and return to the Financial edit 
screen. 

 

Click Cancel to discard the history and return to the Financial Edit screen. 

 

Note: The use of Deactivate has a significant impact on the system. It 
should be used only by those with ARIES expertise, and prior consultation 
with the system administrator is highly recommended. 

This option is available only to users with the appropriate permission 
level. 

Click the Deactivate button to deactivate a financial row. You are 
prompted to confirm the deactivation. Once deactivated, the row will no 
longer appear on the Financial Edit screen. 

Clicking the Deactivate button does not deactivate the client with ARIES; 

it only deactivates the row. 

Note: Be sure to click the New button each time the Income History financial information is 
edited, to save the new information for historical purposes. 

After editing the financial information or adding new financial information: 

 

Click this button to save your input and proceed to the Insurance Edit 
screen. 

 

Click this button to save your input and return to the read-only 

Financial screen. 

 

Click this button to discard your input and return to the read-only 
Financial screen. 
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2.6.5 Insurance 

The Insurance screen lists the client's health insurance information. 

To access this screen: 

 Click the Eligibility tab from the top row of tabs. 

 Then click the Insurance tab from the second row of tabs. 

 

The insurance table contains the following information: 

Source The insurance source, e.g., public, private, ADAP, Medicare, 
Medical/Medicaid. 

Type The type of medical insurance, e.g., restricted, COBRA, managed, 
Medicare A or B. 

Pend. Indicates if the insurance is pending and not yet in effect. 

Prim Ins Indicates if this insurance policy is used for the client's primary 
healthcare. 

Prim HIV Ins Indicates if this insurance policy is used for the client's primary HIV 
healthcare. 

Carrier The client's insurance carrier, e.g., Kaiser, Aetna, Blue Cross. 

Policy # The client's insurance policy number. 

Start / End The effective dates of the insurance policy. 

Prem The client's monthly insurance premium costs. 

Note Any additional notes regarding the insurance policy. 

  

 If you have the proper permissions to change or add any insurance information, click 
the Edit button to go to the Insurance Edit screen. 
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2.6.6 Insurance Edit 

Notes: 

 When you enter a new client, a red message appears next to the client's name on 
the screen. This message reads, "Check the client's CDC Disease Status." ARIES 
needs this minimal information filled out in the Basic Medical subtab, which appears 
later in the client intake screens. Once you supply this information, the red message 
will disappear. 

 Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk 
are required to produce the RDR and CADR reports. Owing to HRSA requirements, a 
field marked with a red asterisk is required at every ARIES installation. 

Use the Insurance Edit screen to edit a client's existing health insurance information, or to 
enter new health insurance information. 

 

Note: Client insurance information is longitudinal data and is intended to capture the 
client's insurance history. If a client's insurance is renewed, you need to make a new 
entry; do not simply update the start and end dates for an existing entry. 

Example: A client has Medicare insurance with a start date of 7/10/2011 which 
expires 7/09/2012. If the insurance coverage is renewed on 7/10/2011 for another 
year, you need to make a new entry for Medicare insurance with a start date of 
7/10/2011 and an end date of 7/09/2012. 

 To enter a new row of Insurance, click the New button. To edit an existing row of 
Insurance, click the Edit button. 

 

Complete the fields as follows: 

Source Use the dropdown to select the source of insurance. 

If the client has health insurance from a source not listed, select 
"Other." 
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Type Use the dropdown to select the type of medical insurance plan, e.g., 
restricted, COBRA, managed, Medicare A or B, etc. 

If the client has an insurance type not listed, select "Other." 

Pending Check this box if the client has applied for this insurance policy, but is 
not yet eligible for benefits. If a policy is pending, you must enter the 
date it becomes effective in the Note field. 

Prim Ins Check this box if this insurance policy is used for the client's primary 
healthcare. 

Prim HIV Ins Check this box if this insurance policy is used for the client's primary 
HIV healthcare. 

Carrier Use the dropdown to select the policy's insurance carrier, e.g., Kaiser, 
Aetna, or Blue Cross. 

If the insurance carrier is not listed, select "Other" and enter the name 
of the insurance carrier in the Note field. 

Pol # Enter the client's insurance policy number. 

Start Date Enter the start date of the client's medical coverage under this policy. 
Format MM/DD/YYYY.  You can also use the calendar pop-up by 
clicking the calendar icon. 

  

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

Notes on Future Date  

 Some ARIES installations allow users to enter a future start 
date of up to 90 days beyond the date of entry. To determine 
whether your installation allows future dating, check with your 
system administrator. 
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 If you enter a future date exceeding the limit for your 
installation, the associated dropdown fields on the Service Edit 
screen will display a message reading "Enter a valid Start Date 
that is between 1/1/1980 and [maximum future date]." 

End Date Enter the end date of the client's insurance policy. Example: If the 
client is receiving COBRA benefits, you enter the last day of coverage. 
If the client's coverage is ongoing, leave the text field empty. 

Format MM/DD/YYYY. You can also use the calendar pop-up by clicking 
the calendar icon. 

Prem Enter the client's monthly insurance premium costs. 

Note Enter any additional notes regarding the insurance policy in the Note 
field. Example: If the client's insurance carrier isn't listed, enter the 

carrier's name here. Also, if a policy is pending, enter the date it 
becomes effective here. 

 

Click the Save button to save your input and return to the Insurance 
Edit screen. 

 

Click the Cancel button to return to the Insurance Edit screen without 
saving your entries. 

 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 
consultation with the system administrator is highly recommended. 

Click the Deactivate button to deactivate the insurance row. Once 
deactivated, the row will no longer appear on the Insurance screen. 

Clicking Deactivate does not deactivate the client with ARIES; it only 
deactivates the insurance row.   

  

After completing all the fields on the screen, click on one of the following: 

 

Click this button to save your input and proceed to the Basic 
Medical Edit screen. 

 

Click this button to save your entries and return to the read-only 
Insurance screen. 

 

Click Cancel to return to the Insurance screen without saving 
your entries. 

  

2.7 Programs 

For some regions and agencies, services are available through specialized programs. These 
programs are set up for persons with specific needs who meet certain eligibility 
requirements. For example, CARE/HIPP benefits are only available for financially needy 
persons with private insurance. 
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Each program has a separate enrollment process. Accuracy is critical in the enrollment 
process, as clients cannot receive benefits unless enrollment process is complete. 

To access the Programs screen, click the Programs tab from the top tier of tabs. The first 

screen that displays is the Program Summary screen. 

 

2.7.1 Program Summary 

The Program Summary screen displays a table of the programs the client is enrolled in: 

 

This screen lists the program name, the status of the client within the program (if the client 
is active or disenrolled), the date the program information was entered, the agency the 
client is enrolled at, the client ID, the staff person assigned for that program, and the 
reason for their disenrollment (if any). 

The Agency column displays the short name of the agency as a link. Click this link to quickly 

access information about the agency, such as contact info or to find staff at the agency. 

 To access information regarding a specific program, use the second tier of tabs to 
select the program you want to view. 

Clients can be assigned to specific staff persons. This person can be a case manager, a 
clinician, or even individuals outside of your agency. The staff person should be the person 

who has regular contact with the client; this should be done so that others who might need 
information about that client can access it easily by looking up the client's staff assignment. 

 If you have the proper permissions to change or enter a client's staff assignments, 
click the Edit button in the Program Summary screen to access the Staff Assignment 
Edit screen. 

 

2.7.2 Staff Assignment 

Clients can be assigned to specific staff persons. This person can be a case manager, a 
clinician, or even individuals outside of your agency. The staff person should be the person 
who has regular contact with the client; this should be done so that others who might need 

information about that client can access it easily by looking up the client's staff assignment. 

Example: A staff person can look up a client's staff assignments to see who their therapist 
is; or, if an agency administrator has a question about a client's care plan, they can quickly 
look up the client's case manager and ask that case manager about the client's care plan. 
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 If you have the proper permissions to change or enter a client's staff assignments, 
click the Edit button in the Program Summary screen to access the Staff Assignment 
Edit screen. 

 

2.7.3 Staff Assignment Edit 

Note: When you enter a new client, a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs this 

minimal information filled out in the Basic Medical subtab, which appears later in the client 
intake screens. Once you supply this information, the red message will disappear. 

You may use the Staff Assignment Edit screen to enter up to 4 agency staff persons to a 
client. 

 

Complete the fields as follows: 

Staff 1 Use the dropdown to select a staff person for the client. Example: 
You might list a client's case manager as the Staff 1 assignment. 

Staff 2, 3, 4 If appropriate, use the dropdowns for Staff 2, 3, and 4  to select 
additional staff persons. Example: You might list a client's primary 
physician as their Staff 2 assignment. 

Other Staff 1, 2, 
3 

If you want to enter staff assignments from outside your agency, 
enter them in the Other Staff text fields. Example: You might list a 
client's dentist who works in conjunction with your agency. 

Name For each staff assignment entered in an "Other Staff" text field, 
enter the name of the staff person. 

Title For each staff assignment entered in an "Other Staff" text field, 
enter the staff person's title. 
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Phone For each staff assignment entered in an "Other Staff" text field, 
enter the phone number of the staff person. 

After a phone number, you may enter an optional extension of up 
to 5 digits. Do not type "extension" or "ext." before the extension 
number. Example: 925-555-1212 12345 

Agency For each staff assignment entered in an "Other Staff" text field, 
enter the name of the agency where the staff person is located. 

 

Click the Save button to save your entries and return to the 
Program Summary screen. 

 

Click the Cancel button to return to the Program Summary screen 
without saving your entries. 

  

2.7.4 TMP 

The Therapeutic Monitoring Program (TMP) is a care program in the State of California 
created to provide vouchers for viral load and resistance testing for certain ADAP (AIDS 
Drug Assistance Program) participants. Test results help ensure that clients receive the 
most effective drug treatments through ADAP. 

To access the TMP screen: 

 From a client's information screen, click the Program tab from the top tier of tabs. 

 From the second tier of tabs, select the TMP tab. 

 Use the TMP screen to enroll a new client. After enrollment, use this screen to 
change a client's status or edit a client's information. 

 

 To enroll a new client, click the Enroll button, which takes you to the TMP 
Enrollment screen. 

 

2.7.5 TMP Enrollment 

Click to view TMP Enrollment Change Status. 

Clicking the Enroll button on the TMP screen displays the Program Enrollment screen. Use 
this screen to enroll eligible clients into TMP. 
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Complete the fields as follows: 

Program Use the dropdown to select TMP. 

Status When you first enter a client, the Status defaults to Enroll. 

Date Enter the date of enrollment.  Use the format MM/DD/YYYY. 
Example: For June 22, 2010 you would enter 06/22/2010. 

You can also use the calendar pop-up by clicking the calendar icon. 

   

Use the dropdown lists to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 

Agency This field automatically pre-fills to the name of your agency and is 
not editable. 

Client Program 
ID 

If the program uses separate IDs from your agency, enter the Client 
Program ID. 

Auto-generate 
Client ID 
checkbox 

Checking this box allows ARIES to create an ID for the program 
selected. 
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Staff 
dropdowns 

Select the staff persons who are assigned to the client's TMP 
services. 

Example: You may assign the client's case manager as well as a 
counselor who specializes in TMP cases. 

  

After completing the fields on the screen: 

 

Click this button to save your input and return to the client's TMP 
read-only screen. 

 

Click this button to return to the TMP screen without saving your 
input. 

  

Once a new client has been enrolled, the TMP screen displays the following information: 

 

The top portion of the read-only TMP screen shows the client's program status in a table. 
Listed are the client's status, the date of their last program update, the agency that enrolled 
them, their client ID, and the staff person assigned to them. Also included are any 
additional notes. 

Once services have been added, the bottom half of the screen lists the client's TMP service 
history in a table. 

If a client has already been enrolled and you need to change their enrollment status, click 
the Change Status button, which takes you to the TMP Enrollment Change Status screen. 

  

2.7.5.1 TMP Enrollment / Change Status 

A client's enrollment status in TMP can change based on their health status, ADAP status or 
any variety of reasons. When you change a client's program status, a new entry will display 
at the bottom of a table of the programs the client is enrolled in. 

From the TMP screen, click on the Change Status button. The TMP Program Enrollment 
Edit screen appears. 
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Complete the fields as follows: 

Program The program defaults to TMP. 

Status Use the dropdown to select the client's new status: 

Enroll -- A client's initial status. They are currently receiving 
benefits from the program. 

Disenroll -- The client is no longer participating in the program. 

Transitioned -- The client's status within the program has changed. 
For example, if a client's viral load decreases, they may not be 
eligible for the same number of services. 

Medically reactivated -- The client was disenrolled due to a change 
in their health status. But due to another change in their health, 
they are again eligible for services. 

Benefits expired -- The client has used all the benefits available to 
them in the program. 

Date Enter the date of the change of status.  Use the format 
MM/DD/YYYY. Example: For June 22, 2010 you would enter 
06/22/2010. 

You can also use the calendar pop-up by clicking the calendar icon. 

   

Use the dropdown lists to select the month and year, and then click 
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the specific date to enter it into the date text field. The calendar 
window automatically closes. 

Agency This field automatically pre-fills to the name of your agency and is 
not editable. 

Client Program 
ID 

If the program uses separate IDs from your agency, enter the 
Client Program ID. 

Reason Use the dropdown to select the reason for the client's change in 
status. If the reason is not listed, select "Other" and enter the 
reason in the adjacent text field. 

Staff 
dropdowns 

Use the dropdowns to make any changes in the staff persons who 
are assigned to the client's TMP services. 

  

After completing your changes on the screen: 

 

Click this button to save your input and return to the TMP 
screen. 

 

Click this button to return to the TMP screen without saving your 
input. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 
recommended. 

This option is available only to users with the appropriate 
permission level. 

Click this button to deactivate the status record. 

Note: you will be prompted to confirm the deactivation: "Are you 

sure you want to delete this entry?" To confirm the deactivation, 
click OK. You will be returned to the TMP screen. 

Clicking Deactivate does not deactivate the client in ARIES; its 
only deactivates the status record. Once deactivated, the service 
entry will longer be visible. 

If you do not want to deactivate the record, click Cancel. You 
will be returned to the TMP screen. 
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2.7.6 TMP Edit 

TMP services are administered in the form of vouchers that are exchanged for HIV testing, 

either viral load or resistance tests. 

  

Top of Screen 

 

Complete the fields as follows: 

Voucher Number Enter the voucher number. 

Voucher Type Use the dropdown to select the kind of test the client received 
(i.e., viral load, genotypic resistance, or phenotypic resistance). 

Plasma Draw 
Site 

Use the dropdown to select from which site the client had plasma 
drawn (e.g., OPC-AC). 

Submitting 
Physician 

Enter the name of the submitting physician. 

Email Enter the email address of the submitting physician. 

Income AGI Enter the client's adjusted gross income. This is the client's 
household's annual income reduced by deductions (or 
allowances) for dependents, elderly households, medical 
expenses, disability assistance expenses, and childcare. 

Medical Record 
# 

Enter the client's medical record number. 
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Bottom of Screen 

 

  

Complete the fields as follows: 

Viral Load Test 
Type 

If the voucher is for a viral load test, under Viral Load Test Type 
dropdown list, select the type of viral load test the client received. 

If the client received a resistance test, skip this entry and select 
the type of resistance test: genotype or phenotype. 

Resistance Tests 
Resistance Test 
Type 

If the client received a resistance test, select the type of 
resistance test (genotype or phenotype). 

Note: You must select this option before you select the provider 

name. 

Provider Once you have chosen the resistance test type, use the dropdown 
to choose the test manufacturer name. 

Patient HIV 
infected in last 

two months 

Use the Yes/No dropdown to indicate whether the patient was first 
infected by HIV within the past two months. 

Duration of 
current ART 
regimen 

If the client is currently in an anti-retroviral therapy (ART) 
regime, in the text field enter how many weeks they have been in 
it. If the client is not taking ART drugs, leave this field blank. 

Has client ever 
taken ART 
therapy at any 
time? 

Use the Yes/No dropdown to indicate whether the patient has 
ever taken ART therapy at any time. 
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Has client taken 
ART therapy in 
last 72 hours 

Use the Yes/No dropdown to indicate whether the patient has 
taken ART therapy in the last 72 hours. 

Does patient 
take ART 
medications at 
correct dose and 
time? 

Use the dropdown to indicate whether, in your opinion, the 
patient takes the ART medications at the correct dose and time. 

  

After completing your input: 

 

Click this button to save your input and return to the TMP 
screen. 

 

Click this button if you wish to enter test results for this 
service. 

 

Click this button to return to the TMP screen without saving 
your input. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 
recommended. 

This option is available only to users with the appropriate 

permission level. 

Click this button to deactivate the service entry. 

Note: You will be prompted to confirm the deactivation: "Are 
you sure you want to delete this entry?" To confirm the 
deactivation, click OK. You will be returned to the TMP screen. 

Clicking Deactivate does not deactivate the client in ARIES; 
it only deactivates the service entry. Once deactivated, the 
service entry will longer be visible. 

If you do not want to deactivate the service entry, click 
Cancel. You will be returned to the TMP screen. 
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2.7.6.1 TMP Service Outcome Edit 

Use this screen to enter the client's TMP testing information. 

 

Complete the fields as follows: 

Plasma 
Collected 

Enter the date of the plasma specimen collection.  Use the format 
MM/DD/YYYY. Example: For June 22, 2010 you would enter 
06/22/2010. 

You can also use the calendar pop-up by clicking the calendar icon. 

   

Use the dropdown lists to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 

In the Time text field, enter the time of the plasma specimen 
collection. Use the format HH:MM AM/PM. Example: 4:30 PM. 

Samples 
prepared and 
shipped….. 

Use the Yes/No dropdown to indicate whether the samples were 
prepared and shipped according to test manufacturer's instructions. 

Lab Accession 
# 

Enter the lab accession number in the text field. 
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Specimen 
Received by 
Lab: Date 

Enter the date the plasma specimen was delivered to the lab.  Use 
the format MM/DD/YYYY. Example: For June 22, 2010 you would 
enter 06/22/2010. 

You can also use the calendar pop-up by clicking the calendar icon. 

In the Time text field, enter the time the plasma specimen was 
delivered to the lab. Use the format HH:MM AM/PM. Example: 4:30 
PM. 

Result 
Recorded by 
Lab: Date 

Enter the date the plasma specimen was tested and recorded by the 
lab.  Use the format MM/DD/YYYY. Example: For June 22, 2010 you 
would enter 06/22/2010. 

You can also use the calendar pop-up by clicking the calendar icon. 

In the Time text field, enter the time the plasma specimen was 

tested and recorded by the lab. Use the format HH:MM AM/PM. 
Example: 4:30 PM. 

    

  

If the client received a viral load test, enter the results under Viral Load Test. If the client's 
viral results were undetectable, indicate this using the check box next to the viral test type. 

 

After completing your updates on the screen: 

 

Click this button to save your entries and return to the TMP 
screen. 

 

Click this button to return to the TMP screen without saving your 
entries. 

  

2.7.7 MCWP 

Medi-Cal Waiver Program (MCWP) provides home- and community-based services for 
persons with AIDS and symptomatic HIV infection whose cognitive and functional abilities 
are impaired. 
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To access the MCWP screen, from a client's information screen, click the Program tab from 
the top tier of tabs. From the second tier of tabs, select the MCWP tab. 

The screen is separated into two sections. The top portion shows the client's program status 
in a table. Listed are the client's status, the date of their last program update, the agency 
that enrolled them, their client ID, and the staff person assigned to them. Also included is 
the reason for disenrollment, if any. 

To enroll a client, click the Enroll button, which takes you to the MCWP Enrollment screen. 
Before a client can be enrolled, their Medical information must first be complete, including 

their CDC Disease Stage and viral load. 

Note: When you have enrolled a client, a Change Status button becomes visible on the 
read-only tab. 

To change a client's enrollment status, click the Change Status button, which takes you to 
the MCWP Enrollment Change Status screen. 

The second half of the screen displays a table of the client's assessments. MCWP clients are 
evaluated every 60 days on their HAART (highly active antiretroviral therapy) adherence. 
The first column lists the assessment dates; the second column indicates whether the client 
has not taken the HAART medications in the 48 hours before the assessment. The third 
column lists the client's ability to take their HAART medications. The fourth column shows 
the MCWP level of are, if indicated. 

The MCWP Level of Care column lists the acuteness of the client's condition. This 
information is collected at enrollment. 

To change an assessment, click the Edit button next to the entry. To enter a new 
assessment, click the New button. Either action takes you to the MCWP Edit screen. 

 

2.7.8 MCWP Enrollment 

On this screen, you can enroll eligible clients in MCWP. However, you cannot enroll a client 
until you have finished entering the client's Medical information, including their CDC Disease 
Stage and viral load information. 

Note: When you have enrolled a client, a Change Status button becomes visible on 
the read-only tab. 
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Program Select MCWP from the dropdown list. 

Status By default, the system supplies the Enroll status. 

Date In the Date text field, enter the date of enrollment. Use the format 
MM/DD/YYYY. For example, for January 28, 2010 enter 1/28/2010. 
You can also use the pop-up calendar. Click the calendar icon to 
bring up the pop-up calendar. 

 

Use the dropdown lists to select the month and year, and then click 
the specific date to enter it into the text field. The calendar window 
automatically closes. 

Agency The system supplies the name of the agency serving this client. 

Client Program 
ID 

If the program uses separate IDs from your agency, enter the 
Client Program ID. 

Auto-generate 
Client ID 

You can also select the Auto-generate check box and ARIES will 
create an ID to assign to the client. 

Staff 
checkboxes 

From the Staff dropdown lists, select the staff persons who are 
assigned to the client's MCWP services. 



Section 2 

117 

Notes In this textbox, you may type any notes pertinent to the client's 
enrollment. 

 

Click this button to save your entries and return to the read-only 
MCWP tab, where your new entries will be displayed. 

 

Click this button to discard your entries and return to the read-only 
MCWP tab. 

  

2.7.8.1 MCWP Enrollment Status Change 

A client's enrollment status in MCWP can change based on their health status or any variety 
of reasons. When you change a client's program status, a new entry will display at the 
bottom of a table of the programs the client is enrolled in. 

 

  

Program The system supplies the program name. 

Status From the dropdown, select "Disenroll" or "Re-enroll." 

Date By default, the date of enrollment is displayed. Update this by 
typing the date of the status change in the text field. Use the 
format MM/DD/YYYY. For example, for January 28, 2010 enter 
1/28/2010. You can also use the pop-up calendar. Click the 
calendar icon to bring up the pop-up calendar. 



ARIES R18 Client Help Manual 

118 

 

Use the dropdown lists to select the month and year, and then click 
the specific date to enter it into the text field. The calendar window 
automatically closes. 

Agency Supplied by the system. 

Client Program 
ID 

Supplied by the system. 

Reason Required field. Select a reason for the status change from the 
dropdown. If "Other" is selected, you must complete the text field 

labeled "Other Reason." 

Other Reason If "Other" selected from the Reason dropdown list, you must 
compete this text field with the reason for status change. 

Staff 
checkboxes 

These fields display your selections on the Enrollment screen. You 
may update these selections here via the dropdowns. 

Notes Type any additional notes pertinent to the status change. 

 

Click this button to save your entries and return to the read-only 
MCWP screen. 

 

Click this button to discard your entries and return to the read-only 
MCWP screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 

recommended. 

Click this button to deactivate and remove a status-change row 
from view. 
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2.7.9 MCWP Edit 

Clients enrolled in MCWP should be assessed every 60 days for their adherence to their 

HAART (highly active antiretroviral therapy) medications. 

If the client has not previously been assessed, the read-only MCWP screen will display a 
New button in the Service History section. Click this button to enter assessment data on 
the MCWP edit screen. 

 To update a previous assessment, click the Edit button in the Service History 
section. 

 

To record the assessment, complete the fields as follows. 

Collect the following once every 60 days 

Assessment 
Date 

Enter the date of the assessment in the first text field. Use the format 
MM/DD/YYYY. You can also use  
the pop-up calendar. Click the calendar icon to bring up the pop-up 

calendar. 

 

Use the dropdown lists to select the month and year, and then click 
the specific date to enter it into the text field. The calendar window 
automatically closes. 
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Client missed 
HAART does 
within the 

previous 48 
hours 

Make the applicable selection from the dropdown list. 

Assessment of 
client's ability to 
take HAART 

medications 

Make the applicable selection from the dropdown list. 

 

Click this button to save your entries and return to the read-only 
MCWP tab, where your new entries will be displayed. 

 

Click this button to discard your entries and return to the read-only 
MCWP tab. 

 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 
consultation with the system administrator is highly recommended. 

Click this button to deactivate and remove the row from view. 

  

2.7.10 CARE/HIPP 

The Health Insurance Premium Payment (CARE/HIPP) program was created as part of the 
Ryan White CARE Act. Funded by Title II of the CARE Act, CARE/HIPP will pay the insurance 

premium costs for eligible clients with HIV or AIDS. CARE/HIPP cannot be used to purchase 
a new insurance policy. 

To be eligible, clients must: 

 Be HIV+ 

 Be Medi-Cal eligible with a share of cost no greater than $200 

 Have either a current private health coverage policy or access to health coverage 
through an employer (includes COBRA and Cal-COBRA 

o Note: Policies issued through the California Managed Risk Medical Insurance 
Board (MRMIB) are excluded. 

 Have a policy that includes coverage for the client's HIV care 

 Not be enrolled in a Medi-Cal managed care plan or a County Organized Health Plan 

To access the CARE/HIPP screen: 

 From the client's information screen, click the Program tab from the top tier of tabs. 

 From the second tier of tabs, select the CARE/HIPP tab. 

CARE/HIPP Screen 

 Use the CARE/HIPP screen to enroll a new client in the program.   

 Once you have enrolled a client, you can use this screen to edit or add insurance 
information, or change the status of existing client. 
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Program Status 

The screen is separated into two sections. The top portion shows the client's program 

status: The client's status, the date of their last program update, the agency that enrolled 
them, their client ID, and the staff person assigned to them. Also included are any 
additional notes. 

To Enroll a New Client 

 Click the Enroll button, which takes you to the CARE/HIPP Enrollment screen. 

To Change Enrollment Status for an Enrolled Client 

 When a client is enrolled, the read-only CARE/HIPP screen displays a Change 
Status button rather than an Enroll button. Click the Change Status button, which 
takes you to the CARE/HIPP Enrollment screen. 

Insurance 

The second half of the screen displays the client's HIPP insurance information. 

 Above the table lists the name of the client's HIPP counselor, the counselor's agency, 
and contact number. Clicking the agency name takes you the Agency Detail screen. 

The table columns include: insurance type, insurance company and address, monthly 
premium costs, and client ID number. 

 Below the table are the Medical Pay Tax ID and the insurance type (individual or 
family policy). 

To Change or Add Insurance Information 

 Click the Edit button, which takes you to the CARE/HIPP Edit screen. 

 

2.7.11 CARE/HIPP Enrollment 

View the steps to Change Enrollment Status 

Use this screen to enroll eligible new clients into CARE/HIPP. Clients must have their 
insurance information entered before they can be enrolled. 

 From the CARE/HIPP screen, click the Enroll button, which takes you to the Program 
Enrollment screen. 
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Complete the fields as follows. 

Program 
dropdown 

Select CARE/HIPP from the dropdown. 

Status When you first enroll a client, the Status defaults to Enroll. 

Date Enter the date of enrollment.  Use the format MM/DD/YYYY.  Example: 
For June 22, 2010 you would enter 06/22/2010. 

You can also use the calendar pop-up by clicking the calendar icon. 

  

Use the dropdown lists to select the month and year, and then click the 
specific date to enter it into the date text field. The calendar window 
automatically closes. 

Agency This field automatically pre-fills to the name of your agency and is not 
editable. 

Client Program 
ID 

If the program uses separate IDs from your agency, enter the Client 
Program ID. 

Auto-generate 
checkbox 

Checking this box allows ARIES to create an ID for the program 
selected. 
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Staff 
dropdowns 

Select the staff persons who are assigned to the client's CARE/HIPP 
services. 

Example: You may assign the client's case manager as well as a 
counselor who specializes in HIPP cases. 

After completing entries: 

 

Click this button to save your entries and return to the CARE/HIPP 

screen. 

 

Click this button to return to the CARE/HIPP screen without saving your 
entries. 

  

Once you have successfully enrolled a new client, the read-only CARE/HIPP screen shows 
the following: 

 

 The top portion shows the client's program status in a table which lists the client's 
status, the date of their last program update, the agency that enrolled them, their 
client ID, and the staff person assigned to them. Also included are any additional 
notes. 

 The second half of the screen lists the name of the client's HIPP counselor and the 
counselor's agency. Clicking the agency name takes you the Agency Detail screen. 
This section also contains a table of the client's HIPP insurance information which 
includes the insurance type, insurance company and address, monthly premium 
costs, and client ID number. 

 The bottom of the screen displays the Medical Payee Tax ID, the type of insurance 
policy (individual or family policy), and the benefits counselor organization name. 

 The Change Status button and an Edit button now appear on the screen. 

To add insurance information for a new enrollee, click the Edit button, which takes you to 
the CARE/HIPP Edit screen. 
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To Change Enrollment Status 

Use the Program Enrollment Edit screen to change the status of an enrolled client.  A client's 
enrollment status in CARE/HIPP can change based on their insurance, financial status, or 

other reasons. 

 To change a client's enrollment status, from the read-only CARE/HIPP screen, click 
the Change Status button, which takes you to the Program Enrollment Edit screen. 

 

Complete the fields as follows. 

Status Use the dropdown to select the client's new status (e.g., active or 
inactive). 

Date Enter the date the client's status changed.  Use the format 
MM/DD/YYYY.  Example: For June 22, 2010 you would enter 
06/22/2010. 

You can also use the calendar pop-up by clicking the calendar icon.   

Use the dropdown lists to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 

Agency This field automatically pre-fills to the name of your agency and is not 

editable. 

Client Program 
ID 

If the program uses separate IDs from your agency, enter the new 
Client Program ID, if applicable. 

Reason Use the dropdown to select the reason for the client's change in 
status. 
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If the reason is not listed, select "Other" and enter the reason in the 
adjacent text field. 

Staff dropdowns Use the Staff dropdowns to make changes to the client's staff 
assignments for this program, if appropriate. 

After completing the fields: 

 

Click this button to save your entries and return to the CARE/HIPP 
screen. 

 

Click this button to return to the CARE/HIPP screen without saving 
your entries. 

 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 

consultation with the system administrator is highly recommended. 

This option is available only to users with the appropriate permission 
level. 

Click this button to deactivate the record. 

Note: you will be prompted to confirm the deactivation: "Are you 
sure you want to delete this entry?" To confirm the deactivation, click 
OK. You will be returned to the CARE/HIPP screen. 

Clicking Deactivate does not deactivate the client in ARIES; its only 
deactivates the record. Once deactivated, the record will longer be 
visible. 

If you do not want to deactivate the record, click Cancel. You will be 

returned to the CARE/HIPP screen. 

  

2.7.12 CARE/HIPP Edit 

Use the CARE/HIPP Edit screen to change or add the client's HIPP and insurance 

information. 

 On the read-only CARE/HIPP screen, click the Edit button in the Insurance section. 
This takes you to the CARE/HIPP Edit screen. 
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Complete the fields as follows. 

Financial 
Benefits 
Counselor 

Enter the client's HIPP financial benefits counselor's name, phone 
number and fax number in the corresponding text fields. 

After a phone number, you may enter an optional extension of up to 
5 digits. Do not type "extension" or "ext." before the extension 
number. Example: 925-555-1212 12345 

Agency Use the dropdown to select the agency the counselor is associated 
with. 

Medical In the table of fields, enter the medical insurance company's name, 
mailing address (street, city, state and zip), monthly insurance 
premium cost, and the client ID for the policy. 

Dental In the table of fields, enter the dental insurance company's name, 
mailing address (street, city, state and zip), monthly insurance 
premium cost, and the client ID for the policy. 

If the client does not have dental insurance, leave these fields blank. 

Vision In the table of fields, enter the vision insurance company's name, 
mailing address (street, city, state and zip), monthly insurance 
premium cost, and the client ID for the policy. 

If the client does not have vision insurance, leave these fields blank. 

Medical Payee 
Tax ID 

Enter the tax ID of the insurance company. 

Type of 
Insurance Policy 

Use the dropdown to select whether the client has an individual or 
family policy. 

Organization 
Name 

Use the dropdown to select the name of the organization to which 
insurance payments will be made. 

Disenrollment 
Date 

If the client is no longer active in the program, enter the date of 
disenrollment.  Use the format MM/DD/YYYY.  Example: For June 22, 
2010 you would enter 06/22/2010. 
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You can also use the calendar pop-up by clicking the calendar icon. 

   

Use the dropdown lists to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 

Reason for 
Disenrollment 

If the client is no longer active in the program, use the dropdown to 
indicate the reason for disenrollment. 

If the reason is not listed, select "Other" from the dropdown and 
enter the reason in the adjacent text field. 

Months 
Remaining 

This field indicates how many months of CARE/HIPP coverage the 
client has remaining based on their enrollment date. This is a read-
only field. 

After completing entries: 

 

Click this button to save your entries and return to the CARE/HIPP 
screen. 

 

Click this button to return to the CARE/HIPP screen without saving 
your entries. 

  

2.7.13 MEDICARE PART D 

The Medicare Part D screen stores data on a client's Medicare Part D participation. 

In California, all Medicare-eligible clients must enroll in Medicare Part D coverage or provide 
documentation of creditable coverage before enrolling in the AIDS Drug Assistance Program 

(ADAP). ADAP will be able to help cover some of the out-of-pocket costs associated with 
Part D coverage. Persons who utilize ADAP to pay their Medicare drug plan costs will be 
required to apply for, and utilize Medicare's "Extra Help" subsidy assistance. 

 For more information contact the California Department of Health Services. 
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 In other states, please contact your state's ADAP or Medicare office for enrollment 
requirements. 

To access the Medicare Part D screen: 

 From a client's information screen, click the Program tab from the top tier of tabs. 

 From the second tier of tabs, select the Medicare Part D tab. 

 

  

To Enroll a New Client 

 Click the Enroll button which takes you to the MEDICARE PART D Enrollment screen. 
The client must be HIV+ or have AIDS, and must have a "Medicare D" insurance 
entry on the Eligibility tab. 

To Change a Client's Enrollment Status 

 For enrolled clients, the Enroll button on the Medicare Part D read-only screen is 

replaced by a Change Status button. Click the Change Status button to go to the 
MEDICARE PART D Enrollment screen and change the client's enrollment status. 

  

2.7.14 MEDICARE PART D Enrollment 

View MEDICARE Part D Change Status 

From the Medicare Part D screen, click the Enroll button, which takes you to the Program 
Enrollment screen. 

Note: The client must be HIV+ or have AIDS, and must have a "Medicare D" insurance 
entry on the Eligibility tab. 

Use this screen to enroll eligible clients into Medicare Part D. Clients must have their 
insurance information entered before they can be enrolled. 

 

Complete the fields as follows. 
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Program The program defaults to Medicare Part D. 

Status When you first enter a client, the client's Status defaults to "Enroll." 

Date Enter the date of enrollment.  Use the format MM/DD/YYYY.  Example: 
For June 22, 2010 you would enter 06/22/2010. 

You can also use the calendar pop-up by clicking the calendar icon. 

   

Use the dropdown lists to select the month and year, and then click the 
specific date to enter it into the date text field. The calendar window 

automatically closes. 

Agency This field automatically pre-fills with the name of your agency and is 
not editable. 

Client Program 
ID 

If the program uses separate IDs from your agency, enter the Client 
Program ID. 

Auto-generate 
ID checkbox 

Checking this box allows ARIES to create an ID for the program 
selected. 

Staff 
dropdowns 

Select the staff persons who are assigned to the client's Medicare Part 
D services. 

Example: You may assign the client's case manager as well as a 
counselor who specializes in Medicare Part D cases. 

After completing entries: 

 

Click this button to save your entries and return to the Medicare Part D 
screen. 

 

Click this button to return to the Medicare Part D screen without saving 
your entries. 
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Once you have successfully unrolled a new client, the read-only Medicare Part D screen 
displays the following: 

The screen is separated into two sections: 

 The top portion shows the client's program status, the date of their last program 
update, the agency that enrolled them, their client ID, and the staff person assigned 
to them. Also, included are any additional notes. 

 The second half of the screen contains the client's Medicare Part D insurance 
information: ADAP Client ID, Payee Name, Payee Tax ID, monthly premium costs, 

client ID number, Type of Insurance and Low Income Subsidy application status. 

  

 MEDICARE PART D Enrollment Change Status 

A client's enrollment status in Medicare Part D can change based on their insurance, 
financial status, or other reasons. 

From the Medicare Part D screen for an enrolled client, click the Change Status button to 
bring up the Program Enrollment Change Status screen. 

When you change a client's program status, a new entry displays below the table of the 
programs the client is enrolled in. 

 

Complete the fields as follows. 

Program The program defaults to Medicare Part D. 

Status Use the dropdown to select the client's new status (e.g., active or 
inactive). 

Date Enter the date of the change of status.  Use the format 
MM/DD/YYYY.  Example: For June 22, 2010 you would enter 
06/22/2010. 

You can also use the calendar pop-up by clicking the calendar icon. 

Use the dropdown lists to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 

Agency This field automatically pre-fills to the name of your agency and is 
not editable. 

Client Program ID If the program uses separate IDs from your agency, enter the Client 
Program ID. 
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Reason Use the dropdown to select the reason for the client's change in 
status. 

If the reason is not listed, select "Other" and enter the reason in the 
adjacent text field. 

Staff dropdowns Use the staff dropdowns to make any changes in the staff persons 
who are assigned to the client's Medicare Part D services. 

After completing entries: 

 

Click this button to save your entries and return to the Medicare Part 
D screen. 

 

Click this button to return to the Medicare Part D screen without 
saving your entries. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 

This option is available only to users with the appropriate permission 
level. 

Click this button to deactivate the record. 

Note: You will be prompted to confirm the deactivation: "Are you 
sure you want to deactivate this entry?" To confirm the deactivation, 
click OK. You will be returned to the Medicare Part D screen. 

Clicking Deactivate does not deactivate the client in ARIES; its only 
deactivates the record. Once deactivated, the record will longer be 
visible. 

If you do not want to deactivate the record, click Cancel. You will be 
returned to the Program Enrollment Edit screen. 

  

2.7.15 MEDICARE PART D Edit 

Notes: 

 When you enter a new client, a red message appears next to the client's name on 

the screen. This message reads, "Check the client's CDC Disease Status." ARIES 
needs this minimal information filled out in the Basic Medical subtab, which appears 
later in the client intake screens. Once you supply this information, the red message 
will disappear. 

Use the Medicare Part D screen to record a client's Medicare Part D insurance information. 
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Complete the fields as follows. 

ADAP Client ID Enter the client's ADAP ID number. 

Payee Name Enter the name of the service provider organization. 

Payee Tax ID Enter the tax ID of the service provider organization. 

Premium Enter the amount of the monthly insurance premium. 

Client ID Enter the client ID. 

Type of 
Insurance 

Use the dropdown to select the type of insurance (family or 
individual). 

Low Income 

Subsidy 

Use the dropdown to indicate whether low income subsidy is provided 

(i.e., Yes, No, Unknown, or Pending). 

After completing entries: 

 

Click this button to save your entries and return to the Medicare Part 
D screen. 

 

Click this button to return to the Medicare Part D screen without 
saving your entries. 
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2.7.16 HOPWA 

The Housing Opportunities for Persons With AIDS (HOPWA) screen summarizes enrollment 

and status change information if the client is receiving assistance from HOPWA. Use this 
screen to add or edit HOPWA-related information. 

Note: Before a client can be enrolled in HOPWA via ARIES, a Housing and Income 
Assessment must be completed with an outcome of "Eligible." The Enroll button becomes 
visible only when the client has been found eligible for HOPWA services by means of a 
Housing and Income Assessment showing that the client meets low-income eligibility 

guidelines 

To access the HOPWA screen: 

 From the Programs screen, click the HOPWA tab in the second row of tabs. 

 

The read-only HOPWA screen is divided into three portions, each containing a summary of 
the information pertaining to the client: 

 HOPWA program enrollment history 

 Housing and Income Assessment summary 

 Household Status summary. 

  

2.7.16.1 HOPWA Program Enrollment History 

The HOPWA section displays the enrollment records for a client enrolled in HOPWA. This 
information includes: 

Program "HOPWA" will appear in this column for any enrollment records once 
the client has been enrolled in HOPWA program. 

Status The current or any previous status changes that were processed for the 
client in the HOPWA program. 

Date The date any change in status has been processed for the client in the 
HOPWA program. These records are descending by date and will list the 
latest enrollment request that has been processed. 

Agency Indicates the agency where the status change was processed. 
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Client ID Indicates the client ID number at the agency where the HOPWA status 
was processed. 

Staff Indicates the staff name that completed the HOPWA status change for 
the client. 

Reason If the client is no longer participating in HOPWA, the reason is shown. 

 

OR 

 

The Enroll button appears when a Housing and Income Assessment 
has been completed for the client but the client has not been enrolled 
in HOPWA. 

The Change Status button is displayed for the most recent enrollment 
record when a client is currently enrolled in HOPWA. However, it is 
displayed only if the record was created at your agency. 

  

Note: The absence of enrollment records displayed in this section would indicate that the 
client has never been enrolled in HOPWA. 

Click here for a description of the read-only Housing and Income Assessment section. 

  

2.7.16.2 Housing and Income Assessment 

The read-only Housing and Income Assessment section of the HOPWA screen displays the 
eligibility records for a client. This information includes: 

Date The date the assessment record was processed. 

Staff The name of the staff person who completed the HOPWA 
assessment record for the client. 

Applying for The type of housing assistance the client has applied for. 

Outcome The outcome of an assessment. 

In order for a client to be enrolled in HOPWA, the most recent 
record for the client at your agency must indicate "Eligible" in the 
Outcome column. 

 

Click this button to edit an existing assessment record. 

 

Click this button to create a new assessment record. 

  

 There can be multiple records per client, and the records can be entered prior to 
enrollment in the HOPWA program. You may see records created at other agencies if 
you have the proper permissions, but you will not be able to edit the data in these 
records. 

 You can only edit records that have been created at your agency, and then only if 
you have the proper permissions. 
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 An assessment record should only be edited if a correction is needed, or if the client 
has not yet been enrolled in HOPWA. An existing record is a snapshot of a particular 
date, and the information is used to justify why the client was originally enrolled in 

HOPWA. 

 Once the client is enrolled in HOPWA, and a client's household changes or the income 
of any household member changes, a new Housing and Income Assessment record 
should be created. 

Click here to view help on the read-only Household Status section. 

 

2.7.16.3 Housing and Income Assessment Part 1 

Anyone with HIV/AIDS and their family members, regardless of income, can receive 
HOPWA-funded Housing Information Services. 

To be eligible for HOPWA Housing Assistance and Supportive Services: 

 At least one family member must have HIV/AIDS. 

 The household income must qualify. 

 The HOPWA-eligible person can be a minor. However, an adult with custodial 
authority must accompany the eligible minor. 

Prior to enrolling a client in HOPWA, a Housing and Income Assessment record must be 
completed to determine if the client is eligible for enrollment in HOPWA. The assessment 
record consists of three (3) different screens, all of which must be completed in order to 
save the new record. 

To create a new Housing and Income Assessment record: 

 Click the New button in the Housing and Income Assessment section on the HOPWA 
screen to display the HOPWA Housing and Income Assessment Part 1 screen. 
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Note: For confidentiality purposes, not all family members are required to be entered as 
related/affected in ARIES. 

Complete the fields as follows: 

Assessment/Application 
Date 

Since you are creating a new record, ARIES will 
automatically pre-populate the Assessment/Application 
Date field with today's date. 

Note: When creating a new record, the Assessment/ 
Application Date must be unique. There cannot be another 

record for the same client at the same agency with the 
same date. 

Staff ARIES will pre-populate the Staff field with the staff name 
of the current user who is creating the record. 

Is the applicant 
chronically homeless as 
defined by HUD? 

Use the dropdown to select Yes, No, or Unknown. 

(Chronically homeless is defined as: "An unaccompanied 
homeless individual with a disabling condition who has 
either been continuously homeless for a year or more OR 
has had at least four episodes of homelessness in the past 
three years." For this purpose, the term "homeless" means 

"a person sleeping in a place not meant for human 
habitation (e.g., living on the streets) or in an emergency 
homeless shelter." This does not include doubled-up or 
overcrowding situations.) 

Is the applicant a 

survivor of domestic 
violence? 

Use the dropdown to select Yes, No, or Unknown. 

Living situation at time 
of enrollment 

Use the dropdown to select the option that best describes 
the client's current living situation. 

If "Other (specify)," complete the next field. 

If Other, specify If you selected "Other (specify)" from the living situation 
dropdown, briefly describe the living situation. 

Application Type radio 
buttons 

Select either the Individual or Family radio button. 

Applying for Use the dropdown to select the type of HOPWA assistance 
the client is applying for. 

Do you have a 
roommate or live in a 

shared living situation? 

Use the dropdown to select Yes, No, or Unknown. 

Are you a homeowner? Use the dropdown to select Yes, No, or Unknown. 

Are you a renter? Use the dropdown to select Yes, No, or Unknown. A client 
cannot be both a homeowner and renter. 
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If you rent or own, do 
you have a signed 
lease, title or tax 

receipt? 

Use the dropdown to select Yes, No, or Unknown. If "Yes," 
complete the next field. 

If yes, amount of 
mortgage or rent per 
month? 

Enter the amount of mortgage or rent per month. 

Enter whole numbers for exact dollar amounts (e.g., for 
$450.00, enter 450). ARIES will enter the decimal point 
and zeros for you when you save the record. 

How long at this 
residence fields 

If the client rents or owns, enter the number of years and 
months at this residence. 

Name on mortgage If the client has a mortgage, enter the name of the 
mortgage. If the  client pays rent, leave this text box 
blank. 

Terms of lease/rental 
agreement 

If the client rents, enter any appropriate information 
provided by the client in regards to their lease or rental 
agreement. 

Name on the 
lease/rental agreement 

Enter the name on the lease or rental agreement for the 
client. 

Landlord/management 
co./mortgage holder 
(payee) 

Enter the name of the payee that the client pays their 
monthly rent or mortgage to. 

Address Enter the address of the payee. 

City Enter the city in which the payee is located. 

State Use the dropdown to select the state in which the payee is 
located. 

Zip Enter the payee's ZIP code. 

Phone Enter the phone number of the payee. 

After a phone number, you may enter an optional 
extension of up to 5 digits. Do not type "extension" or 
"ext." before the extension number. Example: 925-555-
1212 12345 

W-9 on file checkbox If there is a W-9 form on file at your agency for the 
landlord or property management company, check this 
box. 

 

Click this button to save your input and proceed to the 
Housing and Income Assessment Part 2 screen. 

 

Click Cancel to return to the HOPWA screen without saving 
your input. 
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Note: You will be prompted to confirm the cancellation. 

  

If you wish to confirm the cancellation, click OK. All the 
information you have entered for this assessment record 
will be deleted (this includes data that may have been 
entered in the Rent Worksheet). Once you click OK, you 
will be returned to the HOPWA screen. 

If you if you do not want to cancel your entries, click 
Cancel and you will be returned to the Housing and 
Income Assessment Part 1 screen. 

 

Note: The use of Deactivate has a significant impact on 
the system. It should be used only by those with ARIES 

expertise, and prior consultation with the system 
administrator is highly recommended. 

Click the Deactivate button to deactivate the assessment 
record. 

Note: You will be prompted to confirm the deactivation. 

  

If you wish to confirm the deactivation, click OK. You will 
be returned to the HOPWA screen. 

Clicking Deactivate does not deactivate the client with 

ARIES; it only deactivates the record. Once deactivated, 
the record will no longer be visible. 

If you do not want to deactivate the record, click Cancel 
and you will be returned to the Housing and Income 
Assessment Part 1 screen. 
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2.7.16.4 Housing and Income Assessment Part 2 

 

Complete the fields as follows: 

Do you currently 
receive housing 
rental 
assistance? 

Use the dropdown list to select Yes, No, or Unknown. If Yes, 
complete the next field. 

If yes, what 
type? 

If the client receives housing rental assistance, use the dropdown 
to select what type. 

Date first 
received 

If the client receives housing rental assistance, enter the date the 
assistance was first received. 

Use the format: MM/DD/YYYY. You can also use the calendar pop-
up by clicking the calendar icon. 
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Use the dropdown lists to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 

If no, willing to 
apply? 

If the client does not receive housing rental assistance, use the 
dropdown to select Yes, No, or Unknown. 

If not willing to 
apply, why? 

If the client is not willing to accept housing rental assistance, enter 
a brief explanation in the text field. 

Current housing 

description 

Use the dropdown to select the number of bedrooms at the client's 

residence. If a client lives in a single-room occupancy hotel, select 
SRO. 

What utilities do 
you pay for in 
addition to rent? 

Check all boxes that apply. If you check "Other," enter a brief 
description in the text field. 

Who pays the 
utilities in the 
household? 

Check the box that applies. If you check "Other," enter a brief 
description in the text field. 

Employed Use the dropdown to select the option that best describes the 
client's employment status. 

Public 
assistance 

Use the dropdown to select Yes, No, or Unknown. 

 

Click this button to save your input and proceed to the Housing and 
Income Assessment Part 3 screen. 

 

Click Cancel to return to the Housing and Income Assessment Part 
1 screen without saving your input. 

Note: You will be prompted to confirm the cancellation. 
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If you wish to confirm the cancellation, click OK. All the information 
you have entered for this assessment record will be deleted (this 
includes data that may have been entered in the Rent Worksheet). 
Once you click OK, you will be returned to the Housing and Income 
Assessment Part 1 screen. 

If you if you do not want to cancel your entries, click Cancel and 
you will be returned to the Housing and Income Assessment Part 2 
screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 

Click the Deactivate button to deactivate the assessment record. 

Note: You will be prompted to confirm the deactivation. 

  

If you wish to confirm the deactivation, click OK. You will be 
returned to the Housing and Income Assessment Part 1 screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the record. Once deactivated, the record will no 
longer be visible. 

If you do not want to deactivate the record, click Cancel and you 
will be returned to the Housing and Income Assessment Part 2 
screen. 
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2.7.16.5 Housing and Income Assessment Part 3 

 

Household Members Section 

The top row displays the applicant's household records based on the applicant's income and 
demographics information that was previously entered in ARIES. 

Complete the fields as follows: 

Total Monthly 

Household 
Income 

This is a read-only field and is not editable. This calculation was 

provided from the information specified in the Household Members 
section. 

Total Annual 
Household 
Income 

This is a read-only field and is not editable. This calculation was 
provided from the information specified in the Household Members 
section. 

Household Size This is a read-only field and is not editable. This calculation was 
provided from the information specified in the Household Members 
section. 
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Qualifying AMI 
Percentage for 
this 

jurisdiction 

Use the dropdown to select =<80% of the Area Median Income, 
unless the agency has received written approval from its HOPWA 
grantee to impose a more restrictive income eligibility requirement 

(such as =<50% of the Area Median Income). 

HUD regulations state that a household with an income at or below 
80% of the area median income for its household size qualify for 
HOPWA assistance. HOPWA grantees may impose a more restrictive 
income eligibility requirement to ensure that the households most in 

need are served. 

Income 
Threshold for 
this AMI 
Percentage and 
Household Size 

Click on the HUD Area Medium Income Website link displayed on the 
Housing and Income Assessment Part 3 screen. 

Note: If the HUD website link takes you to a page with a button 
labeled Click Here for FY [current year] IL Documentation, 

click on the button before continuing. 

On the website, locate the number of people in the household in the 
table provided. Enter the figure in the text field. 

If a new family member is added to the assessment, this field will 
need to be changed accordingly. 

Outcome Once you have entered the information, ARIES will calculate the data 
and display either "Eligible" or "Ineligible" in the Outcome field. 

ARIES will also update this field whenever a household member is 
added or edited (including deactivation), or whenever the Income 
Threshold text box is changed. 

Adjusted 
Annual 
Household 
Income 

The client's household's monthly income reduced by deductions (or 
allowances) for dependents, elderly households, medical expenses, 
disability assistance expenses, and childcare. These deductions are 
entered into the Rent Worksheet and ARIES will perform the 
required calculations for you. 

Completing the Rent Worksheet is optional, depending on the type of 
assistance the client is applying for. You can either complete the 
Rent Worksheet now by clicking on the Rent Worksheet button, or 
complete it at a later time by editing the assessment record. 

Monthly 
Resident Rent 
Payment 

This deduction is entered into the Rent Worksheet and ARIES will 
perform the required calculations for you. 

Completing the Rent Worksheet is optional, depending on the type of 
assistance the client is applying for. You can either complete the 
Rent Worksheet now by clicking on the Rent Worksheet button, or 
complete it at a later time by editing the assessment record. 

Monthly 
Resident Rent 
and Utility 
Payment 

This deduction is entered into the Rent Worksheet and ARIES will 
perform the required calculations for you. 

Completing the Rent Worksheet is optional, depending on the type of 
assistance the client is applying for. You can either complete the 
Rent Worksheet now by clicking on the Rent Worksheet button, or 
at a later time by editing the assessment record. 
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Household on 
Waiting List 

If the client is eligible for HOPWA but you are unable to provide 
services immediately, your agency may choose to place the client on 
a Waiting List. 

If this occurs, enter the date you placed the client on the Waiting 
List in the appropriate date field (i.e.,TBRA, STRMU or Facility-
based), depending on the type of assistance requested.  Use the 
format: MM/DD/YYYY.   You can also use the calendar pop-up by 
clicking the calendar icon. 

  

Use the dropdown list to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 

Note: Once you enter a Waiting List date, you should not remove it 
when the client starts receiving services. The date is used to 
calculate how long a client waited for services. 

Notes field Enter any comments or information specific to this assessment in the 
scrollable text box. 

  

To Add or Edit a Household Member 

If you wish to add a new household member, or edit an existing one, from this screen, click 

the New button or Edit button as appropriate. Follow the instructions in the section titled 
"Household Members New" or "Household Members Edit." 

After completing all the fields on the Housing and Income Assessment Part 3 screen, select 
one of the following: 

 

If you are completely finished with the Housing and Income 

Assessment screens and do not wish to add any new members at this 
time, click this button to save your input and return to the HOPWA 
screen. 

Note: If you want to add a new household member once you have 
left the Housing and Income Assessment screens, you will need to go 
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to Housing and Income Assessment Part 1, and do Save+Next 
through all three Housing and Income Assessment screens (Part 1, 2, 
and 3) in order to enter a new household member. 

 

Click Cancel to return to the HOPWA screen without saving your 
input. 

Note: You will be prompted to confirm the cancellation. 

  

To confirm the cancellation, click OK. All the information you have 
entered for this assessment record will be deleted (this includes data 
that may have been entered in the Rent Worksheet). When you click 
OK, you will be returned to the HOPWA screen. 

If you do not want to cancel the record, click Cancel and you will be 
returned to the Housing and Income Assessment Part 3 screen. 

 

This button is 

only visible if 
you have the 
proper 
permissions. 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 
consultation with the system administrator is highly recommended. 

This option is available only to users with the appropriate permission 
level. 

Click the Deactivate button to deactivate the assessment record. 

Note: You will be prompted to confirm the deactivation. 

  

To confirm the deactivation, click OK. You will be returned to the 
HOPWA screen. 

Clicking Deactivate does not deactivate the client with ARIES; it only 
deactivates the record. Once deactivated, the record will no longer be 
visible. 

If you do not want to deactivate the record, click Cancel and you will 
be returned to the Housing and Income Assessment Part 3 screen. 
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2.7.16.6 HOPWA Household Edit 

Click to view Adding New Household Members 

Editing Household Members 

To edit an existing Household member: 

From the HOPWA Housing and Income Assessment Part 3 screen: 

 Click the Edit button in the row of the household member you wish to edit. This 
brings up the HOPWA Household Edit screen. 

Note: When a new Housing and Income Assessment record is started, income information 
for the applicant and any Related/Affected clients linked to the applicant and living with the 
applicant is automatically added to the Household Members section. 

Non-ARIES clients: When editing an existing household member record for the applicant 
that you have manually added to the Household Members section, all of the fields on the 
screen are editable (except for Total Monthly Income). 

 If you are editing an existing household member record for a non-ARIES client, 
perform the updates as needed to the Demographics section of the screen, and then 
continue to the financial section. 

ARIES clients: When editing an existing household member record for the applicant or an 
ARIES client, all the demographic fields are disabled. This information can only be edited 
from the Demographics tab. 

 If you are editing an existing household member record for an ARIES client, 
complete the financial section after editing the demographics section. 
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To Complete the Financial Section 

Complete the fields as follows: 

Enter monthly 
income from 
all sources 

Enter the monthly income in each appropriate field. 

Enter whole numbers for exact dollar amounts (e.g., for $25.00, 
enter 25). ARIES will enter the decimal point and zeros for you when 
you save the record. 

Total Monthly 

Income 

This is a read-only field and is not editable. ARIES automatically 

updates the total monthly amount as you enter figures in the various 
income fields. 

No Income or 
Financial 
Resources 

checkbox 

Check this box if a household member does not receive any monthly 
income or financial resources. 

Once this box is checked, all text fields in the financial section 
become disabled. 

 

Click this button to save your entries and return to the Housing 
Income and Assessment Part 3 screen. 

 

Click Cancel to return to the Housing and Income Assessment Part 3 
screen without saving your entries. 

Note: You will be prompted to confirm the cancellation. 

  

To confirm the cancellation, click OK. All the information you have 
entered for this record will be deleted, including the Rent Worksheet. 
Once you click OK, you will be returned to the Housing and Income 
Assessment Part 3 screen. 

If you do not want to cancel the record, click Cancel and you will be 
returned to the Household Edit screen. 

 

This button is 
only visible if 
you have the 
proper 
permissions. 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 
consultation with the system administrator is highly recommended. 

Click the Deactivate button to deactivate a household member's 
record for anyone except the applicant. 

Note: You will be prompted to confirm the deactivation. 
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To confirm the deactivation, click OK. The record will be deactivated, 
including the Rent Worksheet. You will be returned to the Housing 
and Income Assessment Part 3 screen. 

Clicking Deactivate does not deactivate the client with ARIES; it only 
deactivates the record. Once deactivated, the record will no longer be 
visible. 

If you do not want to deactivate the record, click Cancel and you will 
be returned to the Household Edit screen. 

  

Adding New Household Members 

To include the income for any Related/Affected clients living in the household but not 
currently linked to the applicant, or to include the income for any household member who is 
not specified as a Related/Affected client, you will need to add this information manually. 

To manually add a new household member: 

 From the HOPWA Housing and Income Assessment Part 3 screen, click the New 
button, to bring up the HOPWA Household Edit screen. All of the fields in the 
demographic and financial sections are enabled. 

 

Note: If you selected "Individual" as the "Application Type" in Housing and Income 
Assessment Part 1 of this record, the New button does not appear, and only the applicant's 
name will be displayed. 
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For a Household Member Who Exists in ARIES 

A HOPWA household must include all of the people who are living with the applicant. Some 
of the household members might already be receiving services from the agency, and will be 

enrolled in ARIES as a Related/Affected client linked to the applicant, but not specified as 
living with the applicant. 

Complete the fields as follows: 

Related/Affected 
Client checkbox 

Check this box if you are creating a new record for household 
member who exists in ARIES. This enables the next dropdown 

list. 

Name of Household 
Member 

Use the dropdown to select the name of the household member 
you wish to create a record for. 

Once you select a household member, ARIES will populate the 

fields in the demographic and financial sections with the data 
currently in the system. You will not be able to edit this data as 
the fields will be disabled. 

Complete any editable fields that are relevant to the household 
member in the financial section of the screen. 

Note: A Related/Affected client can only be added once as a 
household member for each assessment record. 

Name Automatically populated by ARIES. Not editable. 

Relation to 
Applicant 

Automatically populated by ARIES. Not editable. 

Other Relationship Automatically populated by ARIES. Not editable. 

Date of Birth Automatically populated by ARIES. Not editable. 

Gender Automatically populated by ARIES. Not editable. 

Hispanic Automatically populated by ARIES. Not editable. 

Race 1 Automatically populated by ARIES. Not editable. 

Race 2 Automatically populated by ARIES. Not editable. 

CDC Disease Stage Automatically populated by ARIES from input on the Basic 
Medical Edit screen. Not editable on the Household Edit screen. 

Enter monthly 
income from all 
sources 

Enter the monthly income in each appropriate field. 

Enter whole numbers for exact dollar amounts (e.g., for $25.00, 
enter 25). ARIES will enter the decimal point and zeros for you 

when you save the record. 

Total Monthly 
Income 

This is a read-only field and is not editable.  ARIES 
automatically updates the total monthly amount as you enter 
figures in the various text fields. 



ARIES R18 Client Help Manual 

150 

No income or 
Financial 
Resources 

checkbox 

Check this box if a household member does not receive any 
monthly income or financial resources. 

Once this box is checked, all text fields in the financial section 
become disabled. 

  

Note: If any information has been entered incorrectly or left out, an error message will be 
displayed. Examples: 

Total Monthly Income must be greater than 0 unless No Income is checked. 

Income threshold must be between 0.01 and 999,999,99. Do not enter dollar sign ($) in 
monetary fields. ARIES will do this for you. 

Re-check your figures and make the necessary corrections. 

After completing all the fields, select one of the following: 

 

Click this button to save your entries and return to the Housing and 
Income Assessment Part 3 screen. 

 

Click Cancel to return to the Housing and Income Assessment Part 3 
screen without saving your entries. 

Note: You will be prompted to confirm the cancellation. 

  

To confirm the cancellation, click OK. All the information you have 
entered for this assessment record will be deleted, including the Rent 
Worksheet. Once you click OK, you will be returned to the Housing 
and Income Assessment Part 3 screen. 

If you do not want to cancel the record, click Cancel and you will be 
returned to the Household Edit screen. 

 

This button is 
only visible if 
you have the 
proper 
permissions. 

Click the Deactivate button to deactivate a household member's 
record for anyone except the applicant. 

Note: You will be prompted to confirm the deactivation. 
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To confirm the deactivation, click OK. The record will be deactivated, 
including the Rent Worksheet. You will be returned to the Housing 
and Income Assessment Part 3 screen. 

Clicking Deactivate does not deactivate the client with ARIES; it only 
deactivates the record. Once deactivated, the record will no longer be 
visible. 

If you do not want to deactivate the record, click Cancel and you will 
be returned to the Household Edit screen. 

  

For a Household Member Who Does NOT Exist in ARIES 

In many cases, there are members of the household who are not receiving any services 
from the agency, and therefore are not enrolled as Related/Affected clients (i.e., a non-
ARIES client). For those household members that fit these descriptions, you must add them 
manually. 

Complete the fields as follows: 

Related/Affected 
Client checkbox 

Do NOT check this box if you are creating a new record for a 
household member who does not exist in ARIES. 

Name Enter a name for the household member. Do not enter the 
person's real name as this would violate the confidentiality rule. 

Instead, enter a unique but anonymous description of the person, 
e.g., "Son #2," "Older Sister" or "Father-in-Law." 

Relation to 
Applicant 

Use the dropdown to select the household member's relationship 
to the applicant. If "Other" is selected, complete the next field. 

Other 
Relationship 

Briefly explain "Other" in this text box. 

Date of Birth Enter the date when the household member was born. Use the 
format: MM/DD/YYYY.   You can also use the calendar pop-up by 
clicking the calendar icon. 
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Use the dropdown list to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 

Gender Use the dropdown to select the household member's gender. 

Hispanic Use the dropdown to select Yes, No, or Unknown. 

Race 1 Use the dropdown to select the household member's primary 
ethnicity. 

Race 2 Use the dropdown to select the household member's secondary 
ethnicity, if applicable. This is an optional field. 

CDC Disease 
Stage 

Use the dropdown to select the severity of the household 
member's HIV infection. 

Enter monthly 
income from all 
sources 

Enter the monthly income in each appropriate field. 

Enter whole numbers for exact dollar amounts (e.g., for $25.00, 
enter 25). ARIES will enter the decimal point and zeros for you 
when you save the record. 

Total Monthly 
Income 

This is a read-only field and is not editable.  ARIES automatically 
updates the total monthly amount as you enter figures in the 
various text fields. 

No Income or 
Financial 
Resources 
checkbox 

Check this box if a household member does not receive any 
monthly income or financial resources. 

Once this box is checked, all text fields in the financial section 
become disabled. 

 

Click this button to save your entries and return to the Housing 
and Income Assessment Part 3 screen. 
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Click Cancel to return to the Housing and Income Assessment 
Part 3 screen without saving your entries. 

Note: You will be prompted to confirm the cancellation. 

  

To confirm the cancellation, click OK. All the information you have 
entered for this record will be deleted, including the Rent 

Worksheet. Once you click OK, you will be returned to the 
Housing and Income Assessment Part 3 screen. 

If you do not want to cancel the record, click Cancel and you will 
be returned to the Household Edit screen. 

 

This button is only 
visible if you have 
the proper 
permissions. 

Click the Deactivate button to deactivate a household member's 

record for anyone except the applicant. 

Note: You will be prompted to confirm the deactivation. 

  

To confirm the deactivation, click OK. The record will be 
deactivated, including the Rent Worksheet. You will be returned to 
the Housing and Income Assessment Part 3 screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the record. Once deactivated, the record will no 
longer be visible. 

If you do not want to deactivate the record, click Cancel and you 
will be returned to the Household Edit screen. 

  

2.7.16.7 Household Members 

Click to view Editing Household Members 

Adding New Household Members 

To include the income for any Related/Affected clients living in the household but not 
currently linked to the applicant, or to include the income for any household member who is 
not specified as a Related/Affected client, you will need to add this information manually. 
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To manually add a new household member: 

 From the HOPWA Housing and Income Assessment Part 3 screen, click the New 
button, to bring up the HOPWA Household Edit screen. All of the fields in the 

demographic and financial sections are enabled. 

 

  

Note: If you selected "Individual" as the "Application Type" in Housing and Income 
Assessment Part 1 of this record, the New button does not appear, and only the applicant's 

name will be displayed. 

For a Household Member Who Exists in ARIES 

A HOPWA household must include all of the people who are living with the applicant. Some 
of the household members might already be receiving services from the agency, and will be 
enrolled in ARIES as a Related/Affected client linked to the applicant, but not specified as 

living with the applicant. 

Complete the fields as follows: 

Related/Affected 
Client checkbox 

Check this box if you are creating a new record for household 
member who exists in ARIES. This enables the next dropdown 
list. 

Name of Household 
Member 

Use the dropdown to select the name of the household member 
you wish to create a record for. 

Once you select a household member, ARIES will populate the 
fields in the demographic and financial sections with the data 
currently in the system. You will not be able to edit this data as 
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the fields will be disabled. 

Complete any editable fields that are relevant to the household 
member in the financial section of the screen. 

Note: A Related/Affected client can only be added once as a 
household member for each assessment record. 

Name Automatically populated by ARIES. Not editable. 

Relation to 
Applicant 

Automatically populated by ARIES. Not editable. 

Other Relationship Automatically populated by ARIES. Not editable. 

Date of Birth Automatically populated by ARIES. Not editable. 

Gender Automatically populated by ARIES. Not editable. 

Hispanic Automatically populated by ARIES. Not editable. 

Race 1 Automatically populated by ARIES. Not editable. 

Race 2 Automatically populated by ARIES. Not editable. 

CDC Disease Stage Automatically populated by ARIES. Not editable. 

Enter monthly 
income from all 
sources 

Enter the monthly income in each appropriate field. 

Enter whole numbers for exact dollar amounts (e.g., for $25.00, 

enter 25). ARIES will enter the decimal point and zeros for you 
when you save the record. 

Total Monthly 
Income 

This is a read-only field and is not editable. ARIES automatically 
updates the total monthly amount as you enter figures in the 
various text fields. 

No Income or 
Financial 
Resources 
checkbox 

Check this box if a household member does not receive any 
monthly income or financial resources. 

Once this box is checked, all text fields in the financial section 
become disabled. 

  

Note: If any information has been entered incorrectly or left out, a message will be 
displayed. Examples: 

Total Monthly Income must be greater than 0 unless No Income is checked. 

Income threshold must be between 0.01 and 999,999,99. Do not enter dollar sign ($) in 

monetary fields. ARIES will do this for you. 

Re-check your figures and make the necessary corrections. 

After completing all the fields, select one of the following: 
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Click this button to save your entries and return to the Housing and 
Income Assessment Part 3 screen. 

 

Click Cancel to return to the Housing and Income Assessment Part 3 
screen without saving your entries. 

Note: You will be prompted to confirm the cancellation. 

 

To confirm the cancellation, click OK. All the information you have 
entered for this assessment record will be deleted, including the Rent 
Worksheet. Once you click OK, you will be returned to the Housing 
and Income Assessment Part 3 screen. 

If you if you do not want to cancel the record, click Cancel and you 
will be returned to the Household Edit screen. 

 

This button is 

only visible if 
you have the 
proper 
permissions. 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 
consultation with the system administrator is highly recommended. 

Click the Deactivate button to deactivate a household member's 
record for anyone except the applicant. 

Note: You will be prompted to confirm the deactivation. 

 

If you wish to confirm the deactivation, click OK. The record will be 
deactivated, including the Rent Worksheet. You will be returned to 
the Housing and Income Assessment Part 3 screen. 

Clicking Deactivate does not deactivate the client with ARIES; it only 
deactivates the record. Once deactivated, the record will no longer be 

visible. 

If you do not want to deactivate the record, click Cancel and you will 
be returned to the Household Edit screen. 
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For a Household Member Who Does NOT Exist in ARIES 

In many cases, there are members of the household who are not receiving any services 
from the agency, and therefore are not enrolled as Related/Affected clients (i.e., a non-

ARIES client). For those household members that fit these descriptions, you must add them 
manually. 

Complete the fields as follows: 

Related/Affected 
Client checkbox 

Do NOT check this box if you are creating a new record for a 
household member who does not exist in ARIES. 

Name Enter a name for the household member. Do not enter the 
person's real name as this would violate the confidentiality 
rule. 

Instead, enter a unique but anonymous description of the 

person, e.g., "Son #2," "Older Sister" or "Father-in-Law." 

Relation to 
Applicant 

Use the dropdown to select the household member's relationship 
to the applicant. If "Other" is selected, complete the next field. 

Other Relationship Briefly explain "Other" in this text box. 

Date of Birth Enter the date when the household member was born. Use the 
format: MM/DD/YYYY.   You can also use the calendar pop-up by 
clicking the calendar icon. 

 

Use the dropdown list to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

Gender Use the dropdown to select the household member's gender. 

Hispanic Use the dropdown to select Yes, No, or Unknown. 

Race 1 Use the dropdown to select the household member's primary 
ethnicity. 
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Race 2 Use the dropdown to select the household member's secondary 
ethnicity, if applicable. This is an optional field. 

CDC Disease Stage Use the dropdown to select the severity of the household 
member's HIV infection. 

Enter monthly 
income from all 
sources 

Enter the monthly income in each appropriate field. 

Enter whole numbers for exact dollar amounts (e.g., for $25.00, 

enter 25). ARIES will enter the decimal point and zeros for you 
when you save the record. 

Total Monthly 
Income 

This is a read-only field and is not editable.  ARIES automatically 
updates the total monthly amount as you enter figures in the 
various text fields. 

No Income or 
Financial 
Resources 
checkbox 

Check this box if a household member does not receive any 
monthly income or financial resources. 

Once this box is checked, all text fields in the financial section 
become disabled. 

  

After completing all the fields, select one of the following: 

 

Click this button to save your entries and return to the Housing and 
Income Assessment Part 3 screen. 

 

Click Cancel to return to the Housing and Income Assessment Part 3 

screen without saving your entries. 

Note: You will be prompted to confirm the cancellation. 

 

To confirm the cancellation, click OK. All the information you have 
entered for this record will be deleted, including the Rent Worksheet. 
Once you click OK, you will be returned to the Housing and Income 
Assessment Part 3 screen. 

If you do not want to cancel the record, click Cancel and you will be 

returned to the Household Edit screen. 
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This button is 

only visible if 
you have the 
proper 
permissions. 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 
consultation with the system administrator is highly recommended. 

Click the Deactivate button to deactivate a household member's 
record for anyone except the applicant. 

Note: You will be prompted to confirm the deactivation. 

 

To confirm the deactivation, click OK. The record will be deactivated, 
including the Rent Worksheet. You will be returned to the Housing 
and Income Assessment Part 3 screen. 

Clicking Deactivate does not deactivate the client with ARIES; it only 

deactivates the record. Once deactivated, the record will no longer be 
visible. 

If you do not want to deactivate the record, click Cancel and you will 
be returned to the Household Edit screen. 

  

Editing Household Members 

To edit an existing household member: 

From the HOPWA Housing and Income Assessment Part 3 screen: 

 Click the Edit button in the row of the household member you wish to edit. This 

brings up the HOPWA Household Edit screen. 
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Note: When a new Housing and Income Assessment record is started, income information 
for the applicant and any Related/Affected clients linked to the applicant and living with the 
applicant is automatically added to the Household Members section. 

Non-ARIES clients: When editing an existing household member record for the applicant 
that you have manually added to the Household Members section, all of the fields on the 
screen are editable (except for Total Monthly Income). 

 If you are editing an existing household member record for a non-ARIES client, 
perform the updates as needed to the Demographics section of the screen, and then 
continue to the financial section. 

ARIES clients: When editing an existing household member record for the applicant or an 
ARIES client, all the demographic fields are disabled. This information can only be edited 
from the Demographics tab. 

 If you are editing an existing household member record for an ARIES client, 
complete the financial section after editing the demographics section. 

  

To Complete the Financial Section 

Complete the fields as follows: 

Enter monthly 
income from all 
sources 

Enter the monthly income in each appropriate field. 

Enter whole numbers for exact dollar amounts (e.g., for $25.00, 
enter 25). ARIES will enter the decimal point and zeros for you 
when you save the record. 

Total Monthly 
Income 

This is a read-only field and is not editable. ARIES automatically 
updates the total monthly amount as you enter figures in the 
various text fields. 
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No Income or 
Financial 
Resources 

checkbox 

Check this box if a household member does not receive any 
monthly income or financial resources. 

Once this box is checked, all text fields in the financial section 
become disabled. 

  

After completing all the fields, select one of the following: 

 

Click this button to save your entries and return to the Housing 
Income and Assessment Part 3 screen. 

 

Click Cancel to return to the Housing and Income Assessment Part 3 
screen without saving your entries. 

Note: You will be prompted to confirm the cancellation. 

 

To confirm the cancellation, click OK. All the information you have 
entered for this record will be deleted, including the Rent Worksheet. 
Once you click OK, you will be returned to the Housing and Income 
Assessment Part 3 screen. 

If you do not want to cancel the record, click Cancel and you will be 
returned to the Household Edit screen. 

 

This button is 
only visible if 
you have the 
proper 
permissions. 

Note: The use of Deactivate has a significant impact on the system. 

It should be used only by those with ARIES expertise, and prior 
consultation with the system administrator is highly recommended. 

Click the Deactivate button to deactivate a household member's 
record for anyone except the applicant. 

Note: You will be prompted to confirm the deactivation. 

 

To confirm the deactivation, click OK. The record will be deactivated, 
including the Rent Worksheet. You will be returned to the Housing 
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and Income Assessment Part 3 screen. 

Clicking Deactivate does not deactivate the client with ARIES; it only 
deactivates the record. Once deactivated, the record will no longer be 

visible. 

If you do not want to deactivate the record, click Cancel and you will 
be returned to the Household Edit screen. 

  

2.7.16.8 Rent Worksheet 

Click to view Rent Worksheet Part 1. 

Click to view Rent Worksheet Part 2. 

Click to view Rent Worksheet Part 3. 

Rent Worksheet Part 1 

To access the Rent Worksheet: 

 Click the Rent Worksheet button on the HOPWA Housing and Income Assessment 
Part 3 screen to display the Rent Worksheet Part 1 screen. 

This is the first in a series of 3 screens that are required in order to complete the Rent 
Worksheet. Completing the Rent Worksheet is optional. 

The Rent Worksheet will determine the tenant rent payment based on the greater of 10% of 
Monthly Gross Income or 30% of Monthly Adjusted Income. 

 The total income of the household (Annual Gross Income) is from all sources 
anticipated to be received in the 12-month period following the effective date of the 

income certification. Therefore, income must be annualized (i.e., payment amount 
multiplied by the number of payments per year for all income sources. 

 If you do complete the Rent Worksheet as part of the Housing and Income 
Assessment record, the Rent Worksheet must be updated: 

 On an annual basis to reflect annual income adjustments. 

 Any time during the current year when there is a substantial change in the 
household's income, an adjustment must be made to the resident rent to reflect the 
change in income. 

Each of the three Rent Worksheet screens contains text fields that are either editable or 
read-only ("grayed-out"). The read-only text fields are automatically completed by the 
ARIES system as you enter data throughout the worksheet. 
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 Complete fields 1 through 7, following the on-screen instructions. 

 Enter whole numbers for exact dollar amounts (e.g., for $25.00, enter 25). ARIES 

will enter the decimal point and zeros for you when you save the record. 

 Fields 8, 9, and 10 are read-only. ARIES automatically updates these fields as you 
enter data throughout the screen. 

After completing all the fields, select one of the following: 

 

Click this button to save your entries and proceed to the Rent 

Worksheet Part 2 screen. 

 

Click Cancel to return to the Housing and Income Assessment Part 
3 screen without saving your entries. 

Note: You will be prompted to confirm the cancellation. 

  

To confirm the cancellation, click OK. All the information you have 
entered for this worksheet record will be deleted. Once you click 

OK, you will be returned to the Housing and Income Assessment 
Part 3 screen. 

If you do not want to cancel the record, click Cancel and you will 
be returned to the Rent Worksheet Part 1 screen. 
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Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 

recommended. 

Click the Deactivate button to deactivate a worksheet record. 

Note: You will be prompted to confirm the deactivation. 

  

To confirm the deactivation, click OK. The record will be 
deactivated. You will be returned to the Housing and Income 
Assessment Part 1 screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 

only deactivates the record. Once deactivated, the record will no 
longer be visible. 

If you do not want to deactivate the record, click Cancel and you 
will be returned to the Rent Worksheet Part 1 screen. 

  

Rent Worksheet Part 2 

 

 Complete fields 12, 14, 15a and 16, following the on-screen instructions. 
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 Enter whole numbers for exact dollar amounts (e.g., for $25.00, enter 25). ARIES 
will enter the decimal point and zeros for you when you save the record. 

 Fields 11, 13, 15b and 17 are read-only. ARIES automatically updates these fields as 

you enter data throughout the screen. 

After completing all the fields, select one of the following: 

 

Click this button to save your entries and proceed to the Rent 
Worksheet Part 3 screen. 

 

Click Cancel to return to the Housing and Income Assessment Part 
3 screen without saving your entries. 

Note: You will be prompted to confirm the cancellation. 

  

To confirm the cancellation, click OK. All the information you have 
entered for this worksheet record will be deleted. Once you click 
OK, you will be returned to the Housing and Income Assessment 
Part 3 screen. 

If you do not want to cancel the record, click Cancel and you will 
be returned to the Rent Worksheet Part 2 screen. 

 

This button is only 

visible if you have 
the proper 
permissions. 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 

recommended. 

Click the Deactivate button to deactivate a worksheet record. 

Note: You will be prompted to confirm the deactivation. 

  

To confirm the deactivation, click OK. The record will be 
deactivated. You will be returned to the Housing and Income 
Assessment Part 1 screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
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only deactivates the record. Once deactivated, the record will no 
longer be visible. 

If you do not want to deactivate the record, click Cancel and you 

will be returned to the Rent Worksheet Part 2 screen. 

  

Rent Worksheet Part 3 

 

 Complete field 22, following the on-screen instructions. 

 Enter whole numbers for exact dollar amounts (e.g., for $25.00, enter 25). ARIES 

will enter the decimal point and zeros for you when you save the record. 

 Fields 17 through 21 and 23 are read-only. ARIES automatically updates these fields 
as you enter data throughout the screen. 

Note: The amount in field 23 can be a negative. If it is a negative number, this is the 
amount to be reimbursed to the tenant based on utilities paid out. 

After completing all the fields, select one of the following: 

 

Click this button to save your entries and return to the Housing and 
Income Assessment Part 3 screen. 

 

Click Cancel to return to the Housing and Income Assessment Part 3 

screen without saving your entries. 

Note: You will be prompted to confirm the cancellation. 
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To confirm the cancellation, click OK. All the information you have 
entered for this worksheet record will be deleted. Once you click OK, 
you will be returned to the Housing and Income Assessment Part 3 
screen. 

If you do not want to cancel the record, click Cancel and you will be 
returned to the Rent Worksheet Part 1 screen. 

 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 

consultation with the system administrator is highly recommended. 

Click the Deactivate button to deactivate a worksheet record. 

Note: You will be prompted to confirm the deactivation. 

  

To confirm the deactivation, click OK. The record will be deactivated. 
You will be returned to the Housing and Income Assessment Part 1 
screen. 

Clicking Deactivate does not deactivate the client with ARIES; it only 

deactivates the record. Once deactivated, the record will no longer be 
visible. 

If you do not want to deactivate the record, click Cancel and you will 
be returned to the Housing and Income Assessment Part 3 screen. 

  

2.7.16.9 HOPWA Enrollment 

If you have the proper permissions, the Enroll button becomes visible only when a client has 
been found eligible for HOPWA services after completing a Housing Income and Assessment 
record that displays an Outcome of "Eligible" on the HOPWA screen. 

To access the HOPWA screen: 

 From the Programs screen, click the HOPWA tab in the second row of tabs. 
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From the "Program" dropdown list, ARIES To enroll a client in HOPWA, click the Enroll 

button. 

 Note: If the client was disenrolled from HOPWA and is now being re-enrolled, the 
button is labeled Change Status instead of Enroll. For more detail on the Change 
Status function, click here. 

 The Program Enrollment screen is displayed. 

 

Complete the fields as follows: 

Program ARIES will complete this field with the entry of "HOPWA" since you are 

currently enrolling the client in the HOPWA program. 

Note: If the client was previously enrolled and then disenrolled, a separate 
longitudinal row indicating this fact will appear in the Status column. Click the 
dropdown in this row and select "Re-enroll." 

 

Status This is a read-only field. ARIES will complete the field with a status of "Enroll" 
since you are enrolling the client in HOPWA for the first time. 

Date Enter the date the client is being enrolled in HOPWA.  Use the format: 
MM/DD/YYYY.   You can also use the calendar pop-up by clicking the calendar 
icon. 
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Use the dropdown list to select the month and year, and then click the 
specific date to enter it into the date text field. The calendar window 
automatically closes. 

Agency This is a read-only field. ARIES will complete the field with the name of your 
agency. 

Client 
Program 
ID 

Enter the ID number for the Client Program. 

If you do not know the ID number, select the "Auto-generate Client ID" 
checkbox and ARIES will generate one for you when you save the record. 

Staff 1, 
2, 3, 4 

Use the "Staff 1" dropdown list to select the name of the staff at your agency 
that is primarily assigned to the client. 

If there are secondary staff(s) assigned to the client at your agency, 
complete staff 2, 3, and 4 text fields accordingly. 

  

After completing all the fields, select one of the following: 

 

Click this button to save your entries and return to the HOPWA 
screen. 

 

Click Cancel to return to the HOPWA screen without saving your 
entries. 

Note: You will be prompted to confirm the cancellation. 
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To confirm the cancellation, click OK. All the information you have 
entered for this program enrollment will be deleted. Once you click 
OK, you will be returned to the HOPWA screen. 

If you do not want to cancel the record, click Cancel and you will be 
returned to the Program Enrollment screen. 

 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 
consultation with the system administrator is highly recommended. 

Click the Deactivate button to deactivate a program enrollment. 

You will be prompted to confirm the deactivation. 

  

To confirm the deactivation, click OK. The data that is contained in 
the program enrollment will be deleted. Once you click OK, you will 
be returned to the HOPWA screen. 

If you if you do not want to deactivate the record, click Cancel and 
you will be returned to the Program Enrollment screen. 

  

2.7.16.10 Household Status 

 Click to view Creating a New Household Status 

 Click to view Editing Household Status 

Creating a New Household Status 

The HOPWA reports in ARIES require a client's household status to be reported at one of 
two time periods: 

 At disenrollment (i.e., if the client disenrolls before the end of the year) 

OR 
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 At the end of the program year (i.e., if the client is continuing in the HOPWA 
program at the end of the year). 

Creating the record in ARIES is the responsibility of the staff at the agencies. It is not 

necessary to create a Household Status record at the time of enrollment or when the status 
changes, only at disenrollment or at the end of the program year, i.e.: 

 When you disenroll a client from HOPWA, you will need to create a Household Status 
record as of the same date. 

 If you don't disenroll a client during the program year, then at or near (i.e., before) 

the end of the program year, you will need to create a Household Status record. 

Note: Even though it is not necessary, it is good practice to create the Household 
Status record when you enroll a client in HOPWA to provide a visual reminder that you 
will need to update the record if the client disenrolls, or at the end of the program 
year. 

To create a new Household Status record: 

 Click the New button in the Household Status section of the HOPWA screen to 
display the Household Status screen. 

 

Complete the fields as follows: 

Date Enter the date the client was enrolled in HOPWA. Use the 
format MM/DD/YYYY. You can also use the calendar pop-up by 
clicking the calendar icon. 
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Use the dropdown list to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

Staff ARIES will automatically fill in this text box with the name of 
the staff creating the record. If you need to change the name, 
use the dropdown and select the appropriate name. 

Has Household 
disenrolled from 
HOPWA? (radio 
buttons) 

When set to the default "No," ARIES automatically disables 
the "Destination of Household" dropdown list. 

Destination of 
Household 

With a default of "No" in the previous field, ARIES 
automatically disables the "Destination of Household" 
dropdown list. 

Household Status Use the dropdown to select the option that best describes the 
client's current living situation. 

The household has a 
housing plan 

Use the dropdown to select Yes, No, or Unknown. 

If Yes, enter the date housing begins in the date text field. 
Use the format: MM/DD/YYYY. You can also use the calendar 

pop-up by clicking the calendar icon. 

Use the dropdown list to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 
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The household has 
had contact with 
case manager 

Use the dropdown to select Yes, No, or Unknown. 

If Yes, enter the date the household had contact in the date 
text field. Use the format: MM/DD/YYYY. You can also use the 
calendar pop-up by clicking the calendar icon. 

Use the dropdown list to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

The Household has 
had contact with a 
primary health care 

Use the dropdown to select Yes, No, or Unknown. 

If Yes, enter the date the household had contact in the date 
text field. Use the format: MM/DD/YYYY. You can also use the 
calendar pop-up by clicking the calendar icon. 

Use the dropdown list to select the month and year, and then 

click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

The Household has 
accessed and can 
maintain medical 
insurance/assistance 

Use the dropdown to select Yes, No, or Unknown. 

If Yes, enter the date obtained medical insurance/assistance 
in the date text field. Use the format: MM/DD/YYYY.   You can 

also use the calendar pop-up by clicking the calendar icon. 

Use the dropdown list to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

The Household has 

successfully 
accessed or 
maintained 
qualification for 
sources of income 

Use the dropdown to select Yes, No, or Unknown. 

To complete this field, answer the question "Since enrollment 
or the beginning of the program year, has the household 
successfully accessed or maintained qualification for sources 
of income?" 

If Yes, enter the date the household accessed or maintained 

qualification for sources of income in the date text field. Use 
the format: MM/DD/YYYY. You can also use the calendar pop-
up by clicking the calendar icon. 

Use the dropdown list to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

A member of the 
household has 
obtained 

Use the dropdown to select Yes, No, or Unknown. 

To complete this field, answer the question "Since enrollment 
or the beginning of the program year, has a member of the 
household obtained an income-producing job that resulted 
from HOPWA-funded job training, employment assistance, 
education or related case management/counseling services?" 

If Yes, enter the date the household obtained an income-
producing job in the date text field. Use the format: 
MM/DD/YYYY. You can also use the calendar pop-up by 
clicking the calendar icon. 
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Use the dropdown list to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

 

Click this button to save your entries and return to the 
HOPWA screen. 

 

Click Cancel to return to the HOPWA screen without saving 
your entries. 

Note: You will be prompted to confirm the cancellation. 

  

To confirm the cancellation, click OK. All the information you 
have entered for this household status will be deleted. Once 
you click OK, you will be returned to the HOPWA screen. 

If you do not want to cancel the record, click Cancel and you 
will be returned to the Household Status screen. 

  

Editing Household Status 

You will need to update the Household Status record if: 

 You created a Household Status record when you enrolled a client in HOPWA. 

 The client disenrolls from HOPWA during the program year. 

 It is at or near the end of the program year. 

To update an existing Household Status record: 

 Click the Edit button in the Household Status section of the HOPWA screen to display 
the Household Status Edit screen. 
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Complete the fields as follows: 

Date Enter the date the client was enrolled in HOPWA.  Use the 
format: MM/DD/YYYY.   You can also use the calendar pop-up 
by clicking the calendar icon. 

  

Use the dropdown list to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

Staff ARIES will automatically fill in this text box with the name of 
the staff creating the record. If you need to change the name, 
use the dropdown and select the appropriate name. 
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Has Household 
disenrolled from 
HOPWA? (radio 

buttons) 

Default is "No." ARIES automatically disables the "Destination 
of Household" dropdown list. 

If switching to "Yes," make the appropriate selection from the 
"Destination of Household" dropdown. 

Destination of 
Household 

With a default of "No," ARIES automatically disables the 
"Destination of Household" text box. 

If switching to "Yes," make the appropriate selection from the 

dropdown, e.g., Emergency Shelter/Streets, 

Temporary Housing, Private Housing, Other HOPWA, 

Other Subsidy, Institution, Jail /Prison, Disconnected/ 
Unknown, Death. 

Household Status Use the dropdown to select the option that best describes the 
client's current living situation. 

The household has a 
housing plan... 

Use the dropdown to select Yes, No, or Unknown. 

If Yes, enter the date housing begins in the date text field. 
Use the format: MM/DD/YYYY.   You can also use the calendar 
pop-up by clicking the calendar icon. 

Use the dropdown list to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

The Household has 
had contact with 
case manager… 

Use the dropdown to select Yes, No, or Unknown. 

If Yes, enter the date the household had contact in the date 
text field. Use the format: MM/DD/YYYY.   You can also use 
the calendar pop-up by clicking the calendar icon. 

Use the dropdown list to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

The Household has 
had contact with a 
primary health 
care… 

Use the dropdown to select Yes, No, or Unknown. 

If Yes, enter the date the household had contact in the date 
text field. Use the format: MM/DD/YYYY.   You can also use 
the calendar pop-up by clicking the calendar icon. 

Use the dropdown list to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

The Household has 
accessed and can 

maintain medical 
insurance/assistance 

Use the dropdown to select Yes, No, or Unknown. 

If Yes, enter the date obtained medical insurance/assistance 

in the date text field. Use the format: MM/DD/YYYY.   You can 
also use the calendar pop-up by clicking the calendar icon. 

Use the dropdown list to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 
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The Household has 
successfully 
accessed or 

maintained 
qualification for 
sources of income 

Use the dropdown to select Yes, No, or Unknown. 

To complete this field, answer the question "Since enrollment 
or the beginning of the program year, has the household 
successfully accessed or maintained qualification for sources 
of income?" 

If Yes, enter the date the household accessed or maintained 
qualification for sources of income in the date text field. Use 
the format: MM/DD/YYYY.   You can also use the calendar 

pop-up by clicking the calendar icon. 

Use the dropdown list to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

A member of the 

Household has 
obtained… 

Use the dropdown to select Yes, No, or Unknown. 

To complete this field, answer the question "Since enrollment 
or the beginning of the program year, has a member of the 
household obtained an income-producing job that resulted 
from HOPWA-funded job training, employment assistance, 
education or related case management/counseling services? 

If Yes, enter the date the household obtained an income-
producing job in the date text field. Use the format: 
MM/DD/YYYY.   You can also use the calendar pop-up by 
clicking the calendar icon. 

Use the dropdown list to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

 

Click this button to save your entries and return to the 
HOPWA screen. 

 

Click Cancel to return to the HOPWA screen without saving 

your entries. 

Note: You will be prompted to confirm the cancellation. 

  

To confirm the cancellation, click OK. All the information you 
have entered for this household status will be deleted. Once 
you click OK, you will be returned to the HOPWA screen. 

If you do not want to cancel the record, click Cancel and you 
will be returned to the Household Status screen. 
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This button is only 

visible if you have the 
proper permissions. 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 

recommended. 

Click the Deactivate button to deactivate a household status 
record. 

Note: You will be prompted to confirm the deactivation. 

  

To confirm the deactivation, click OK. The record will be 
deactivated. You will be returned to the  Household Status 
screen. 

Clicking Deactivate does not deactivate the client with 
ARIES; it only deactivates the record. Once deactivated, the 
record will no longer be visible. 

If you do not want to deactivate the record, click Cancel and 
you will be returned to the HOPWA screen. 

  

To update a Household Status record for a client who has disenrolled from HOPWA: 

 

Complete the fields as follows: 

Date Enter the date the client was disenrolled in HOPWA.  Use the format 
MM/DD/YYYY. You can also use the calendar pop-up by clicking the 

calendar icon. 
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Use the dropdown list to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 

Has Household 
disenrolled 
from HOPWA? 

Select the Yes radio button and make the appropriate selection 
from the "Destination of Household" dropdown. 

Destination of 
Household 

Use the dropdown to select the option that best describes the 
client's household destination, e.g., Emergency Shelter/Streets, 
Temporary Housing, Private Housing, Other HOPWA, Other Subsidy, 
Institution, Jail/ Prison, Disconnected/ Unknown, Death. 

 

Click this button to save your entries and return to the HOPWA 
screen. 

 

Click Cancel to return to the HOPWA screen without saving your 

entries. 

Note: You will be prompted to confirm the cancellation. 

  

To confirm the cancellation, click OK. All the information you have 
entered for this household status record will be deleted. Once you 
click OK, you will be returned to the HOPWA screen. 

If you do not want to cancel the record, click Cancel and you will 
be returned to the Household Status Edit screen. 
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This button is 

only visible if you 
have the proper 
permissions. 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 

recommended. 

Click the Deactivate button to deactivate a household status 
record. 

Note: You will be prompted to confirm the deactivation. 

  

To confirm the deactivation, click OK. The record will be 
deactivated. You will be returned to the HOPWA screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 

only deactivates the record. Once deactivated, the record will no 
longer be visible. 

If you do not want to deactivate the record, click Cancel and you 
will be returned to the Household Status Edit screen. 

  

2.7.16.11 HOPWA Change Status 

The eligibility for a client to participate in the HOPWA program may change for several 
reasons. Whenever you perform an update to a Housing and Income and Assessment 
record, it may be necessary to update the HOPWA status for the client. 

To change the status of a client that is currently enrolled in HOPWA: 

 Click the Change Status button in the HOPWA section of the HOPWA screen. 

 

The Program Enrollment Edit screen is displayed. 
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Complete the fields as follows: 

Program ARIES completes this field with the entry of "HOPWA." 

Status If the client is re-enrolling in HOPWA: 

Click the "Status" dropdown list and select "Re-enroll." 

If the client is no longer participating in HOPWA: 

Click the "Status" dropdown list and select "Disenroll." 

Reason If "Disenroll" was selected, use the dropdown to indicate why the 
client is being disenrolled. 

If the reason isn't listed, select "Other" and indicate why in the "Other 
Reason" text field. 

Date Enter the date the client is being re-enrolled or disenrolled in HOPWA. 

 Use the format: MM/DD/YYYY.   You can also use the calendar pop-
up by clicking the calendar icon. 

  

Use the dropdown list to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 

Agency This is a read-only field that displays the name of your agency. 
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Client 
Program ID 

Displays the ID number for the Client Program. 

Staff 1, 2, 3, 4 Use the "Staff 1" dropdown list to update the name of the staff at 
your agency that is primarily assigned to the client, if necessary. 

If there are secondary staff(s) assigned to the client at your agency, 
update staff 2, 3, 4 text fields if necessary. 

 

Click this button to save your entries and return to the HOPWA 
screen. 

 

Click Cancel to return to the HOPWA screen without saving your 
entries. 

Note: You will be prompted to confirm the cancellation. 

  

To confirm the cancellation, click OK. All the information you have 
entered for this program enrollment will be deleted. Once you click 
OK, you will be returned to the HOPWA screen. 

If you do not want to cancel the record, click Cancel and you will be 
returned to the Program Enrollment Edit screen. 

 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 
consultation with the system administrator is highly recommended. 

Click the Deactivate button to deactivate a record. 

Note: You will be prompted to confirm the deactivation. 

  

To confirm the deactivation, click OK. The record will be deactivated. 
You will be returned to the HOPWA screen. 

Clicking Deactivate does not deactivate the client with ARIES; it only 
deactivates the record. Once deactivated, the record will no longer be 
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visible. 

If you do not want to deactivate the record, click Cancel and you will 
be returned to the Program Enrollment Edit screen. 

  

2.8 Medical 

One of the key elements of the client intake process is getting an accurate medical overview 
of the client. Many programs provide services based on a wide variety of health criteria. 
Having a full medical background of the client ensures that they receive all the benefits they 
are eligible for. Also, the information helps clinicians deliver the most effective treatment 
and care. 

From the Client Info screen, click the Medical tab to access the client's medical information. 
The Medical screen contains tabs for: 

 Basic Medical 

 Medical History 

 OB/GYN & Pregnancy 

 

2.8.1 Basic Medical 

The Basic Medical screen appears first when you click the Medical primary tab. This screen 
contains the client's medical background including their primary health care providers and 
HIV status. 

 

The Basic Medical information includes: 

Primary Medical 
Care/Provider 

Where the client receives their basic medical services. Also listed is 
the date of the client's last visit, if available. 

Primary HIV 
Care/Provider 

Where the client receives HIV medical services. Also listed is the 
date of the client's last visit, if available. 

CDC Disease Stage The severity of the client's HIV infection. 
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Acuity Your agency's assessment of HIV severity. The most current acuity 
score is shown. To view all acuity score entries, click the Edit 
button. 

Medically able to 
work 

If the client is unable to work, they may be eligible for certain 
benefits. 

Current 
Weight/Usual 

Weight 

The difference in the client's usual and current weight is used as an 
assessment tool. The most current weight is shown. To view all 

client weights, click the Edit button. 

AIDS Diagnosis This indicates whether the client has been diagnosed with AIDS. 
The date and testing method are also indicated. 

Year First Tested 
HIV+ 

The year the client received their first positive HIV test result. If a 
specific date is available, enter the value in the Date First HIV+ 
field and ARIES will automatically populate the Year First Tested 
HIV+ field. 

Partner Notification 
Offered 

This indicates whether your agency has offered the client to notify 
their previous sexual partners of their HIV status. Also listed is the 

date the service was offered. 

# Partners to be 
notified by client 

How many sexual partners the client will inform of their HIV status. 

# Partners to be 
notified by health 
dept. 

Departments of health have partner notification programs where 
sexual partners of HIV-infected people are notified anonymously. 
Indicates how many sexual partners the health department will 
inform of the client's HIV status. 

Date health dept. 
notified 

Indicates the date the health department was notified of need to 
contact the client's partners. 

Other Chronic 
Medical Conditions 

Any health conditions the client experiences not listed elsewhere. 

  

AIDS Condition 

Near the bottom of the screen is a table that lists any AIDS defining conditions, when the 
client was diagnosed with the condition, and when they received treatment for the 
condition. 

HIV Test Date 

This table lists the client's HIV testing history including when and where they received 
testing, the results of the test, and whether pre- and post-test counseling was offered. 

 To change or add any basic medical information, click the Edit button. 
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2.8.2 Basic Medical Edit 

Notes 

 Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk 
are required to produce the RDR and CADR reports. Owing to HRSA requirements, a 
field marked with a red asterisk is required at every ARIES installation. 

 Special Note on CDC Disease Stage: When you enter a new client a red message 
appears next to the client's name on the screen. This message reads, "Check the 
client's CDC Disease Status." ARIES needs this minimal information filled out in the 
Basic Medical subtab, which appears later in the client intake screens. Once you 
supply this information, the red message will disappear. 

 If you attempt to save the Basic Medical edit screen without selecting a CDC Disease 
Stage, you receive the message "CDC Disease Stage is required." 

 The CDC Disease Stage field on this screen provides a dropdown list to select the 
CDC disease stage that most closely describes the client's current HIV status. 

 "CDC" is the Centers for Disease Control and Prevention (previously the Centers for 
Disease Control; hence CDC). The CDC is a federally funded agency whose mission is 
"to create the expertise, information, and tools that people and communities need to 
protect their health – through health promotion, prevention of disease, injury and 

disability, and preparedness for new health threats."  For more information, go to 
www.cdc.gov. 

 Early in the AIDS epidemic, the CDC established Disease Stages for HIV/AIDS that 
describe a client's stage in the progression of the disease.  These stages are used by 
almost all state and federal agencies for reporting HIV and AIDS cases.  There are 
nine stages based on a combination of CD4 count/percent and HIV/AIDS-related 

symptoms. 

 The nine categories are often grouped into three: 

o HIV asymptomatic (A1, A2). 

o HIV symptomatic (B1, B2). 

o AIDS (A3, B3, C1, C2, C3). 

 The CDC defines a person with AIDS as someone with documented HIV infection and 
at least ONE of the following:  a CD4 count<200, a CD4 percent <14, or an AIDS 
Indicator Disease.  The CD4 and disease criteria are not based on the client's current 
status, but on the person's having met the criteria at any time since testing HIV-
positive.  Once a client meets this criterion, a client is always diagnosed as having 
AIDS regardless of their health. 

 Technically, the ARIES CDC Disease Stage dropdown is not a list of the official CDC 
Disease Stages. It contains many more options than just the CDC stages, and uses 
language different from the official CDC language. This is because federal/state 
funding sources as well as healthcare providers need more specific information about 
a client's health. However, the principle remains the same: Once diagnosed with 

AIDS, the client should always have one of the AIDS options selected for CDC 
Disease Stage. Even if the client responds well to treatment and shows no symptoms 
of HIV disease, and even if CD4 counts/percents increase, the client is still 
considered to be diagnosed with AIDS, and the ARIES CDC Disease Stage should 
reflect that status. 
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Use the Basic Medical Edit screen to edit the client's existing basic medical information or 
add new information. 

 To access this screen, from the Client Detail screen, click the Medical tab from the 

top row of tabs, then click the Basic Medical tab from the second row of tabs. 

 

  

At the top of the screen, complete the fields for the client's primary medical and HIV care 
information as follows: 

Fields marked with an asterisk (*) are required fields. 

Primary 
Med Care 

Use the dropdown to select the type of primary medical care that the client 
receives, e.g., alternative/complementary care, County Hospital and DPH 
clinics, private MD, etc. 

If the type of primary medical care is not listed, select "Unknown." 

Complete the name and phone number of the facility in the fields to the right. 
After a phone number, you may enter an optional extension of up to 5 digits. 
Do not type "extension" or "ext." before the extension number. Example: 925-
555-1212 12345 

Enter the date of the client's last visit.  Use the format MM/DD/YYYY.  You can 
also use the calendar pop-up by clicking the calendar icon. 

Primary 
HIV Care 

Use the dropdown to select the type of primary HIV care that the client 
receives, e.g., alternative/complementary care, County Hospital and DPH 
clinics, private MD, etc. 

If the type of primary medical care is not listed, select "Unknown." 

Complete the name and phone number of the facility in the fields to the right. 
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After a phone number, you may enter an optional extension of up to 5 digits. 
Do not type "extension" or "ext." before the extension number. Example: 925-
555-1212 12345 

Enter the date of the client's last visit.  Use the format MM/DD/YYYY.  You can 
also use the calendar pop-up by clicking the calendar icon. 

CDC 
Disease 
Stage 

Use the dropdown to select the CDC disease stage that most closely describes 
the client's current HIV status, e.g., HIV-negative; HIV-positive, disease stage 
unknown; HIV-Positive, Asymptomatic, etc. 

Note: If you save a record for a Related/Affected individual on the Basic 
Medical Edit screen and the Related/Affected client's CDC Disease stage is 
changed to anything other than 'Unknown' or 'HIV Negative', ARIES will no 
longer classify them as 'Related/Affected.' 

The table below describes the meanings of the CDC Disease State dropdown 
options. 

HIV negative The client tested negative for HIV. 

HIV positive, 
disease stage 

unknown 

The client tested positive for HIV and does not 
know the stage of infection. 

HIV positive, 
asymptomatic 

The client is HIV+ but experiences no symptoms 
associated with HIV. 

HIV positive, 
symptomatic, not 
AIDS 

The client is HIV+, experiences HIV-related 
symptoms, but does not meet the CDC definition of 
AIDS. 

HIV positive, 
disabling 

The client is HIV+, does not meet the CDC 
definition of AIDS, but is incapacitated by HIV-
related symptoms. 

CDC-Defined AIDS 
The client is HIV+ and matches the criteria for AIDS 
set by the Centers for Disease Control and 
Prevention (CDC). 

Disabling AIDS 
The client is HIV+, matches the criteria for AIDS set 
by the Centers for Disease Control and Prevention 

(CDC) and is incapacitated by their illness. 

Pediatric 
indeterminate 

A child under age 2 who was born to an HIV-
infected mother but whose HIV status is not yet 
definite. 

Pediatric, confirmed 
HIV positive 

A child under the age of 2 who was born to an HIV-
infected mother whose HIV status has been 
confirmed. 

Unreported The client's HIV status was not assessed. 
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Unknown The client's HIV status is not known. 

  

Source Use the dropdown to select the source from where the client's HIV status was 
reported, e.g., Letter of Diagnosis, etc. 

Date 

First 
HIV+ 

In the text field, enter the date the client first tested positive for HIV. Use the 

format MM/DD/YYYY.  You can also use the calendar pop-up by clicking the 
calendar icon. 

  

For each field, use the dropdown lists to select the month and year, and then 
click the specific date to enter it into the date text field. The calendar window 
automatically closes. 

Note: CDC Disease Stage "Indeterminate" is not valid for clients over 21 
months old. A client who is 21 months or older and has previously been 

assigned a CDC Disease Stage of "Pediatric indeterminate" should be reported 
on the RSR as "Unknown." Note that a similar rule for "Pediatric, confirmed 
HIV-positive" is NOT required, since these clients are reported on the RSR as 
HIV positive regardless of age. 

Year 
First 
HIV+ 

In the text field, enter the year the client first tested positive for HIV. Use the 
format MM/DD/YYYY. 

AIDS 
Diag 
Date 

If the client has been diagnosed with AIDS, enter the date of the diagnosis. 
Use the format MM/DD/YYYY.  You can also use the calendar pop-up by 
clicking the calendar icon. 

For each field, use the dropdown lists to select the month and year, and then 
click the specific date to enter it into the date text field. The calendar window 
automatically closes. 

Note: If the year in AIDS Diag Date is AFTER the end of the RSR report 
period, the AIDS diagnosis year is changed to the RSR report end date year. 
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If the client has not been diagnosed with AIDS, leave this field blank. 

County If the client has been diagnosed with AIDS, enter the County in which the 

client was diagnosed. 

If the client has not been diagnosed with AIDS, leave this field blank. 

State If the client has been diagnosed with AIDS, use the dropdown to select the 
state in which the client was diagnosed. 

If the client has not been diagnosed with AIDS, leave this field blank. 

Source If the client has been diagnosed with AIDS, enter the source from where the 
client's AIDS status was reported, e.g., Letter of Diagnosis, etc. 

If the client has not been diagnosed with AIDS, leave this field blank. 

  

HIV Tests Section 

Use the HIV Tests section of the screen to edit existing HIV test information, or to add new 
test information. 

 To add new HIV test information, click the New button. 

 To edit existing HIV test information, click the Edit button. 

Both actions put the HIV Tests section of the Basic Medical Edit screen into Edit mode. 

 

Complete the fields as follows: 

Fields marked with an asterisk (*) are required fields. 

HIV Test Date Enter the date of the client's HIV test. Use the format MM/DD/YYYY. Or 
use the pop-up calendar. 

Result From the dropdown, select the result of the client's HIV test. 

County Enter the name of the county in which the HIV test was performed. 

State From the dropdown, select the state in which the HIV test was 
performed. 

Source Enter the source by which the client's HIV test date was reported, e.g., 
Letter Clinic. 

Pre-test 
Counseling 

Use the dropdown to indicate whether pre-test counseling was offered 
and, if so, the date of offer. You may type the date (format 
MM/DD/YYYY) in the text window or use the pop-up calendar. 
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Post-test 
Counseling 

Indicate whether post-test counseling was offered and, if so, the date of 
offer. You may type the date (format MM/DD/YYYY) in the text window or 
use the pop-up calendar. 

  

When you have completed your entries: 

 

Click the Save button to store your changes to ARIES and return to the 

Basic Medical Edit screen, where your new entries are now displayed. 

 

Click Cancel to return to the Basic Medical Edit screen without saving 
changes. 

 

Note: The use of Deactivate has a significant impact on the system. It 

should be used only by those with ARIES expertise, and prior consultation 
with the system administrator is highly recommended. 

Click Deactivate to remove an HIV test result from view. 

  

AIDS Defining Conditions Section 

This table lists any AIDS defining conditions the client has been diagnosed with as they 
appear in the Centers for Disease Control and Prevention HIV case report form. 

 To edit an existing entry, click the Edit button. 

 To add a new entry, click the New button. 

Both actions put the AIDS Defining Conditions section of the Basic Medical edits 
screen into Edit mode. 

 

Complete the fields as follows: 

AIDS 
Defining 

Condition 

From the dropdown, select the appropriate defining condition. If the 
condition is not listed, select "Other Diagnosis" from the dropdown. 

if Other If you selected "Other Diagnosis" from the dropdown, enter text to 
complete the "if Other" window. 

Diagnosis 

Date 

Enter the diagnosis date. Use the format MM/DD/YYYY.  You can also use 

the calendar pop-up by clicking the calendar icon. 
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For each field, use the dropdown lists to select the month and year, and 
then click the specific date to enter it into the date text field. The calendar 
window automatically closes. 

Treatment 
Date 

Enter the treatment date. Use the format MM/DD/YYYY.  You can also use 
the calendar pop-up by clicking the calendar icon. 

  

When you have completed your entries, use the Save, Cancel or Deactivate button as 
appropriate. 

Acuity and Weight Section 

Use the Acuity and Weight section of the screen to edit existing acuity/weight information, 
or to add new acuity/weight information. 

 To add new acuity/weight information, click the New button. 

 To edit existing acuity/weight information, click the Edit button. 

Both actions put the Acuity and Weight section of the Basic Medical Edit screen into 
Edit mode. 

 

Complete the fields as follows: 

Fields marked with an asterisk (*) are required fields. 

Acuity 
Scale 

Enter the name of the acuity scale used. 
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Acuity 
Score 

Enter the client's acuity score. 

Date Enter the date on which the acuity scoring was performed. Use the format 
MM/DD/YYYY. Or use the pop-up calendar. 

  

When you have completed this row, use the Save, Cancel or Deactivate button as 

appropriate. Note that the Weight section has its own Edit and New buttons. 

 

Weight Enter the usual weight of the client. 

Date Enter the date on which the client was weighed. Format MM/DD/YYYY. Or use the 
pop-up calendar. 

  

 

  

In the bottom section of the screen, complete the fields as follows. 

Fields marked with an asterisk (*) are required fields. 

Usual Weight Enter the usual weight of the client. 

Partner 
Notification 
Offered 

Use the Yes/No dropdown to indicate whether partner notification 
was offered. 

Dated If partner notification was offered, enter the date. Use the format 
MM/DD/YYYY.  You can also use the calendar pop-up by clicking the 
calendar icon. 
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For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

# Partners to be 
Notified by Client 

Enter the number of partners to be notified by the client. If no 
partners are to be notified, enter zero. 

# Partners to be 
Notified by 
Health 
Department 

Enter the number of partners to be notified by the Health 
Department. If no partners are to be notified, enter zero. 

Date Health 
Department 

Notified 

If any partners are to be notified by the Health Department, enter 
the date that the Health Department was notified.  Use the format 

MM/DD/YYYY.  You can also use the calendar pop-up by clicking the 
calendar icon. 

Medically unable 
to work 

Use the Yes/No dropdown to indicate whether the client is medically 
unable to work. 

Other chronic 
medical 
conditions 

If the client has any other chronic medical conditions not covered 
above, enter them in the text box. This is a scrollable field. 

  

When you have completed all entries on the screen: 

 

Click the Save + Next button to save your entries and advance to the 
client's Medical History Edit screen. 

 

Click Save + Done to store your new entries and return to the read-
only Basic Medical screen, where your updates are now displayed. 
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Click Cancel to return to the Basic Medical screen without saving any 
changes. 

  

2.8.3 Medical History 

To access this screen: 

 Click the Medical tab from the top row of tabs. 

 Then click the Medical History tab from the second row of tabs. 

 

The Medical History information includes: 

Most recent CD4 The most current CD4+ T-lymphocyte count including the date 
of testing and the lymphocyte percentage. 

Lowest CD4 The lowest recorded CD4+ T-lymphocyte count including the 
date of testing and the lymphocyte percentage. 

Most recent Viral Load The most recent viral load test (VLT) results including the date 
of testing and the log value. 

Highest Viral Load The highest viral load test (VLT) result including the date of 
testing and the log value. 

TB Test Medically 
Indicated 

The client's medical condition or history indicates that a TB 
test should be done. 

TB PPD Skin Test The result of the client's tuberculosis purified protein 
derivative (TB PPD) test. The first date indicates when the test 
was administered; the second date indicates when the skin 
test was read. 

MDR If a client tests positive for tuberculosis, tests can be 
performed evaluating the drug resistance of the 
mycobacterium strain. This indicates the result of multi-drug 
resistance (MDR) testing. 
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Chest X-Ray Chest X-rays are used to diagnose tuberculosis. This entry 
indicates the date and result of the X-ray. 

TB Treatment Status Indicates what steps have been taken for tuberculosis 
treatment. 

STI/HEP Table This table lists the types, dates and results of the client's 
sexually transmitted infections and hepatitis testing. Also 
listed is the date of any treatment received and completed. 

Immunization Table This table lists immunizations the client has received including 
the date of immunization. 

Hospital Visit Table This table lists any emergency room or hospital visits the 
client has had and the dates. The Reason column indicates 
whether the visit was HIV-related or not. Also, if the client 
was hospitalized, the number of hospitalization days is listed. 

  

To Edit the Record or Add New Information 

 Click the Edit button, which takes you to the Medical History Edit screen. 

  

2.8.4 Medical History Edit 

Notes: 

 When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs 
this minimal information filled out in the Basic Medical subtab, which appears later in 
the client intake screens. Once you supply this information, the red message will 
disappear. 

 RSR data on IGRA (TB) test results and date from the Medical History Edit screen. 

Before running RSR, sure to enter client data on this screen. 

 Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk 
are required to produce the RDR and CADR reports. Owing to HRSA requirements, a 
field marked with a red asterisk is required at every ARIES installation. 

Use this screen to edit a client's existing medical history, or to enter new information 
regarding the client's medical history. This screen is separated into three sections: Tests, 
Immunizations, and ER/Hospital Visits. 

 Tests 

 Immunizations 

 ER/Hospital Visits 
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2.8.4.1 Tests 

The Tests section lists the client's HIV-related and STI test results. 

Notes 

 Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk 
are required to produce the RDR and CADR reports. Owing to HRSA requirements, a 
field marked with a red asterisk is required at every ARIES installation. 

 Remember, if your agency is a medical provider, the CD4 and Viral Load fields are 
required for the RSR and RDR. 

 Whenever possible, use lab results or documentation rather than relying on the client 
self-reporting the CD4 and Viral Load information. 

 If possible, have provider agency staff double check the CD4 and Viral Load entries. 
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 If the client is a share client, you will be able to see CD4 and VL counts that other 
agencies have entered. 

 The percent field for CD4 is not required. You can leave it blank.  Do not enter 0. 

CD4 Tests 

 

To enter a new test result, click the New button. A new row appears, with the columns 
blank. 

 

Complete the fields as follows: 

CD4 Date Enter the date the CD4 test was administered. Format MM/DD/YYYY. 
You can also use the calendar pop-up by clicking the calendar icon. 

  



ARIES R18 Client Help Manual 

198 

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. 
The calendar window automatically closes. 

T Cell Count Enter the client's new T-cell count. 

% Enter the client's new T-lymphocyte percentage. Do not include the 
% sign; ARIES will supply this. 

 

Click the Save button to save your entries and return to the Medical 
History Edit screen. 

 

Click the Cancel button to return to the Medical History Edit screen 
without saving your entries. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 

Click the Deactivate button to deactivate the CD4 row. Once 
deactivated, the CD4 row will no longer appear on the Medical 

History screen. 

  

To confirm the deactivation, click OK. The record will be 
deactivated. You will be returned to the Medical History Edit screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the CD4 row. 

  

Viral Load Tests (VLT) 

 

 To enter a new VLT result, click the New button. 

 To edit an existing resulting, click the Edit button. A new row appears, with the 
columns blank. 
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Complete the fields as follows: 

Viral Load Date Enter the date the Viral Load test was administered. Format 
MM/DD/YYYY. You can also use the calendar pop-up by clicking the 
calendar icon. 

  

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. 
The calendar window automatically closes. 

< = > If the VLT is less than the value entered, select "<". 

If the VLT is greater than the value entered, select ">". 

Otherwise, select "=". 

Value Enter the client's VLT result. The number must be between 1 and 
9,999,999. Do not type commas; ARIES will supply them. 

If the value is inexact or if it exceeds the range accepted, use the 

Relation <=> dropdown list (see above). 

Test Type Use the dropdown to select the appropriate viral load Test Type, if 
known. 

Log When you click the Save button, ARIES calculates the log value and 
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enters it in this column. 

 

Click the Save button to save your entries and return to the 
Medical History Edit screen. 

 

Click the Cancel button to return to the Medical History Edit screen 
without saving your entries. 

 

Note: The Deactivate button displays when you are editing an 

existing row, but not when you enter a new row. 

Click the Deactivate button to deactivate the Viral Load row. Once 
deactivated, the Viral Load row will no longer appear on the Medical 
History screen. 

Note: You will be prompted to confirm the deactivation. To confirm 
the deactivation, click OK. The record will be deactivated. You will 
be returned to the Medical History Edit screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the Viral Load row. 

  

STI/Hepatitis Tests 

To enter a new test result, click the New button. A new row appears, with the columns 
blank. 

 

Complete the fields as follows: 

STI/Hepatitis Make a selection from the dropdown to indicate which test the 
client received, e.g., genital herpes, gonorrhea, hepatitis A, B, or C. 

Date Enter the date the test was administered. Use the format: 
MM/DD/YYYY. You can also use the calendar pop-up by clicking the 
calendar icon. 
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For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. 
The calendar window automatically closes. 

Is not medically 
indicated 
(checkbox) 

Check this field if a test or treatment is not medically indicated. 
Leave unchecked if a test is medically indicated. 

Note: If you check this box, ARIES will not allow entries in the 
other fields on this row except in the STI/Hepatitis dropdown and 
the Date field. 

Diagnosis Use the dropdown to select the result of the test, e.g., positive 
diagnosis, negative diagnosis. 

If the result of the diagnosis is not known, select "Unknown." 

Lab Value If the test result includes a lab value, enter the number here. 

Tx Ind? Use the Yes/No dropdown to select whether a treatment was 
indicated. 

If the client refused indicated treatment, select "Patient Refused." 

Treatment Start 
Date 

If the client tested positive, enter the date they began treatment. 
Format MM/DD/YYYY. You can also use the calendar pop-up by 
clicking the calendar icon. 

If the client tested negative, leave this field empty. 

Treatment End 

Date 

Enter the date the treatment ended. Format MM/DD/YYYY. You can 

also use the calendar pop-up by clicking the calendar icon. 

If the client is still undergoing treatment, leave this field empty. 

Outcome Make a selection from the dropdown to indicate the treatment 
outcome: Completed, Not Completed, Unknown, Not Applicable. 
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Notes Enter any additional notes or comments regarding the testing. 

 

Click the Save button to save your entries and return to the 
Medical History Edit screen. 

 

Click the Cancel button to return to the Medical History Edit screen 
without saving your entries. 

 

Note: The Deactivate button displays when you are editing an 

existing row, but not when you enter a new row. You will be 
 prompted to confirm the deactivation. 

Click the Deactivate button to deactivate the STI and Hepatitis 
information row. You will be prompted to confirm the deactivation. 
Once deactivated, the STI and Hepatitis information row will no 
longer appear on the Medical History Edit screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the STI and Hepatitis information row. 

  

Tuberculosis Tests 

This section of the screen requests information about the client's Tuberculosis testing. 

 To enter a new result, click New, or click Edit to change an existing entry. 

 Click Save when you are finished, or click Cancel to return to the Medical History 
Edit screen without saving changes. 

 To remove an entry from view, click the Deactivate button. 

 

Fields marked with an asterisk (*) are required fields. 

Complete the fields as follows: 

TB Test Medically 
Indicated 

Use the Yes/No dropdown to indicate whether the client's TB test was 
medically indicated. 

If the client refused TB testing, select "Pt Refused." 

If the information is unknown, select "Unknown." 

TB Test Medically 
Indicated Date 

Enter the date the TB test was medically indicated. Format 
MM/DD/YYYY. You can also use the calendar pop-up by clicking the 
calendar icon. 
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Date PPD/TST 
Placed 

Enter the date the PPD/TST (purified protein derivative tuberculosis 
skin test) was placed. Format MM/DD/YYYY. You can also use the 
calendar pop-up by clicking the calendar icon. 

Date PPD/TST 
Read 

Enter the date the PPD/TST test was read. This date should be at 
least 2-3 days after the date the test was placed. 

Enter the date the PPD/TST test was read. This date should be at 
least 2-3 days after the date the test was placed. 

Format MM/DD/YYYY. You can also use the calendar pop-up by 
clicking the calendar icon. 

PPD/TST Result Use the dropdown to select the PPD/TST result selection - either 
"Reactive" or "Non-Reactive." 

IGRA Date Enter the date of the IGRA test. Format MM/DD/YYYY. You can also 
use the calendar pop-up by clicking the calendar icon. 

IGRA Result Use the dropdown to select the IGRA result selection - "Positive" or 
"Negative" or "Unknown." 

Chest X-Ray Date Enter the date the client received a chest X-Ray. Format 
MM/DD/YYYY. You can also use the calendar pop-up by clicking the 
calendar icon. 

Chest X-Ray 
Result 

Use the dropdown list to select the result of the chest X-ray - either 
"Positive" or "Negative." 

TB Diagnosis Select the TB diagnosis from the dropdown list. 

Date of TB 
Diagnosis 

Enter the date of the tuberculosis diagnosis. Format MM/DD/YYYY. 
  You can also use the calendar pop-up by clicking the calendar icon. 

Treatment Start 
Date 

Enter the start date for tuberculosis treatment. Format MM/DD/YYYY. 
  You can also use the calendar pop-up by clicking the calendar icon. 

Multi-Drug 
Resistance 

Use the Yes/No dropdown to select the result of any multi-drug 
resistance (MDR) tests. 

Treatment End 

Date 

Enter the end of tuberculosis treatment. Format MM/DD/YYYY. You 

can also use the calendar pop-up by clicking the calendar icon. 

If the client is currently receiving treatment, leave this field blank. 

   

TB Treatment Type 

This section contains the client's tuberculosis treatment information. 

 To enter new tuberculosis treatment type and status information, click the New 
button. A new row appears, with the columns blank. 

 To edit an existing row, click Edit. 
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Complete the fields as follows: 

TB Treatment 
Type 

Use the dropdown to select the client's new treatment type, e.g., 
treatment, prophylaxis. 

If the client tested negative, select "N/A." 

If the treatment type is unknown, select "Unknown." 

TB Treatment 
Status 

Use the dropdown to select the client's new treatment status. 

Date Enter the date of the new treatment status. Format MM/DD/YYYY. 
You can also use the calendar pop-up by clicking the calendar 
icon. 

 

Click the Save button to save your entries and return to the 
Medical History Edit screen. 

 

Click the Cancel button to return to the Medical History Edit 
screen without saving your entries. 

 

Note: The Deactivate button displays when you are editing an 
existing row, but not when you enter a new row. 

Click the Deactivate button to deactivate the TB treatment 
status information row. You will be prompted to confirm the 
deactivation.  Once deactivated, the TB treatment status 
information row will no longer appear on the Medical History Edit 
screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the TB treatment status information row. 

  

2.8.4.2 Immunizations 

The immunization table lists all immunizations the client has received. 

 

 To enter new immunization information, click the New button. A new row appears, 
with the columns blank. 
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Complete the fields as follows: 

Immunization 
Type 

Use the dropdown to select the client's immunization type, e.g., 
Hepatitis A, Tetanus, BCG, etc. 

If the immunization type is not listed, select "Other." 

Is not medically 
indicated 
(checkbox) 

Check this box if the immunization type is not medically indicated. 

Note: For Hepatitis vaccination, if the data is not found to support 
a "Not Medically Indicated" or a "Yes" response, the system 
substitutes the default response of "No." 

Date Enter the date of the immunization, format MM/DD/YYYY.   You can 
also use the calendar pop-up by clicking the calendar icon. 

  

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. 
The calendar window automatically closes. 

 

Click the Save button to save your entries and return to the 
Medical History Edit screen. 

 

Click the Cancel button to discard your entries and return to the 
Medical History Edit screen. 

  

 To edit existing immunization data, click the Edit button to the right of the row. 
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Immunization 
Type 

Use the dropdown to select the client's immunization type, e.g., 
Hepatitis A, Tetanus, BCG, etc. 

If the immunization type is not listed, select "Other." 

Is not medically 
indicated 
(checkbox) 

Check this box if the immunization type is not medically 
indicated. 

Note: For Hepatitis vaccination, if the data is not found to 
support a "Not Medically Indicated" or a "Yes" response, the 
system substitutes the default response of "No." 

Date Enter the date of the immunization, format MM/DD/YYYY.   You 
can also use the calendar pop-up by clicking the calendar icon. 

 

Click the Save button to save your entries and return to the 
Medical History Edit screen. 

 

Click the Cancel button to discard your entries and return to the 
Medical History Edit screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 
recommended. 

This option is only available to users with the appropriate 
permission level. 

Click the Deactivate button to deactivate the immunization 

information row.  Once deactivated, the immunization data row 
will no longer appear on the Medical History Edit screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the immunization information row. 

 

2.8.4.3 ER/Hospital Visits 

The bottom of the Medical History Edit screen contains a table of the client's emergency 
room and hospital visits. 

 To create a new entry, click the New button. 

 Click the Edit button to change an existing record. 
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A new row appears, with the columns blank. 

 

Complete the fields as follows: 

Date Enter the date of the emergency room or hospital visit, format 
MM/DD/YYYY. You can also use the calendar pop-up by clicking the 
calendar icon. 

  

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. 
The calendar window automatically closes. 

ER Visit 
(checkbox) 

Check this box if the visit was to an emergency room. 

Reason Use the dropdown to select the reason the client made the visit, 
e.g., HIV Related, no OI (opportunistic infection), OI (If the visit 
was prompted by an opportunistic infection), etc. 

Select "Other" for all other visits. 

Hospitalized 
(checkbox) 

Check this box if the client was admitted to the hospital overnight 
for at least one day. 
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If hospitalized, 
# of days 

If hospitalized, type a number to indicate how many days. 

 

Click the Save button to save your entries and return to the 
Medical History Edit screen. 

 

Click the Cancel button to discard your entries and return to the 
Medical History Edit screen. 

  

 To edit existing ER/hospital information, click the Edit button to the right of the row. 

 

Complete the fields as follows: 

Date Enter the date of the emergency room or hospital visit, format 
MM/DD/YYYY. You can also use the calendar pop-up by clicking 

the calendar icon. 

ER Visit 
(checkbox) 

Check this box if the visit was to an emergency room. 

Reason Use the dropdown to select the reason the client made the visit, 
e.g., HIV Related, no OI (opportunistic infection), OI (If the visit 
was prompted by an opportunistic infection), etc. 

Select "Other" for all other visits. 

Hospitalized 
(checkbox) 

Check this box if the client was admitted to the hospital overnight 
for at least one day. 

If hospitalized, # 
of days 

If hospitalized, type a number to indicate how many days. 

 

Click the Save button to save your entries and return to the 
Medical History Edit screen. 

 

Click the Cancel button to discard your entries and return to the 
Medical History Edit screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 

recommended. 

This option is only available to users with the appropriate 
permission level. 

Click the Deactivate button to deactivate the ER/hospital 
information row. You will be prompted to confirm the 
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deactivation. Once deactivated, the ER/hospital information row 
will no longer appear on the Medical History edit screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 

only deactivates the ER/hospital information row. 

  

When you have completed all information on the Medical History Edit screen: 

 

Click this button to save your input and proceed to the ART Edit 
screen. 

If the client is female, you will be prompted to continue to the 
OB/GYN and Pregnancy Edit screen. 

 

Click this button to save your entries and return to the Medical 
History screen. 

 

Click the Cancel button to discard your entries and return to the 
Medical History screen. 

  

  

2.8.5 OB/GYN and Pregnancy 

ARIES maintains obstetric and gynecologic data for female clients. As HIV+ patients are at a 
higher risk for cervical cancer, this information can be valuable in the client's treatment. 
Also, pregnant HIV+ women have a high risk of passing on an infection to their unborn 

infants. Keeping track of this data is important should the infants require services. 

To access the OB/GYN & Pregnancy screen: 

 Select the Medical tab from the client's tab bar. 

 Then select OB/GYN & Pregnancy from the lower tab bar. 
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The screen lists the client's primary OB/GYN doctor and the results and dates of any pap 
smear tests or pelvic exams. 

The pregnancy history table lists details about all known pregnancies of the client while she 

was infected with HIV. The table rows include: 

Date first reported pregnant The date the client first learned that she was pregnant. 

Approximate Conception 
Date 

The estimated date of conception. 

Mother's HIV diagnosis Indicates whether the mother was HIV+ before 
pregnancy or was infected after conception. 

Prenatal Care First Sought The date the client first accessed prenatal care. 

Number of Prenatal Care 
Visits 

The number of visits the client made for prenatal care. 

ART Counseling to prevent 
HIV transmission to infant 

Whether or not the client received antiretroviral therapy 
(ART) counseling regarding HIV transmission and 
pregnancy. 

Date Counseling Offered The date the counseling was offered. 

ART Offered Whether the client was offered antiretroviral therapy 
(ART). 

Date Started ART Treatment The date the client started antiretroviral therapy 
treatment, if applicable. 

Pregnancy Outcome The outcome of the pregnancy. 

Outcome Date The date the pregnancy ended. 

Newborn HIV Status The HIV status of the newborn. 

  

To Change or Enter New Entries 

 Click the Edit button. 

2.8.6 OB/GYN and Pregnancy Edit 

Notes: 

 When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs 

this minimal information filled out in the Basic Medical subtab, which appears later in 
the client intake screens. Once you supply this information, the red message will 
disappear. 

 Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk 
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are required to produce the RDR and CADR reports. Owing to HRSA requirements, a 
field marked with a red asterisk is required at every ARIES installation. 

 The RSR allows only one pregnancy to be reported on the RSR, even though a client 

could have multiple ARIES pregnancy records that cover some portion of the 
reporting period.   

Use this screen to edit the client's existing Ob/Gyn and pregnancy information, or add new 
Ob/Gyn and pregnancy information. 

 

  

Fields marked with an asterisk (*) are required fields. 

Complete the fields as follows: 

Primary Ob/Gyn Section 

Primary OB/Gyn Enter the name of the client's primary Ob/Gyn healthcare 
provider. 

Phone Enter the phone number of the client's primary Ob/Gyn healthcare 
provider. Format 123-456-7890. 

After a phone number, you may enter an optional extension of up 
to 5 digits. Do not type "extension" or "ext." before the extension 
number. Example: 925-555-1212 12345 

Primary health 
care provider 
strictly an 
Ob/Gyn 
practitioner 
(checkbox) 

Check this box if the provider is strictly an Ob/Gyn practitioner. 

  

Pap Smear and Pelvic Exam Section 

To enter a new pap smear and pelvic exam result, click the New button. A new row 
appears, with the columns blank. 
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Complete the fields as follows. 

Pap Smear & 
Pelvic Exam 
Dates 

Enter the date the pap smear & pelvic exam test was administered. 
Use the format: MM/DD/YYYY.   You can also use the calendar pop-
up by clicking the calendar icon. 

 

For each field, use the dropdown lists to select the month and year, 

and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

Result Enter the result of the pap smear & pelvic exam test, e.g., negative; 
abnormal, HPV positive. 

 

Click the Save button to save your entries and return to the Ob/Gyn 
and Pregnancy Edit screen. 

 

Click the Cancel button to return to the Ob/Gyn and Pregnancy Edit 
screen without saving your entries. 

  

 To edit information for an existing Ob/Gyn and pregnancy status, click the Edit 
button to the right of the row. 

Pap Smear & 
Pelvic Exam 

Enter the date the pap smear & pelvic exam test was administered. 
Use the format: MM/DD/YYYY.   You can also use the calendar pop-
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Dates up by clicking the calendar icon. 

 

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. 
The calendar window automatically closes. 

Result Enter the result of the pap smear & pelvic exam test, e.g., 
negative; abnormal, HPV positive. 

 

Click the Save button to save your entries and return to the 
Ob/Gyn and Pregnancy Edit screen. 

 

Click the Cancel button to return to the Ob/Gyn and Pregnancy 
Edit screen without saving your entries. 

 

Note: The use of Deactivate has a significant impact on the 

system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 

This option is available only to users with the appropriate 
permission level. 

Click the Deactivate button to deactivate the pap smear & pelvic 
exam row. You will be prompted to confirm the deactivation. Once 
deactivated, the pap smear & pelvic exam row will no longer appear 
on the Ob/Gyn and Pregnancy screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the pap smear & pelvic exam row. 

  

Pregnancy History Section 

This section of the screen lists the client's pregnancies. Each column represents one 
pregnancy, e.g., Record #1, Record #2. 
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 To enter a new pregnancy history, click the New button. 
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Complete the fields as follows: 

Date first 
reported 
pregnant 

Enter the date the client first learned that she was pregnant. 
Format MM/DD/YYYY. You can also use the calendar pop-up by 
clicking the calendar icon. 

Estimated Date of 
Conception 

Enter the estimated date of conception. Format MM/DD/YYYY. You 
can also use the calendar pop-up by clicking the calendar icon. 

Estimated 
Delivery Date 

Enter the estimated delivery date. Format MM/DD/YYYY. You can 
also use the calendar pop-up by clicking the calendar icon. 

HIV Status 
During Pregnancy 

Use the dropdown to indicate whether the mother was HIV+ 
before pregnancy or was infected after conception. 

Date Prenatal 

Care Began 

Enter the date the client first accessed prenatal care. Format: 

MM/DD/YYYY. You can also use the calendar pop-up by clicking 
the calendar icon. 

Number of 
Prenatal Care 
Visits in 

Reporting Month 

Enter the number of visits the client made for prenatal care. 

ART Counseling 
offered to reduce 
HIV transmission 
to infant 

Use the Yes/No dropdown to indicate whether the client received 
antiretroviral therapy (ART) counseling regarding HIV 
transmission and pregnancy. 

Date Received 
ART Counseling 

Enter the date the ART counseling was received. Format: 
MM/DD/YYYY. You can also use the calendar pop-up by clicking 
the calendar icon. 

ART was offered 
to reduce vertical 

transmission to 
infant 

Use the Yes/No dropdown to indicate whether the client was 
offered antiretroviral therapy (ART). 

Date Started ART 
Treatment 

Enter the date the client started antiretroviral therapy treatment, 
if applicable. Format: MM/DD/YYYY. You can also use the calendar 
pop-up by clicking the calendar icon. 

Pregnancy 
Outcome 

Use the dropdown to select one of the  following outcomes of the 
pregnancy: 

Live birth - The infant was born. 

Therapeutic abortion - The client had an induced abortion. 

Spontaneous abortion - The client miscarried. 

Stillbirth - The infant was dead at birth. 

Unknown - The outcome is unknown. 
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Date of 
Pregnancy 
Outcome 

Enter the date the pregnancy ended. Format: MM/DD/YYYY. You 
can also use the calendar pop-up by clicking the calendar icon. 

Newborn HIV 
Status 

Use the dropdown to select the HIV status of the newborn, e.g., 
Positive or Negative. 

 

Click the Save button to save your entries and return to the 
Ob/Gyn and Pregnancy Edit screen. 

 

Click the Cancel button to return to the Ob/Gyn and Pregnancy 
Edit screen without saving your entries. 

  

 To edit information for an existing pregnancy history, click the Edit button to the 

right of the row. 

 Edit the fields as indicated in the section for new record entry above. 

After editing pregnancy history information, click on one of the following: 

 

Click the Save button to save your entries and return to the 

Ob/Gyn and Pregnancy Edit screen. 

 

Click the Cancel button to return to the Ob/Gyn and Pregnancy 
Edit screen without saving your entries. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 

and prior consultation with the system administrator is highly 
recommended. 

This option is available only to users with the appropriate 
permission level. 

Click the Deactivate button to deactivate the pregnancy history 

row. You will be prompted to confirm the deactivation. Once 
deactivated, the  pregnancy history row will no longer appear on 
the Ob/Gyn and Pregnancy screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the pregnancy history row. 

  

After completing all the fields on the screen, click on one of the following: 

 

Click this button to save your entries and proceed to the client's 
ART Medications Edit screen. 

 

Click this button to save your entries and return to the read-only 
Ob/Gyn and Pregnancy screen. 

 

Click the Cancel button to return to the read-only Ob/Gyn and 
Pregnancy screen without saving your entries. 
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2.8.7 Medical History Flowsheet 

The Medical History Flowsheet is a longitudinal medical history report for a client over a 
specified time period. In ARIES, the user may select the medical history elements to include 
on the flowsheet from a list of longitudinal data maintained in ARIES. This report allows 
agency staff to view a client's medical history over time to evaluate the client's health 
progress. 

To Access the Medical History Flowsheet 

 From the ARIES menu bar at the top of the ARIES screen, choose the Find > Client 
menu item, which takes you to the Client Search screen. 

 Search for the client for whom you want to create the flowsheet. 

 After selecting the client, click the Medical tab on the top tier. 

 Then click the Medical History tab on the lower tier. 

 

 On the Medical History review screen, click the Flowsheet button to create a new 
flowsheet. 
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Date Use the Date filter to report on a specific time span for the client's medical 
history. From the dropdown list, select the type of filter you want to 
perform. You can search on, before or after a date, or between two dates. 

Enter the date you wish to filter by in the first text field. Use the format 
MM/DD/YYYY. E.g., for January 28, 2011, enter 1/28/2011. You can also 
click the calendar icon to use the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to enter. 
Click the day and the date displays in the text field. The pop-up calendar 
window closes automatically. 

Filters: 

To filter for records on a given date: Select "On" from the dropdown list 
and enter a date in the first text field to filter for records on a given day. 
Example: If you wanted to search for all records on 6/23/2010, enter the 
date 6/23/2010 in the first text field. Leave the second text field empty. 

To filter for records before a given date: Select "Before" from the 
dropdown list to filter for records before a given day. This will sort 
through all entries before, but not including, a specific date. Example: If 
you wanted to search for all records before 6/23/2010, enter the date 
6/23/2010 in the first text field. Leave the second text field empty. 

To filter for records after a given date: Select "After" from the 
dropdown list and enter a specific date to filter for records after a given 
day. Example: If you wanted to search for all records after October 1, 
2010, enter 10/1/2010 in the first text field. Leave the second text field 
empty. 

To filter for records within a range of dates: Select "Between" from 
the dropdown list to filter for records between a range of dates. Enter the 
beginning date in the first text field and the ending date in the second 
text field. Your report results will include all records from 12:00 AM the 

first date to 11:59 PM the second date. Example: Enter 6/23/2010 in the 
first text field and 6/27/2010 in the second text field. 

To filter throughall records with no date: Select "Is Null" from the 
dropdown list to sort through all records that have no date entered. Leave 
the text fields empty. This can be helpful in searching for incomplete or 

missing information. 

To filter throughall records with a date: Select "Is Not Null" from the 
dropdown list to sort through all records that have a date. Leave the text 
fields empty. 

To search all records: Select the blank option from the dropdown and 
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leave the text fields empty. 

Medical Data 

checkboxes 

Check each medical data elements box that you wish to include on the 

flowsheet. 

Display print 
format 

Check this box to generate your report without the ARIES menu bar if you 
want to print your report directly from the browser window.  

  

After choosing your filters: 

 

Click this button to display the client's Flowsheet Report. 

The Flowsheet Report displays records generated for the columns selected 
on the Flowsheet Setup. The first column represents the date of the 

medical information in ascending date order and the succeeding columns 
represent the medical data elements that were selected in the flowsheet 
setup.  

 

To export your flowsheet, click this button to display an Export Report 
Result screen with options for saving the data in XML, text comma-
separated, or text tab-separated format. 

On the Export Report Result screen, after selecting a format, click the 
Download button to save the file to your computer. Then open it with 
your application. 

Note: If you used the Table option, there will be a separate button for 
each table within your report, and you must download each one 

separately. 

 

Click this button to return to the Medical History subtab without saving 
your input.  

  

2.9 Medications 

In order to give clients proper care, it is necessary to know what medications they are 
taking and what has worked for them in the past. Whether provided by your agency or 
through other means, a full account of a client's medications is invaluable to your agency's 
clinicians. 

Redundant prescriptions and hazardous drug interactions can be avoided with careful record 
keeping. Also, it is important to know how well the client responds to certain therapies and 
drugs and whether they adhere to the treatments prescribed to them. Example, if a doctor 
knows that a client frequently forgets to take medication, they will be more inclined to 
prescribe a once-daily protease inhibitor over a twice-daily one. 

Provide as much detail as possible when you record a client's medication history. 

Clicking the Medications tab brings you to the ART Medications screen, which lists all of the 
anti-retroviral therapy drugs the client has been prescribed. 
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The top of the screen lists the following: 

Pharmacies - The pharmacies used by the client. 

Allergies - Any known allergies the client has. 

Adherence to ART Medications - Indicates how often, over a three-day period, the client 
followed the prescribed ART medications. If it lists "2 day(s)," that means that the client has 
taken his ART drugs at the proper time and in the prescribed dosage for two of the three 
previous days from when they were questioned. 

Adherence to HIV Treatment - Lists an estimation of how closely the client has followed the 
prescribed anti-retroviral therapy for the previous four weeks. 

Resistance Testing Performed - Some HIV+ clients are infected by mutated strains that are 
resistant to certain anti-retroviral drugs. This indicates whether or not the client has 
received testing for HIV drug-resistance. 

ART Therapy 

This table lists anti-retroviral therapies the client has received and when they were 
prescribed. 

Anti-retroviral Drugs 

This table lists the HIV drugs the client has been prescribed and by which doctor. The table 
also lists any side effects the client experienced, when they were prescribed the drugs, and 

in what dosage (total milligrams per day). 

To edit or add ART Medication Information: 

 Click the Edit button, which takes you to the ART Edit screen. 

  

2.9.1 ART Edit 

Note: When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs this 
minimal information filled out in the Basic Medical subtab, which appears later in the client 
intake screens. Once you supply this information, the red message will disappear. 

The ART Edit screen allows you to change and add HIV therapy and medication information 
for a client. 
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Pharmacy Section 

Use this section to edit pharmacy information. 

 

Enter the name and phone number of the pharmacy. After a phone number, you may enter 
an optional extension of up to 5 digits. Do not type "extension" or "ext." before the 
extension number. Example: 925-555-1212 12345 

Add any known drug allergies in the scrollable Allergies text box. 

  

ART Type Section 

Use this section to enter ART therapies the client has received. 

To enter new ART type information, click the New button. A new row appears, with the 
columns blank. Red asterisks beside the column names designate required fields. 

 

Complete the fields as follows: 
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ART Type Type a few letters of the drug to make the drug dropdown list appear. 

Warning: Do not enter any spaces as you type or the dropdown will 
disappear. 

 

Use the dropdown to select the ART therapy the client has received or is 
currently receiving. 

The therapy types include: 

Highly Active Anti-Retroviral Therapy (HAART): HAART, or highly 
active anti-retroviral therapy, is a popular treatment of HIV involving three 
drug therapies: protease inhibitors and two reverse transcriptase inhibitors. 

Combination Anti-retrovirals but not HAART: Combination or dual 
therapy usually involving two reverse transcriptase inhibitors. 

Mono therapy: Involves a single ART drug. 

Salvage therapy: Salvage therapy is administered after other therapies 
have proved to be ineffective. 

None/Not applicable: The client has received no treatment. 

Unknown/Unreported: If the client doesn't know the type of therapy they 

have previously received or if the information is unavailable. 

Note: You must enter the date this information was collected in the Start 
Date field, even if the selection is None or Unknown. 

Reason not 

on HAART 

If the client is not on HAART therapy, select a reason from the dropdown 

list; e.g., Not medically indicated; Intolerance, Side effects, Toxicity. 

Start date Enter the date the therapy began. Format MM/DD/YYYY. You can also use 
the calendar pop-up by clicking the calendar icon. 
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For each field, use the dropdown lists to select the month and year, and 
then click the specific date to enter it into the date text field. The calendar 
window automatically closes. 

End Date Enter the date the therapy ended, if applicable. Format MM/DD/YYYY. You 
can also use the calendar pop-up by clicking the calendar icon. 

After completing the fields: 

 

Click the Save button to save your entries and return to the ART 
Medications Edit screen. 

 

Click the Cancel button to return to the ART Medications Edit screen without 
saving your entries. 

  

 To edit existing ART type information, click the Edit button to the right of the row. 

The row then appears in editable windows. 

 

Complete the fields as indicated in the section on new record entry above. 

After editing ART type information, click on one of the following: 

 

Click the Save button to save your entries and return to the ART 
Medications Edit screen. 

 

Click the Cancel button to return to the ART Medications Edit screen 
without saving your entries. 
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Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 

recommended. 

This option is available only to users with the appropriate 
permission level. 

Click the Deactivate button to deactivate the ART type row. 

Note: You will be prompted to confirm the deactivation: 

 

To confirm the deactivation, click OK. You will be returned to the 
ART Medications Edit screen. 

Once deactivated, the ART type row will no longer appear on the 
ART Medications screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the ART type row. 

  

Anti-Retroviral Drugs Section 

With each ART Type, the client will have taken or is taking anti-retroviral drugs. Use the 
Anti-Retroviral Drugs table to enter these and any other ART medications prescribed to the 
client. 

 Click the New button to add new information. 

 

Complete the fields as follows: 

Anti-
RetroviralDrugs 

Use the dropdown to select the drug prescribed. The medications 
are listed alphabetically by their brand name next to their generic 
drug name and the HRSA drug code. 

Prescribed by Enter the name of the physician who prescribed the drug. 

Side Effects Enter any side effects the client may have experienced from taking 
the drug. 
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Start Date Enter the date the drug therapy began. Format MM/DD/YYYY. You 
can also use the calendar pop-up by clicking the calendar icon. 

  

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. 

The calendar window automatically closes. 

End Date Enter the date the drug therapy ended, if applicable. Format 
MM/DD/YYYY. You can also use the calendar pop-up by clicking the 
calendar icon. 

If the client is still currently taking the medication, enter the final 
date of the prescription in the End Date text field. 

If this information cannot be validated, leave this field empty. 

Dosage Enter the total daily dosage in milligrams for the drug. Example: If a 
client is prescribed 300 mg of Ziagen twice-daily, enter "600" under 
dosage. 

After completing the fields: 

 

Click the Save button to save your entries and return to the ART 
Medications Edit screen. 

 

Click the Cancel button to return to the ART Medications Edit screen 
without saving your entries. 

  

 To edit existing anti-retroviral drug information, click the Edit button to the right of 

the row. 
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Edit the fields as indicated in the section for new record entry above. 

After editing anti-retroviral drug information, click on one of the following: 

 

Click the Save button to save your entries and return to the ART 
Medications Edit screen. 

 

Click the Cancel button to return to the ART Medications Edit screen 
without saving your entries. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 

This option is available only to users with the appropriate 
permission level. 

Click the Deactivate button to deactivate the ART Medications 
history row. 

Note: You will be prompted to confirm the deactivation: 

 

To confirm the deactivation, click OK. You will be returned to the 
ART Medications Edit screen. 

Once deactivated, the ART type row will no longer appear on the 
ART Medications screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the ART Medications history row. 

  

Adherence Section 

One challenge in HIV treatment is therapy compliance. Advanced HIV patients often have 
memory problems and they forget to take their medications, or an HIV patient might be a 
substance abuser, which can affect compliance. Understanding how well a client adheres to 
their ART therapy helps clinicians treat them effectively. Use this section to document the 
patient's therapy compliance. 
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Complete the Adherence section fields as follows: 

Days ART 
medications 
taken ("In the 

last three 
days...?) 

Ask the client how many days over the previous three days (not 
including today) they took their ART medication at the proper time 
and in the proper dosage as prescribed by their doctor. 

Use the dropdown to select how many days the client was in 
compliance. Example: If the client took their medications for two 
days, but forgot to take their morning medications on the third 
day, select "2" from the dropdown. 

If the client is not currently taking ART medication, select the 
blank option. 

as of Enter the date you asked the above question. Format 
MM/DD/YYYY.  You can also use the calendar pop-up by clicking 
the calendar icon. 

  

Adherence to HIV Treatment Section 

To enter new HIV treatment information, click the New button. A new row appears, with 
the columns blank. 

 

Complete the fields as follows: 

Percentage of 
doses taken in 

the past four 
weeks 

Ask the client to estimate how closely they adhered to their HIV 
treatment for the previous four weeks, using a percentage. 

Use the dropdown to select the percentage. 

If the client cannot remember, select "Unknown." 

Date Enter the date you asked the above question. Format MM/DD/YYYY. 
 You can also use the calendar pop-up by clicking the calendar icon. 

After completing the fields: 

 

Click the Save button to save your entries and return to the ART 
Medications Edit screen. 
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Click the Cancel button to return to the ART Medications Edit screen 
without saving your entries. 

  

 To edit existing adherence information, click the Edit button to the right of the row. 

 

Complete the fields as indicated in the section on new record entry above. 

After editing adherence information, click on one of the following: 

 

Click the Save button to save your entries and return to the ART 

Medications Edit screen. 

 

Click the Cancel button to return to the ART Medications Edit 
screen without saving your entries. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 
recommended. 

This option is available only to users with the appropriate 
permission level. 

Click the Deactivate button to deactivate the adherence row. You 
will be prompted to confirm the deactivation. Once deactivated, 
the adherence row will no longer appear on the ART Medications 
screen. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the adherence row. 

  

Genotypic/Phenotypic Testing Section 

Genotypic/phenotypic HIV drug resistance testing is performed to gauge whether a patient 
has an HIV virus strain that is resistant to certain drugs. Knowing what drugs are ineffective 
for a client helps clinicians outline a proper course of action. 

 

Complete the fields as follows: 

...resistance to 
HIV medications 

Use the Yes/No dropdown to indicate whether a client has received 
genotypic/phenotypic drug resistance testing. 

If it is unknown whether the client has received 
genotypic/phenotypic drug resistance testing, select "Unknown." 
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Date of Test Enter the date of the genotypic/phenotypic drug resistance testing. 
Format MM/DD/YYYY. You can also use the calendar pop-up by 
clicking the calendar icon. 

Notes In the scrollable Notes text field, enter the type of 
genotypic/phenotypic test and any known results of the test. 

After completing all fields: 

 

Click this button to save your entries and proceed to the client's 
Other Medications Edit screen. 

 

Click this button to save your entries and return to the read-only 
ART Medications screen. 

 

Click the Cancel button to return to the read-only ART Medications 
screen without saving your entries. 

  

2.9.2 Other Medications 

The Other Medications screen lists non-ART prescribed medications. Persons with HIV often 
experience health complications and symptoms that are treated with non-ART (anti-
retroviral therapy) medications. For example, anti-inflammatories are prescribed for joint 
pain and sleeping aids are often prescribed for insomnia. Also, a client may be taking 
medications for conditions completely unrelated to their HIV status. 

It is important to know all medications the client is taking as some drugs can interact with 

and hinder the effects of HIV medications.   

To access this screen from the Client Detail screen: 

 Click the Medications tab from the top row of tabs. 

 Then click the Other Medications tab from the second row of tabs. 

The screen is organized as a table with columns for the name of the medication, the 
prescriber, the condition for which it was prescribed, the type of medication, the dates the 
client took the medication, and in what dosage. At the bottom of the screen is a prescription 
adherence question. 

To change or add medication information: 

 Click the Edit button, which takes you to the Other Medications Edit screen. 

 

The screen is organized as a table with columns for the name of the medication, the 
prescriber, the condition for which it was prescribed, the type of medication, the dates the 
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client took the medication, and in what dosage. At the bottom of the screen is a prescription 
adherence question. 

To change or add medication information: 

 Click the Edit button. The Other Medications Edit screen appears. 

  

2.9.3 Other Medications Edit 

Notes 

 When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs 
this minimal information filled out in the Basic Medical subtab, which appears later in 
the client intake screens. Once you supply this information, the red message will 
disappear. 

 Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk 

are required to produce the RDR and CADR reports. Owing to HRSA requirements, a 

field marked with a red asterisk is required at every ARIES installation. 

 

The Edit Other Medications screen lists the client's non-ART medications. 

 To change details of a listed medication, click the Edit button next to that line item. 
To add a new medication, click the New button. 

 

Complete the windows in all columns with new or updated information. 

Other 
Medications 

In the blank window, type the first few letters of the medication's name. A 
listbox will appear from which you may select the medication. 
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Do not type spaces or the listbox will disappear. 

Prescribed 
by 

Enter the name of the prescribing physician. 

Used for Enter the reason the medication was given. 

Type From the dropdown, select the type of medication (prophylaxis or 
treatment). 

Start/End 
Date 

In these fields, enter the dates the medication was begun and ended. Use 
the format MM/DD/YYYY. You can also use the pop-up calendar by clicking 
the calendar icon. 

 

Use the dropdown lists to select the month and year, and then click the 
specific date to enter it into the text field. The calendar window 
automatically closes. 

If the client is still taking the medication, enter the last date of the 
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prescription. For example, if the client is 7 days into a 14-day course of 
Amoxicillin, enter the date 7 days from now in the Ended text field. If the 
date can't be validated, leave this field empty. 

Dosage Enter the daily amount in milligrams of the medication. For example, if the 
client is taking 500 mg of Amikacin Sulfate three times daily, enter 1500. 

  

When you have finished editing the medication information: 

 

Click the Save button to store your changes to ARIES and return to the 
Other Medications Edit screen, where your new entries are now displayed. 

 

Click Cancel to return to the Other Medications Edit screen without saving 
changes. 

 

Note: The use of Deactivate has a significant impact on the system. It 
should be used only by those with ARIES expertise, and prior consultation 
with the system administrator is highly recommended. 

Click Deactivate to remove a medication from view. 

  

Adherence Section 

After entering the client's non-ART medications, ask the client how many days over the 
previous three days (not including today) they took their non-ART medication at the proper 
time and in the proper dosage as prescribed by their doctor. 

(Adherence 
dropdown) 

Back on Other Medications Edit, use the dropdown list next to the 
Adherence question to select how many days they were in 
compliance. 

Examples: If the client took their medications for two days, but 
forgot to take their morning medications on the third day, select 
"2" from the dropdown list. If the client is not currently taking 
medication, select the blank option. 

as of Enter the date you asked the question in the text field next to "as of." 
Use the following format: MM/DD/YYYY. Or you may click on the 
calendar icon to use the calendar pop-up. 

  

When you have finished entering the client's medications information: 

 

Click the Save + Next button to advance to the client's Risk Factors 
Edit screen. 

 

Click Save + Done to store your new entries and return to the Other 
Medications screen, where your updates are now displayed. 

 

Click Cancel to return to the Other Medications screen without saving 
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any changes. 

  

2.10 Risk and Assessments 

The Risk & Assessments screen catalogs the client's HIV-related behaviors, their substance 
abuse history, and their mental health history. On the Assessments tab, tools are available 
to monitor psychosocial factors, the client's function status, behavioral risks and potential 
barriers that may keep a client from receiving the medical care they need. This information 

is helpful in servicing the client and in understanding HIV epidemiology. 

Clinicians can use this information to help counsel clients and advise them to help prevent 
further infection. Researchers collect aggregate risk factor data to analyze behavior 
patterns. Also, based on their risk factors, clients may be eligible for certain services. 

 

The top left of the screen indicates whether or not the client is a pediatric case, i.e., if the 
client is under 13 years of age. 

Factors 

On the left is a checklist listing the high-risk behaviors the client engaged in before they 
received their first positive HIV test result. These behaviors may or may not have 
contributed to the client's HIV infection. A checkmark appears next to each selected factor. 

Sex Partner Risk Factors, Heterosexual Contact Only 

On the right is a checklist regarding the risk factors of the client's heterosexual partners 
before the client's first positive HIV test result. Note that Heterosexual Contact is a risk 
factor only if the client's heterosexual partner was known to be at-risk or infected. 

Primary HIV Exposure lists the client's known contact to HIV infection before their first 

positive HIV test result. For example, if the client was a heroin user who shared needles 
with HIV+ persons, "intravenous drug user" will be listed as their primary contact. 

Secondary HIV Exposure lists any other known exposure to HIV infection beyond their 
primary HIV exposure. 

To change or edit a client's risk factors: 
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 Click the Edit button, which takes you to the Risk Factors Edit screen. 

 

2.10.1 Risk Factors Edit 

Notes: 

 When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs 
this minimal information filled out in the Basic Medical subtab, which appears later in 

the client intake screens. Once you supply this information, the red message will 
disappear. 

 Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk 
are required to produce the RDR and CADR reports. Owing to HRSA requirements, a 
field marked with a red asterisk is required at every ARIES installation. 

Use this screen to record the client's risk factors and high risk behaviors. 

 

Top Right Section of Screen 

At the top of many screens, a small yellow triangle appears: 

  

This is a Client Alert symbol. Hover your mouse over it to view a message about the client. 
The display will also include the name of the user who entered or edited the message and 
the date of entry. The user's name and the entry date are updated when the alert is entered 
or updated. 

Top Left Section of Screen 
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Pediatric checkbox Check this box if the client is under 13 years of 
age. 

  

Client Risk Factors Section 

Check all of the boxes that apply to the behaviors that the client engaged in prior to his/her 
first HIV positive test result. Select all the behaviors that apply, not just those the client 
suspects exposed them to HIV infection. 

Sex with Male If the client had sex with men, whether or not their 
sexual partner was known to be HIV+. 

Sex with Female If the client had sex with women, whether or not 
their sexual partner was known to be HIV+. 

Injected nonprescription drugs Check this box if the client used drugs delivered by 
needle. Example: If the client injected heroin or 
methamphetamine. 

Received clotting factor for 
hemophilia/ coagulation 
disorder 

Check this box if the client had or has a coagulation 
disorder like hemophilia and received clotting factor. 
HIV can be carried in infected blood products. 

Received transfusion of 
blood/blood components (other 
than clotting factor), transplant 
of tissue/organs or artificial 
insemination 

Check this box if the client has received any such 
item (excluding clotting factor). HIV can be 
transmitted in infected blood products, organs, or 
any bodily fluid, including semen. 

Worked in healthcare or clinical 
lab setting 

Check this box if the client worked in this type of 
environment. Those who work in laboratories or in 
healthcare facilities can be at greater risk of HIV 

exposure. 

Mother HIV infected/Perinatal 
transmission 

This check box should only be selected if the client 
was 13 years of age or younger at the time of 
exposure. HIV+ mothers can potentially infect their 
unborn child during pregnancy. If the client's mother 
was known to be HIV+ while pregnant with the 

client, select this check box. 

Sexual abuse (pediatric only) 
This check box should only be selected if the client 
was 13 years of age or younger at the time of 
exposure. 

Check this box if the client was a victim of sexual 

abuse. 

Other Check this box if the client engaged in other 
behaviors considered to be a high risk for HIV 
exposure. 
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Unknown Check this box if the client's risk behavior is 
unavailable. 

  

Sex Partner Risk Factors, Heterosexual Contact Only Section 

Check all of the boxes that apply to the client's heterosexual partners before the client's first 
positive HIV test result. Select all the behaviors that apply, not just those the client 
suspects exposed them to HIV infection. 

Note that Heterosexual Contact is a risk factor only if the client's heterosexual partner was 
known to be at-risk or infected. Make appropriate entries in the Heterosexual Contact Only 
column if you are prompted with the following message resulting from an entry in the left-
hand column: 

 

  

Intravenous/injection drug user Check this box if the client's partner 
used drugs delivered by needle. 
Example: If the client injected heroin 
or methamphetamine. 

Bisexual Male Check this box if the client's sexual 
partner was a male who engaged in 
homosexual and heterosexual sex. 

Person with AIDS or documented HIV Check this box if the client's sexual 
partner had AIDS or had ever tested 

positive for HIV. 

Other (person with hemophilia/coagulation 
disorder, transfusion recipient with 
documented HIV infection, Transplant 
recipient with documented HIV infection) 

Check this box if the client's partner 
had received any blood products, 
tissue, or organs known to have been 
infected by HIV. 

Unknown Check this box if the client's partner's 
HIV risk factors were unavailable. 

  

HIV Exposure Section 
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Complete the fields as follows: 

Primary HIV 
Exposure 

Use the dropdown to select the client's risk behavior that was their 
primary known contact to HIV infection before their first positive HIV test 
result. 

Example: If the client was a heroin user who shared needles with known 
HIV+ persons, select "Injection drug user" as their primary contact. 

If the client's primary exposure to HIV was from a factor or behavior not 
listed, select "Other." 

If the client engaged in multiple high risk behaviors where they know they 
were exposed to HIV, but they don't know which factor was their primary 
HIV exposure, select "Undetermined." 

If the client engaged in high risk behaviors, but does not know how they 
were infected, select "Unknown." 

If the client does not list any risk factors, select, "Risk not reported." 

Secondary 
HIV 
Exposure 

Use the dropdown to select any additional risk factors that may have 
exposed the client to HIV. Example: If the client has determined that their 
primary exposure to HIV was from heterosexual sex, but also believes 
they were exposed to HIV from intravenous drug use, select "Injection 

drug user." 

If the client had no known secondary HIV exposure, leave this selection 
blank. 

  

After completing the screen fields: 

 

Click this button to save your input and proceed to the Substance 
Abuse Edit screen. 

 

Click this button to save your input and return to the Risk Factors Edit 

screen. 

 

Click the Cancel button to return to the Risk Factors Edit screen 
without saving your input. 

  

2.10.2 Substance Abuse 

The Substance Abuse screen displays the client's treatment status, but, for privacy reasons, 
it does not list the client's history with drug and alcohol abuse. 

To access a client's Substance Abuse screen, from their information page: 

 Click the Risk & Assessments tab from the top tier of tabs. 

 From the second tier of tabs, select the Substance Abuse tab. 
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To edit a client's substance abuse information: 

 Click the Edit button to access the Substance Abuse Edit screen. 

 

2.10.3 Substance Abuse Edit 

Use the Substance Abuse Edit screen to update the client's existing substance abuse 
information, or to enter new substance abuse information. 

Notes 

 When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs 
this minimal information filled out in the Basic Medical subtab, which appears later in 
the client intake screens. Once you supply this information, the red message will 
disappear. 

 Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk 
are required to produce the RDR and CADR reports. Owing to HRSA requirements, a 
field marked with a red asterisk is required at every ARIES installation. 

Update the client's substance abuse treatment status on this form. 

 

ARIES maintains a history of the client's treatment status. A new Treatment Status entry 
should be made whenever the client's status changes. 

Treatment Status Section 
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 To enter the client's new substance abuse treatment status and the date, click the 
New button. A new row appears, with the Treatment Status and Date columns 
blank. 

 To edit information for an existing status, click Edit. The row for the status date 
changes to a dropdown. Select a new status from the drop-down and click Save. 

 

Complete the fields as follows: 

Treatment 
Status 

Use the dropdown to select the client's substance abuse treatment 
status. Example: If the client was in a rehab facility but did not 
complete the program, select "Dropped out of treatment." 

If the client received treatment not listed, select "Other." 

Date Enter the effective date of the status. Format MM/DD/YYYY. You can 
also use the calendar pop-up by clicking the calendar icon. 

  

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

 

Click the Save button to save your input and return to the Substance 
Abuse screen. 

 

Click the Cancel button to return to the Substance Abuse screen 
without saving your input. 
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 To edit information for an existing status, click the Edit button. 

 

Treatment 

Status 

Use the dropdown to select the client's substance abuse treatment 

status. Example: If the client has successfully completed a 
treatment program, select "Completed treatment." 

If the client received treatment not listed, select "Other." 

Date Enter the effective date of the status. Format MM/DD/YYYY.   You 
can also use the calendar pop-up by clicking the calendar icon. 

  

For each field, use the dropdown lists to select the month and year, 

and then click the specific date to enter it into the date text field. 
The calendar window automatically closes. 

 

Click the Save button to save your input and return to the 
Substance Abuse Edit screen, where your new entries will be 
displayed. 

 

Click the Cancel button to discard your entries and return to the 
Substance Abuse Edit screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
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prior consultation with the system administrator is highly 
recommended. 

This option is available only to users with the appropriate 

permission level. 

Click the Deactivate button to deactivate the treatment status row. 
 Once deactivated, the row will no longer appear on the Substance 
Abuse screen. 

Clicking the Deactivate button does not deactivate the client with 

ARIES; it only deactivates the treatment status row. 

  

When you click Save or Cancel, the Substance Abuse Edit screen displays the following 
three buttons at the bottom: 

 

Click this button to save your entries and advance to the Mental 
Health Edit screen. 

 

Click this button to save your entries and return to the read-only 
Substance Abuse screen. 

 

Click this button to discard your entries and return to the read-
only Substance Abuse screen. 

  

Screening Section 

 To enter new substance abuse screening information, click the New button. A new 

row appears with blank fields. 

 

Screen Date Enter the date of the screening. Format MM/DD/YYYY.   You can also 
use the calendar pop-up by clicking the calendar icon. 

  

For each field, use the drop-down lists to select the month and year, 
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and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

Screening Tool Type the name of the tool used for screening. 

Outcome Type the outcome of the screening, such as Positive or Negative. 

 

Click this button to save the row of entries and return to the 
Substance Abuse Edit screen, where your new entries will be 

displayed. 

 

Click this button to discard the row of entries and return to the 
Substance Abuse Edit screen. 

  

When you click Save or Cancel, the Substance Abuse Edit screen displays the following 
three buttons at the bottom: 

 

Click this button to save your entries and advance to the Mental 
Health Edit screen. 

 

Click this button to save your entries and return to the read-only 
Substance Abuse screen. 

 

Click this button to discard any entries and return to the read-
only Substance Abuse screen. 

  

2.10.4 Mental Health 

The Mental Health screen displays the client's mental health treatment status, but, for 
privacy, it does not display the mental health history. 

To access a client's Mental Health screen: 

 Click the Risk & Assessments tab from the top tier of tabs. 

 From the second tier of tabs, select the Mental Health tab. 
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Treatment Status - Indicates whether or not the client received treatment for a mental 
illness. 

Mental Health Screening - Indicates the date, tool and outcome of mental health screening. 

To change a client's mental health status record: 

 Click the Edit button, which takes you to the Mental Health Edit screen. 

  

2.10.5 Mental Health Edit 

Note: When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs this 

minimal information filled out in the Basic Medical subtab, which appears later in the client 
intake screens. Once you supply this information, the red message will disappear. 

 

In the top of this screen, update the client's mental health status. Click Edit to update an 
existing status or New to add the current status. 

Treatment Status 

 To enter a new mental health treatment status for the client, click the New button. A 
new row appears, with the Treatment Status and Date columns blank. 
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Treatment 
Status 

Use the dropdown to select the client's mental health treatment 
status. 

If the client's status is not listed, select "Other." 

Date Enter the effective date of the status. Format MM/DD/YYYY.   You can 
also use the calendar pop-up by clicking the calendar icon. 

  

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

 

Click the Save button to save your input and return to the Mental 
Health Edit screen. 

 

Click the Cancel button to return to the Mental Health Edit screen 
without saving your input. 

  

 To edit information for an existing status, click the Edit button. The information in 
the status row appears in editable windows. 
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Treatment Status Use the dropdown to select the client's mental health treatment 
status. 

If the client's treatment status is not listed, select "Other." 

Date Enter the effective date of the status. Format MM/DD/YYYY.   You 
can also use the calendar pop-up by clicking the calendar icon. 

For each field, use the dropdown lists to select the month and 
year, and then click the specific date to enter it into the date text 
field. The calendar window automatically closes. 

 

Click the Save button to save your input and return to the Mental 
Health Edit screen, where your updates will be displayed. 

 

Click the Cancel button to discard your entries and return to the 
Mental Health Edit screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 
recommended. 

This option is available only to users with the appropriate 
permission level. 

Click the Deactivate button to deactivate the treatment status 
row.  Once deactivated, the row will no longer appear on the 
Mental Health screen. 

Clicking the Deactivate button does not deactivate the client with 
ARIES; it only deactivates the treatment status row. 

  

Screening Section 

 To enter new mental health screening information, click the New button. A new row 
appears with blank fields. 
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Screen Date Enter the date of the screening. Format MM/DD/YYYY.   You can 
also use the calendar pop-up by clicking the calendar icon. 

For each field, use the drop-down lists to select the month and 
year, and then click the specific date to enter it into the date text 
field. The calendar window automatically closes. 

Screening Tool Type the name of the tool used for screening. 

Outcome Type the outcome of the screening. 

 

Click this button to save the row of entries and return to the 
Mental Health Edit screen, where your new entries will be 
displayed. 

 

Click this button to discard the row of entries and return to the 

Mental Health Edit screen. 

  

When you click Save or Cancel, the Mental Health Edit screen displays the following three 
buttons at the bottom: 

 

Click this button to save your entries and advance to the Mental 
Health Edit screen. 

 

Click this button to save your entries and return to the read-only 
Mental Health screen. 

 

Click this button to discard any entries and return to the read-
only Mental Health screen. 

  

2.10.6 Assessments 

When a client is first registered at an agency, a baseline assessment of psychosocial status 
can be conducted. The Psychosocial Factors evaluation consists of three screens: History of 
Abuse, Legal, and Diagnostic Impression and Mental Health History. 

Use this screen to enter the client assessments. When performing an evaluation, attention 
to detail is critical. 

To access the Assessments screen: 

 Click the Risk & Assessments tab from the top tier of tabs. 

 From the second tier of tabs, select the Assessments tab. 
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To enter a new assessment, edit an existing assessment, or view a client's baseline 
assessment: 

 Click the Edit button to the right of Psychosocial Factors, which takes you to the 
Psychosocial Factors: History of Abuse Edit screen. 

  

2.10.6.1 Psychosocial Factors 

Note: When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs this 
minimal information filled out in the Basic Medical subtab, which appears later in the client 
intake screens. Once you supply this information, the red message will disappear. 

View help for Psychosocial Factors: History of Abuse 

View help for Psychosocial Factors: Legal 

View help for Psychosocial Factors: Diagnostic Impression and Mental Health History 

  

Psychosocial Factors: History of Abuse 

Use this screen to record the client's history of abuse. 
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Complete the Childhood (under 17 years of age) fields as follows: 

Emotional Use the Yes/No dropdown to indicate whether the client was 
the victim of emotional abuse. 

If the information is unavailable, select "Unknown." 

Physical Use the Yes/No dropdown to indicate whether the client was 
the victim of physical abuse. 

If the information is unavailable, select "Unknown." 

Sexual Use the Yes/No dropdown to indicate whether the client was 
the victim of sexual abuse. 

If the information is unavailable, select "Unknown." 

Domestic Violence 
Observed in Childhood 

Use the Yes/No dropdown to indicate whether the client 
observed domestic violence in childhood. 

If the information is unavailable, select "Unknown." 

Domestic Violence 
Adult Perpetrator 

Use the Yes/No dropdown to indicate whether the client as an 
adult (17 and older) has committed any acts of violence on 
others in their household. 

If the information is unavailable, select "Unknown." 

  

Complete the Adult (17 years and older) fields as follows: 

Emotional Use the Yes/No dropdown to indicate whether the client was 
the victim of emotional abuse. 

If the information is unavailable, select "Unknown." 

Physical Use the Yes/No dropdown to indicate whether the client was 
the victim of physical abuse. 

If the information is unavailable, select "Unknown." 
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Sexual Use the Yes/No dropdown to indicate whether the client was 
the victim of sexual abuse. 

If the information is unavailable, select "Unknown." 

  

After entering a new assessment, or editing an existing assessment, click on one of the 
following: 

 

Click the Save + Next button to save your input and proceed 
to the Psychosocial Factors: Legal edit screen. 

 

Click the Cancel button to return to the Assessments screen 
without saving your input. 

  

Psychosocial Factors: Legal 

Use this screen to record the client's pending legal issues. 

 

  

Complete the fields as follows: 

Divorce, Child Support or 
Custody 

Use the Yes/No dropdown to indicate whether the client 
has legal issues pending with divorce, child support or 
custody. 

If the information is unavailable, select "Unknown." 

Immigration Status Use the Yes/No dropdown to indicate whether the client 
has legal issues pending with immigration status. 

If the information is unavailable, select "Unknown." 

Social Security Disability or 
SSI 

Use the Yes/No dropdown to indicate whether the client 
has legal issues pending with Social Security Disability or 
SSI. 

If the information is unavailable, select "Unknown." 

Other If the client has other legal issues pending, enter them in 
this text field. 
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Parole or Probation Use the Yes/No dropdown to indicate whether the client 
has legal issues pending with parole or probation. 

If the information is unavailable, select "Unknown." 

Jail or Prison Time Use the Yes/No dropdown to indicate whether the client 
has legal issues pending with jail or prison time. 

If the information is unavailable, select "Unknown." 

Housing, Employment or 
Health Care Discrimination 

Use the Yes/No dropdown to indicate whether the client 
has legal issues pending with housing, employment or 
health care discrimination. 

If the information is unavailable, select "Unknown." 

Mental Health Commitment Use the Yes/No dropdown to indicate whether the client 
has legal issues pending with mental health commitment. 

If the information is unavailable, select "Unknown." 

DUI (driving under the 
influence) 

Use the Yes/No dropdown to indicate whether the client 
has legal issues pending with DUI. 

If the information is unavailable, select "Unknown." 

  

After entering a new assessment, or editing an existing assessment: 

 

Click the Save + Next button to save your input and proceed to the 
Psychosocial Factors: Diagnostic Impression and Mental Health History 
edit screen. 

 

Click the Cancel button to return to the Assessments screen without 
saving your input. 
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Psychosocial Factors: Diagnostic Impression and Mental Health History 

Use this screen to record the client's mental health history. 

 

  

Complete the fields as follows: 

Anxiety Symptoms Select from the dropdown to indicate the degree of 
client's anxiety symptoms. 

If the information is unavailable, select "Unknown." 

To the right of this dropdown, use the second 
dropdown to indicate whether or not the client's 

symptoms are affecting risk. 

Depressive Symptoms Select from the dropdown to indicate the degree of 
client's  depressive symptoms. 

If the information is unavailable, select "Unknown." 

To the right of this dropdown, use the second 

dropdown to indicate whether or not the client's 
symptoms are affecting risk. 

Personality Symptoms Select from the dropdown to indicate the degree of 
the client's personality symptoms. 

If the information is unavailable, select "Unknown." 

To the right of this dropdown, use the second 
dropdown to indicate whether or not the client's 
symptoms are affecting risk. 

Psychotic Symptoms Select from the dropdown to indicate the degree of 
the client's psychotic symptoms. 

If the information is unavailable, select "Unknown." 

To the right of this dropdown, use the second 
dropdown to indicate whether or not the client's 
symptoms are affecting risk. 
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Substance Use Select from the dropdown to indicate the degree of 
the client's current drug/alcohol use, e.g., recreation 
user, heavy user, dependent user. 

To the right of this dropdown, use the second 
dropdown to indicate whether or not the client's 
substance use is affecting risk. 

How would you describe the 

client's current drug/alcohol 
use? 

Select from the dropdown to indicate the degree of 

the client's current drug/alcohol use, e.g., recreation 
user, heavy user, dependent user. 

Psychiatric History? Use the Yes/No dropdown to indicate whether the 
client has any psychiatric history. 

If the information is unavailable, select "Unknown." 

If yes, specify If the client has psychiatric history, briefly describe it 
in this text field. 

History of Drug Treatment? Use the Yes/No dropdown to indicate whether the 
client has any drug treatment history. 

If the information is unavailable, select "Unknown." 

If yes, specify If the client has drug treatment history, briefly 
describe it in this text field. 

Current Psychiatric 
Medications? 

Use the Yes/No dropdown to indicate whether the 
client is currently on any psychiatric medications. 

If the information is unavailable, select "Unknown." 

If yes, specify If the client is currently on any psychiatric 
medications, briefly describe them in this text field. 

History of Psychiatric 
Hospitalization? 

Use the Yes/No dropdown to indicate whether the 
client has any psychiatric hospitalization history. 

If the information is unavailable, select "Unknown." 

If yes, specify If the client has psychiatric hospitalization history, 

briefly describe it in this text field. 

  

After entering a new assessment, or editing an existing assessment, click on one of the 
following: 

 

Click the Save button to save your input and return to the Assessments 
screen. 

 

Click the Cancel button to return to the Assessments screen without saving 
your input. 



ARIES R18 Client Help Manual 

254 

  

2.10.6.2 Functional Status 

Note: When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs this 
minimal information filled out in the Basic Medical subtab, which appears later in the client 
intake screens. Once you supply this information, the red message will disappear. 

The purpose of the Functional Status Assessment is to evaluate clients for their functional 

status and quality of life at the present time and over the past month. This assessment is 
divided into three screens. 

View help for Functional Status/Quality of Life 

View help for Functional Status/Quality of Life Section 2 

View help for Functional Status/Quality of Life Section 3 

  

Functional Status/Quality of Life 

Use this screen to evaluate the client's functional status and quality of life. The assessment 
is separated into three sections. Reach this screen by clicking Edit or New in the Functional 
Status section of the read-only Assessments screen. 

 

  

Complete the fields on the screen as follows: 

As of Date Enter the date these questions are being asked. Use the format: 
MM/DD/YYYY. You can also use the calendar pop-up by clicking the 
calendar icon. 
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For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

Staff Use the dropdown to select the name of the staff member completing 
these questions. 

1. In general 
would you say 
your health is 

Use the dropdown to select the client's general state of health, e.g., 
excellent, fair, etc. 

If the information is unavailable, select "Unknown." 

2. Please select the option that best describes whether each of the following 
statements is true or false for you 

I am somewhat 
ill 

Use the dropdown to select the option that best describes this 
statement, i.e., definitely false, definitely true, don't know, etc. 

If the information is unavailable, select "Unknown." 

I am as healthy 
as anybody I 
know 

Use the dropdown to select the option that best describes this 
statement, i.e., definitely false, definitely true, don't know, etc. 

If the information is unavailable, select "Unknown." 

My health is 
excellent 

Use the dropdown to select the option that best describes this 
statement, i.e., definitely false, definitely true, don't know, etc. 

If the information is unavailable, select "Unknown." 

I have been 
feeling bad lately 

Use the dropdown to select the option that best describes this 
statement, i.e., definitely false, definitely true, don't know, etc. 

If the information is unavailable, select "Unknown." 
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After completing the fields on this screen: 

 

Click the Save + Next button to save your input and proceed to the 
Functional Status/Quality of Life Section 2 edit screen. 

 

Click the Cancel button to return to the Assessments screen without 
saving your input. 

 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 
consultation with the system administrator is highly recommended. 

This option is only available to users with the appropriate permission 
level.   

Click the Deactivate button to deactivate the status/quality-of-life 
row. Once deactivated, the status/quality-of-life row will no longer 

appear on the Assessments screen. 

Clicking the Deactivate button does not deactivate the client with 
ARIES; it only deactivates the status/quality-of-life row. 

  

Functional Status/Quality of Life Section 2 

 

For each of the following questions, select the option that comes closest to the way the 
client has been feeling during the past month: 

3. How much time has your 
health limited your social 
activities...? 

Use the dropdown to select the option that best 
describes this statement for the past month, e.g., all 
of the time, some of the time, none of the time. 

If the information is unavailable, select "Unknown." 

4. How much of the time, during the past month: 

a. Have you been a very 
nervous person? 

Use the dropdown to select the option that best 
describes this statement for the past month, e.g., all 
of the time, some of the time, none of the time. 

If the information is unavailable, select "Unknown." 
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b. Have you felt calm and 
peaceful? 

Use the dropdown to select the option that best 
describes this statement for the past month, e.g., all 
of the time, some of the time, none of the time. 

If the information is unavailable, select "Unknown." 

c. Have you felt downhearted 
and blue? 

Use the dropdown to select the option that best 
describes this statement for the past month, e.g., all 
of the time, some of the time, none of the time. 

If the information is unavailable, select "Unknown." 

d. Have you been a happy 
person? 

Use the dropdown to select the option that best 
describes this statement for the past month, e.g., all 
of the time, some of the time, none of the time. 

If the information is unavailable, select "Unknown." 

e. Have you felt so down in the 
dumps that nothing could 
cheer you up? 

Use the dropdown to select the option that best 
describes this statement for the past month, e.g., all 
of the time, some of the time, none of the time. 

If the information is unavailable, select "Unknown." 

  

After completing the fields on this screen: 

 

Click the Save + Next button to save your input and proceed to the 
Functional Status/Quality of Life Section 3 edit screen. 

 

Click the Cancel button to return to the Assessments screen without 
saving your input. 
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Functional Status/Quality of Life Section 3 

 

For each of the following questions, select the option that comes closest to the way the 
client has been feeling during the past month: 

5. How often during the past month: Use the dropdown to select the option that best 
describes this statement for the past month, 
e.g., all of the time, some of the time, none of 
the time, etc. 

If the information is unavailable, select 
"Unknown." 

a. Did you feel full of pep? Use the dropdown to select the option that best 
describes this statement for the past month, 

e.g., all of the time, some of the time, none of 
the time. 

If the information is unavailable, select 
"Unknown." 

b. Did you feel worn out? Use the dropdown to select the option that best 
describes this statement for the past month, 
e.g., all of the time, some of the time, none of 
the time. 

If the information is unavailable, select 
"Unknown." 
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c. Did you feel tired? Use the dropdown to select the option that best 
describes this statement for the past month, 
e.g., all of the time, some of the time, none of 
the time. 

If the information is unavailable, select 
"Unknown." 

d. Did you have enough energy to do 

the things you wanted to do? 

Use the dropdown to select the option that best 

describes this statement for the past month, 
e.g., all of the time, some of the time, none of 
the time. 

If the information is unavailable, select 
"Unknown." 

e. Did you feel weighed down by 
your health problems? 

Use the dropdown to select the option that best 
describes this statement for the past month, 
e.g., all of the time, some of the time, none of 
the time. 

If the information is unavailable, select 
"Unknown." 

f. Were you discouraged by your 
health problems? 

Use the dropdown to select the option that best 
describes this statement for the past month, 
e.g., all of the time, some of the time, none of 
the time, etc. 

If the information is unavailable, select 
"Unknown." 

g. Did you feel despair over your 
health problems? 

Use the dropdown to select the option that best 
describes this statement for the past month, 
e.g., all of the time, some of the time, none of 
the time, etc. 

If the information is unavailable, select 
"Unknown." 

h. Were you afraid because of your 
health? 

Use the dropdown to select the option that best 
describes this statement for the past month, 

e.g., all of the time, some of the time, none of 
the time, etc. 

If the information is unavailable, select 
"Unknown." 

i. Did you feel overwhelmed by the 

number and frequency of HIV 
medications you have to take each 
day? 

Use the dropdown to select the option that best 

describes this statement for the past month, 
e.g., all of the time, some of the time, none of 
the time, etc. 

If the information is unavailable, select 
"Unknown." 
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6. How has the quality of your life 
been during the past month? That is, 
how have things been going for you? 

Use the dropdown to select the option that best 
describes this statement for the past month, 
e.g., pretty good, good and bad parts about 
equal, etc. 

If the information is unavailable, select 
"Unknown." 

7. How would you rate your physical 

health and emotional condition now 
compared to a month ago? 

Use the dropdown to select the option that best 

describes this statement for the past month, 
e.g., pretty good, good and bad parts about 
equal, etc. 

If the information is unavailable, select 
"Unknown." 

  

After completing the fields on this screen: 

 

Click the Save button to save your input and return to the Assessments 
screen. 

 

Click the Cancel button to return to the Assessments screen without saving 
your input. 

  

2.10.6.3 Behavioral Risk 

Note: When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs this 
minimal information filled out in the Basic Medical subtab, which appears later in the client 
intake screens. Once you supply this information, the red message will disappear. 

Clients can be assessed for HIV transmission risk, including sexual and substance abuse 

behaviors as well as changes in life circumstances or health and mental status that may 
affect risk behaviors. 

View help for Behavioral Risk, Section 1 

View help for Behavioral Risk, Section 2 

View help for Behavioral Risk, Section 3 

View help for Behavioral Risk, Section 4 
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Behavioral Risk, Section 1 

  

 

Use this screen to evaluate the client's HIV transmission risk, including sexual and 
substance abuse behaviors as well as changes in life circumstances or health and mental 
status that may affect risk behaviors. The assessment is separated into four sections. 

Reach this screen by clicking Edit or New in the Behavioral Assessment section of the read-
only Assessments screen. 

Complete the fields as follows: 

As of Date Enter the date these questions are being asked. Use the 
format: MM/DD/YYYY. You can also use the calendar pop-up 
by clicking the calendar icon. 
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For each field, use the dropdown lists to select the month and 
year, and then click the specific date to enter it into the date 
text field. The calendar window automatically closes. 

Staff Use the dropdown to select the name of the staff member 
completing these questions. 

In the past three months, have you... 

Been homeless? Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

Been in alcohol or drug 
treatment? 

Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

Had sex while high on 
drugs or alcohol? 

Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

Had sex to get money, 
drugs, shelter, etc? 

Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

Paid for sex with money 
or drugs? 

Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

Had sex with a person 

who injects drugs? 

Use the Yes/No dropdown to answer this question. 

If the client is not sure, select "Not Sure." 

If the information is unavailable, select "Unknown." 

Had sex with a man who 
has sex with men? 

Use the Yes/No dropdown to answer this question. 

If the client is not sure, select "Not Sure." 

If the information is unavailable, select "Unknown." 

Been diagnosed with 
Hepatitis C? 

Use the Yes/No dropdown to answer this question. 

If the client is not sure, select "Not Sure." 

If the information is unavailable, select "Unknown." 

Have you... 

Ever injected drugs? Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

Ever been in alcohol or 
drug treatment? 

Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 
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Ever has sex against 
his/her will? 

Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

Ever had sex with other 
men (men only)? 

Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

Are you now pregnant? 
(women only) 

Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

Been diagnosed with a 
sexually transmitted 
disease (e.g., Syphilis, 
Chlamydia, Gonorrhea, 

Hepatitis B?) 

Use the Yes/No dropdown to answer this question. 

If the client is not sure, select "Not Sure." 

If the information is unavailable, select "Unknown." 

Been in the correctional 
system? (Probation, 
parole, secured 
detention, juvenile 
corrections, etc.) 

Use the Yes/No dropdown to answer this question. 

If the client is not sure, select "Not Sure." 

If the information is unavailable, select "Unknown." 

  

After completing the fields on this screen: 

 

Click the Save + Next button to save your input and proceed to the 
Behavioral Risk Section 2 edit screen. 

 

Click the Cancel button to return to the Assessments screen without 
saving your input. 

 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 
consultation with the system administrator is highly recommended. 

This option is only available to users with the appropriate permission 
level.   

Click the Deactivate button to deactivate the status/quality-of-life 
row. Once deactivated, the status/quality-of-life row will no longer 

appear on the Assessments screen. 

Clicking the Deactivate button does not deactivate the client with 
ARIES; it only deactivates the status/quality-of-life row. 
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Behavioral Risk, Section 2 

  

 

Complete the following information on the screen: 

In the past 3 months, have you had 
vaginal, oral or anal sex? 

Use the Yes/No dropdown to answer this 
question. 

If the information is unavailable, select 
"Unknown." 

If yes, with a man? 

  

Use the Yes/No dropdown to answer this 
question. 

If the information is unavailable, select 
"Unknown." 

If yes, how many men? If yes to the above question, enter the number 
of men. 

If yes, with a woman? Use the Yes/No dropdown to answer this 
question. 

If the information is unavailable, select 
"Unknown." 

If yes, how many women? If yes to the above question, enter the number 
of women. 
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If yes, with a transgender? Use the Yes/No dropdown to answer this 
question. 

If the information is unavailable, select 
"Unknown." 

If yes, how many transgender? If yes to the above question, enter the number 
of transgender. 

In the past 3 months, which types of sex have you had, and how often did you or 
your partner use condoms or barriers for each type of sex? 

Had vaginal sex? Select the appropriate answer from the 
dropdown. 

If the information is unavailable, select 
"Unknown." 

Performed anal sex 
(top)? 

Select the appropriate answer from the 
dropdown. 

If the information is unavailable, select 
"Unknown." 

Received anal sex (bottom)? Select the appropriate answer from the 
dropdown. 

If the information is unavailable, select 
"Unknown." 

Performed oral sex? Select the appropriate answer from the 
dropdown. 

If the information is unavailable, select 
"Unknown." 

Received oral sex? Select the appropriate answer from the 
dropdown. 

If the information is unavailable, select 
"Unknown." 

In the past 3 months, have you had unprotected anal or vaginal sex with 
someone... 

Who was HIV-Positive? Use the Yes/No dropdown to answer this 
question. 

If the answer is Yes, indicate how many 

partners in the text field to the right. 

If the information is unavailable, select 
"Unknown." 

Who was HIV-Negative? Use the Yes/No dropdown to answer this 
question. 
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If the answer is Yes, indicate how many 
partners in the text field to the right. 

If the information is unavailable, select 
"Unknown." 

Whose HIV status you did not know? Use the Yes/No dropdown to answer this 
question. 

If the answer is Yes, indicate how many 

partners in the text field to the right. 

If the information is unavailable, select 
"Unknown." 

Do you have a spouse or main 
partner? 

Use the Yes/No dropdown to answer this 
question. 

If the information is unavailable, select 
"Unknown." 

If yes, for how long? Enter the approximate number of years and 
months in the text fields to the right. 

Is your partner? Use the top-down to indicate whether the 
partner is HIV-positive or HIV-negative. 

If the client is not sure, select "Client doesn't 
know." 

If the information is unavailable, select 
"Unknown." 

  

After entering a new assessment, or editing an existing assessment: 

 

Click the Save + Next button to save your input and proceed to the 

Behavioral Risk Section 3 edit screen. 

 

Click the Cancel button to return to the Assessments screen without 
saving your input. 
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Behavioral Risk, Section 3 

  

 

Complete the information on the screen as follows: 

In the past 30 days, have you 
used any of the following non-
injected drugs? 

Use the Yes/No dropdown to answer this question. 

If Yes, complete the questions below. 

If the information is unavailable, select "Unknown." 

If Yes, have you used the following drugs? 

Crack Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 
past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 

Cocaine Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 
past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 

Heroin Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 
past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 

Amphetamines (speed, Crystal) Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 
past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 
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Amyl Nitrate (poppers) Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 
past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 

Party drugs (Ecstasy, Special K, 
GHB) 

Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 

past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 

Marijuana Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 
past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 

Five or more alcoholic drinks (in 
one sitting) 

Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 
past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 

Other Use the Yes/No dropdown to answer this question. 

If the answer is Yes, enter the name of the drug in 
the text field to the left, and indicate how many 

times in the past 30 days in the text field to the 
right. 

If the information is unavailable, select "Unknown." 

  

After entering a new assessment, or editing an existing assessment: 

 

Click the Save + Next button to save your input and proceed to the 
Behavioral Risk Section 4 edit screen. 

 

Click the Cancel button to return to the Assessments screen without 
saving your input. 
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Behavioral Risk, Section 4 

  

 

For the following questions, in the past 30 days, has the client injected any of the following 
drugs or medication: 

In the past 30 days, have you 
injected any drugs or 
medication? 

Use the Yes/No dropdown to answer this question. 

If Yes, complete the questions below. 

If the information is unavailable, select "Unknown." 

If yes, have you injected any of the following drugs or medications? 

Heroin Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 
past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 

Cocaine / Crack Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 
past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 

Amphetamines (speed, 
Crystal) 

Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 
past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 
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Steroids Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 
past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 

Insulin Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 

past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 

Hormones Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 
past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 

Prescription drugs (codeine, 
morphine) 

Use the Yes/No dropdown to answer this question. 

If the answer is Yes, indicate how many times in the 
past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown." 

Other Use the Yes/No dropdown to answer this question. 

If the answer is Yes, enter the name of the drug in the 
text field to the left, and indicate how many times in 

the past 30 days in the text field to the right. 

If the information is unavailable, select "Unknown."  

If you have injected drugs in the past 30 days, what kind of needles did you use? 

New Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown."  

Bleached Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

Shared (someone used before 
me) 

Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

Shared (someone used after 
me) 

Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

Reused my own Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 
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Origin Unknown Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

In the past 30 days, have you shared needles with someone... 

Who was HIV positive (has 
HIV) 

Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

Who was HIV negative Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

Whose HIV status you didn't 
know 

Use the Yes/No dropdown to answer this question. 

If the information is unavailable, select "Unknown." 

  

After entering a new assessment, or editing an existing assessment: 

 

Click the Save button to save your input and return to the Assessments 
screen. 

 

Click the Cancel button to return to the Assessments screen without saving 
your input. 

  

2.10.6.4 Barriers to Care 

Note: When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs this 
minimal information filled out in the Basic Medical subtab, which appears later in the client 
intake screens. Once you supply this information, the red message will disappear. 

The Barriers to Care Assessment is separated into two sections.  Use these screens to 
identify HIV-positive clients who have never been in care and to link them with the 
appropriate service providers. This assessment also works with clients who have dropped 
out of care, as part of an effort to bring them back into care. 

Reach the first screen by clicking Edit or New in the Barriers to Care section of the read-
only Assessments screen. 

View help for Barriers to Care (first screen) 

View help for Barriers to Care (second screen) 
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Barriers to Care (first screen) 

  

 

Complete the fields as follows: 

Assessment 
Date 

Enter the date of this assessment. Use the format: MM/DD/YYYY. You 
can also use the calendar pop-up by clicking the calendar icon. 
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For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 

calendar window automatically closes. 

Bridge Worker Use the dropdown to select the name bridge worker completing these 
questions. 

Date of first 

HIV-positive 
test 

This is a read-only field displaying data entered on the Basic Medical 

edit screen. 

Date dropped 
out of HIV 
medical care 

Enter the date the client dropped out of HIV medical care. Use the 
format: MM/DD/YYYY. You can also use the calendar pop-up by 
clicking the calendar icon.   

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

Current or 
former EIP 
client 

Use the Yes/No dropdown to indicate whether the client is a current or 
former EIP client. 

If the information is unknown, select "Unknown." 

Financial 
barriers 

Check the box for all of the following barriers that apply: 

Not enough money 

No health insurance/not enough health insurance 

Could not afford time off from work 

Other money-related reasons (specify). 

If "Other" is selected, specify the reason in the text field below. This 
is a scrollable field. It is not activated unless you check "Other." 
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Health barriers Check the box for all of the following barriers that apply: 

Felt too sick to go 

Felt too depressed to go 

Disability prevented going 

Drug or alcohol use prevented going 

Other health-related reasons (specify). 

If "Other" is selected, specify the reason in the text field below. This 
is a scrollable field. It is not activated unless you check "Other." 

  

After entering a new assessment, or editing an existing assessment: 

 

Click the Save + Next button to save your input and proceed to the 
second Barriers to Care edit screen. 

 

Click the Cancel button to return to the Assessments screen without 
saving your input. 
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Barriers to Care (second screen) 

 

Complete the fields as follows: 

Clinic/Facility barriers Check the box for all of the following barriers that apply: 

 Didn't know where to go to get care 

 Clinic was inconvenient (location, hours, etc.) 
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 Clinic staff didn't speak client's language 

 Clinic staff was rude/unkind 

 Clinic waiting time was too long 

 Unable to get appointment/appointment offered too 
far in future 

 Clinic rules required abstinence and/or drug testing 

 Other clinic/facility-related reasons (specify). 

If "Other" is selected, specify the reason in the text field 
below.  This is a scrollable field. It is not activated unless 
you check "Other." 

Housing/Responsibility 
barriers 

Check the box for all of the following barriers that apply: 

Unable to get childcare 

Unable to get time off from work 

Needed to care for an adult family member or friend 

Homeless 

In jail or prison 

Other reasons related to housing or responsibilities 
(specify). 

If "Other" is selected, specify the reason in the text field 
below. This is a scrollable field. It is not activated unless 
you check "Other." 

Knowledge/Belief 
barriers 

Check the box for all of the following barriers that apply: 

Didn't want to think about being HIV+ 

Dislike of doctors/clinics 

Didn't believe they were infected with HIV 

Didn't feel sick 

Believed HIV medication wouldn't help 

Believed HIV treatment would be unpleasant or painful 

Too embarrassed or ashamed to go for medical care 

Didn't want anyone to know they were HIV-positive 

Other reasons related to knowledge or beliefs (specify). 

If "Other" is selected, specify the reason in the text field 
below. This is a scrollable field. It is not activated unless 
you check "Other." 

  

After entering a new assessment, or editing an existing assessment: 

 

Click the Save button to save your input and return to the 
Assessments screen. 
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Click the Cancel button to return to the Assessments screen without 
saving your input. 

  

2.10.6.5 SAMISS Assessment Edit 

The Substance Abuse and Mental Illness Symptoms Screener (SAMISS) Edit screen stores 
information gathered about a client's possible substance abuse. 

Notes 

 When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs 
this minimal information filled out in the Basic Medical subtab, which appears later in 
the client intake screens. Once you supply this information, the red message will 
disappear. 

 RSR collects data on SAMISS from the Mental Health and Substance Abuse screen. 
Before running RSR, sure to enter client data on this screen. 

 The top of this Help page describes part 1 of the SAMISS Assessment. Click here for 
a description of SAMISS Assessment Part 2 on this Help page. 

Part 1 

 

Answer the questions in the page. 

As of Date Use the dropdown lists to select the month and year, and then click 
the specific date to enter it into the text field. The calendar window 
automatically closes. 
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Or you may type the date in the window. Use the format 
MM/DD/YYYY. 

 

  

Staff Use the dropdown to select the staff member assigned to this client. 

Questions 1 
through 7 

To answer each question, make a selection from use the adjacent 
dropdown list. 

Refer to 
Substance Abuse 
Treatment 

The display in this field is based on your input to the screen. If you 
selected "Yes" from one or more dropdowns, this field will display 
"Yes." If you answered "No" to all questions, this fields displays "No." 
If you did not complete any fields on the screen, this field will display 
"Unknown." 

Note: Unless at least one question is answered "Yes" or "No," this 
assessment will not qualify as an assessment for RDR/RSR purposes. 
 An "Unknown" response is treated as if the assessment never took 
place for RDR/RSR purposes. 

After completing your entries: 

 

Click this button to save your input and proceed to the SAMISS 
Assessment Part 2 Edit screen. 

 

Click this button to save your input and return to the read-only 
Assessments screen. 

 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 
consultation with the system administrator is highly recommended. 

Click the Deactivate button to deactivate the records on this screen. 
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Clicking the Deactivate button does not deactivate the client with 
ARIES; it only deactivates the records on the SAMISS Assessment 
Part 1 screen. 

  

Part 2 

Part 2 continues the questionnaire. 

 

  

Questions 8 
through 14 

Select an answer from each dropdown. The choices are "Yes," "No" and 
"Unknown." 

If yes, please 
explain 

If you selected "Yes" for question 14, type an explanation in this 
scrollable text window. 

If yes: In the 
past year... 

If you selected "Yes" for question 15, the dropdown for "If yes..." 
becomes active. Select "Yes," "No" or "Unknown." 
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Refer to Mental 
Health 
Counseling 

The display in this field is based on your input to the screen. If you 
selected "Yes" from one or more dropdowns, this field will display "Yes." 
If you answered "No" to all questions, this fields displays "No." If you 
did not complete any fields on the screen, this field will display 
"Unknown." 

Note: Unless at least one question is answered "Yes" or "No," this 
assessment will not qualify as an assessment for RDR/RSR purposes. 
 An "Unknown" response is treated as if the assessment never took 
place for RDR/RSR purposes. 

After completing your entries: 

 

Click Save to store your updates and return to the read-only 
Assessments screen. 

 

Click Cancel to discard your updates and return to the read-only 
Assessments screen. 

  

2.10.6.6 Risk Reduction Screening Edit 

Notes: 

 When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs 
this minimal information filled out in the Basic Medical subtab, which appears later in 
the client intake screens. Once you supply this information, the red message will 
disappear. 

 Reach the Risk Reduction Screening Edit screen by clicking Edit or New in the Risk 
Reduction Screening section of the read-only Assessments screen. 

 

Complete the fields as follows: 

Screening 
Date 

Enter the date of the risk reduction screening. Use the format: 
MM/DD/YYYY.   You can also use the calendar pop-up by clicking the 
calendar icon. 
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For each field, use the dropdown lists to select the month and year, and 
then click the specific date to enter it into the date text field. The calendar 

window automatically closes. 

Screening 
Tool 

Enter the type of screening tool used in the text box. 

Outcome Enter the outcome of the screening in the text box. 

When you have entered all information: 

 

Click the Save button to save your input and return to the Assessments 
screen. 

 

Click the Cancel button to return to the Assessments screen without saving 
your input. 

  

2.11 Needs Assessment/Care Plan/Referral Overview 

Case managers routinely perform needs assessments to determine the services clients 
require. From an assessment, a care plan can be designed, outlining problem-solution steps 
to meet the client's needs. The care plan may require interventions and services from your 
agency, and may also require referrals to help clients access services that are unavailable at 
your agency. 

You can think of the needs assessment as a "problem statement." The screens in the ARIES 

Care Plan tab are valuable tools to help you assess problems/needs (Needs Assessment 
tab), develop a solution (Care Plan tab) and manage tasks and resources (Tasks, 
Interventions, Referrals, Services) to bring about that solution. Therefore, when creating an 
initial care plan for a client, it is strongly recommended that you start by performing a 
needs assessment for the client. Then use the tabs under Care Plan to create the plan and 
track it to completion. 
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To navigate to the Needs Assessment, Care Plan, or Referral screen: 

 Click the Care Plan tab. 

 Then from the second tier of three tabs, click one of the following three tabs. 

 

2.11.1 Needs Assessment 

Case managers perform needs assessments during an intake and periodically thereafter. 
The Needs Assessment tab provides a checklist of general services the client may require. 

With the needs assessment as a starting point, ARIES can generate a care plan template for 
each need. Care plans help you coordinate and track tasks, referrals and services for the 
client. Needs assessment information can also be highly useful to researchers and 
administrative agencies in analyzing demographics and assessing community needs. 

To navigate from a client's information screen to the Needs Assessment screen: 

 Click the Care Plan tab from the top tier of tabs. 

 Then, on the second tier of tabs, click Needs Assessment. 

  

 

This screen displays the client's previous needs assessment results. The left column lists the 
dates of previous needs assessments and the right column lists all the needs identified at 
those time. 

Note: Previously recorded needs assessments cannot be edited or deactivated. 

To record a new needs assessment: 

 Click the New button, which takes you to the Needs Assessment Edit screen. 

 

2.11.2 Needs Assessment Edit 

Notes: 

 The Needs Assessment Edit, Care Plan Edit and Referrals Edit screens automatically 
tag Mental Health and Substance Abuse related entries as non-share, regardless of 
the client's share status. This affects both new and existing Mental Health and 
Substance Abuse entries and matches the same data confidentiality rules that exist 
for client services entered into ARIES. 
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 When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client’s CDC Disease Status." ARIES needs 
this minimal information filled out in the Basic Medical subtab, which appears later in 

the client intake screens. Once you supply this information, the red message will 
disappear. 

 When you create a Needs Assessment, ARIES will automatically create a Care Plan 
for each need for wich you have checked the Create Care Plan box. 

The Needs Assessment Edit screen lists general services offered by agencies to clients. For 

certain needs, your source of information may be a tool that focuses on a specific subject 
(such as the SAMISS for substance abuse). The categories of an assessment can be 
customized by using the Program dropdown at the top of the screen. For other needs, you 
may use your skill in eliciting information from the client – the Program dropdown lists will 
serve as a focus. 

  

 

Complete the fields as follows: 

Program 
dropdown 

From the dropdown, select the new funded program to be added. 
 Once the program is selected, the list of categories appears. 

Other text field If the client has a need not listed on the screen, enter it in the Other 
text field at the bottom of the list. 

Need radio 
button 

Select the Need radio button next to each category that the client 
needs, whether or not your agency offers services addressing those 
needs. 

Don't Need radio 
button 

Select the Don't Need radio button next to each category that the 
client does not need. 

Unknown radio 
button 

Select the Unknown radio button next to any category where the 
information isn't available for a specific service. 

Create Care Plan 
checkbox 

Check the Create Care Plan checkbox next to each category for which 
you want ARIES to generate a care plan template. 
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Dated text field Enter the date the information was recorded. Use the format 
MM/DD/YYYY, or click the calendar icon to the right of the "Dated" 
field.  A calendar pop-up appears. 

 

Use the dropdown lists to select the month and year; then click the 
specific date to enter it into the text field. The calendar window closes 
automatically. 

After completing the fields on this screen: 

 

Click this button to save your input. If you have selected the Create 
Care Plan checkbox for any need, you will be taken to the Care Plan 
Edit screen for that service source.  Otherwise, you will return to the 
Needs Assessment screen. 

 

Click this button to return to the Needs Assessment screen without 
saving your input. 

  

2.11.3 Care Plan 

From a needs assessment, a care plan can be designed outlining steps to meet the client's 
needs. These steps can include instructions for caregivers, tasks for staff persons and/or 
clients, referrals, and services. With care plans, case managers can track a client's progress, 
which helps ensure quality care. Care plans also allow you to list tasks that aren't classified 
as services but are still necessary for the client's welfare. For example, if a client has 

memory problems and requires reminder phone calls for appointments, you can assign this 
task to a staff person. 

Case managers can also use tasks as reminders. For example, if you know a client has 
history of medication adherence problems, you can assign a task to yourself to follow up 
with a client's medical provider and see how well the client is adhering to the drug course. 
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A care plan focuses on meeting a single need of the client. Therefore, multiple care plans 
can be open for a client at any time. 

 On the Care Plan screen, ARIES lists the open care plans first; that is, the plans you 

can still edit. The most recent plans at the top of the screen. 

 Completed care plans are at the bottom of the screen. 

 As with specific tasks, the care plan has outcome fields that let you identify when 
you completed the care plan and whether it was successful in meeting the client's 
needs. 

An important use of the care plan is to document unmet need.  The Needs Assessment itself 
only identifies a need without indicating whether it was met. Creating a care plan allows you 
to use the "Not Available" option in the Outcome dropdown to record unmet needs. 

To navigate to the Care Plan screen from the client's information screen: 

 Click the Care Plan tab from the top tier of tabs. 

 Then, in the second tier of tabs, click the Care Plan tab. 

  

 

The Care Plan screen displays the following fields for the client's existing care plans: 

Date The date the care plan was created. 

Staff The name of the staff person who created the care plan. 

Program The program under which any services may be covered. Example: If the 
care plan is for a client's medical care, "Ryan White" might be listed as 
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the program. 

Need/Subneed The need for which the care plan was created. Example: If a client 

needs dental health services for a root canal, the need would be listed 
as Dental care, and the subneed might be Oral Surgery.  Subneeds are 
optional. 

Goal The anticipated outcome of the care plan. Example: If a client needs 
employment assistance, their goal would be "Find client a full-time job." 

Outcome Whether or not the goal was achieved. 

Completed The date the care plan ended. 

  

Tasks, Referrals, and Services 

Each care plan includes a list of tasks, referrals, and services listed in a gray table 
underneath each care plan row. For example, if a client needed complementary therapies 
for an anxiety disorder, tasks may include group therapy, pharmaceutical, and 
transportation services as well as coordinating tasks like reminder phone calls and follow-
ups with counselors. All these tasks would be listed under one single care plan. 

To edit a care plan, click the Edit button to the right of the care plan entry. 

To enter a new care plan, click the New button. 

Both actions take you to the Care Plan Edit screen. 

 

2.11.4 Care Plan Edit 

Note: When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs this 
minimal information filled out in the Basic Medical subtab, which appears later in the client 
intake screens. Once you supply this information, the red message will disappear. 

This Help page will first discuss the form with the details of the care plan at the top of the 
Care Plan edit screen.  Next the Help page will discuss the Interventions section at the 
bottom of the Care Plan edit screen. 

Care Plan works best if the client is a Share client. This allows all agencies that serve the 
client to review and update the care plan, so that all agencies have the most recent data 

about the client's situation. 

However, the Needs Assessment Edit, Care Plan Edit and Referrals Edit screens 
automatically tag Mental Health and Substance Abuse related entries as non-share, 
regardless of the client's share status. This affects both new and existing Mental Health and 
Substance Abuse entries and matches the same data confidentiality rules that exist for 
client services entered into ARIES. 

After a Needs Assessment, the care plan allows you to identify specific interventions (Tasks) 
to meet a particular need. Each task can be assigned to a staff member within your agency 
or to the client him/herself. You can identify the date the task began, and a date when you 
expect the task to be complete. You can also enter a follow-up date when a task has been 
revisited. And you can record the outcome of the task (successful or unsuccessful) and the 
date you determined the outcome. 
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Working with others to meet a specific need may involve providing services to the client 
within your agency, or referring the client for services outside your agency. You can record 
Services and Referrals on the Care Plan screen, thus linking them to the care plan so that 

you can get the big picture by viewing this one screen. 

Be aware that Services and Referrals appear on this screen only if they were entered from 
this screen. 

Important: On the Care Plan Edit screen, ARIES requires completion of two fields to 
complete a Care Plan: Outcome and Date Completed. Regardless of the Outcome 

dropdown option you select, once you make an entry in the Date Completed field, you 
can no longer edit the Care Plan record. DO NOT MAKE AN ENTRY in the Date 
Completed field until you are ready to close out the Care Plan. 

You can only edit a Care Plan created by your agency, and not a Care Plan created by 
another agency, even if the client is a Share client. 

  

 

If you reached the Care Plan edit screen by clicking Save + Next in Needs Assessment Edit 
with "Create Care Plan" checked, the Date Need Identified field is pre-populated. 

If the fields have not been pre-populated, complete them as follows: 

Date Need 
Identified 

Enter the date the client's need was identified. Use the format 
MM/DD/YYYY, or click the calendar icon to the right of the "Date Need 
Identified" field. A calendar pop-up appears. 
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Use the dropdown lists to select the month and year; then click the specific 
date to enter it into the text field. The calendar window closes 
automatically. 

Staff Use the dropdown to select the staff person who will be managing this care 
plan.  ARIES pre-fills your name, so if you're performing data entry tasks, 
make sure you select the proper staff person. 

Program Use the dropdown to select the program under which the services of the 
care plan will be covered.  Example: If the client is receiving mental health 
services under a contract funded by Ryan White funds, select "Ryan 
White." 

Need If you are accessing the screen after performing a needs assessment, this 
dropdown list will already be pre-filled. Otherwise, select which need most 

accurately addresses the care plan. 

If the care plan involves multiple therapies to address the same need, 
select "Complementary Therapies." 

If Other 

text field 

Enter the desired value in the "If Other" field if it is not in the dropdown 

list. 

Subneed Use the dropdown to select the program under which the subneed, or 
needs related to the primary need, would be covered. 

If Other 
text field 

Enter the desired value in the "If Other" field if it is not in the dropdown 
list. 

Goal Enter the overall objective that addresses the client's need. Example: If the 
client needs housing, the goal might be "Get the client an apartment," or if 
the client had a substance abuse problem, the goal might be "Treat heroin 
addiction." 

Date 
Completed 

Leave this field empty until the care plan has been completed, all other 
fields on the screen have been completed, and the outcome has been 
selected. 

Once the care plan is completed, enter the date of completion. Use the 
format MM/DD/YYYY, or click the calendar icon to the right of the "Date 
Completed" field. 

Do not enter a date in the Date Completed field until you have first 
selected an outcome. Once you select a Date Completed, the care 
plan cannot be further edited. 

Outcome Use the dropdown to select an outcome once the care plan is completed. 

Do not enter a date in the Date Completed field until you have first 

selected an outcome. 

  

The Outcome dropdown list includes the following: 
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Completed The goal was achieved. 

Pending The goal has not yet been achieved and the client's services 
have not been administered. 

Some Progress The client has partially achieved the goal and is no longer 
continuing services. 

Cancelled The client's services have been halted and their care plan has 
been cancelled. 

Unfunded The client's services have ended due to lack of funding of the 
contract or because the contract has expired. 

Not available in area Services necessary to achieve the goal were not available. 

Completed Substance 
Abuse Program 

Select if the client's needs are related to substance abuse and 
the client has completed a rehabilitation program. 

  

Interventions 

The lower half of the Care Plan Edit screen lists the interventions of the care plan. 
Interventions are steps taken to achieve the client's care plan goal. They can include tasks 
performed internally by staff persons, referrals to other agencies, and services administered 
by your agency. When you enter a service or referral from this screen, each entry is 
automatically associated with this care plan. 

Reminder: Fill in the Date Completed field last of all on the screen. 

 

Tasks Section 

The tasks table lists the tasks to be performed, as well as the person assigned to the task, 
the date the task was initiated, the target date of the task's completion, a follow-up date if 
appropriate, the payment source code, outcome of the test, and the date of the outcome. 

To edit a current task, click the Edit button to the right of the task. The row for the task is 
opened in edit mode. 

Note: Completed tasks cannot be edited. 
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To create a new task, click the New button. A new task row opens. 

 

Complete the fields as follows: 

Tasks The task related to the care plan. This includes any individual tasks assigned 
to staff persons and/or clients. This could include a follow-up phone call to 

the client or their clinician, filling out forms, or coordinating appointments 
and transportation. Tasks can be used as internal reminders that can be 
assigned to yourself or other staff persons. 

Assigned 
to 

Use the dropdown to select to whom the task is assigned (staff, client or 
other, e.g., care giver). Example: If a volunteer coordinates all the rides for 

your agency's van pool, you can assign that staff person to call the client to 
arrange a pick-up. 

Date 
Initiated 

The date the task was initiated. Use the format MM/DD/YYYY. You can also 
use the pop-up calendar icon. 

Target 
Date 

The target date for the task's completion. Use the format MM/DD/YYYY. You 
can also use the pop-up calendar icon. 

Follow-up 
Date 

If the case manager has entered follow-up information, the date when a 
task's status is revisited.  Example: As a case manager you may follow up on 
a client's care plan biweekly. When you check up on a task, enter the date 
here. Use the format MM/DD/YYYY. You can also use the pop-up calendar 
icon. 

PSC Enter the payment source code. 

Outcome Enter the outcome of the task in this text field. Example: If the task is 
coordinating a meal delivery, you might enter, "2 weeks of meals delivered." 
If this task has not yet been completed, this entry will be blank. 

Once a care plan outcome has been entered, regardless of whether the goal 
was reached, it cannot be edited further. 

Outcome Enter the date the outcome was achieved. If the outcome has not yet been 
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Date achieved, the Edit button displays. 

  

When you have finished entering in a task, click the Save button to save that row.  Or click 
Cancel to return to the Care Plan Edit screen without saving the row. 

Referrals Section 

This table lists any referrals to other agencies necessary to achieve the client's care plan 
goal.  Click here to go to Referrals Edit screen help. 

To edit an existing referral, click the Edit button. 

To create a new one, click the New button. 

Either button takes you to the Referrals Edit screen. 

Services Section 

The third Interventions table lists any services associated with the client's care plan along 
with the staff person responsible for the service, the date of the service, the units of service 
(UOS), and the total cost of the service. For example, if a client's goal is to get a treatment 
plan for their HIV symptoms, their medical services and pharmaceutical services would be 
listed along with the costs. 

To enter a new service under Interventions on the Care Plan Edit screen, click the New 

button under Services. This takes you to the Service Edit screen. 

When you enter a new service on that screen and click Save + Done, you are taken back 
to the Care Plan Edit screen. If you click Save + Done again on Care Plan Edit, you are 
taken to the read-only Care Plan screen and the new service you entered is displayed there. 

 

2.11.5 Referrals 

Referrals are used to help clients access services that are unavailable at your agency. For 
example, if your agency specializes in psychosocial counseling, but your client needs 
medical attention, you can enter a referral to a medically based agency. 

 It is important that referrals be recorded, as your agency may be reimbursed for 
referrals. 

To navigate to the Referrals screen from a client's information screen: 

 Click the Care Plan tab from the top tier of tabs. 

 Then, from the second tier of tabs, click the Referrals tab. 

  

 

Although you can enter in referrals directly from this screen, best practice is to create a care 
plan for the client starting with a needs assessment. From there, you can coordinate your 
own agency's services and tasks with the referral based on the client's overall need. 
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The screen displays a table of the client's referrals to other agencies. 

Date - When the referral was made. 

Service - Indicates what type of service the client needed. 

Referred to - Which agency the client was referred to. 

Target Date - Estimated date when the client was to receive the referred services. 

Outcome - The outcome of the referral; whether the client attended their appointment with 
the other agency or not. It does not specify whether the client successfully received 

services. 

 If the outcome has not been achieved, the Edit button appears. 

To create a new referral: 

 Click the New button. 

To update an existing referral: 

 Click the Edit button. 

 Either action takes you to the Referrals Edit screen. 

  

2.11.6 Referrals Edit 

Notes: 

 The Needs Assessment Edit, Care Plan Edit and Referrals Edit screens automatically 
tag Mental Health and Substance Abuse related entries as non-share, regardless of 
the client's share status. This affects both new and existing Mental Health and 
Substance Abuse entries and matches the same data confidentiality rules that exist 

for client services entered into ARIES. 

 When you enter a new client a red message appears next to the client's name on the 
screen. This message reads, "Check the client's CDC Disease Status." ARIES needs 
this minimal information filled out in the Basic Medical subtab, which appears later in 
the client intake screens. Once you supply this information, the red message will 
disappear. 

In the Referrals Edit screen, you can enter and edit information for a client referral to 
another agency. For example, if your agency handles peer advocacy and a client needs 
employment assistance, which is handled by another agency, you can create a referral for 
the client. Referrals are important for management of a client's care plan and for referral 
reimbursements for your agency. 

 With the appropriate permission level, you can look up which agencies/providers are 
in your network via the Agency Search screen. This may help you select a provider 
when making a referral. 

Rather than create a new referral on Referrals Edit, best practice is to start by creating a 
needs assessment to better manage all the tasks and services of the client's needs. 
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Complete the Referrals Edit fields as follows: 

Referral Date Enter the date the referral was made. Use the format MM/DD/YYYY. 
You can also use the pop-up calendar. Click the calendar icon to 

bring up the calendar. 

 

Use the dropdown lists to select the month and year, and then click 
the specific date to enter it into the text field. The calendar window 
closes automatically. 
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Program Use the dropdown to select under which program the needed service 
would be covered.  Example: If the client requires housing 
assistance, you might select "HOPWA" from the program list. 

The program you choose affects what displays in subsequent 
dropdown lists.  Example: If you select "Ryan White," only services 
covered by the Ryan White program will display in the Primary 
Service dropdown list. 

Primary Service Use the dropdown to select the primary service the client needs. 
What displays in this dropdown list depends on which program was 
selected. Example: If the client needs a dental cleaning, select "Oral 
Health Care." 

If you do not see the service listed, make sure you have selected 
the proper program. 

The primary service you select determines what secondary services 

display in the next dropdown list. 

Secondary Service As necessary, use the dropdown to select the secondary service the 
client requires. Example: If the client needs a dental cleaning, select 
"Oral Health Care" from the Primary Service dropdown list and 
"Routine Treatment" from the Secondary Service list. 

Refer To Use the dropdown to select the agency the client is being referred 
to. If the agency is not listed, select "Other." 

(other) If you selected "Other" from the Refer To dropdown list, enter the 
name of the agency the client is being referred to in the text field. 

Target/Appt. Date Enter the expected appointment date. Use the format MM/DD/YYYY. 
You can also use the pop-up calendar icon. 

Follow-up Date If you change information in the referral or enter outcome 
information, enter the date the follow-up was made. Use the format 

MM/DD/YYYY. You can also use the pop-up calendar icon. 

PSC Code Enter the payment source code. 

Reason In this text box, enter the reason the client was referred to another 
agency. Example: If there were no available counselors at your 
agency, and the client was sent to another agency, indicate so here. 

Outcome Date When you perform a follow-up to the referral and you have 
confirmed its outcome, enter the date in this text field using the 
format MM/DD/YYYY. You can also use the pop-up calendar icon. 

Outcome When you perform a follow-up to the referral and you have 
confirmed its outcome, select the result of the referral from the 
dropdown list. The client either kept the appointment or was a no-
show; or the appointment was rescheduled. 

Once you enter an outcome, you cannot edit the referral further. 

Notes Enter any additional notes regarding the referral in this text box. 
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Click this button to save your input and return to the Referral 
screen. 

 

Click this button to return to the Referral screen without saving your 
input. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 

recommended. 

This option is only available to users with the appropriate permission 
level. 

Click this button to deactivate the referral. Once deactivated, the 
referral will no longer appear on the Care Plan screen. 

Clicking the Deactivate button does not deactivate the client with 
ARIES; it only deactivates the referral. 

  

Services 

To enter a new service under Interventions on the Care Plan Edit screen, click the New 

button under Services. This takes you to the Services Edit screen. When you enter a new 
service on that screen and click Save + Done, you are taken back to the Care Plan Edit 
screen. If you click Save + Done again on Care Plan Edit, you are taken to the read-only 
Care Plan screen and the new service you entered is displayed there. 

 

2.12 Case Notes 

Client case notes are valuable and flexible tools for agencies. Within case notes, you provide 
information about a client and their services that can be shared within your agency and, in 
some cases, with other agencies. 

Case notes can be used to track a client's progress. For example, if a client had a history of 

behavior problems with staff persons, a case manager could search their case notes for 
incidents. There is no expiration on the "Sign and Seal " feature; the note stays in ARIES 
indefinitely. 

Also, if a client's notes are shared, other agencies can get an overview of a client's 
background if they are a referral. You also have the option not to share case notes with 
other agencies. 

By default, incident reports, legal, substance abuse, and mental health notes are not shared 
between agencies, even administrative agencies.  For a case note to be shared, three 
conditions must be met:   

 The client must be a share client. 

 The case note must be signed & sealed. 

 The case note must not have the "Don't share" box checked. 

Note: Permissions to view or change Signed and Sealed case notes can be enabled or 
disabled for a given ARIES installation. 

To access the Case Notes screen from a client's information screen: 
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 Click the Case Notes tab on the right of the top tier of tabs. 

 

  

Case notes are presented in a table on the read-only screen. Each row displays information 
for a paragraph of case notes. The items on this screen are listed by Activity Date (the date 
the note was recorded or updated), with the most recent activity date record at the top. 

The Case Notes fields are as follows: 

Date The date the case note was entered. 

Category The category of the case note, e.g., financial, legal, health education, etc. 

Type The type of case note, e.g., initial assessment, service assessment, 

progress report, client update, crisis note, or case conference. 

Staff The staff person who entered the case notes. 

Clicking on the staff name takes you to the Staff Detail screen. 

Signed 'n 
Sealed 

Displays the date when the case notes were completed and sealed. 

When case notes are sealed, they become visible to other agencies with 
which the client has agreed to share data. 

Unsealed notes are visible only to staff persons with the proper permissions 
within your agency. 

If you have not yet finalized a client's case notes, the Edit button displays. 

To view a printable version of a particular case note category, click the 
Print button next to the Edit button. 

Case Note 
paragraph 

The content of each existing case note is shown in a paragraph beneath 
each table row. Example: In a progress note regarding a client's housing, 

the note might explain the client's current steps in finding housing and 
assistance they are receiving. 

  

To Filter Searches for Case Notes 
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dropdown on 
left, beneath 
the View for 
Printing 
button 

Select "Before" from the dropdown to bring up all case notes before, but 
not including, the date specified in the first (beginning) date field. 
 Example: Enter the date, e.g. 01/23/2010, in the first text field and 
leave the second text field empty. This will retrieve all case notes dated 
before midnight on January 23, 2010. 

Select "After" from the dropdown  to bring up all case notes after the 
date specified in the first (beginning) date field, including case notes on 

that day. Example: Entering 12/19/2009 in the first text field and leave 
the second text field empty. This will retrieve all case notes dated on 
December 19, 2009 and all the days after it up to the present date. 

Select "Between" from the dropdown to search a range of dates to bring 
up all case notes between two specified dates.  Enter the beginning date 
in the first text field and the ending date in the second text field. 

Date text 
fields 

Enter the date(s) for your search here.  Use the format MM/DD/YYYY, or 
click the calendar icon to the right of the "Date" field.  You can also use 
the calendar pop-up. 

 

  

Category Use the dropdown to filter your results by note category or type. 

Leave the values blank to select by all categories and types. 

Type Use the Type dropdown list to select the kind of case note you are 
entering: initial assessment, service assessment, progress report, client 

update, crisis note, or case conference. 

Staff The Staff dropdown defaults to "All" to search the client's case notes 
from all agencies. 

To filter your search, use the dropdown. Example: Select "My Agency" 
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to search only the case notes from your agency. 

To find the notes by a particular staff at your agency, select his/her 
name from the dropdown. 

View for 
Printing 

After you have entered your search filters, click the View For Printing 
button. ARIES displays your results in a screen formatted for printing 
without the ARIES menu bar. 

  

  

 

 Click the "Return to Case Notes" link in the lower left corner of search results to 
return to the previous screen. 

 To print a case note, click the Print button to the right of the case note. 

 To change an unsealed case note, click the Edit button on the right of the case note. 

 To create a new case note, click the New button at the top left of the screen. 

 Either action takes you to the Case Notes Edit screen. 

  

2.12.1 Case Notes Edit 

Note: When you enter a new client a red message appears next to the client's name on the 

screen. This message reads, "Check the client's CDC Disease Status." ARIES needs this 
minimal information filled out in the Basic Medical subtab, which appears later in the client 
intake screens. Once you supply this information, the red message will disappear. 

ARIES offers case managers flexibility in entering case notes. For example, in an intake, you 
can enter case notes about the client's medical, financial, and substance abuse status all 
from the same screen. ARIES separates the notes into individual, but linked, entries, which 

saves time and helps organize case notes more efficiently. 

  



Section 2 

299 

 

Before Entering New Case Notes 

Before entering new Case Notes for a client in Edit mode, you must first enter an Activity 
Date and then make a selection from the Category dropdown list. The Paragraph text box 

will not accept text until you select from the Category dropdown.   

Once you have selected an Activity Date and a Category, click New on the Case Notes 
screen. 

Notes: 

 If you attempt to select a Category before entering an Activity Date, you will receive 

the following error message in red at the top of the screen: Activity Date is required. 

 If you click Save after selecting a category but leaving the Paragraph window blank, 
the new record will be saved but not the blank paragraph. 

 If you do not have Case Notes "Deactivate" permission and you attempt to delete all 
of the text for a Case Note, you will receive a warning message: Unable to delete all 

Case Note text. 

Note: Permissions to view or change Signed and Sealed case notes can be enabled or 
disabled for a given ARIES installation. 

Complete the Case Note Edit fields as follows: 

Staff By default, ARIES lists the name of the is logged-in user. 

If you are performing data entry tasks, use the Staff dropdown to select 
the staff person who recorded the case notes, to make sure you select the 
proper staff person rather than yourself. 

Created The "Created" heading auto-populates with today's date, that is, the date 
the case note is being created. 

Type Use the dropdown list to select the kind of case note you are entering, 
e.g., an initial assessment, service assessment, progress report, client 
update, crisis note, or case conference. 

Activity Date In the text field, enter the date the note was recorded or updated.  Use 
the format MM/DD/YYYY.  You can also use the pop-a calendar.  Click the 
calendar icon to bring up the pop-up calendar. 
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Use the dropdown lists to select the month and year, and then click the 
specific date to enter it into the text field. The calendar window 
automatically closes. 

If you enter a date in the future, or before 1/1/1980, you will receive the 
following error message: "Enter a valid Activity Date that is between 
1/1/1980 and [today's date]." 

Category You must first select a category (e.g., Employment, Financial) from this 
dropdown in order to add or edit a case note entry in the case note text 
box. 

Don't Share 
checkbox 

Check this box to prevent other agencies from viewing a client's notes. If 
a client has elected not to share their information with other agencies, this 
will be selected by default. 

Note: Regardless of a client's share status, mental health, substance 
abuse, and legal case notes cannot be shared with other agencies. 
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Case Note 
text box 

The case note text box lists all existing case note entries separated by 
category. Example: If the case note is for an initial assessment, it may list 
any presenting problems, mental health issues, etc. Each entry is 
preceded by the category type in brackets. 

If the case note entry is not shared with other agencies, the bracketed 
category type also indicates this. 

  

To edit or add a case note entry, first use the Category dropdown to select 
which type of case note you want to enter. 

You can select from service-related categories like "Housing" or "Medical." 
You can also enter notes about a presenting problem, general 
impressions, or an incident report. 

New 
Paragraph 
text box 

Enter the body of the new case note for that category in the New 
Paragraph text box. 

Example: In an intake, you might first enter any presenting problems. 
Then, select "Medical" from the Category text field. ARIES enters the 
presenting problem entry into the case notes text box and creates a blank 
entry for medical notes. 

After you have finished entering case notes information, click on one of the following: 

 

Click the Save button to save your input and return to the Case Notes 
screen. 

Note: Only those within your agency with the proper permissions will be 
able to view the case notes you entered. 

 

To finalize your case notes and make them available to other agencies (if 
the client has agreed to share their data), enter your login password in 
the "Password to sign and seal note" text field and click the Sign 'n Seal 
button. 

If case notes are not shared, they can only be viewed within your agency. 

Once case notes have been sealed, they cannot be edited or 

deactivated. There is no expiration on the "Sign and Seal" feature; the 
note stays in ARIES indefinitely. 

 

Click the Cancel button to return to the Case Notes screen without saving 
your input. 
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Note: The use of Deactivate has a significant impact on the system. It 
should be used only by those with ARIES expertise, and prior consultation 
with the system administrator is highly recommended. 

A case note may be activated if it is not signed and sealed. This option is 
only available to users with the appropriate permission level. 

Note: If you do not have Case Notes "Deactivate" permission and you 
delete all of the text for a Case Note, ARIES displays a warning message: 

"Unable to delete all Case Note text." 

Click this button to deactivate the case note. Once deactivated, the case 
note will be hidden and will no longer appear on the Case Notes screen. 
The data will not be deleted, but it will no longer be accessible. 

Clicking the Deactivate button does not deactivate the client with ARIES; 
it only deactivates the case note. Only ARIES administrators can 
reactivate records. 

  

2.13 Documents 

If you have appropriate permissions, you can use the Documents screen to upload 
documents for the client, such as a Medical Certification Form. 

Uploaded documents are associated with records for specific clients. 

 Click the Documents primary tab. 

 

  

 Click New to display the Document Upload Edit screen. 

 

2.13.1 Document Upload Edit 
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Complete the fields as follows: 

Client Name Use the dropdown to select how you want to identify the 

client. Options are: Client Name, Agency Client ID, and 
Program Client ID. 

Document Name Enter the name of the document to be uploaded. 

Description Enter the description of the document to be uploaded. 

Document to upload Click Browse to navigate to the document to be uploaded. 

  

Note: Current upload limits are as follows: 

 Maximum file size: 200 KB. 

 Document types allowed:  .doc, .docx, .pdf. 

In addition, as determined by your ARIES installation, you will receive a warning 
message when you reach the limit for number of documents to upload and number of 
documents to attach to the client's eligibility record. 

After you have completed your entries: 

 

Click this button to save your entries and return to the read-

only Documents screen. 

 

Click this button to return to the read-only Documents 
screen without saving your entries. 

  

When you save the uploaded document, it is listed on the read-only Documents tab. You 
can click on the link to open the uploaded document, save it to your computer, or save it 
with a different file name. 

 

Back to read-only Documents screen help. 

 

2.14 Custom Data Entry 

The Custom Data tab displays any Custom Data Groups and fields that have been created 

for your agency by an administrator for an Admin Agency or Partner Agency. Custom Data 
created at the AA level is available to all agencies managed by the AA. Custom Data created 
at the Partner level is available to all agencies. The Custom Data function offers users power 
and flexibility, for example by supporting multiple non-longitudinal and multiple longitudinal 
data elements, as well as for multiple data types. 
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Only users with Custom Date Entry View permission can access this tab. Only users with 
Custom Data Entry Create permission can add new records. Only users with Custom Data 
Entry Change permission can edit existing records. 

Below are examples of ways end users can use Custom Data fields that have been set up for 
their agency. These examples are not intended to exhaust the possibilities of Custom Data. 

As an example of Custom Data, this tab for a client might display special fields in groups 
labeled Agency Specifics, Demographics, Financial, and Medical History. 

A note on the difference between Longitudinal and Non-Longitudinal groups on this screen: 

If the Edit button is displayed next to the name of the group, the group is non-longitudinal 
(only one record per client). If the Edit button is shown next to a row of data (such as the 
Medical History section), then the Data Group is longitudinal (multiple records per client). 

 

Click New to create a new record for the client in a given category, such as Satisfaction 
Survey. Click Edit to update an existing record. 

Complete the resulting Edit screen as indicated. Click Save to store your changes or Cancel 
to discard them and return to the read-only Custom Data tab. 
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Another example illustrates the differences between longitudinal and non-longitudinal 
records displayed on the Custom Data tab. Non-longitudinal records (e.g., the Education 

Level group) are displayed in separate rows. Longitudinal records (e.g., the Satisfaction 
Survey group) are displayed as rows in a data grid. You would click Edit to update a row in 
the grid, or New to create a new row of longitudinal data in the grid. 

In this example, you would click the applicable New button to create a longitudinal record 
for the client in Fasting Lipids or Satisfaction Survey. To edit one of the existing longitudinal 
records, you would click the adjacent Edit button and complete the resulting Edit screen as 

indicated; then click Save to store your entries or Cancel to discard them and return to the 
read-only Custom Data tab. 

Reminder: These are examples only, to illustrate the capabilities of Custom Data. Actual 
tabs and Edit screens will be tailored to the needs of your agency. 
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Section 3 

3 Staff 

All client services are administered by staff, which may include clinicians, receptionists, 
volunteers, administrators, and case managers. 

It is important that every staff person at your agency, whether full-time, part-time, or 
volunteer, be added to ARIES, even if they do not directly use ARIES. Once a staff person is 
in the system you can ascribe services to them and enter case notes for them. 

To change or create staff records other than your own, you must have the proper 
Administrative permissions. The staff screens allow you to search for staff at your agency, 
see all their contact information and, with the proper permissions, edit their preferences and 
permissions. 

The most common tasks include: 

 Changing Your Preferences 

 Changing Your Password 

 Adding a New Staff Person 

The staff screens include: 

 Staff Search 

 Staff Search Result 

 Staff Detail 

 Staff Edit 

 Staff Permissions 

 Editing Permissions 

 

3.1 Working with Staff in ARIES 

When entering new staff information, try to be as complete as possible, which will help 

others to search the staff records more accurately. Avoid using nicknames and initials for 
first names. 

The most common tasks include: 

 Changing Your Preferences 

 Changing Your Password 

 Adding a New Staff Person 

 

3.1.1 Changing Your Preferences 

All of the personal information for your account is held in your preferences and can always 
be edited by you. Follow the steps in this Help topic to edit your preferences. To change 
your password, refer to Changing Your Password. 

If you need to change your permissions for additional user capabilities in ARIES, please 
contact an ARIES administrator or ARIES support provider. 
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1. From the ARIES menu bar at the top of the ARIES screen, choose Find > Staff to get 
to the Staff Search screen. 

2. Enter your first and last name in the corresponding text fields. 

3. Click the Search button, which will take you either to your Staff Detail screen or the 
Staff Search Result screen. If you are taken to the Staff Search Result screen, click 
your name to get to your Staff Detail screen. 

4. From the Staff Detail page, click the Edit button. 

 

5. In the Staff Edit screen, enter any new information. For a detailed description of the 
fields please see Staff Edit help. 

6. Click the Save button to keep your changes. To discard your entries, click the 
Cancel button, which will take you back to the Staff Detail screen. 

If you need to change your permissions to access more capabilities in ARIES, please contact 
an ARIES administrator or ARIES support provider. 

  

3.1.2 Changing Passwords 

View Changing your own password 

View Changing another user's password 

Notes 

 Password for Those Leaving an Agency: The Admin should immediately change the 
ARIES password of any staff person leaving the agency. Then technical leads should 
contact their Admins to have the user's digital certificates revoked. 

 Do not delete staff out of ARIES when staff leave an agency. Username is attached 
to client records in ARIES and other users need to be able to access/edit past users' 
records. 

 If you have forgotten your own password, please contact an ARIES administrator to 
reset it. 

 To edit the password of a staff person other than yourself, you must have the proper 
Administrator permissions. 

 To edit staff persons from another agency, you must administer that agency and 
have the proper Administrator permissions. 

Changing your own password 

From the ARIES menu bar at the top of the ARIES screen, choose Find > Staff to access 
the Staff Search screen. 
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 Enter your last name and first name in the corresponding text fields. 

 Click Search. 

 Either your Staff Detail screen or the Staff Search Result screen will display. If you 
are taken to the Staff Search Result screen, click on your name to display your Staff 
Detail screen. 

 From the Staff Detail page, click Change Password. The Staff Change Password 
screen displays. 

 

Complete the fields as follows: 

Old Password Enter your current password. 

Note: If you have forgotten your password, contact an ARIES 
administrator to reset it. 

New Password Enter your new password. 

Note: Your new password is case-sensitive and must be 6-32 
characters long. It must include: 

 At least one upper case character 

 At least one lower case character 

 At least one number 

 At least one special character (except for the $, %, ^, and 
*) 

 Special characters including . , - ' & ! @ # ( ) / :. are 
accepted. 

Example: "Rover7" is not an acceptable password, but "Rover7@" 
or "#2roVer9" is. 

Confirm 
Password 

Re-enter your new password exactly as you entered it above. 

Challenge 
Question 

Use the dropdown to select a question you can remember the 
answer to in case you forget your password. 

Challenge 
Answer 

Enter the answer to your challenge question. 
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Click Save to save your changes and return to the Staff Detail 
screen. 

 

Click Cancel to return to the Staff Detail screen without saving 
your changes. 

  

Changing another user's password 

Note: This procedure is available only to users with Admin permissions. 

Reminder: Immediately change the password of any staff person leaving the agency. Do 
not delete the staff person from the ARIES database. 

From the ARIES menu bar at the top of the ARIES screen, choose Find > Staff to access 
the Staff Search screen. 

 Enter the user's last name and first name in the corresponding text fields. 

 Click Search. 

 Either the user's Staff Detail screen or the Staff Search Result screen will display. 
The Staff Search Result screen indicates that there is more than one user with the 
same name. If you are taken to the Staff Search Result screen, click on the 

appropriate name to display the user's Staff Detail screen. 

 From the Staff Detail page, click Change Password. The Staff Change Password 
screen displays. Note that it displays less detail than the screen for changing your 
own password. 

 

New Password Enter a new password for the user. 

Note: Passwords are case-sensitive and must be 6-32 characters 
long. It must include: 

 At least one upper case character 

 At least one lower case character 

 At least one number 

 At least one special character (except for the $, %, ^, and 
*) 

 Special characters including . , - ' & ! @ # ( ) / :. are 
accepted. 

Example: "Rover7" is not an acceptable password, but "Rover7@" 
or "#2roVer9" is. 
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Confirm 
Password 

Re-enter the new password exactly as you entered it above. 

Force New 
Password on 
Next Login 

Checking this box forces the user to change his/her password on 
next login. 

 

Click Save to save your changes and return to the Staff Detail 
screen. 

 

Click Cancel to return to the Staff Detail screen without saving 
your changes. 

  

3.1.3 Adding a New Staff Person 

Notes: 

 To add a new staff person, you must have the proper Administrator permissions. 

 The following rule applies to assignment of a new staff member to a User Group: 
"Administrative Agency ARIES Administrator" cannot be assigned to a user unless 

their agency's Agency Type is "Administrative Agency" or "Super AA." 

 Reminder: Security logic prevents user from granting rights that they themselves 
do not have. For example, if you have no permission to access the ReportExport 
application, you cannot grant that permission to someone else. 

From the ARIES menu bar at the top of the ARIES screen, select New > Staff to display the 
Staff Search screen. 

 

Before adding a new staff person, search for their name in ARIES to avoid duplicate entries. 

You may search for any staff person at your agency. 

Complete the fields as follows: 

Last Name Enter the last name of the staff person. 
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First Name Enter the first name of the staff person. Do not use initials, e.g., 
"Mary J." 

Primary Role Use the dropdown to select the primary role of the staff person. 

To narrow your search in a large agency, select the staff person's 
primary role from the dropdown list. You can also use the primary 
role dropdown list without entering any first or last name criteria 
to find all the staff persons who perform a particular function. 

Display This field refers to the number of records to be displayed. No entry 
is needed if you are creating a new staff person. 

 

Click the Search button after making all necessary entries. 

  

 Click the Search button.  If more than one result is found, the results appear in the 
Staff Search Result screen. For details, refer to the "Client Search Result" section. 

 If an exact match is found, that person's Staff Detail screen will display. 

 If no records are found, the Staff Search screen displays again with the message "No 

records found. Try broadening your search."  A New Staff button also appears. 

 

If the name you are searching for does not appear in the Staff Search Result screen, click 

the New Staff button to display the Staff Edit screen. 

Note: This button will only be visible if you have permission to create a new staff person. 
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Complete the fields as follows. 

Agency Use the dropdown to select the staff person's agency. 

Last Name Enter the last name of the staff person. 

First Name Enter the first name of the staff person. Do not use initials, e.g., 

"Mary J." 

Title Enter the title of the staff person, if appropriate. 

Employment Use the dropdown to select whether the staff is Full Time, Part 
Time or Volunteer. 

FTE (Full Time 
Equivalency) field 

For full-time staff enter 1 as the Full Time Equivalency (FTE). 

For part-time and volunteer staff, enter the proportion of the FTE 
as a number between 0 and 1 in the text field. Example: If the 
staff person works half time, enter ".5" in the text field. 

Phone Enter the primary phone number of the staff person, including 
area code. Use the format 123-456-7890. 

After a phone number, you may enter an optional extension of 
up to 5 digits. Do not type "extension" or "ext." before the 
extension number. Example: 925-555-1212 12345 

Fax Enter the fax number of the staff person, including area code. 
Use the format 123-456-7890. 

Email Enter the email address of the staff person. 

Primary Site If your agency has more than one site, use the dropdown list to 

select which location will be the staff person's primary work site. 

Initials/Short 
name 

Enter an abbreviated version of the staff person's name. 
Example: For Mary Jones, you might use "MJ." This short name 
will be used in screens where the full name might not fit 
correctly. 
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Home Page Use the dropdown to select the screen that will appear when the 
staff person logs in. The default screen is the ARIES welcome 
screen. 

Select the home page that the staff person will visit most 
frequently. Example: If the staff person primarily enters new 
service data, then set the home page to the New Service screen. 
  

  

If you are adding a Non-User staff person, select "Non-User" 
from the dropdown. 

Important Note: Once you select Non-User, the ARIES Login, 
Password, Confirm Password, and User Group fields are removed 
from the screen as these fields are not required. 

ARIES Login Enter the staff person's login ID. 

Note: The login ID must be from 8-32 characters in length and 

must use only letters and numbers. Example: "maryj" is not an 
acceptable login, but "maryjones" or "maryj222" is. The login ID 
is not case sensitive. 

Password Enter the staff person's new password. 

Note: The new password is case-sensitive and must be 6-32 

characters long. It must include: 

 At least one upper case character. 

 At least one lower case character. 

 At least one number. 

 At least one special character (except for the $, %, ^, 

and *). 

 Special characters including . , - ' & ! @ # ( ) / :. are 
accepted. 

Example: "Rover7" is not an acceptable password, but 
"Rover7@" or "#2roVer9" is. 

Confirm Password Re-enter the new password exactly as you entered it above. 

User Group Use the dropdown to select the appropriate user group for the 
staff person (e.g., Data Entry, Medical, Volunteer). 
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Challenge 
Question 

This field is not activated except for users updating their own 
preferences. 

Challenge Answer This field is not activated except for users updating their own 
preferences. 

Notes (text box) Enter any relevant notes. 

Force New 

Password on Login 
(checkbox) 

Check this box if you want ARIES to force selection of a new 

password on the user's next login. The user will then be 
prompted to create and confirm a new password before entering 
the system. 

 

Click the Save + Next button to the Staff Permissions screen, 
where you may customize permissions. 

 

Click Save + Done to complete adding this staff person and go 
to the Staff Detail screen, which will display your new entries in 
read-only mode. 

 

Click Cancel to discard all entries and return to the Staff Search 
screen. 

Note: You are not prompted to confirm a cancellation. 

  

Staff Persons Entered at Another Agency 

 If a staff person is already entered at another agency, you must enter a new record 

for them at your agency. 

Staff Persons Reassigned or Working at Two Different Agencies 

 If a staff person is reassigned or is working at two different agencies, they must 
have a separate record at each agency. 

  

3.2 Staff Screens 

To access the staff screens, start by accessing the Staff Search screen. From the ARIES 
menu bar, select Find - Staff. From there, you can access the screens that allow you to 
search for staff at your agency, see all their contact information, and edit their preferences 

and permissions. 

The staff screens include the following. Click on a link for details. 

 Staff Search  

 Staff Search Result  

 Staff Detail  

 Staff Edit  

 Staff Permissions  

 Editing Permissions 
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3.2.1 Staff Search 

From the ARIES menu bar at the top of the ARIES screen, select Find > Staff to reach the 

Staff Search screen. Note that this search screen is also displayed as the first step in 
creating a new staff person. 

 

  

Most ARIES search screens present you with several filter options. For example, in a staff 
search, your filters include first and last names and primary role. Keep in mind that the 
more filters you add, the narrower your search results. Conversely, if you leave all filter 
fields empty, ARIES will return all records that pertain to the search. 

Before entering a new staff person, search for their name in ARIES to avoid duplicate 
entries. You may search for any staff person at your agency. 

Complete the fields as follows: 

Last Name Enter the last name of the staff person. 

First Name Enter the first name of the staff person. Do not use initials, i.e., 
"Mary J." 

Primary Role Use the dropdown to select the primary role of the staff person. 

To narrow your search in a large agency, select the staff person's 
primary role from the dropdown list. You can also use the primary 
role dropdown list without entering any first or last name criteria to 
find all the staff persons who perform a particular function. 

  

 Click the Search button.  If more than one result is found, the results appear in the 
Client Search Results screen.  For details, refer to the Staff Search Result section. 

 If an exact match is found, that person's Staff Detail screen will display. 

 If no records are found, the Staff Search screen displays again with the message "No 
records found.  Try broadening your search." 
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 If you are unsure about the spelling of a name, you can try using the wildcard "*" 
(asterisk). Example: If you enter "Mac*" in the last name field, the search will return 
all last names and all "Also Known As" names that begin with "Mac." 

 If you are having trouble finding a staff person, try reducing or changing your search 
criteria. The quickest way to get results is to type the first few letters of the staff 

person's last name followed by "*" and selecting from the resulting matches. Many 
people use nicknames as first names, so searches using first names are not as 
reliable. 

To Specify the Number of Results 

You can specify the number of results to return on your search; the more results you ask 
for, the longer the search takes. The default is set at 20, which will typically fill the results 
screen. 

 To increase or decrease the number of results displayed in the search screen, place 
your cursor in the Display field and type a number. 

To Search Other Agencies 

If you are at an administrative agency, you may search for clients at all the agencies you 
administer. 

  

3.2.2 Staff Search Result 

When you click the Search button on the Staff Search screen, ARIES looks up all the staff 

persons who match all your criteria and then displays them on the Staff Search Result 
screen. If there is only a single result for your search, you are taken to the Staff Detail 
screen. 
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 The search results are listed in alphabetical order by staff name. Also listed are the 
name of the staff person's agency, the staff person's title, phone and email. 

 Click on a name to display that individual's Staff Detail screen. 

 Click on an agency to display the Agency Info screen. 

 Click an email address to open a new email addressed to the staff person in your 
computer's default email program. 

 To change the number of items displayed, enter a new number in the Display field. 
Click Display to refresh your screen with the new number of results to be displayed. 

 If none of the results match the staff person you are searching for, do a new search 
by clicking the New Search button and entering different criteria. 

 If you are sure that the staff person is not enrolled at your agency, you can create a 
new staff person if you have the proper Administrative permissions.  Click the New 

Staff button, which takes you to the Staff Edit screen. See Adding a New Staff 
Person for details. 

  

3.2.3 Staff Detail 

From the Staff Search Result screen, click on a name to get to the Staff Detail screen, which 
contains a staff person's personal information (agency, primary site, address, phone 
number and email address). 

 

 Click the agency link to display the Agency Info screen. 

 Click the email address to open a new email message addressed to the staff person 
in your computer's default email program. 

Note: You always have permission to change your own preferences. To edit staff persons 
other than yourself, you must have the proper Administrator permissions. To edit staff 
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persons from another agency, you must administer that agency and have the proper 
Administrator permissions. 

If you do not see the Edit or the Edit Permissions button then you do not have the 

necessary permissions to make changes. 

 Edit - Click the Edit button to display the Staff Edit screen. 

 Edit Permissions - Click the Edit Permissions button to display the Staff 
Permissions screen. 

 Change Password - Click the Change Password button to display the Staff 
Change Password screen. 

  

3.2.4 Staff Edit 

Editing Your Personal Preferences 

To locate your personal preferences, from the ARIES menu bar at the top of the ARIES 
screen, choose Find > Staff to access the Staff Search screen. 

 Enter your last name and first name in the corresponding text fields. 

 Click Search. 

 Either your Staff Detail screen or the Staff Search Result screen will display. If you 

are taken to the Staff Search Result screen, click on your name to display your Staff 
Detail screen. 

 

 From the Staff Detail page, click Edit. 

 Your Staff Edit page displays. 
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To enter new information or change your preferences, complete the fields as follows. 

First Name Enter your first name of the staff person. Do not use initials, e.g., 
"Rhetta A." 

Last Name Enter your last name. 

Title Enter your title if appropriate, e.g., Coordinator. 

Employment Use the dropdown to select your type of employment, e.g., Full 
Time, Part Time or Volunteer. 

FTE 

(full-time 
equivalent) box 

For full-time staff, enter 1 as the FTE. 

For part-time and volunteer staff, enter the proportion of the FTE 
as a number between 0 and 1 in the accompanying text field. 
Example: If the staff person works half time, enter ".5" in the text 
field. 

Phone Enter your primary phone number, including area code. Use the 
format 123-456-7890. 

After a phone number, you may enter an optional extension of up 
to 5 digits. Do not type "extension" or "ext." before the extension 
number. Example: 925-555-1212 12345 

Fax Enter your fax number, including area code. Use the format 123-
456-7890. 

Email Enter your email address. 

Primary Site If your agency has more than one site, use the dropdown to select 
which location is your primary work site. 

Challenge 
Question 

Use the dropdown to select a challenge question for use in case 
you need to confirm your identity with an administrator, for 
example if you forget your ARIES password. 

Challenge 
Answer 

Type your answer to the challenge question. 
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Initial/Short 
name 

Enter an abbreviated version of your name. Example: For Mary 
Jones, you might use, "MJ." This short name will be used in 
screens where your full name might not fit correctly. 

Home Page Use the dropdown to select the screen that will appear when you 
log in. The default screen is the ARIES welcome screen. 

  

Select the home page that you will visit most frequently. Example: 
If you primarily enters new service data, then set the home page 
to the New Service screen. 

ARIES Login Enter your login ID. 

The login ID is not case-sensitive. 

Notes textbox Enter any relevant notes. 

Force New 

Password on 
Next Login 

Check this box if you want ARIES to force selection of a new 

password on the user's next login. The user will then be prompted 
to create and confirm a new password before entering the system. 

  

When you have completed your entries: 

 

Click Save to save your entries and return to the Staff Detail screen. 

 

Click Cancel to discard all entries and return to the Staff Detail screen. 

  

Editing the Preferences of a Staff Person Other Than Yourself 

 To edit staff persons other than yourself, you must have the proper Administrator 
permissions. 

 To edit staff persons from another agency, you must administer that agency and 
have the proper Administrator permissions. 

 A user cannot be assigned to the "Administrative Agency ARIES Administrator" user 
group unless their agency's Agency Type is "Administrative Agency" or "Super AA." 
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3.2.5 Staff Permissions 

Owing to the strictly confidential nature of its work and that of its member agencies, ARIES 

employs extensive security measures to protect client data. Accordingly, staff persons 
preserve client trust through their use of ARIES. 

A staff person newly entered into the ARIES system is assigned to an initial role or user 
group, which determines their default permissions. Permissions are rights to view, change, 
create or deactivate records as appropriate for the type of work a user performs in the 
system. The default permissions for the groups or roles are created by the ARIES 

Administrator. But in many cases, individuals may need more or fewer permissions than the 
default for their group. As appropriate for the staff people at your agency, an Admin can 
add to or remove from the default permissions with this screen. 

Staff members cannot edit their own permissions; those with the proper permissions control 
the details of a user's access to the system via updates on the Permissions screens in the 
Client application. 

Important Notes 

To Inactivate Staff: Dropdowns that display a list of Staff will display only active staff. 

 Do not use the Deactivate button to remove inactive staff from ARIES. Edit the 
permissions of inactive staff in ARIES by changing the user group role to "Inactive." 
This role has no checkmarks on the user permissions screen, and hence no access to 

ARIES. It is not necessary to change the ARIES password of any staff person leaving 
the agency.  

 Follow your agency's established procedures covering staff departures. 

Password for Those Leaving an Agency: 

 Do not deactivate staff in ARIES when staff leave an agency. Username is attached 

to client records in ARIES and other users need to be able to access/edit past users' 
records. 

Permission-Based Actions: Staff persons can view, change and create records in ARIES 
based on their own permissions. ARIES administrators can change these privileges on the 
Staff Permissions screen. As an Admin changing a staff person's permissions, be sure not to 

give the individual more permissions than needed for the job. 

Agency Emulation Mode: ARIES has an "Agency Emulation Mode" feature whereby 
Administrative Agencies (AA's) and Partners can login as themselves, but work interactively 
within the Client application as if they were logged in as a provider-agency user.  Therefore 
it is not necessary for AA's to have many different logins and certificates in order to review 
the data of the provider agencies they manage. The Agency Emulation functionality does 
not require additional user permissions. For access to this functionality, the user need only 
be a staff member of an administrative or partner agency. 

Permissions Hierarchy: There is a hierarchy within each row of permissions. Some examples 
are: 

 Granting Change permissions also implies granting View permissions (you cannot 
Change a record unless you can first View it), and when you place a checkmark in 

the Change box, ARIES will automatically place a checkmark in the View box (if not 
already checked). 

 Granting Create permissions implies View permissions, and granting Deactivate 
permissions implies View, Change and Create permissions. 
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 Revoking View permissions also revokes Change, Create, and Deactivate 
permissions. 

To access a staff person's permissions, start by performing a staff search. From the Staff 

Detail screen, click the Edit Permissions button. 

  

 

Clicking the Edit Permissions button takes you to the Staff Permission Edit screen. Click 
here for details on using that screen. 

Click here to view the help topic Special Notes on Selected Permissions. 

 

3.2.6 Editing Permissions 

Click to view the special section on Custom Data User Permissions. 

Click to view the help topic Special Notes on Selected Permissions. 

Note on Inactive Staff (Removed from Dropdowns): Most dropdowns that display a list of 

Staff will display only active staff. 

 Managers or technical leads should not use the Deactivate button to remove inactive 
staff from ARIES. Rather, they should immediately edit the permissions of inactive 
staff in ARIES by changing the user group role to "Inactive." This role has no 
checkmarks on the user permissions screen, and hence no access to ARIES. 

 Contact your ARIES support provider to complete the Inactivation process and 
ensure the inactive user's access is revoked. 

Permission-Based Actions: Staff persons can view, change and create records in ARIES 
based on their own permissions. In addition, ARIES administrators can also deactivate 
records in ARIES. ARIES administrators can change these permissions on the Staff 
Permissions screen. As an Admin changing a staff person's permissions, be sure not to give 
the individual more permissions than needed for the job. 

Agency Emulation Mode: ARIES has an "Agency Emulation Mode" feature whereby 
Administrative Agencies (AA's) and Partners can login as themselves, but work interactively 
within the Client application as if they were logged in as a provider-agency user. Therefore 
it is not necessary for AA's to have many different logins and certificates in order to review 
the data of the provider agencies they manage. The Agency Emulation functionality does 
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not require additional user permissions. For access to this functionality, the user need only 
be a staff member of an administrative or partner agency. 

Case Notes Permissions: The staff permissions screen displays several lines of permissions 

for Case Notes. These determine whether users can view, change or create various types of 
notes (legal, mental health, etc.). The last line under Case Notes is Sign and Seal, which 
has only two active checkboxes: View and Change. The View permission determines 
whether the user can Sign and Seal a note. Essentially, View determines whether the user 
can view the box (that is, enter a password in the password field) and button for Sign and 
Seal. The Change permission determines whether the user can edit a note even AFTER it 

has been Signed and Sealed. 

Note: Permissions to view or change Signed and Sealed case notes can be enabled or 
disabled for a given ARIES installation. 

Special Notes on Agency Specifics Permissions 

 For ARIES users with Agency Specifics Change permission, the Edit button is displayed on the 
Agency Specifics screen for any client. 

 For users with Agency Specifics Create permission, the Edit button is not displayed if any of the 
following fields has been completed and saved: 

o Referral Date 

o Referral Source 

o Agency Client ID 1 

o Agency Client ID 2 

o Alert.  

 If these fields have not been completed and saved, then the Edit button is visible to 
users with Agency Specifics Create permission. For these users, the remaining fields 
on Agency Specifics Edit are grayed out. 

Navigation to the Staff Permission Edit screen: 

 Perform an agency search to find the agency in which the user is working. 

 On the Agency Info screen for this agency, click the Find > Staff link. This takes 
you to the Staff Search Result screen. 

 

 On the Staff Search Result screen, locate the user's name and click the link for that 
name. This takes you to the Staff Detail screen for the user. 
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 On the Staff Detail screen for the user, click the Edit Permissions button. This 
takes you to the Staff Permission Edit screen, which displays all of the ARIES 
permissions categories with checkboxes selected to represent this user's current 
permissions, organized by screen or user function. 
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For a given user group, such as Case Managers, certain checkboxes are automatically 
selected according to a predefined set of permissions. An Admin could grant additional 
permissions, e.g., for the Finance and Management reports, but if the job does not typically 
involve these reports, that permission is omitted. 

Some checkboxes are grayed out, generally because you cannot grant a staff person more 
permission than you have yourself; therefore, the permission check boxes that are disabled 
for you are also disabled for all the staff people you administer. Boxes that are grayed out 

may not be checked as part of a permissions adjustment. When you hover your mouse over 
a grayed-out checkbox, it displays a red border. 

Scope of Admins' Update Capabilities 

If you have been granted the right to edit staff permissions, you may only edit permissions 
for staff within your agency scope. 

 Agency Admins can only edit staff within their agency. 

 Administrative Agency Admins can only edit staff within the agencies that they 
manage. 

 System Admins can edit all staff regardless of agency. 



Section 3 

327 

 Note on User Group Assignment: The following rule applies to assignment of a new 
staff member to a User Group: "Administrative Agency ARIES Administrator" cannot 
be assigned to a user unless their agency's Agency Type is "Administrative Agency" 

or "Super AA." 

Permissions and Their Meanings 

Generally, a staff person can be granted permission to view, change, create, and deactivate 
records for major ARIES functions by selecting the corresponding checkbox. Those with 
proper permissions can also deactivate records. 

The table below outlines these types of user permissions in ARIES and their meanings. For 
special notes on selected permissions - those that require additional, related permissions for 
proper use - see the Help section "Special Notes on Selected Permissions." 

Permission Type Meaning 

View Allows user to view details of a record. For example, a staff person 
scheduling appointments can search and view details of a client's 
services, but may not to edit these service records. 

Change Allows user to edit existing records. For example, a case worker 
entering data for a client should be able to update these records. 

Create Allows user to add new records. For example, an agency manager 
should have permission to enter records for new staff persons in 
ARIES. 

Deactivate Allows Admins to hide a record, that is, make it no longer visible to 
the end user. The data will not be deleted, but it will not be 

accessible for reporting. The data will persist in the database. Only 
ARIES administrators can reactivate records. 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
care should be taken n granting this permission. 

  

As discussed, the user's default permissions align with their typical job duties, but a user 
with sufficient permissions can modify these permissions as appropriate for special needs. 

The permissions table drills down to specifics as needed for a particular function. The 
Medical History tab provides an example. On that tab there is a separate permission for 

STI/Hepatitis records, but the CD4 and Viral Load functions use the Medical History 
permission instead of a separate subclass of permissions. 

A staff person newly entered into the ARIES system is assigned to an initial role or user 
group, which determines their default permissions. The default permissions for the groups 
or roles are created by the ARIES Administrator. But in many cases, individuals may need 
more or fewer permissions than the default for their group. As appropriate for the staff 

people at your agency, you can add to or remove from the default permissions on the Staff 
Permission Edit screen. 

Below are examples of updates you can make to a user's ARIES permissions to fit specific 
working assignments. These are typical examples but are not intended to exhaust the 
possibilities of permissions edits. 
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Example 1: The user is assigned as a case manager with no job duties that are greater or 
lesser than those under the role. On the Staff Permission Edit screen, make sure the 
General group or role dropdown displays "Case Manager" for this user. No further action is 

required. 

 

Example 2: The user is assigned a task beyond the scope of system permissions for his/her 

user group. For instance, volunteers typically do not create or edit case notes for a client. 
However, if your agency has a volunteer who is allowed to work with case notes, then you 
can check the checkboxes for the corresponding permissions. 

 

 Conversely, if a user belongs to a group with default permissions to manage case 

notes, but this user is not assigned to do so, you may deselect the checkboxes in the 
Case Notes Tab rows. 

Example 3: A staff person is assigned to a new set of responsibilities requiring different 
user permissions. For instance, a volunteer is promoted to do case management work at 
your agency, but was initially entered into ARIES with only volunteer permissions. On the 
Staff Permission Edit screen, you can grant the broader permissions of a case manager by 

assigning the user to the "Case Manager" role. 
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In the "General group or role" dropdown list at the top of Staff Permission Edit, select a 
different user group for the staff person. 

ARIES prompts you for confirmation of the change with the following message: "Are you 
sure? All custom permissions will be replaced if you click Yes." 

 Click Yes if you wish to confirm the change. All the permissions are then changed to 
the default values for the new group. 

OR 

 Click Cancel if you wish to discard any updates and restore the user's existing 
permissions. 

When you have finished customizing the staff person's permissions, click one of the 
following buttons at the bottom of the screen: 

 

Click this button to save all updates to the user's permissions and 
return to Staff Detail screen for the individual user. 

 

Click this button to discard any updates to the user's permissions 
and return to Staff Detail screen for the individual user. 

  

Example 4: A staff person's permissions are revoked or the staff person leaves the agency. 
Managers or technical leads should not use the Deactivate button to remove inactive staff 

from ARIES. Rather, they should immediately edit the permissions of inactive staff in ARIES 
by changing the user group role to "Inactive." This role has no checkmarks on the user 
permissions screen, and hence no access to ARIES. The agency's normal support source 
should then be contacted to complete the Inactivation process and revoke the inactive 
user's digital certificates. 

Example 5: A staff person is added in error. If you add a new staff person in error, contact 

your System Administrator. 

  

For details on the consequences of assigning certain permissions, see the section titled 
Special Notes on Selected Permissions. 
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Custom Data User Permissions 

Different permission levels apply to those who set up Custom Data screens and those who 
enter client information on those screens. Exact permissions are granted on a per-

installation basis -- contact your ARIES support provider for details. 

Admin users in Admin Agencies and Partner Admins: 

Generally, to edit user permissions, in the Custom Data Setup row, the View, Change, 
Create and Activate boxes should be checked to allow the user to set up Custom Data. 

Separate permissions are required to set up Custom Data Links (hyperlinks). In the Custom 
Data Links Append Client Identifiers row, the Change box should be checked to allow the 
user to set up Custom Data Links. 

 

  

End users entering client information: 

In the Custom Data Entry row, the View, Change, Create and Activate boxes should be 
checked if the user should have access to viewing, editing and entering Custom Data. Note 
that these permissions apply to ALL Custom Data - you cannot restrict a user's access to 
specific Custom Data Groups. 
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3.2.7 Special Notes on Selected Permissions 

Certain user permissions require related permissions to enable the user's access to a given 

function. The table below lists those related permissions and generally described the results 
of assigning permissions to a user. 

Permission Row Action Related Permissions 

Client Search/ Social 

Security Number 
View 

To enable search for clients by Social Security 
Number, user must also have Client Search View 
permission. 

Client Search/ Affected 
Client 

View 
To search Related/Affected Clients, user must 
also have Client Search View permission. 

New Client/Urn 
Elements 

Create 
To enroll new clients, user must also have Client 
Search permissions (enrolling a new client 
always starts with the Search screen). 

Demographics tab View 
Demographics read-only permission includes 
Contact Info, Demographic Detail, Living 
Situation, and Agency Specifics. 

Demographics tab Change 
Demographics access and edit permission 
includes Contact Info, Demographic Detail, 
Living Situation, and Agency Specifics. 

Demographics tab Create 

Demographics Create permissions includes 

ability to add data for new clients in Contact 
Info, Demographic Detail, Living Situation, and 
Agency Specifics. 

Demographics tab/ 
Contact Info/ Contact 
by mail, phone, 

confidential 

Change 
To edit contact preferences on the Contact Info 
screen, user must also have Demographics Tab 
Change permission. 

Demographics tab/ 
Client Identifiers 

Change 
To edit Client Identifiers, user must also have 
Demographics Tab View permission. 

Demographics tab/ 
Sexual Orientation 

View 

To view Sexual Orientation on the Demographic 

Detail screen, user must also have 
Demographics Tab View permission. 

Demographics tab/ 
Sexual Orientation 

Change 
To edit Sexual Orientation on the Demographic 
Detail screen, user must also have 
Demographics Tab Change permission. 

Demographics tab/ 
Related or Affected 
Individuals 

View 
To view a client's linked Related/affected clients 
on the Living Situation screen, user must also 
have Demographics Tab View permission. 

Demographics tab/ Change To edit the relationship of Related/Affected 
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Permission Row Action Related Permissions 

Related or Affected 

Individuals 

clients on the Living Situation screen, user must 

also have Demographics Tab View permission. 

Demographics tab/ 
Related or Affected 
Individuals 

Create 
To add new linked Related/Affected clients on 
the Living Situation screen, user must also have 
Demographics Tab View permission. 

Agency Specifics/ 
Share Status 

Change 
To edit a client's Share status, user must also 
have Agency Specifics Change permission. 

Eligibility tab/ Financial All 

To view, change, create or deactivate client 
records in the Eligibility/Financial subtab, user 
must also have corresponding Eligibility Tab 
permissions. 

Programs tab All 

Basic permissions for all subtabs under the 
Programs tab: Users must have these 
permissions first, PLUS specific permissions 
below for special tasks/tabs 

Programs tab/ 
Program Enrollment 

All 

Basic Programs tab permissions required. 
Applies to the longitudinal program enrollment 
records for ALL programs. A user cannot be 
restricted to enrollment for specific programs; 
the permission applies to all programs. 

Programs tab/Staff 
Assignment 

View, 
Change 

Basic Programs tab permissions required. 
Applies to Staff Assignment at the bottom of the 
Program Summary subtab. 

Programs tab/MCWP All 
Basic Programs tab permissions required. 
Applies to the NON-enrollment data on the 
MCWP subtab (Services). 

Programs 
tab/CARE/HIPP 

View, 
Change 

Basic Programs tab permissions required. 
Applies to the NON-enrollment data on the 
CARE/HIPP subtab. 

Programs tab/HOPWA All 

Basic Programs tab permissions required. 
Applies to the NON-enrollment data on the 
HOPWA subtab (Assessment, Status). 

Medical tab All 
Applies to Basic Medical, Medical History, and 
OB/GYN subtabs (special permissions for Basic 
Medical and Medical History below). 

Medical tab/Basic 
Medical 

All 
Applies to Basic Medical subtab: also requires 
Medical Tab permissions). 

Medical tab/Medical 
History 

All 
Applies to Medical History subtab: also requires 
Medical Tab permissions. 
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Permission Row Action Related Permissions 

Medical 
tab/STI/Hepatitis 

All 
Applies to STI/Hepatitis table on Medical History 
screen: also requires Medical Tab permissions 
and Medical History subtab permissions. 

Medications tab All 
Applies to ART Medications and Other 
Medications subtabs. 

Risk Factors tab All 

Applies to Risk Factors, Substance Abuse, Mental 
Health, and Assessments subtabs (special 
permissions for Substance Abuse and Mental 
Health below). 

Risk Factors tab/ 

Substance Abuse 
History 

All 
Applies to Substance Abuse subtab (also 
requires Risk Factors Tab permissions). 

Risk Factors 
tab/Mental Health 
History 

All 
Applies to Mental Health subtab (also requires 
Risk Factors Tab permissions). 

Care Plan tab None 
Note: NO permissions are granted on the Care 
Plan tab level. All access is controlled by the 
specific permission rows identified below. 

Care Plan tab/Needs 
Assessment 

View, 
Create 

Applies to Needs Assessment subtab. 

Care Plan tab/Care 
Plan 

All Applies to Care Plan subtab. 

Care Plan tab/ 
Interventions 

All 
Applies to Interventions on the Care Plan subtab 
(also requires Care Plan permissions). 

Care Plan tab/Referrals All Applies to the Referrals subtab. 

Care Plan tab/Referral 
Outcome 

Change 
Applies to the Outcome field for Referrals (also 
requires Referrals Change permission). 

Care Plan tab/ Referral 
Target and Follow-up 
Dates, Reason 

Change 
Applies to the Target Date, Follow-Up Date, and 
Reason fields for Referrals (also requires 
Referrals Change permission). 

Case Notes tab Deactivate 
To deactivate case notes, user must also have 
Change permission for the note to be 
deactivated. 

Case Notes tab/Legal 
Notes 

View, 
Change, 
Create 

Applies to Legal Notes. 

Case Notes tab/Mental View, Applies to Mental Health Notes. 
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Permission Row Action Related Permissions 

Health Notes Change, 
Create 

Case Notes 
tab/Substance Abuse 
Notes 

View, 
Change, 
Create 

Applies to Substance Abuse Notes. 

Case Notes tab/ 
Incident Report Notes 

View, 
Change, 
Create 

Applies to Incident Report Notes. 

Case Notes tab/ 

all other notes 

View, 
Change, 
Create 

Applies to all other notes (except those 
specifically identified above). 

Case Notes tab/Sign & 
Seal 

View 

Permission to view the Sign & Seal fields: 
Determines whether a user can Sign & Seal a 
note. Requires Create and/or Change permission 
for the note to be signed & sealed. 

Note: Permissions to view or change Signed and 
Sealed case notes can be enabled or disabled for 
a given ARIES installation. 

Case Notes tab/Sign & 
Seal 

Change 

Permission to edit the Sign & Seal fields: 
Determines whether a user can remove the Sign 
& Seal, making the note editable again. Requires 

Change permission for the note to be signed & 
sealed. 

A password is required to sign and seal a case 
note. Only agency administrators, AA 
Administrators and Partner Administrators are 
granted permission to change Signed and Sealed 
case notes. 

Services All Applies to Service Line Items. 

Services/Service 
Finalize Checkbox 

View, 
Change 

View: User can see and check the box but 
cannot uncheck it. 

View and Change: User can view, check and 
uncheck the box. 

The box is not visible to those with neither View 
nor Change permission. 

Agency All Applies to Agency tab and all subtabs. 

Agency/Funding 
Sources and Contracts 

All 
Applies to Funding Sources and Contracts subtab 
(also requires Agency permissions). 

Agency/Services All Applies to Services Provided subtab (also 
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Permission Row Action Related Permissions 

Provided requires Agency permissions). 

Agency/RSR/RDR View 

Applies to the RSR/RDR subtab: Controls 
whether the user can run the RSR, RDR or CADR 
for the agency. Also requires Agency View 
permission. 

Agency/Lab Batch 
Data Entry 

View 
If enabled, makes the Lab Batch Data Entry link 
visible on the Agency Utilities subtab. Also 
requires Agency View permission. 

Agency/Duplicate 
Merge 

View 
If enabled, makes the Duplicate Merge link 
visible on the Agency Utilities subtab. Also 
requires Agency View permission. 

Agency/Service 
Allocation by Contract 

View 
If enabled, allows Admin user to perform all 
tasks related to Service Allocation by Contract 
function. 

Agency/Contract 

Allocation and YTD 
Expenditures Reports 

All 

If enabled, allows Admin user to perform all 

tasks related to Contract Allocation and YTD 
Expenditures Reports. 

Agency/Batch Printing 
of Contract Allocation 
and YTD Expenditures 

Reports 

View 
If enabled, allows view and Batch Printing of 
Contract Allocation and YTD Expenditures 
Reports. 

Agency/Summary 
Allocation and YTD 
Expenditures Report 

View 
If enabled, allows view and printing of Summary 
Allocation and YTD Expenditures Report. 

Agency/Subcontractor 
Data Sheet 

All 
If enabled, allows user to perform all tasks 
related to Agency/Subcontractor Data Sheet. 

Staff All Applies to the Staff Detail screen. 

Staff/Staff Permissions 
View, 
Change, 
Create 

Applies to the Staff Permissions screen. Also 
requires Staff View permission. 

Reports All 

Applies to all report screens accessible from the 
Report Menu (special permissions described for 
each screen below). 

The Create permission applies only to saving 
Crosstab Reports. 

The Deactivate permission applies only to 
Crosstab Reports or Ad Hoc Reports saved by 
the user. 
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Permission Row Action Related Permissions 

Reports/Client View 
Determines whether the user can access the 
Client Reports menu screen. 

Reports/Services View 
Determines whether the user can access the 
Services Reports menu screen. 

Reports/Finance View 
Determines whether the user can access the 

Finance Reports menu screen. 

Reports/Management View 
Determines whether the user can access the 
Management Reports menu screen. 

Reports/Crosstab 
Wizard 

View 
Determines whether the user can access the 
Crosstab Report screen. 

Reports/Compliance View 
Determines whether the user can access the 
Compliance Reports menu screen. 

Reports/Save Reports -- 
None of these permissions is active. Saving is 
controlled by the Reports Create permission. 

Access ARIES Client View 
Determines whether the user can log in to ARIES 
Client. A separate certificate is required. 

Access ARIES 
ReportExport 

View 
Determines whether the user can log in to ARIES 
ReportExport. A separate certificate is required. 

Access ARIES Import View 
Determines whether the user can log in to ARIES 
Import. A separate certificate is required. 

Access ARIES Admin View 
Determines whether the user can log in to ARIES 
Admin. A special certificate is required; 

accessible only by Partner-level staff. 

  

3.2.8 Agency Emulation Mode 

ARIES has an "Agency Emulation Mode" feature whereby Administrative Agencies (AA's) and 

Partners can login as themselves, but work interactively within the Client application as if 
they were logged in as a provider-agency user. Working in Agency Emulation Mode, an AA 
or Partner can add or edit client data. It is not necessary for AA's to have many different 
logins and certificates in order to review the data of the provider agencies they manage. 

The Agency Emulation functionality does not require additional user permissions. For access 
to this functionality, the user need only be a staff member of an administrative or Partner 

agency. 

Log on with your administrator ID password. On the main menu, click Shortcuts > Agency 
Emulation. The Agency Emulation screen appears. 
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Use the dropdown list to select the name of the agency you want to emulate. 

  

 

  

To save the emulation user profile, click Save. Or, click Cancel to return to the landing 
page without saving the profile. 

When you save the emulation profile, a banner appears at the top of your ARIES Client 
screens, indicating that emulation mode is on. 

 

You may terminate emulation mode either by selecting your own agency from the Agency 

Emulation screen or by logging off of ARIES Client. To run in emulation mode at your next 
login, you will need to repeat the procedures above. 
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Section 4 

4 Agencies 

Agencies are organizations that administer services. Agencies that manage other agencies 
are known as administrative agencies. Administrative agencies are allowed to report on 
their client and service data, as well as administer sub-agency information. Most agency 
information will be entered and maintained by administrative agencies or ARIES 
Administrators in conjunction with a representative of the agency. 

If your agency has permission to create new agencies, then you are automatically an 
administrative agency and you automatically administer every agency you create. An ARIES 
administrator can change or remove the agencies administered by using ARIES 
Administration application. 

With the proper permissions, you can perform a variety of actions on the Agency screens; 
these include searching for agencies, viewing agency addresses, managing agency contracts 

and producing RDR and RSR reports. A search for agencies by services provided can be 
helpful if you need to find referrals for services such as housing, food banks, or 
transportation. 

Attention to accuracy and completeness in entering or editing agency information helps 
facilitate budgeting and tracking. This also makes it easier for staff to enter services for 

your agency. 

The Agency screens include: 

 Agency Search 

 Agency Search Result 

 Agency Info 

 Funding & Contracts 

 Services Provided 

 RSR/RDR 

 Lab Batch Data Entry 

 Agency Utilities 

 Changing Agency Information 

 Agency Sites 

 Funding Sources 

 Contracts 

 Primary Services 

 Subservices 

  

4.1 Agency Search 

Use the Agency Search screen to find a specific agency by name. You can also use this 
screen to access agencies that provide specific services, which can be helpful in finding 
referrals. 

From the ARIES menu bar at the top of the ARIES screen, choose the Find > Agency menu 
item, which takes you to the Agency Search screen. 
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Most ARIES search screens present you with several filter options. For example, in an 
agency search, your filters include Agency and Services. Keep in mind that the more filters 
you add, the narrower your search results. Conversely, if you leave all filter fields empty, 
ARIES will return all records that pertain to the search. 

To Search for a Specific Agency 

 Enter the name of the agency you wish to find in the Agency text field. As a shortcut, 
you can enter the first few letters of the agency and use the "*" wildcard. Example: 
If you wanted to find the Ryan White Center, you would enter "ryan*." 

 Click Search. 

To Locate Agencies That Provide Specific Services 

 Use the Services dropdown list, which lists all available services, to select the service 
or class of services. Example: If you need to give an oral health care referral, choose 
the dental service you are searching from the dropdown list. ARIES will search for all 
agencies that provide this service. 

 Click Search. 

 This takes you to the Agency Search Result screen. 

Note: To narrow or increase the number of agencies listed in the Agency Search Results 
screen, place your cursor in the Display results field and type in a new number. The default 
is set at 20, which will approximately fill the Results screen. 

 

4.1.1 Agency Search Result 

When you click Search on the Agency Search screen, ARIES looks up all the agencies that 
match your criteria and then displays them on the Agency Search Result screen. 

If only one agency is found in your search, you will be taken directly to the Agency Info 

screen. 
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Agency search results are listed in a table, alphabetically by agency name. 

 Click an agency name to go to that agency's Agency Info screen. 

 Click an agency's Web site link to open a new browser window for that agency's Web 
site. 

Note: If you're having trouble finding the agency you're looking for, try a new search 
and double-check your spelling. The quickest way to get results is to type the first few 

letters of the agency name followed by "*" and then select from the resulting 
matches. 

 To narrow or increase the number of agencies listed on the Agency Search Results 
screen, place your cursor in the Display field and type in a new number. 

If you wish to create a new agency, click the New Agency button at the bottom of the 

screen, which takes you to the Agency Search screen. 

Note: This option is only available to users with the appropriate permission level. 

 

4.2 Agency Info 

The Agency Info screen displays the following tabs at the top of the window: Agency Info, 
Funding & Contracts, Services Provided, RSR/RDR, Lab Batch Data Entry and Agency 
Utilities. These tabs provide information about an agency, including contact and site 
information, funding sources, services provided, and an RSR/RDR Wizard. 

Use these tabs to toggle between the screens. 



ARIES R18 Client Help Manual 

342 

 

 Click the Contact Email link to open a new email message addressed to the contact 
person. 

 Click the Find Staff link to go to a Staff Search Result screen that contains all the 
staff persons employed by that agency. 

 Click the Edit button to go to the Agency Edit screen. 

Note: This option is only available to users with the appropriate permission level. 

 

4.3 Funding & Contracts 

The Funding & Contracts tab displays an agency's contracts and its funding sources. The 
table columns include the contract name, the source of the funding, the contract number, 
the start and end date of the contract and the amount of funding. 

 

To Display a Funding Source 

 Click the Edit button to go to the Funding Sources Edit screen. 
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4.4 Services Provided 

The Services Provided tab displays all the services provided by an agency. The services are 

broken down by service, unit, default quantity, default price, Unit of Service (UOS) goal, 
Unduplicated Client (UDC) goal, budget, and any notes. 

 

To Display Services Provided under a Specific Contract 

From the Contract dropdown, select one of the contracts displayed. 

 Click Search to display services for that contract. 

OR 

 Click Edit to go the Agency Subservices Edit screen to display the subservices for 
that service. 

 

4.5 RSR/RDR Wizard 

The RSR/RDR tab displays links to three reports. 

 

Ryan White HIV/AIDS Services (RSR) Export 

 Clicking on this link exports the Ryan White HIV/AIDS services to an XML file (for 
2009 and later). 
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The RDR is a reporting requirement for most recipients of funding from the Ryan 
White program beginning in 2009. 

Ryan White HIV/AIDS Program Annual Data (RDR) Report 

 Clicking on this link displays the HRSA RDR report (for 2007 and later). 

If you received any Ryan White funding at any time during the calendar year, you are 
required to submit an RDR. 

CARE Act Data Report 

 Clicking on this link displays the HRSA CADR report (for 2006 and earlier). 

All CARE Act funded grantees are required to complete the CARE Act Data Report 
(CADR) to collect data on all services funded by HRSA's HIV/AIDS Bureau. 

ARIES includes a CADR wizard to help automate the CADR process. The CADR wizard 
implements the 2005 CADR. For instructions on completing the wizard, consult the 
CARE Act Data Report. 

You can also access these reports by clicking Reports > Compliance Reports and then the 
individual report links. 

  

4.6 Lab Batch Data Entry 

The Lab Batch Data Entry tab allows for batch entry of CD4 and Viral Load test results in a 
single location. This saves significant time over the task of retrieving individual clients' 
records and tabbing to their medical screen to enter data. 

Navigation: In Agency Search, type the name of your agency and click Search. Your 
agency appears with the Agency Info tab selected. 

Click the Lab Batch Data Entry tab. The system displays that tab. 

 

To enter data on CD4 Tests, click the link titled CD4 Tests. The CD4 Tests page appears. 

To enter data on Viral Load Tests, click the link titled Viral Load Tests. The Viral Load Tests 
page appears. 

4.6.1 Batch Entry of CD4 Tests 
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Complete the fields for batch entry. 

Note that fields with a red asterisk are required for the RDR Report. 

Identifier 
dropdown 
(left column) 

Select the identifier to be associated with the data entered: Agency 
Client ID, Agency Program ID, or Extended URN. 

CD4 Date Enter the date on which the CD4 information was captured. Use the 
format MM/DD/YYYY.  You can also use the calendar pop-up by 
clicking the calendar icon. 

  

For each field, use the dropdown lists to select the month and year, 
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and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

T Cell Count Enter the T cell count for the client. 

% Enter the percentage of the total blood count represented by the T 
cell count. 

After completing all fields: 

 

Click the Save button to store your changes to ARIES and return 
to the Batch Entry of CD4 Tests screen, where your new entries 
are now displayed: A list of IDs, dates of entry, T-cell counts and 
percentages entered, with type of client identifier. 

If your entry included errors, these are displayed in red in the 

Validation column to the right. 

Examples: 

No client found with provided AgencyClientID 

OR: Multiple clients found with AgencyClientID provided 

 

Click Cancel to return to the read-only Lab Batch Data Entry 
screen without saving changes. 

  

4.6.2 Batch Entry of Viral Load Tests 

 

Complete the fields for batch entry. 

Note that fields with a red asterisk are required for the RDR Report. 

Identifier 
dropdown 

Select the identifier to be associated with the data entered: Agency 
Client ID, Agency Program ID, or Extended URN. 
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(left column) 

Viral Load 
Date 

Enter the date on which the Viral Load information was captured. 

  

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

<=> Select an operator for the viral load count: = (equals), > (greater 
than), or < (less than). 

Viral Load 
Count 

Enter the client's viral load count on the date selected. 

Test Type Use the dropdown to select the type of test performed: Roche PCR 

Standard; Roche PCR Ultrasensitive; Bayer bDNA; or BioMerieux 
NucliSens. 

After completing all fields: 

 

Click the Save button to store your changes to ARIES and return 
to the Batch Entry of Viral Load Tests screen, where your new 

entries are now displayed: the Validation column on the right will 
display the message "Data is recorded on the system." A list of 
IDs, dates of entry, Operators, viral load counts and test types, 
with type of client identifier. 

If your entry included errors, these are displayed in red in the 

Validation column to the right. 

Examples: 

No client found with provided AgencyClientID 
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OR: Multiple clients found with AgencyClientID provided 

OR: Valid search values for Client Identifier are A-Z, * . , - ' & ! @ 

# ( ) / 

 

Click Cancel to return to the read-only Lab Batch Data Entry 
screen without saving changes. 

  

4.7 Agency Utilities 

The Agency Utilities screen provides a single point of access to certain special functions. 
These functions can make permanent and irreversible changes to client and agency data, 
and only highly skilled users should be given access to this page. The functions linked from 
this page include: 

 Duplicate Merge 

 Custom Data Setup 

 Service Allocation by Contract 

 Contract-Specific Detail Report 

 Batch Print Utility 

 Summary Report (Summary Allocation and YTD Expenditures Report) 

 Subcontractor Data Sheet - Review Certification and Service Allocations Report  

 Amended Subcontractor Data Sheet  

Click on the links for a description of these functions. 

4.7.1 Duplicate Merge 

The Duplicate Merge screen enables you to review potential duplicate client records and 
merge them. The Duplicate Merge screen displays match rules and buttons for merging 
duplicate records. 
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Note: The match rules highlighted in gray require extra computing time to locate duplicate 
records. Select these options only when absolutely necessary, as they could slow down the 
ARIES servers. 

The following table describes the items displayed on the Duplicate Merge screen. 

Same full name but different URNs This match rule 
returns client 
records that 
have the same 

full name but 
have different 
Unique Record 
Numbers 
(URNs). 

Transposed elements within date of birth This match rule 
returns client 
records that 
have the same 
date of birth day 
or month 

numbers, but 
with numbers 
reversed (for 
example, 
1/2/1989 and 
2/1/1989). 

Full names are the same other than the presence/absence of 
"junior" or "senior" 

This match rule 
returns client 
records that 
have full names 
that differ only 
by "junior" or 

"senior" in the 
name. 

Clients where soundex scores their name as equivalent and 
the date of birth is the same 

This match rule 
returns client 
records with 

names that 
sound the same, 
and with the 
same date of 
birth. 

Note: Soundex 
is an algorithm 
that compares 
the sounds of 
words. 

Current residence address – matching on the first 10 This match rule 
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characters of the street address, the entire city and the entire 
ZIP 

returns client 
records that 
have the same 

residence 
address. 

Transposed first and last names This match rule 
returns client 
records that 
have the same 
first name and 
last name, but in 
which names 
were originally 
entered in 

reverse order by 
mistake. 

Clients where the first 10 characters of the URNs match This match rule 
returns client 
records that 
have the same 

first ten 
characters in 
their URNs. 

 

Clicking this 
button initiates a 

search for client 
records using 
the selected 
match rules. Any 
records 
previously 

marked as 
ignored are not 
displayed. (The 
method for 
marking records 
as ignored is 

discussed 
below). 

 

Clicking this 
button initiates a 
search for client 
records using 
the selected 
match rules. All 
record matches 
are displayed, 
including records 
previously 
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marked as 
ignored. 

 

When many 
client records 
are returned, 
you can use 
Prev and Next 
to navigate 
between the 
pages of 
records. 

 

You can directly 
merge two 
records by 
entering the 
record URNs in 
the URN 1 and 
URN 2 fields, 
and then clicking 
the adjacent 

Merge button. 

You can also 
search for 
records by 
entering the 
client name in 

the Last Name 
and/or First 
Name fields, and 
then clicking the 
adjacent Search 
button. 

  

To search the client records and perform a duplicate merge: 

1. Select the match rule(s) for locating the client records. 

2. Click one of the following buttons: 

Exclude Previous Ignores (hides previously ignored client records) 

Include Previous Ignores (displays all client records) 

Examples of client record matches are illustrated below. 
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MATCHED PAIRS The matching client records, which are shown in the Client 1 
and Client 2 boxes. 

Each client's name, URN, gender, share status, date of birth, 
and mother's maiden name (MMN) are shown. 

If the client did not report their gender, then "Client refused 
to report" is shown for their gender. 

The soundex codes for the client name and URN are shown 
at the bottom of each box. 

MATCH CRITERIA The numbers corresponding to the rules that matched client 
1 and client 2. For example, 7 means the match rule "Clients 
where the first 10 characters of the URNs match" was used. 

 

Click this button to ignore the match. The match will not be 
displayed in the future if you click the Exclude Previous 
Ignores button. 

 

Click this button to merge the two client records. 

  

3. To merge the records, click the Merge button. The Merge Records screen is 
displayed. The top of the Merge Records screen is illustrated below. 



Section 4 

353 

 

  

Task The task to be performed ("Merge" is for merging records). 

Table The table containing the client data to be merged. 

Agency The agency for the client data. ("Shared Record" means the 
client is shared by agencies.) 

Has Client 1 Record Whether the table has data for client 1 (True/False). 

Has Client 2 Record Whether the table has data for client 2 (True/False). 

Completed Whether the client records have been merged for the 
highlighted table (True/False). As you progress through the 
duplicate merge process for each table, "Completed" will 
change to "True" for that table. You must go through all of 
the tables before the merged records can be permanently 
saved. 

  

The bottom of the Merge Records screen, showing the table's data for client 1 and client 2, 
is illustrated below. 
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Field Name The name of the column in the database table where the 

client records are stored. 

Record 1 The column values for the client 1 record. Clicking Select 
All selects all the field values for the client 1 record. 

Record 2 The column values for the client 2 record. Clicking Select 
All selects all the field values for the client 2 record. 

 

Click this button to move to the next merge task. 

 

Click this button to cancel the merge. 

  

Note: ARIES automatically sets the radio buttons to pick the record value that was most 
recently updated. You must ensure the correct record value is selected and set the radio 
buttons as required. 

4. When you have finished selecting the values for the table, click the Next button to 
proceed to the next table. 

Notes: 

1. Some field values cannot be changed. You cannot set the radio buttons for those 
values. 

2. If the client has only one record in a table, ARIES automatically copies the record for 

you and the record is not shown on the screen. 

3. An unshared client might have multiple records in the same table. This is because 
each agency retains its own copy of the client's data when the client is unshared. If 
each record is from a different agency, ARIES automatically copies the records for 
you and the records are not shown on the screen. 



Section 4 

355 

After you click the Next button, the task is marked as completed in the top portion of the 
Merge Records screen and the next table is highlighted. In the illustration below, the Client 
table is marked as completed and the ContactInfo table is highlighted. 

  

 

5. You then select the column values for the ContactInfo table using the radio buttons 
next to each value as was done for the Client table. 

6. Proceed through all the tasks until they are complete. 

7. After the tasks are complete, you are prompted to save the merged records. 

 

 

Click this button to save the merged records. If there are no 
errors, a new client record is created and the two old 
records are deleted. 

 

Click this button to cancel the merge. 
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After Save or Cancel is clicked, the Duplicate Merge screen is displayed again and you can 
start the merge process for another client record. 

4.7.2 Custom Data Setup 

The Custom Data Setup page provides functionality to create Custom Data fields at the 
Administrative Agency (AA) and Partner levels, depending on the permissions set for a 
specific installation. Custom Data created at the AA level is available to all agencies 

managed by the AA. Custom Data created at the Partner level is available to all agencies. 
The Custom Data function supports multiple non-longitudinal and multiple longitudinal data 
elements, as well as multiple data types. However, bear in mind that this function can make 
permanent and irreversible changes to client and agency data. 

Functions that the Admin user can carry out via Custom Data Setup include: 

 Setting up a new Data Group. 

 Creating new custom fields or editing data groups or custom fields. 

Creation and editing steps are described in this Help section. Also see the section on custom 
field data types. 

There are special procedures for creating fields of the Hyperlink data type. Click here to 
view these instructions. 

 Setting appropriate end-user permissions. 

View Help for Custom Data User Permissions procedures. 

Help for end users to complete available Custom Data fields can be viewed in the section on 
Custom Data Entry. 

Navigation: To create or edit Custom Data Groups and fields, the Admin user should go to 
the Agency Utilities tab and click on the Custom Data Setup link. 

 

The read-only Custom Data Setup screen appears. 
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Attributes of any Custom Data Groups or fields already created for agencies under your 
supervision will be displayed on the read-only Custom Data Setup screen. 

Custom Data fields are always a part of a Custom Data Group.  Each Custom Data Group 
may have one or many data fields, and the group may be longitudinal (more than one 
record per client) or non-longitudinal (only one record per client). The setup screen displays 
only the Custom Data Groups. To view the individual data fields that are a part of each 
group, click the Edit button. 

Group Name The name of the group in which a set of Custom Data fields is 
included. This group name will appear on the Custom Data user 
tab. 

Group Code The system code for the group. 

Longitudinal Indicates whether this group contains longitudinal (historical) data 
(true/false). 

Note: The ARIES system will not allow a change from longitudinal 
to non-longitudinal. 

Agency The name of the agency creating the Custom Data field. 

Field Count The total number of fields in a group. 

 

Click this button to create a new Custom Data Group. 

 

Select a group to update and click the adjacent Edit button. 

  

New Group Setup 

To create a new Custom Data Group, click New on the read-only Custom Data Setup screen. 
A blank Custom Data Setup Record Edit screen appears. There, you may first create the 
Custom Data Group and then create fields within that group. 
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Group Name The name of the group in which a set of Custom Data fields is 
included. This group name will appear on the Custom Data user 
tab. 

Group Code The system code for the group. Enter a code of your own 
choosing which will uniquely identify the group, but will not be 
visible on the Custom Data user tab. Type a string containing 32 
or fewer lower-cased alphanumeric characters. 

Allow multiple 
records for each 
client (checkbox) 

Check this box to enable the system to accept multiple records 
for each client. If multiple records are allowed, the Custom Data 
Group will be Longitudinal. 

Display Order The order in which the Custom Data Group's name will be 
displayed on the screen. 

 

Click this button to create the parent record for the group. 

 

Click this button to discard your entries and return to the read-
only Custom Data Setup screen. 

  

Creating a New Custom Field 

When you create the parent record for the group by clicking Save + Next, the system 
displays field configuration options on the next screen. 

 

You may edit attributes of the overall Data Group in the fields at the top of the screen. To 
create a new custom field within the Data Group, click the New button adjacent to "Field 
Definition." A Custom Data Setup Field Edit / New Field screen displays options for the 
field's data type. 
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Select a radio button for the data type of the new field. Then click Save. Your selection of 
data type determines the appearance of the next screen, which displays configuration 
options for that data type. In this example, the data type selected is Boolean. 

 For illustrations of other data types, go to Data Types. 

 

Group ID Read-only on this screen; supplied by your earlier input. This is 
the code for the group in which the Custom Data field is included. 

Field ID The system name to identify the field. Type a unique string 

containing 32 or fewer lower-cased alphanumeric characters. 

Field Title The label to be displayed to users on the field. 
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Part of unique 
key constraint 
(checkbox) 

A unique constraint enforces the uniqueness of values in columns 
to prevent the entry of duplicate values. The uniqueness can be 
based on one or more columns. Null values are allowed. Check if 

this field should be a part of the unique constraint; else leave 
unchecked. 

Show field on 
read only screen 
(checkbox) 

Check to display the field on the read-only Custom Data screen; 
else leave unchecked. Leaving the box unchecked means the field 
will display only on the designated Client Edit screen. If your 

Custom Data Group contains many fields, it will be difficult to 
display all of them on the read-only screen because of horizontal 
space limitations. 

Default Value / 

Is initially 
checked 
(checkbox) 

Indicates whether the checkbox is initially checked or unchecked 
by default on the user screen. Other data types will have different 
default options. 

Display Order The order in which the Custom Data field will be displayed on the 
screen. 

 

Click this button to store your input and return to the Custom 
Data Setup Record Edit screen, where your updates will be 
displayed. 

 

Click this button to discard your entries and return to the Custom 
Data Setup Record Edit screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 
recommended. 

Click this button to deactivate the record for the field. 

  

When you click Save on this screen, your entries for the new Custom Data field are saved 
and you return to the Custom Data Setup Record Edit screen. On that screen, you may click 
New again to create additional Custom Data fields. To view examples for all data types, go 
to Data Types. 

To set up a longitudinal data grid on a read-only page 

 In editing the Data Group information on Custom Data Record Setup Edit, click the 
box labeled "Allow multiple records for each client." 

 In editing each field of the data group, click the checkbox labeled "Show field on read 
only screen." 

An example of the resulting data grid would appear on the read-only Custom Data tab. 
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To Edit an Existing Group or Custom Data Field 

To edit an existing Data Group or field, start by clicking the Edit button to the right of the 

group's name on the read-only Custom Data Setup screen. A Custom Data Setup Record 
Edit screen for the group appears. The top portion is in Edit mode. 

 

Editing the Group 

You may update the editable fields for the group on the top portion of the screen as follows: 

Group Name The name of the group in which a set of Custom Data fields is 
included. This group name will appear on the Custom Data user 
tab. 

Group Code The system code for the group. This value can be edited for an 
existing Data Group. 

Allow multiple 
records for each 
client (checkbox) 

Check this box to enable the system to accept multiple records 
for each client. If multiple records are allowed, the Custom Data 
Group will be Longitudinal. 

Note: When editing a Custom Data Group, you can change from 
Non-Longitudinal to Longitudinal (by checking "Allow multiple 
records per client" instead of leaving it unchecked), but you 
cannot change from Longitudinal to Non-Longitudinal (by 
unchecking a checked "Allow multiple records per client") since 
that would result in data loss. 

Display Order The Order in which the Custom Data Group's name will be 
displayed on the screen. 
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Click this button to process your changes, update them in the 
ARIES database and return to the read-only Custom Data Setup 
screen, where your updates will be displayed. 

Note: If you also want to create or edit custom fields, stay on 
the Custom Data Record Edit screen and 

 Click the New button adjacent to "Field Definition" to 
create a new field, 

OR 

 Click the Edit button to the right of the row for an 
existing field. 

 

Click this button to discard your entries and return to the read-
only Custom Data Setup screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 
recommended. 

Click this button to deactivate the record for the Custom Data 

Group. 

  

The bottom portion of the Custom Data Setup Record Edit screen is read-only, but displays 
buttons for further editing options. 

 

 

Click this button to open a wizard for creating a new Custom Data 

field. Click here to view procedures for creating new fields. 

 

Click this button to go to a Custom Data Setup Field Edit screen for 
the selected existing field. 

The following is for a field of Boolean data type. Click here to view 
configuration screens for other data types. 

  

When you click Edit on the row for an existing data field, the Custom Data Setup Field Edit 
screen for that field appears. 

Note: You cannot change the data type when editing a field. Exception: The system does 

allow a change from Integer to Currency data type. 
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Group ID Read-only on this screen; supplied by your earlier input. This is 
the code for the group in which the Custom Data field is included. 

Field ID The system name to identify the field. Type a unique string 
containing 32 or fewer lower-cased alphanumeric characters. 

Field Title The label to be displayed to users on the field. 

Part of unique 
key constraint 
(checkbox) 

A unique constraint enforces the uniqueness of values in columns 
to prevent the entry of duplicate values. The uniqueness can be 
based on one or more columns. Null values are allowed. Check if 
this field should be a part of the unique constraint; else leave 
unchecked. 

Show field on 
read only screen 
(checkbox) 

Check to display the field on the read-only Custom Data screen; 
else leave unchecked. Leaving the box unchecked means the field 
will display only on the designated Client Edit screen. If your 
Custom Data Group contains many fields, it will be difficult to 
display all of them on the read-only screen because of horizontal 

space limitations. 

Default Value 

Is initially 
checked 
(checkbox) 

Indicates whether the checkbox is initially checked or unchecked 
by default on the user screen. Other data types will have different 
default options. 

Display Order The order in which the Custom Data field will be displayed on the 
screen. 
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Click this button to store your input and return to the Custom 
Data Setup Record Edit screen, where your updates will be 
displayed. 

 

Click this button to discard your entries and return to the Custom 
Data Setup Record Edit screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 
recommended. 

Click this button to deactivate the record for the Custom Data 
Field 

  

Data Types for Record Setup 

When you are setting up a field within a Custom Data Group, the setup screen you use will 
be unique for each different data type. For example, setting up a Boolean (true/false) field 
is very different from setting up a String type. The configuration page for each data type is 
illustrated below, with field descriptions. 

Generally, you will not be able to change a data type once you have established it. Instead, 
you must deactivate a field and create a new one with the desired data type. 

Exception: The system does allow a change from Integer to Currency data type. 

String Data Type 

 

  

String Data Type Field Descriptions 

Group ID Read-only on this screen; supplied by your earlier input. This is the 
code for the group in which the Custom Data field is included. 
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Field ID The system name to identify the field. Type a string containing 32 or 
fewer lower-cased alphanumeric characters. 

Field Title The label to be displayed to users on the field. 

Part of unique key 
constraint 
(checkbox) 

A unique constraint enforces the uniqueness of values in columns to 
prevent the entry of duplicate values. The uniqueness can be based 
on one or more columns. Null values are allowed. Check if this field 
should be a part of the unique constraint; else leave unchecked. 

Show field on 
read only screen 
(checkbox) 

Check to display the field on the read-only Custom Data screen; else 
leave unchecked. Leaving the box unchecked means the field will 
display only on the designated Client Edit screen. If your Custom 
Data Group contains many fields, it will be difficult to display all of 
them on the read-only screen because of horizontal space 
limitations. 

Is required 
(checkbox) 

Indicates whether data entry in this field is required. 

Max Text Length Select one of the two options available from the dropdown list: 64 

characters or 7,750 characters. 

Custom Validation 
Expression 

To enforce validation of the data entered, you may create your own 
custom Regular Expression (RegEx). 

Note: Because ARIES maintains its own RegEx (regular expressions) 
for text and text areas, the custom RegEx can only be a subset of 

allowed characters for ARIES. 

Custom Validation 
Message 

Enter the message you would like to display to the end user if the 
data entered in this field does not meet the Custom Validation 
Expression above. 

Default Value Enter the default string value, if any. 

Display Order The order in which the Custom Data field will be displayed on the 
screen. 

 

Click this button to store your input and return to the Custom Data 
Setup Record Edit screen, where your updates will be displayed if 
you have checked the "Show field on read only" checkbox. 

 

Click this button to discard your entries and return to the Custom 
Data Setup Record Edit screen. 

 

Note: The use of Deactivate has a significant impact on the 

system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 

Click this button to deactivate the record for the field. 
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Integer Data Type 

Note: Although generally a change in data type is not allowed, the system does allow a 
change from Integer to Currency data type. 

 

  

Integer Data Type Field Descriptions 

Group ID Read-only on this screen; supplied by your earlier input. This is the 
code for the group in which the Custom Data field is included. 

Field ID The system name to identify the field. Type a string containing 32 or 
fewer lower-cased alphanumeric characters. 

Field Title The label to be displayed to users on the field. 

Part of unique key 
constraint 
(checkbox) 

A unique constraint enforces the uniqueness of values in columns to 
prevent the entry of duplicate values. The uniqueness can be based 
on one or more columns. Null values are allowed. Check if this field 
should be a part of the unique constraint; else leave unchecked. 

Show field on 
read only screen 
(checkbox) 

Check to display the field on the read-only Custom Data screen; else 
leave unchecked. Leaving the box unchecked means the field will 
display only on the designated Client Edit screen. If your Custom 
Data Group contains many fields, it will be difficult to display all of 
them on the read-only screen because of horizontal space 
limitations. 

Is required 
(checkbox) 

Indicates whether data entry in this field is required. 

Minimum Integer 
Value 

By default, the system supplies 0. Edit this value if needed. 
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Maximum Integer 
Value 

By default, the system supplies 10000. Edit this value if needed. 

Custom Validation 
Expression 

To enforce validation of the data entered, you may create your own 
custom Regular Expression (RegEx). 

Note: Because ARIES maintains its own integer validation, range 
and custom RegEx can only be a subset of the normal integer 
validation. 

Custom Validation 
Message 

Enter the message you would like to display to the end user if the 
data entered in this field does not meet the Custom Validation 
Expression above. 

Default Value Not required. Enter the default integer value, if any. 

Display Order The numeric order of the Custom Data field's appearance on the 
screen. 

 

Click this button to store your input and return to the Custom Data 
Setup Record Edit screen, where your updates will be displayed if 
you have checked the "Show field on read only" checkbox. 

 

Click this button to discard your entries and return to the Custom 
Data Setup Record Edit screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 

prior consultation with the system administrator is highly 
recommended. 

Click this button to deactivate the record for the field. 
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Decimal Data Type 

 

  

Decimal Data Type Field Descriptions 

Group ID Read-only on this screen; supplied by your earlier input. This is the 
code for the group in which the Custom Data field is included. 

Field ID The system name to identify the field. Type a string containing 32 or 
fewer lower-cased alphanumeric characters. 

Field Title The label to be displayed to users on the field. 

Part of unique key 
constraint 
(checkbox) 

A unique constraint enforces the uniqueness of values in columns to 
prevent the entry of duplicate values. The uniqueness can be based 
on one or more columns. Null values are allowed. Check if this field 
should be a part of the unique constraint; else leave unchecked. 

Show field on 
read only screen 

(checkbox) 

Check to display the field on the read-only Custom Data screen; else 
leave unchecked. Leaving the box unchecked means the field will 

display only on the designated Client Edit screen. If your Custom 
Data Group contains many fields, it will be difficult to display all of 
them on the read-only screen because of horizontal space 
limitations. 

Is required 

(checkbox) 

Indicates whether data entry in this field is required. 

Minimum Decimal 
Value 

By default, the system supplies 0.00. Edit this value if needed. 
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Maximum Decimal 
Value 

By default, the system supplies 10,000.00. Edit this value if needed. 

Custom Validation 
Expression 

To enforce validation of the data entered, you may create your own 
custom Regular Expression (RegEx). 

Note: Because ARIES maintains its own decimal validation, range 
and custom RegEx can only be a subset of the normal decimal 
validation. 

Custom Validation 
Message 

Enter the message you would like to display to the end user if the 
data entered in this field does not meet the Custom Validation 
Expression above. 

Default Value Not required. Enter the default integer value, if any. 

Display Order The numeric order of the Custom Data field's appearance on the 
screen. 

 

Click this button to store your input and return to the Custom Data 
Setup Record Edit screen, where your updates will be displayed if 
you have checked the "Show field on read only" checkbox. 

 

Click this button to discard your entries and return to the Custom 
Data Setup Record Edit screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 

prior consultation with the system administrator is highly 
recommended. 

Click this button to deactivate the record for the field. 

  

Boolean Data Type 
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Boolean Data Type Field Descriptions 

Group ID Read-only on this screen; supplied by your earlier input. This is the 
code for the group in which the Custom Data field is included. 

Field ID The system name to identify the field. Type a string containing 32 or 
fewer lower-cased alphanumeric characters. 

Field Title The label to be displayed to users on the field. 

Part of unique key 
constraint 
(checkbox) 

A unique constraint enforces the uniqueness of values in columns to 
prevent the entry of duplicate values. The uniqueness can be based 
on one or more columns. Null values are allowed. Check if this field 
should be a part of the unique constraint; else leave unchecked. 

Show field on 
read only screen 
(checkbox) 

Check to display the field on the read-only Custom Data screen; else 
leave unchecked. Leaving the box unchecked means the field will 
display only on the designated Client Edit screen. If your Custom 
Data Group contains many fields, it will be difficult to display all of 
them on the read-only screen because of horizontal space 
limitations. 

Default Value / 

Is initially 
checked 
(checkbox) 

Indicates whether the checkbox is initially checked or unchecked by 
default on the user screen. Other data types will have different 
default options. 

Display Order The numeric order of the Custom Data field's appearance on the 
screen. 

 

Click this button to store your input and return to the Custom Data 
Setup Record Edit screen. 

 

Click this button to discard your entries and return to the Custom 
Data Setup Record Edit screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 

Click this button to deactivate the record for the field. 

  



Section 4 

371 

Date Data Type 

 

Date Data Type Field Descriptions 

Group ID Read-only on this screen; supplied by your earlier input. This is the 
code for the group in which the Custom Data field is included. 

Field ID The system name to identify the field. Type a string containing 32 or 
fewer lower-cased alphanumeric characters. 

Field Title The label to be displayed to users on the field. 

Part of unique key 
constraint 
(checkbox) 

A unique constraint enforces the uniqueness of values in columns to 
prevent the entry of duplicate values. The uniqueness can be based 
on one or more columns. Null values are allowed. Check if this field 
should be a part of the unique constraint; else leave unchecked. 

Show field on 
read only screen 
(checkbox) 

Check to display the field on the read-only Custom Data screen; else 
leave unchecked. Leaving the box unchecked means the field will 
display only on the designated Client Edit screen. If your Custom 

Data Group contains many fields, it will be difficult to display all of 
them on the read-only screen because of horizontal space 
limitations. 

Is required 
(checkbox) 

Indicates whether data entry in this field is required. 

Minimum Date 
Value 

By default, the system supplies 1/1/1980. Edit this value if a 
different default is desired. 

Maximum Date 
Value 

By default, the system supplies today's date in format MM/DD/YYYY. 
Edit this value if a different default is desired. 
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Note: Because ARIES maintains its own date range validation 
(1/1/1900 to 1/1/2050), the date range for these fields must be a 
subset of that range. Otherwise, an error message is displayed when 
you attempt to save the record. 

Date must be in 
the range of the 
client's date of 
birth and date of 
death. (checkbox) 

Check this box to require that the date entered be between the 
client's date of birth and the client's date of death. For clients who 
are not deceased (i.e., no date of death), checking this box affects 
only the lower limit of the date range. The upper limit remains 
defined by the other validation parameters. 

Allow date 
beyond the 
current date. 
(checkbox) 

Check this box for the system to allow the date entry to be beyond 
the system date. 

Default Value If desired, enter a default date value, format MM/DD/YYYY. If you 
make an entry here, do not check Default is Current Date. 

Default is Current 
Date. (checkbox) 

Determines whether the current date is the default date value. If 
you check this box, the system will delete any entry in the Default 
Value field. 

Display Order The numeric order of the Custom Data field's appearance on the 
screen. 

 

Click this button to store your input and return to the Custom Data 
Setup Record Edit screen, where your updates will be displayed if 

you have checked the "Show field on read only" checkbox. 

 

Click this button to discard your entries and return to the Custom 
Data Setup Record Edit screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 

Click this button to deactivate the record for the field. 
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Dropdown Data Type 

 

Dropdown Data Type Field Descriptions 

Group ID Read-only on this screen; supplied by your earlier input. This is the 
code for the group in which the Custom Data field is included. 

Field ID The system name to identify the field. Type a string containing 32 or 
fewer lower-cased alphanumeric characters. 

Field Title The label to be displayed to users on the field. 

Part of unique 
key constraint 
(checkbox) 

A unique constraint enforces the uniqueness of values in columns to 
prevent the entry of duplicate values. The uniqueness can be based 
on one or more columns. Null values are allowed. Check if this field 
should be a part of the unique constraint; else leave unchecked. 

Show field on 
read only screen 
(checkbox) 

Check to display the field on the read-only Custom Data screen; else 
leave unchecked. Leaving the box unchecked means the field will 
display only on the designated Client Edit screen. If your Custom 
Data Group contains many fields, it will be difficult to display all of 
them on the read-only screen because of horizontal space limitations. 

Is required Determines whether the system will require a selection from the 
dropdown list you are creating. 

Options 
separated by 
pipe | 

Scrollable text field. List all the options that are to appear in the 
dropdown list you are creating. Separate these options with the pipe 
character |. Do NOT use the <Enter> key and attempt to place each 
dropdown value on a separate line. Simply type your dropdown 
values one after the other, separated by the pipe character. 
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Example:  Blue|Green|Yellow|Orange|Red 

Note: ARIES maintains its own RegEx validation. 

Display 'Other' as 
an option, 
accompanied by 
a text box for 
input. 
(checkbox) 

Check this box to include the selection "Other" in the dropdown list 
you are creating, and to activate a textbox for required explanation if 
the user selects "Other." 

Note: Do NOT include "Other" in the dropdown options above. 

Default Value If desired, enter a default date value from among the dropdown 
options you are creating. 

Display Order The numeric order of the Custom Data field's appearance on the 
screen. 

 

Click this button to store your input and return to the Custom Data 
Setup Record Edit screen. 

 

Click this button to discard your entries and return to the Custom 
Data Setup Record Edit screen. 

 

Note: The use of Deactivate has a significant impact on the system. 
It should be used only by those with ARIES expertise, and prior 
consultation with the system administrator is highly recommended. 

Click this button to deactivate the record for the field. 

  

Hyperlink Data Type 

Special Procedures for Hyperlink Data Type 

These procedures cover field descriptions and special steps for creating, editing and 
encrypting Custom Data fields of hyperlink data type. 

Given appropriate security permissions, ARIES allows system administrators at any level to 
define custom links to external websites. The links can be displayed on any Client read-only 
or Client Edit screen and may include an encrypted query string value for the target external 
system to use in establishing client context. 

Creating a Link 

To create a hyperlink, Admins use the Custom Data Setup functionality, accessible via link 
from the Agency Utilities tab of an agency's profile. When you click on the Custom Data 
Setup link on Agency Utilities, the read-only Custom Data Setup screen appears. 
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Click on the Edit button for the group in which you will create the new custom link. This 
example uses the Clinical Trial Status group. A Custom Data Setup Record Edit screen 
appears. 

 

Click the New button adjacent to "Field Definition." A Custom Data Setup Field Edit screen 
appears, displaying data-type options. A Custom Data Setup record Edit screen appears. 

 

  

Select the "Hyperlink" radio button and click Save. An additional Custom Data Setup Field 
Edit screen appears. It is specific to configuration of a hyperlink. 
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Group ID Read-only on this screen; supplied by your earlier input. This is 
the code for the group in which you are adding the custom link. 

Field ID Unique ID for link (not in current use). 

Field Title Label for the link, to be displayed on the designated Client screen. 

Display Link on 
Page 

Read-only or Edit screen of ARIES Client application where link is 
to be displayed. Make a selection of this screen from the 
dropdown list. 

Url The URL of the link. Include "http" or "https" and any necessary 
query string other than the client identifiers below. 

Query String 
ClientID Field 

An Admin user with appropriate permissions can choose an ARIES 
identifier from the dropdown to include in the query string. 
Options are AriesID, AgencyClientID1 and AgencyClientID2 (as 
displayed on the Agency Specifics screen for the client). 

Note: AgencyClientID1 and AgencyClientID2 may not be unique, 
and the user will need to monitor for duplicates or missing IDs. In 
addition, while AriesID is unique and cannot be manually edited, it 
can change as the result of a Duplicate Merge; therefore, agencies 
will need to use the Duplicate Merge History Report to monitor 
changes in AriesID. 

Shared Key for 
Query String 
Encryption 

A user-specified key to encrypt the client ID. 

Display Order If more than one link appears on a page, use this value to control 
the order of appearance. 

 

Click this button to store your input and return to the Custom 
Data Setup Record Edit screen, where your updates will be 
displayed. 
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Click this button to discard your entries and return to the Custom 
Data Setup Record Edit screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 
recommended. 

Click this button to deactivate the record for the field. 

  

Encrypting Client ID 

The Client ID in the query string will always be encrypted using the algorithm configured by 
system administrators. The configuration keys are "EncryptorKeyExternal" and 

"EncryptorKeyExternalAlgorithmName", set in local.web.config in the ARIESWS directory. 

 The current algorithm is 3DES. 

Below is an example of a URL with an encrypted querystring: 

http://www.ibm.com/?args=UIgrj3DOfJwr8BXgVShConXfjrkc8TpYLYl6Xnxwg/5M3WCBNV04

fNlEDu/Wll85 

ARIES passes the part beginning with "args". 

Decrypting Client ID 

To decrypt the value, use the same algorithm and initialization vector byte array that ARIES 
uses, plus the Shared Key specified in the setup.  Unencrypted, the string looks like this 
(with AriesID): 

clientID=10000002|utc=7/9/2010 11:31:29 PM 

There are two key-value pairs in the encrypted string, separated by a pipe |: 

clientID AriesID: int32 

AgencyClientID1: string (64) 

AgencyClientID2: string (64) 

utc Created using .NET DateTime.UtcNow.ToString() formatted to US 
default pattern. Use this value to expire requests, if desired. 

  

Test Encryption/Decryption 

Below are test values to verify the encryption/decryption implementation: 

Algorithm 3DES 

Initialization 
Vector 

25, 9, 12, 31, 31, 15, 15, 64, 23, 11, 40, 42, 18, 21, 24, 22 

String to Encrypt clientID=10000002|utc=7/9/2010 11:31:29 PM 

Shared Key 100000 

Result   
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4.7.3 Service Allocation by Contract Utility 

The ARIES Service Allocation by Contract utility allows State and Admin Agency users to 
ensure accurate allocation of contract dollars to services rendered. For example: An agency 
with two contracts determines it has assigned too many services to one contract, thereby 
exceeding the contract amount.  The utility allows the user to modify the contract(s) for a 

batch of services by specifying allocation percentages. 

Since the pool of services to allocate has varying values to services, you will never obtain 
the same values for any two contracts even if you assign them the same rate, unless all of 
the records have exactly the same amount. The system will allocate as much as it can to 
the contract, comparing the allocation one step back with the allocation one step forward 
and selecting the one closest to the desired goal. Sometimes the result will be over the 

goal, sometimes under. 

Accessing the Utility 

To access the utility: 

 Go to the Agency Utilities tab. 

 

 Click the Service Allocation by Contract link. 

Filter Screen 

The Filter screen is the first screen you will see when you click on the utility link. 
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Important: 

If all four service dropdowns (Program, Primary Service, Secondary Service, Agency 
Subservice) contain a value, Services and Contract automatically match. 

If fewer than all four service dropdowns contain a value, Contracts will be selected first 
based on the dropdowns. Then, only those Services will be selected that could have been 
covered by any one of the Contracts. It is not required for selected Contracts to have 
matching sub-hierarchies; but only those Services will be selected where the sub-
hierarchies do match. 

To summarize, if all four service dropdowns are not selected (Program, Primary Service, 
Secondary Service, Agency Subservice), not all contract services will transfer unless 
there is a 100% correspondence between service structures, i.e., services will only be 
selected if the agency's contract setup is virtually identical. 

  

  

Complete the report selection parameters as follows. 

Service Date 
Between fields 

In the two "date" fields, enter the range of dates for which you 
want to allocate contracts services. 

Use the format: MM/DD/YYYY. You can also use the calendar pop-
up by clicking the calendar icon. 
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For each field, use the dropdown lists to select the month and 
year, and then click the specific date to enter it into the date text 
field. The calendar window automatically closes. 

Agency Use the dropdown to select the agency for which you want to 
allocate contracts services. 

The dropdown list displays the user's agency and, if the user 
belongs to a Partner or Admin Agency, the managed agencies as 

well. 

Note: If a Partner or Admin Agency is selected from the 
dropdown, only the services/contracts belonging to that Partner 
or Admin Agency will be displayed (and not services/contracts of 
the managed agencies). 

Program Use the dropdown to select the program for which you want to 
allocate contracts services. 

The selection in this dropdown defines the values in the 
succeeding dropdowns. 

Primary Service Use the dropdown to select the primary service for which you 
want to allocate contracts services.  The dropdown shows only the 
primary services associated with the selected program. 

The selection in this dropdown defines the values in the 
succeeding dropdowns. 

Secondary 

Service 

This is an optional field.  Use the dropdown to select the 

secondary service for which you want to allocate contracts 
services. The dropdown shows only the secondary services 
associated with the selected program and primary service. 

The selection in this dropdown defines the values in the 
succeeding dropdown. 
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Agency 
Subservice 

This is an optional field.  Use the dropdown to select the agency 
subservice for which you want to allocate contracts services. The 
dropdown shows only the agencies subservices associated with 

the selected program, primary service and secondary service. 

 

Click this button to view the results screen displaying the services 
meeting the selection criteria. 

 

Click the Cancel button to return to the Agency Utilities Tab 
without saving your selections. 

  

Results Screen - Summary of Services Meeting the Selection Criteria 

Clicking on the Save + Next button on the Filter screen displays the summary of the 

services meeting the selection criteria from the Filter screen. 

 

  

 The top part of the screen displays the selections from the Filter screen: Service 
dates, agency, program, primary service, secondary service, and agency subservice. 

 The middle of the screen displays a summary of the services meeting the selection 
criteria: Records, UDC, UOS, and Total Cost. All services meeting the criteria are 
included, even services that were previously finalized (this allows reallocation). 

 The bottom of the screen displays the contracts covering the date range and service 
criteria as follows: 

Contract Name The name of the contract. Not editable. 

Funding Source The funding source of the contract. Not editable. 

Period The period covered by the contract. Not editable. 

Budget The contract dollar amount. Not editable. 



ARIES R18 Client Help Manual 

382 

Prior Extended The prior amount of the budget that was expended. This 
represents the sum of all services for each contract. Not 
editable. 

Remaining The amount of the budget remaining. Not editable. 

Allocation 
Percentage 

Editable field. Enter the desired allocation percentages. Format 
is two decimal (i.e., .00). Values are from 0.00 to 100.00%. 

Note: The total percentages of the Allocation column must equal 
100% before Save + Next is clicked. 

UDC, UOS, Total 
Cost and New 
Remaining 
columns 

These columns are grayed out on this screen. 

 

Click this button to discard your percentage entries and return to 
the previous page. 

 

Click this button to apply the allocation percentages to the total 
UOS of the selected services, and display the potential results of 

the allocation on the next screen. 

Note: If no services or contracts were found within the selected 
parameters, this button is not visible. 

 

Click the Cancel button to return to the Agency Utilities Tab 
without saving your selections. 

  

Results Screen: Potential Results of the Allocation Percentages Selected 

Clicking on the Save + Next button on the prior results screen displays the potential results 
of the allocation percentages that were input, allowing the user to either make changes or 

cancel out. 

 



Section 4 

383 

  

 The top part of the screen displays the selections from the Filter screen: Service 
dates, agency, program, primary service, secondary service, and agency subservice. 

 The middle of the screen displays a summary of the services meeting the selection 
criteria: Records, UDC, UOS, and Total Cost. All services meeting the criteria are 
included, even services that were previously finalized (this allows reallocation). 

 The bottom of the screen displays the results of the percentage allocations from the 
prior screen as follows. These fields are not editable: 

  

Contract Name The name of the contract. 

Funding Source The funding source of the contract. 

Period The period covered by the contract. 

Budget The contract dollar amount. 

Prior Expended The prior amount of the budget that was expended. 

Remaining The amount of the budget remaining. 

Allocation 
Percentage 

The allocation percentages entered on the previous screen. 

UDC Unduplicated clients. After allocation, this figure is recalculated. 
Therefore, the sum of the columns may not equal the total 

numbers if a client's services are allocated to different contracts. 

UOS Units of service. Allocation percentages are applied to the UOS 
of the matching services. Allocation of UOS may need to be 
rounded (an exact 50% might split a record). 

Total Cost This figure represents the new total potential expenditures to 
date based on the new allocation percentages. This figure 
represents the sum of the allocated records, and will not be 
exactly proportional, but should be close. After allocation, this 
figure is recalculated. 

New Remaining This figure represents the potential new amount of the contract 
remaining based on the new allocation percentages. 

 

Click this button to discard your percentage entries and return to 
the previous page to reallocate percentages. 



ARIES R18 Client Help Manual 

384 

 

Click this button to assign the services to the contracts as 
indicated. All services are Finalized to prevent editing. 

Due to the number of affected records, it may not be possible to 
assign the records in real time (i.e., may need to generate a 
script and run as an overnight job). 

Note: Clicking this button is final and non-reversible. However, 
the procedure can be rerun to reallocate. 

Clicking this button saves your new allocations and returns you 

to the Agency Utilities tab. 

 

Click the Cancel button to return to the Agency Utilities Tab 
without saving your selections. 

  

 

4.7.4 Contract-Specific Detail Report (Contract Allocation and YTD 

Expenditures Report) 

The ARIES Contract-specific Detail Report serves as a report for a single contract (Ryan 
White funded or State Services funded) for a single agency. Users will be those that can 
both View and Edit, and those who can only View. 

Typically, Administrative Agency users will enter the data for their own contracts and for the 
contracts of the Provider Agencies that they manage. Provider Agency users will be viewing, 
but not editing, the report. Specific permissions may be customized for each ARIES 
installation. 

The report is for a specific time (Initial, Quarter 1, Quarter 2, Quarter 3, Final). It is editable 
until it is "Signed and Sealed," at which point it is no longer editable. However, a new 
amended version of the report for that time period may be created if contract adjustments 
are required. 

Accessing the Report 

To access the report: 

 Go to the Agency Utilities tab. 
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 Click the Contract-specific Detail Report (Contract Allocation and YTD Expenditures 
Report) link. 

Contract Allocation and YTD Expenditures Report Screen 

The Contract Allocation and YTD Expenditures Report screen is the first screen you will see 
when you click on the report link. 

Use this screen to: 

 Create a new report. 

 View or edit a report that has not yet been signed and sealed. 

 View a report that has been signed and sealed. 

 

 Use the dropdown to select an agency to report on 

OR 

 Click New to display the Parameters screen. 



ARIES R18 Client Help Manual 

386 

To Create a New Report 

From the Contract Allocation and YTD Expenditures Report screen, click the New button to 
display the Contract Allocation Detail Report parameters screen. 

  

Contract Allocation Detail Report Parameters Screen 

 

Complete the report selection parameters as follows: 

Agency or 
Administrative 

Agency 

Use the dropdown to select the agency you wish to report on. 

The dropdown list displays only agencies that have Ryan White or 
State funded contracts. 

Contract Use the dropdown to select the contract you wish to report on. 

The dropdown list is filtered by the above agency selection and 
displays only contracts that have Ryan White or State funded 

contracts. 

Report Period Select a report period from the dropdown, e.g., Initial, Quarter 1, 
Quarter 2, Quarter 3, Quarter 4, Final. 

Note: An initial report must be created before you can create a 
subsequent-period report. If you have not yet created an initial 

report, the following error message displays: "Invalid Report Period. 
Initial report does not exist." 

 

Click the Report > button to view the report results. 

Reminder: Make sure an initial report has been created before 
attempting a report for any other period. 

Note: Figures are calculated dynamically. Not all values are stored in 
the Report database, e.g., Funding Levels. 

 

Clicking this button gives you the option of opening or saving the data 
in XML format. 

Opening this file displays another screen providing format options of 
XML, CSV, or tab-separated values. 
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Use the dropdown to select the format. 

After selecting a format, click Export to generate a file based on your 
format choice and creates a file you can download to your computer. 
The file name is displayed in the bottom of the screen. 

  

To Open or Save the File 

 Click the Download button. 

 You will be prompted to open or save the file. 

 Click the Save button. The Save As window will be displayed 
so you can assign a name to the file. 

 Navigate to the desired file path on your computer and click 
Save. 

 The Download complete dialog box displays. 

  

 The file can then be imported into another application. 
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Click this button to return to the Contract Allocation and YTD 
Expenditures Report screen without saving the report. 

  

Report Results 

Clicking on the Report > button on the Contract Allocation Detail Report parameters screen 
displays the report results. 

 

The report displays the following information at the top of the screen: 

  

Administrative 
Agency 

The name of the Administrative Agency associated with the 
Contracting Agency. This is a read-only field. 

Contracting 
Agency 

The name of the Contracting Agency. This is a read-only field. 

Contract The name of the contract. This is a read-only field. 

Funding Source The name of a funding source. This is a read-only field. 

Contract Period Contract start and end dates. This is a read-on the field. 

Report Period The name of the report period selected from the dropdown. This is 
a read-only field. 

Initial UDC to be 
served 

Not editable. Reflects the UDC at the beginning of the contract 
year, and is used for comparison with later periods. 
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For 'Initial' period report, calculated from Contract data (sum of 
AgencySubservice.udcGoal for service category/contract. 

Subsequent reports (Quarter 1 - 4, and Final) should populate 

from the values saved on the 'Initial' report. 

Current UDC to 
be served** 

Not editable. Calculated from Contract data (sum of 
AgencySubservice.udcGoal for the service category/contract), at 
the point in time the form/report is edited. 

UDC Served 
YTD** 

Not editable. Calculated from service data (distinct count of 
clientIDs for the service category/contract, from contract start 
date to report period end date. If Initial report, use today's date 
as the end date). 

Reimbursement 
As Of Date 

This is an editable field. Enter the as of date of the 
reimbursement. Use the format MM/DD/YYYY. You can also use 
the calendar pop-up by clicking the calendar icon. 

  

Use the dropdown lists to select the month and year, and then 
click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

  

The report displays the following data in the table: 

Service 
Category** 

Not editable. A list of the primary services (from 
AgencySubservice) associated with the selected contract. 

Initial Allocation Not editable. Reflects the dollars allocated at the beginning of the 
contract year, and is used for comparison with later periods. 

For 'Initial' period report, calculated from Contract data (sum of 
AgencySubservice.budget for service category/contract). 
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Subsequent reports (Quarter 1 - 4, and Final) should populate 
from the values saved on the 'Initial' report. 

Current 
Allocation** 

Not editable. Calculated from Contract data (sum of 
AgencySubservice.budget for the services associated with the 
contract), at the point in time the form/report is edited. 

YTD Expenditure 
%** 

Not editable. YTD Expenditure is calculated from service data 
(sum of ServiceLineItem.totalCost for the service 

category/contract, from contract start date to report period end 
date. If Initial report, use today's date as the end date). 

% is 'YTD Expenditure' divided by 'Current Allocation' (x 100). 

Initial UOS to be 
served 

Not editable. Reflects the UOS at the beginning of the contract 
year, and is used for comparison with later periods. 

For 'Initial' period report, calculated from Contract data (sum of 
AgencySubservice.uosGoal for service category/contract. 

Subsequent reports (Quarter 1 - 4, and Final) should populate 
from the values saved on the 'Initial' report. 

Current UOS to be 
served** 

Not editable. Calculated from Contract data (sum of 
AgencySubservice.uosGoal for the service category/contract), at 
the point in time the form/report is edited. 

UOS Provided 
YTD** 

Not editable. Calculated from service data (sum of 
ServiceLineItem.unitsOfService for the service category/contract, 
from contract start date to report period end date. If Initial 
report, use today's date as the end date). 

Amount 
Reimbursed 

Editable. Represents the money that the Administrative Agency 
has reimbursed the provider. 

Total (Initial 

Allocation) 

Not editable. (Sum of Initial Allocation for service categories). 

Total (Current 
Allocation) 

Not editable. (Sum of Current Allocation for service categories.) 

Total (YTD 
Expenditures/%) 

Not editable. (Sum of YTD Expenditures for service categories)   

% (Sum of YTD Expenditures, divided by, Sum of Current 
Allocation.) 

Total (Initial UDC) Not editable. Use Contract UDC Goal. 

Total (Current 
UDC) 

Not editable. Reflects the Contract UDC at the beginning of the 
contract year, and is used for comparison with later periods. 

For 'Initial' period report, calculated from Contract.udcGoal. 

Subsequent reports (Quarter 1 - 4, and Final) should populate 
from the values saved on the 'Initial' report. 
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Total (UDC Served 
YTD)** 

Not editable. Calculate from service records for ALL service 
categories. 

Note: This is not the sum of the totals for the individual service 
categories, as many clients receive multiple service types. 

Total (Initial UOS) Not editable. Calculate sum of Initial UOS for each service 
category. 

Total (Current 
UOS) 

Not editable. Calculate sum of Current UOS for each service 
category. 

Total (UOS 
Provided YTD) 

Not editable. Calculate sum of UOS provided YTD for each service 
category. 

Total (Amount 

Reimbursed) 

Not editable. Calculate sum of Amount Reimbursed for each 

service category. 

Admin Cost Editable. Enter a single value that represents all Administrative 
costs for the contract. 

Password to sign 
and seal note 

This option is available only to users with the appropriate 
permission level. If this report is completed and you wish to sign 
and seal this report, click the Sign 'n Seal button and enter your 
password. 

 

Click this button to save the report, but still allow future editing 
of the editable values. You are taken back to the Contract 

Allocation screen. 

 

Click this button to 'Sign and Seal' the report.  User is prompted 
for their password, then the report is saved. You are taken back 
to the Contract Allocation screen. 

Note: After this point, the report is no longer editable. 

 

Click this button to return to the Agency Utilities tab without 
saving the report. 

 

This button is only 

visible if you have 
the proper 
permissions. 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 

and prior consultation with the system administrator is highly 
recommended. 

Click the Deactivate button to deactivate the record. 

Note: You will be prompted to confirm the deactivation. 
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To confirm the deactivation, click OK. You will be returned to the 
Agency Utilities tab. 

Clicking Deactivate does not deactivate the contract with 
ARIES; it only deactivates the record. Once deactivated, the 
record will no longer be visible. 

If you do not want to deactivate the record, click Cancel and you 
will be returned to the Contract Allocation and YTD Expenditures 
Report Results screen. 

  

** Indicates that the calculated data is saved with the report when the report is 'Signed and 

Sealed', reflecting the calculated values at that point in time. If the report is later viewed 
after being 'Signed and Sealed', the saved values are displayed, rather than the real-
time calculated values. 

  

To view or edit an existing report that is not signed and sealed 

 If "No" appears in the "Is Signed 'n Sealed" column, click the Edit button in the 
report row you wish to edit/view. The report appears. 
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Complete any editable fields you wish to change: 

  

Amount 
Reimbursed 

Enter the amount of money that the Administrative Agency has 
reimbursed the provider. 

Admin Cost Enter a single value that represents the total of all Administrative 
costs for the contract. 

Password to 
sign and seal 
note 

This option is available only to users with the appropriate 
permission level. If this report is completed and you wish to sign 
and seal this report, click the Sign 'n Seal button and enter your 
password. 

 

Click this button to save the report, but still allow future editing of 
the editable values. You are taken back to the Contract Allocation 
screen. 

 

Click this button to 'Sign and Seal' the report.  User is prompted for 
their password, then the report is saved. You are taken back to the 
Contract Allocation screen. 

Note: After this point, the report is no longer editable. 

 

Click this button to return to the Agency Utilities tab without saving 
the report. 
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This button is 

only visible if you 
have the proper 
permissions. 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 

recommended. 

Click the Deactivate button to deactivate the record. 

Note: You will be prompted to confirm the deactivation. 

  

If you wish to confirm the deactivation, click OK. You will be 
returned to the Agency Utilities tab. 

Clicking Deactivate does not deactivate the contract with ARIES; it 
only deactivates the record. Once deactivated, the record will no 

longer be visible. 

If you do not want to deactivate the record, click Cancel and you 
will be returned to the Contract Allocation and YTD Expenditures 
Report Results screen. 

  

To view an existing report that is signed and sealed 

 If "Yes" appears in the "Is Signed 'n Sealed" column, click the View button in the 
report row you wish to view. The report appears. 
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After viewing the report: 

 

Click this button to return to the Contract Allocation and YTD 
Expenditures Report screen. 

 

This button is 
only visible if you 
have the proper 

permissions. 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 

Click the Deactivate button to deactivate the record. 

Note: You will be prompted to confirm the deactivation. 

  

If you wish to confirm the deactivation, click OK. You will be 
returned to the Agency Utilities tab. 

Clicking Deactivate does not deactivate the contract with ARIES; it 
only deactivates the record. Once deactivated, the record will no 
longer be visible. 
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If you do not want to deactivate the record, click Cancel and you 
will be returned to the Contract Allocation and YTD Expenditures 
Report Results screen. 

  

 

4.7.5 Batch Print Utility (Contract Allocation and YTD Expenditures 

Report) 

The Batch Print Utility is used at the State and Admin Agency level only, for the purpose of 
viewing or printing a batch of Detailed reports via Web browsers. 

This report is based on the most recent amended detail report. Only reports that are Signed 
and Sealed are included in the Batch Print Utility. If there are multiple Signed and Sealed 
reports for the same Contract and Period (i.e., if an amended report was created for a given 
quarter), only the final version would be included. 

Accessing the Report 

To access the report: 

 Go to the Agency Utilities tab. 

 

 Click the Batch Print Utility (Contract Allocation and YTD Expenditures Report) link. 

Parameters Screen 

The Batch Print Utilities Parameters screen is the first screen you will see when you click on 
the report link. 
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Complete the report selection parameters as follows: 

Agency Use the dropdown to select the agency you wish to report on. 

The dropdown list displays only Partner and Admin Agencies. 

Note: Selecting a Partner or Admin Agency implies that all the 
reports for all of the agencies that are managed will be printed. 

Funding 
Source 

Use the dropdown to select the funding source you wish to report on. 

This dropdown is filtered by the above agency selection and displays 
only funding sources that have Ryan White or State funding. 

Contract 
Period 

In the two date fields, enter the contract period representing the 
fiscal year (to and from) that the contracts cover. 

Use the format: MM/DD/YYYY.   You can also use the calendar pop-
up by clicking the calendar icon. 

  

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 
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Report Period Use the dropdown to select the report period, e.g., Initial, Quarter 1, 
Quarter 2, Quarter 3, Quarter 4, Final. 

Note: An initial report must be created before you can create a 
subsequent-period report. If you have not yet created an initial 
report, the following error message displays: "Invalid Report Period. 
Initial report does not exist." 

 

Click the Report > button to view the report results. 

Reminder: Make sure an initial report has been created before 
attempting a report for any other period. 

Note: Figures are calculated dynamically. Not all values are stored in 
the Report database, e.g., Funding Levels. 

 

Click this button to return to the Batch Print Utility screen without 
saving the report. 

  

Report Results 

Clicking on the Report > button on the Parameters screen displays the report results. 

The report displays the following information at the top of the screen: 

Administrative 
Agency 

The name of the Administrative Agency associated with the 
Contracting Agency. This is a read-only field. 

Contracting 
Agency 

The name of the Contracting Agency. This is a read-only field. 

Funding Source The name of a funding source. This is a read-only field. 

Contract Period Contract start and end dates. This is a read-on the field. 

Report Period The name of the report period selected from the dropdown. This 

is a read-only field. 
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The report displays the following data in the table columns: 

 

Service Category** Not editable. A list of the primary services (from 
AgencySubservice) associated with the selected contract. 

Initial Allocation Not editable. Reflects the dollars allocated at the beginning of 
the contract year, and is used for comparison with later periods. 

For 'Initial' period report, calculated from Contract data (sum of 

AgencySubservice.budget for service category/contract). 

Subsequent reports (Quarter 1 - 4, and Final) should populate 
from the values saved on the 'Initial' report. 

Current 

Allocation** 

Not editable. Calculated from Contract data (sum of 

AgencySubservice.budget for the services associated with the 
contract), at the point in time the form/report is edited. 
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YTD 
Expenditure/%** 

Not editable. YTD Expenditure is calculated from service data 
(sum of ServiceLineItem.totalCost for the service 
category/contract, from contract start date to report period end 

date. If Initial report, use today's date as the end date). 

% is 'YTD Expenditure' divided by 'Current Allocation' (x 100). 

Initial UDC to be 
served 

Not editable. Reflects the UDC (unduplicated clients) at the 
beginning of the contract year, and is used for comparison with 
later periods. 

For 'Initial' period report, calculated from Contract data (sum of 
AgencySubservice.udcGoal for service category/contract. 

Subsequent reports (Quarter 1 - 4, and Final) should populate 
from the values saved on the 'Initial' report. 

Current UDC to be 
served** 

Not editable. Calculated from Contract data (sum of 
AgencySubservice.udcGoal for the service category/contract), at 
the point in time the form/report is edited. 

UDC Served YTD** Not editable. Calculated from service data (distinct count of 
clientID's for the service category/contract, from contract start 
date to report period end date. If Initial report, use today's date 
as the end date.). 

Initial UOS to be 
served 

Not editable. Reflects the UOS (units of service) at the 
beginning of the contract year, and is used for comparison with 
later periods. 

For 'Initial' period report, calculated from Contract data (sum of 
AgencySubservice.uosGoal for service category/contract. 

Subsequent reports (Quarter 1 - 4, and Final) should populate 
from the values saved on the 'Initial' report. 

Current UOS to be 
served** 

Not editable. Calculated from Contract data (sum of 
AgencySubservice.uosGoal for the service category/contract), at 
the point in time the form/report is edited. 

UOS Provided 
YTD** 

Not editable. Calculated from service data (sum of 
ServiceLineItem.unitsOfService for the service 
category/contract, from contract start date to report period end 
date. If Initial report, use today's date as the end date). 

Amount 
Reimbursed 

Editable. Represents the money that the Administrative Agency 
has reimbursed the provider. 

Total (Initial 

Allocation) 

Not editable. (Sum of Initial Allocation for service categories.) 

Total (Current 
Allocation) 

Not editable. (Sum of Current Allocation for service categories.) 
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Total (YTD 
Expenditures/%) 

Total. Not editable. (Sum of YTD Expenditures for service 
categories) 

%. Not editable. (Sum of YTD Expenditures, divided by, Sum of 
Current Allocation.) 

Total (Initial UDC) Not editable. Use Contract UDC Goal. 

Total (Current 

UDC) 

Not editable. Reflects the Contract UDC at the beginning of the 

contract year, and is used for comparison with later periods. 

For 'Initial' period report, calculated from Contract.udcGoal. 

Subsequent reports (Quarter 1 - 4, and Final) should populate 
from the values saved on the 'Initial' report. 

Total (UDC Served 
YTD)** 

Not editable. Calculate from service records for ALL service 
categories. 

Note: This is not the sum of the totals for the individual service 
categories, as many clients receive multiple service types. 

Total (Initial UOS) Not editable. Calculate sum of Initial UOS for each service 
category. 

Total (Current 
UOS) 

Not editable. Calculate sum of current UOS for each service 
category. 

Total (UOS 
Provided YTD) 

Not editable. Calculate sum of UOS provided YTD for each 
service category. 

Total (Amount 
Reimbursed) 

Not editable. Calculate sum of Amount Reimbursed for each 
service category. 

 

Click this button to save your Summary data and return to the 
Agency Utilities tab. 

  

** Indicates that the calculated data is saved with the report when the report is 'Signed and 
Sealed', reflecting the calculated values at that point in time. If the report is later viewed 
after being 'Signed and Sealed', the saved values are displayed, rather than the real-
time calculated valued. 

Note: This report cannot be printed from this screen. 

 

4.7.6 Summary Report (Summary Allocation and YTD Expenditures 

Report) 

The ARIES Summary Allocation and YTD Expenditures Report serves as a report for multiple 
contracts and agencies (either Ryan White funded or State Services funded for a given fiscal 
year and report period). This report is submitted to HRSA at the beginning, middle, and end 
of the reporting year and reflects the implementation plan for Ryan White grants. The report 
is only run at the State (Partner) or Administrative Agency level, and is not editable. 
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The Summary report is a consolidated version of the Detail reports that are Signed and 
Sealed, and is based on the most recent amended detailed report. If there are multiple 
Signed and Sealed reports for the same Contract and Period (I.e., if an amended report was 

created for a given quarter), only the final version would be included. 

Accessing the Report 

To access the report: 

 Go to the Agency Utilities tab. 

 

 Click the Summary Report (Summary Allocation and YTD Expenditures Report) link. 

Parameters Screen 

The Summary Allocation and YTD Expenditures Report Parameters screen is the first screen 
you will see when you click on the report link. 
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Complete the report selection parameters as follows: 

Administrative 
Agency 

Use the dropdown to select the agency you wish to report on. 

The dropdown list displays only administrative agencies that have Ryan 
White or State funded contracts. 

Funding 
Source 

Use the dropdown to select the funding source you wish to report on. 

This dropdown list is filtered by the above agency selection and 
displays only funding sources that have Ryan White or State funding. 

Contract 
Period 

In the two date fields, enter the contract period representing the fiscal 
year (to and from) that the contracts cover. Use the format 
MM/DD/YYYY. You can also use the calendar pop-up by clicking the 
calendar icon. 

  

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

Report Period Use the dropdown to select the report period, e.g., Initial, Quarter 1, 
Quarter 2, Quarter 3, Quarter 4, Final. 

 

Click the Report > button to view the report results. 

Note: An initial report must be created before you can create a 
subsequent-period report. If you have not yet created an initial report, 
the following error message displays: "Invalid Report Period. Initial 
report does not exist."] 

 

Clicking this button gives you the option of opening or saving the data 
in XML format. 

Opening this file displays another screen providing format options of 
XML, CSV, or tab-separated values. 
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Use the dropdown to select the format. 

After selecting a format, click Export to generate a file based on your 

format choice and creates a file you can download to your computer. 
The file name is displayed in the bottom of the screen. 

  

To Open or Save the File 

 Click the Download button. 

 You will be prompted to open or save the file. 

 Click the Save button. The Save As window will be displayed so 
you can assign a name to the file. 

 Navigate to the desired file path on your computer and click 
Save. 

 The Download Complete dialog box displays. 

 

 The file can then be imported into another application. 

 

Click this button to return to the Agency Utilities tab without saving the 
report. 

  

Report Results 

Clicking on the Report > button on the Parameters screen displays the report results. 
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The report displays the following information at the top of the screen: 

Administrative 
Agency 

The name of the Administrative Agency associated with the 
Contracting Agency. This is a read-only field. 

Funding Source The name of a funding source. This is a read-only field. 

Contract Period Contract start and end dates. This is a read-on the field. 

Report Period The name of the report period selected from the dropdown. This 
is a read-only field. 

Initial UDC to be 
served 

Calculated from sum of 'Initial UDC [unduplicated clients] to be 
served' column of Detail reports. 

Current UDC to be 
served 

Calculated from sum of 'Current UDC to be served' column of 
Detail reports. 

UDC Served YTD Calculated from sum of 'UDC Served YTD' column of Detail 
reports. 
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The report displays the following data in the table columns: 

Service Category A list of the primary services (from AgencySubservice) 
associated with the contracts within the report parameters. 

Initial Allocation Reflects the dollars allocated at the beginning of the contract 
year, and is used for comparison with later periods. 

Calculated from sum of  'Initial Allocation' column of Detail 

reports – filtered by 'Signed and Sealed', agency list (associated 
with AA/Partner), funding source category, contract period and 
report period. 

Notes: 

If an amended report was created for the report period, only 

include the latest version. 

The filter applies to all calculations below which read "sum of 
xxxxx column of Detail reports." 

Current Allocation Calculated from sum of 'Current Allocation' column of Detail 
reports. 

YTD 
Expenditure/% 

Calculated from sum of 'YTD Expenditure' column of Detail 
reports. 

% is 'YTD Expenditure' divided by 'Current Allocation' (x 100). 

Initial UOS to be 
served 

Calculated from sum of 'Initial UOS [units of service] to be 
served' column of Detail reports. 

Current UOS to be 
served 

Calculated from sum of 'Current UOS to be served' column of 
Detail reports. 

UOS Provided YTD Calculated from sum of 'UOS Provided YTD' column of Detail 
reports. 

Amount 
Reimbursed 

Calculated from sum of 'Amount Reimbursed' column of Detail 
reports. 

Total (Initial 

Allocation) 

Sum of Initial Allocation for service categories. 

Total (Current 
Allocation) 

Sum of Current Allocation for service categories. 

Total (YTD 
Expenditures/%) 

Total. Sum of YTD Expenditures for service categories. 

%. Sum of YTD Expenditures, divided by Sum of Current 
Allocation. 

Total (Initial UDC) Sum of Total Initial UDC from Detail reports. 
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Total (Current 
UDC) 

Sum of Current UDC for service categories. 

Total (UDC Served 
YTD) 

Sum of Total UDC Served YTD from Detail reports. 

Total (Initial UOS) Sum of Initial UOS for service categories. 

Total (Current 

UOS) 

Sum of Current UOS for service categories. 

Total (UOS 
Provided YTD) 

Sum of UOS provided YTD for service categories. 

Total (Amount 
Reimbursed) 

Sum of Amount Reimbursed for service categories. 

Admin Cost Sum of all Admin cost on contracts from Detail reports. 

Report Date The system date when the report is run. 

 

Click this button to save your Summary data and return to the 
Agency Utilities tab. 

  

 

4.7.7 Subcontractor Data Sheet - Review Certification and Service 

Allocations Report 

Note: If you need to amend an existing report, click to view procedures to create an 
Amended Subcontractor Data Sheet. 

Agency Administrators typically enter the data for their providers' ARIES Subcontractor Data 
Sheet - Review Certification and Service Allocations Report. This can serve as a report for 
multiple contracts and agencies (either Ryan White funded or State Services funded for a 
given fiscal year and report period). 

This report is usually completed twice: prior to the start of the contract, and 30 days after 
the contract starts. After 30 days, the completed reports must be Signed and Sealed. 

Accessing the Report 

To access the report: 

 Go to the Agency Utilities tab. 
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 Click the Subcontractor Data Sheet - Review Certification and Service Allocations 
Report link to display the Subcontractor Data Sheet. 

  

 

Use this screen to: 

 Create a new report. 

 View or edit a report that has not yet been signed and sealed. 

 View a report that has been signed and sealed. 

 Use the dropdown to select an agency to report on. 

OR 

 Click New to display the Parameters screen. 

  



Section 4 

409 

Parameters Screen 

 

Complete the fields as follows: 

Agency or 
Administrative 
Agency 

Use the dropdown to select the agency you wish to report on. 

The dropdown list displays only agencies that have Ryan White or 
State funded contracts. 

Contract Use the dropdown to select the contract you wish to report on. 

The dropdown list is filtered by the above agency selection and 
displays only contracts that have Ryan White or State funded 
contracts. 

 

Click the Report > button to view the report results. 

Note: An initial report must be created before you can create a 
subsequent-period report. If you have not yet created an initial 
report, the following error message displays: "Invalid Report 
Period. Initial report does not exist." 

 

Click this button to return to the Agency Utilities tab without 
saving the report. 

  

Report Results 

Clicking on the Report > button on the Parameters screen displays the report results. 

The top portion of the report displays the following: 
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Administrative Agency The name administrative agency associated with the 
contracting agency. 

Funding Source The name of the funding source associated with the 
contract. 

Program ID Use the text field to enter the program ID. 

Attachment 
ID/Contract No. 

Use the text box to enter the attachment ID and/or the 
contractor number. 

Contract Name The name of the selected contract. 

Fiscal Year The contract start and end dates. 

Submission Date The date the form/report was "Signed and Sealed." 

Subcontractor The agency name selected from the contracting agency 
dropdown. 

EIN The agency taxpayer ID (Employer's Identification Number) 
for the agency selected from the Contracting Agency 
dropdown. 

Faith Based 
Organization? 

Use the Yes/No dropdown to select whether this is a faith-
based organization. 

Minority Organization? Use the Yes/No dropdown to select whether this is a 
minority organization. 

Selection Process Use the dropdown to select the selection process, e.g., 
Competitive Bid, Sole Source, Single Source, or Renewal. 
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Minority Provider? Use the Yes/No dropdown to select whether this is a 
minority provider. 

HUB Certified? Use the Yes/No dropdown to select whether this is a HUB 
certified organization. 

Renewal Year Use the dropdown to select the renewal year, e.g., Year 1, 
Year 2, Year 3, Year 4, or Year 5. 

Mailing Address Lists the mailing address of the Agency Site. 

If there is more than one site, the "Main" site will be shown. 
If there is more than one site, and no "Main" name, the 
most recently edited site record will be shown. 

Street Address Lists the street address of the Agency Site. 

If there is more than one site, the "Main" site will be shown. 
If there is more than one site, and no "Main" name, the 
most recently edited site record will be shown. 

Phone, Fax Lists the phone and fax numbers of the agency. 

Email Lists the Agency Email address. This is a read-only field. 

Executive Director Lists the name of the Executive Director. This is an editable 
field. 

Contact Person, Title Lists the name of the agency contact person and his/her 
title. 

Method of Payment Check all boxes that apply. 

If this agency provides 
Outpatient/Ambulatory 

Medical Care, does the 
agency collect sliding 
scale fees from clients? 

Use the Yes/No dropdown to select the appropriate 
response. 

If this agency provides 
Outpatient/Ambulatory 
Medical Care, does the 
agency collect co-
payments from clients? 

Use the Yes/No dropdown to select the appropriate 
response. 
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The report displays the following data in the table columns: 

 

  

Service Category All primary services associated with the contract, except those 
which cannot be funded by Ryan White Part B (i.e., State Services 
Only). 

Service Category The primary services in the contract which cannot be funded by 
Ryan White Part B (i.e., based on service hierarchy, State 
Services Only). 

Note: This section will not be visible if there are no State 
Services. 

Estimated 
Objectives - Units 

Calculated from AgencySubservice.uosGoal for the primary 
service category. 

Estimated 
Objectives - 
Persons 

Calculated from AgencySubservice.udcGoal for the primary 
service category. 

Subcontractor 
Direct Services 
Cost 

Direct services cost for the service category. 

Subcontractor 

Administrative 
Costs 

Administrative costs for the service category. 

Total 
Subcontractor 
Cost for Service 

System calculated (Direct + Administrative costs). 

Total Allocation 
(row below 
bottom section of 
service 
categories) 

System calculated. Totals for the following columns: 
"Subcontractor Direct Services Cost", "Subcontractor 
Administration Costs" and "Total Subcontractor Cost For Service" 
(no totals are included for Estimated Objectives). 
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Report 'Review' Section 

The Program Review section displays the following information. Select the appropriate radio 
buttons. 

 

  

Assurances Section 

 

The Assurances section displays the following information. Complete the editable portion as 
follows: 

AA Authorized 
Official 

Enter the name of the AA authorized official. This is an editable 
field. 

Password to 
sign and seal 
note 

This option is available only to users with the appropriate 
permission level. If this report is completed and you wish to sign 
and seal this report, click the Sign 'n Seal button and enter your 
password. 

 

Click this button to save the report, but still allow future editing of 
the editable values. You are returned to the Subcontractor Data 
Sheet screen. 

 

Click this button to 'Sign and Seal' the report.  User is prompted for 
their password, then the report is saved. You are returned to the 
Subcontractor Data Sheet screen. 

Note: After this point, the report is no longer editable. 



ARIES R18 Client Help Manual 

414 

 

Click this button to return to the Agency Utilities Tab without saving 
your selections. 

 

This button is 
only visible if you 
have the proper 
permissions. 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 

Click the Deactivate button to deactivate the record. 

Note: You will be prompted to confirm the deactivation. 

  

If you wish to confirm the deactivation, click OK. You will be 
returned to the Agency Utilities tab. 

Clicking Deactivate does not deactivate the contract with ARIES; it 
only deactivates the record. Once deactivated, the record will no 
longer be visible. 

If you do not want to deactivate the record, click Cancel and you 
will be returned to the Subcontractor Data Sheet Report Results 

screen. 

  

To view or edit an existing report that is not signed and sealed 

 If "No" appears in the "Is Signed 'n Sealed" column, click the Edit button in the 

report row you wish to edit/view. 
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Update any editable fields you wish to change: 

Program ID Use the text field to enter the program ID. 

Attachment 
ID/Contract No. 

Use the text box to enter the attachment ID and/or the 
contractor number. 

Faith Based 
Organization? 

Use the Yes/No dropdown to select whether this is a faith-
based organization. 

Minority Organization? Use the Yes/No dropdown to select whether this is a 
minority organization. 

Selection Process Use the dropdown to select the selection process, e.g., 
Competitive Bid, Sole Source, Single Source, or Renewal. 

Minority Provider? Use the Yes/No dropdown to select whether this is a 
minority provider. 

HUB Certified? Use the Yes/No dropdown to select whether this is a HUB 
certified organization. 

Renewal Year Use the dropdown to select the renewal year, e.g., Year 1, 
Year 2, Year 3, Year 4, or Year 5. 

Executive Director Lists the name of the Executive Director. This is an editable 
field. 

Method of Payment Check all boxes that apply. 

If this agency provides 
Outpatient/Ambulatory 
Medical Care, does the 
agency collect sliding 
scale fees from clients? 

Use the Yes/No dropdown to select the appropriate 
response. 

If this agency provides 
Outpatient/Ambulatory 
Medical Care, does the 
agency collect co-
payments from clients? 

Use the Yes/No dropdown to select the appropriate 
response. 

  

Subcontractor 
Direct Services 
Cost 

Entered by user. Direct services cost for the service category. 

Subcontractor 
Administrative 
Costs 

Entered by user. Administrative costs for the service category. 
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Administrative Fiscal Review, Assurances 

Select radio buttons as appropriate. 

  

AA Authorized 
Official 

Enter the name of the AA authorized official. This is an editable 
field. 

Password to 
sign and seal 

note 

This option is available only to users with the appropriate 
permission level. If this report is completed and you wish to sign 

and seal this report, click the Sign 'n Seal button and enter your 
password. 

 

Click this button to save the report, but still allow future editing of 
the editable values. You are returned to the Subcontractor Data 
Sheet screen. 

 

Click this button to 'Sign and Seal' the report.  User is prompted for 
their password, then the report is saved. You are returned to the 
Subcontractor Data Sheet screen. 

Note: After this point, the report is no longer editable. 

 

Click this button to return to the Agency Utilities Tab without saving 
your selections. 

 

This button is 

only visible if you 
have the proper 
permissions. 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 

Click the Deactivate button to deactivate the record. 

Note: You will be prompted to confirm the deactivation. 

  

If you wish to confirm the deactivation, click OK. You will be 
returned to the Agency Utilities tab. 

Clicking Deactivate does not deactivate the contract with ARIES; it 
only deactivates the record. Once deactivated, the record will no 
longer be visible. 

If you do not want to deactivate the record, click Cancel and you 
will be returned to the Subcontractor Data Sheet Report Results 
screen. 
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To view an existing report that is signed and sealed 

 If "Yes" appears in the "Is Signed 'n Sealed" column, click the View button in the 
report row you wish to view. 
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The following fields remain editable: 

Faith Based 
Organization? 

Use the Yes/No dropdown to select whether this is a faith-
based organization. 

Minority Organization? Use the Yes/No dropdown to select whether this is a 
minority organization. 

Selection Process Use the dropdown to select the selection process, e.g., 

Competitive Bid, Sole Source, Single Source, or Renewal. 

Minority Provider? Use the Yes/No dropdown to select whether this is a 
minority provider. 

HUB Certified? Use the Yes/No dropdown to select whether this is a HUB 
certified organization. 

Renewal Year Use the dropdown to select the renewal year, e.g., Year 1, 
Year 2, Year 3, Year 4, or Year 5. 

Executive Director Lists the name of the Executive Director. This is an editable 
field. 

Method of Payment Check all boxes that apply. 

If this agency provides 
Outpatient/Ambulatory 
Medical Care, does the 
agency collect sliding 
scale fees from clients? 

Use the Yes/No dropdown to select the appropriate 
response. 

If this agency provides 
Outpatient/Ambulatory 
Medical Care, does the 
agency collect co-

payments from clients? 

Use the Yes/No dropdown to select the appropriate 
response. 

  

Administrative Fiscal Review, Assurances 

Select radio buttons as appropriate. 

  

AA Authorized 
Official 

Enter the name of the AA authorized official. This is an editable 
field. 

Password to 
sign and seal 
note 

This option is available only to users with the appropriate 
permission level. If this report is completed and you wish to sign 
and seal this report, click the Sign 'n Seal button and enter your 
password. 
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Click this button to save the report, but still allow future editing of 
the editable values. You are returned to the Subcontractor Data 
Sheet screen. 

 

Click this button to 'Sign and Seal' the report.  User is prompted for 
their password, then the report is saved. You are returned to the 
Subcontractor Data Sheet screen. 

Note: After this point, the report is no longer editable. 

 

Click this button to return to the Agency Utilities Tab without saving 
your selections. 

 

This button is 

only visible if you 
have the proper 
permissions. 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 

Click the Deactivate button to deactivate the record. 

Note: You will be prompted to confirm the deactivation. 

  

If you wish to confirm the deactivation, click OK. You will be 
returned to the Agency Utilities tab. 

Clicking Deactivate does not deactivate the contract with ARIES; it 
only deactivates the record. Once deactivated, the record will no 

longer be visible. 

If you do not want to deactivate the record, click Cancel and you 
will be returned to the Subcontractor Data Sheet Report Results 
screen. 

  

Note: If you need to amend an existing report, click to view procedures to create an 
Amended Subcontractor Data Sheet. 

 

4.7.8 Amended Subcontractor Data Sheet 

View procedures to create a new Subcontractor Data Sheet. 

Occasionally, contract dollar amounts and services may be changed during the contract 
year. A signed record of such changes is required. Although an existing Signed and Sealed 
report cannot be edited to reflect them, the changes can be captured in an amendment to a 
Signed and Sealed report. The amendment is then stored in the ARIES database along with 
the original Subcontractor Data Sheet. 
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To create an amendment report: 

 On the Subcontractor Data Sheet page, select your agency and note the contract 
name for the existing report to be amended. Then click the New button. 

 

  

 The Subcontractor Data Sheet Certification and Service Allocations screen appears. 

 

 From the dropdown, select the same contract name as appeared for the signed and 
sealed Data Sheet on the read-only screen. Click Report>. 

 You receive the following prompt: 

 

 Click OK. 

Note: If another report for the same contract name exists and it is not Signed and Sealed, 
you will receive a 'Duplicate Report' error message. That is because you can have only one 
'open' report at a time for a given contract. 

If only a signed and sealed version of the report for the selected contract name exists, that 
report appears. In the signed and sealed report all editable values will default to the values 
entered in the most recent version of the report. 
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 Update editable fields as appropriate. Then click Save, Sign and Seal , or Cancel. 

The amended Data Sheet now appears on a new row of the read-only page. Note that the 
Amendment column is set to Yes. 

 

View procedures to create a new Subcontractor Data Sheet. 
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4.8 Creating an Agency 

If you are part of an administrative agency or are a partner and you have the proper 

permissions, you can create an agency. 

 From the ARIES menu bar at the top of the ARIES screen, choose the Find > 
Agency menu item, which takes you to the Agency Search screen. 

 

 Confirm that the agency is not in the system by entering the name of the agency you 
wish to create and clicking the Search button. 

 

 After confirming that the agency name is not in the system, click the New Agency 
button, to display the Agency Edit screen. 
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Complete the fields as follows. Fields marked with a red asterisk (*) are required. 

Agency Full Name Enter the agency's entire name. 

Agency Short 
Name 

Enter an abbreviated version of the agency and name. Example: 
for the San Francisco AIDS Foundation, you might use "SFAF." 
This short name will be used in screens and reports where the full 
agency name might not format correctly. 

Website If the agency has a website, enter it in the text field. Include 
"http://" at the beginning; e.g., if the website is 
www.ryanwhitecenter.org, you would enter 
"http://www.ryanwhitecenter.org" in the text field. 

Acuity Tools Link Acuity tools are used to measure the severity of a disease. As 
different agencies employ different acuity systems, it is important 
that the tool each agency uses be available to help standardize 
case management services. 

Enter the agency's link including "http://" at the beginning; e.g., 
if the website is www.ryanwhitecenter.org/acuity, you would 
enter "http://www.ryanwhitecenter.org/acuity" in the text field. 

Taxpayer ID Enter the nine-digit taxpayer ID. Use the format 99-1234567. 

For some smaller agencies, you can enter a Social Security 
number. Use the format 123-45-6789. 

Agency Provider 
ID 1 

Enter any identification code provided by the agency's 
administrative agency. 

Agency Provider 
ID 2 

Enter any additional identification code provided by the agency's 
administrative agency. 

Contact Name Enter the name of the contact person for financial and contract 

matters. This is often the director or financial officer. 

Title Enter the title of the contact person. 

Email Enter the email address of the contact person. 
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Phone Enter the phone number of the contact person. 

After a phone number, you may enter an optional extension of up 
to 5 digits. Do not type "extension" or "ext." before the extension 
number. Example: 925-555-1212 12345 

Fax Enter the fax number of the contact person. 

EMA Number Enter the Eligible Metropolitan Area (EMA) number of the agency. 

HRSA Grantee Check this box if your agency is a Health Resources and Services 
Administration (HRSA) grantee. 

Notes text box Enter any additional agency information in the Notes text box. 

Agency Type Make a selection from the Agency Type dropdown (e.g., Provider 

Agency or Administrative Agency). 

Note: Because AA's and Super AA's may not have contracts, an 
agency that has any contracts or clients cannot be assigned to 
any agency type except Provider Agency. If a user attempts to 
assign to any other type, an error message appears: "This agency 
has contracts or clients. Administrative agencies may not have 

contracts or clients." 

 

Click this button to save your updates and proceed to the Agency 
Site screen. 

 

Click the Cancel button to return to the Agency Info screen 

without saving your entries. 
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4.8.1 Creating an Agency Site 

When you click Save + Next on the Agency Edit screen, you are taken to the Agency Site 
screen. ARIES automatically fills in the name of the agency you are creating at the top of 
this screen. 

 

Agencies can provide services from multiple sites. To create a new site for an agency, click 
the New button to display the Agency Site Edit screen. 
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Site Name Enter the site name. 

Site Code Enter the site code. 

Street 1 Enter the street address. 

Street 2 Optional. Enter an additional street address. 

City Enter the city of the site. 

State & ZIP Use the dropdown to select the state of the site. In the adjacent 
window, enter the ZIP code of the site. 

County Use the dropdown to enter the county of the site. The list is set to 
display the counties in the state you selected. 

Geog Area/HSDA Use the dropdown list to enter this site's geographic area or Health 
Services Delivery Area (HSDA). 

Phone 1 Enter the phone number of the site. After a phone number, you 
may enter an optional extension of up to 5 digits. Do not type 
"extension" or "ext." before the extension number. Example: 925-
555-1212 12345 

Use the dropdown to identify the phone number as the main 
number, or fax number, or a telecommunications device for the 
hearing impaired (TTY). 

Phone 2 Optional. Enter a second phone number. After a phone number, 
you may enter an optional extension of up to 5 digits. Do not type 
"extension" or "ext." before the extension number. Example: 925-
555-1212 12345 

Use the dropdown to identify the phone number as the main 
number, or fax number, or a telecommunications device for the 
hearing impaired (TTY). 

 

Click this button to save your input and return to the Agency Site 
screen, which now displays the new site. 

 

Click the Cancel button to return to the Agency Site screen 
without saving your input. 

  

To Enter Additional Sites 

 Click the New button again and repeat the above instructions. 

  

4.8.2 Creating an Agency Funding Source 

When you are entering or editing contract information, be as accurate and complete as 
possible, to help facilitate budgeting and tracking. 
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From the ARIES menu bar at the top of the screen, select Find > Agency. The Agency 
Search screen appears. 

 

 Enter the name of your agency in the Agency text field. As a shortcut, you can enter 
the first few letters of the agency and use the "*" wildcard. Example: if you wanted 
to find the Ryan White Center, you would enter "ryan*." 

 Click Search. 

 On the Agency Search Result screen, click the name of your agency to get to the 
Agency Info Screen. 

 On Agency Info, click the Funding & Contracts tab. 

 

Note: Make sure all of your funding sources, including federal, state, county, city 
and private sources are entered on this screen. 

On the Funding & Contracts tab, click the Edit button for a read-only display of the agency's 
funding sources, grantee numbers and any notes. 

 

To Add a New Funding Source 

 Click the New button to display the Funding Sources Edit screen. 
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Complete the fields as follows. 

Funding Source Use the dropdown to select the funding source. If the funding 
source is not listed, enter it the If Other field. 

Grantee Number Enter the grantee number. 

Notes text box Enter any additional information in the Notes text box. This is a 
scrollable box. 

If Other If you selected "Other" from the Funding Source dropdown list, 
you must make an entry in the "If Other" field. 

 

Click this button to save your input and return to the Funding 
Sources Edit screen. 

 

Click the Cancel button to return to the read-only Funding Sources 
Edit screen without saving your input. 

  

4.8.3 Creating an Agency Contract 

  

When you click Next on the Funding Sources edit screen, you are taken to the read-only 
Contracts Edit screen. 

 

Click New to open an editable row on the screen. 

Note: The New button is not visible to users in Admin Agencies or Super AA's. However, 
the button remains visible to Admin or Super AA users if they are emulating an agency user. 
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Complete the fields as follows. 

Contract Name Enter the contract name. 

It is useful to include the contract year of the contract name to 
distinguish renewals of contracts, e.g., "Dental Services 11" for the 
contract in fiscal year 2011. 

Funding Source Use the dropdown to select the funding source. If the funding 
source is not listed, you can add it in the Agency Funding Sources 

screen. 

Contract # Enter the contract number. 

Start Date Enter the start date of the contract. Use the format MM/DD/YYYY. 

End Date Enter the end date of the contract. Use the format MM/DD/YYYY. 

Amount Enter the dollar amount of the contract. 

Is Ryan White 
Funded 

Check this field if the contract contains any funding from the Ryan 
White HIV/AIDS Program, regardless of other sources. 

Exclude for New 
Services 

Checking this box prevents the contract from displaying on the 
Services Provided page Contract dropdown list. Existing services 
are still editable. 

Display Order Assign a numeric Display Order, so that the contract dropdown list 
on the Service Edit page can be sorted by Display Order as an 
alternative to alphabetical sorting. 

 

Click this button to save your entries and return to the Contracts 
Edit screen, which now displays the new contract. 

 

Click the Cancel button to return to the Contracts Edit screen 

without saving your input. 

  

To Add More Contracts 

 Click the New button again and repeat the above instructions. 

When you have completed entering all the new contracts: 

 Click the Edit Services button to go to the Primary Services screen 

OR 

 Click Done to go to the Funding & Contracts tab if you wish to add the services later. 

 

 

4.8.4 Creating Agency Primary Services 

Important Note: When setting up a single contract, do not check service boxes 
for more than one program. If you do, two programs will display on the program 



Section 4 

431 

dropdown when only one program should appear. Since programs are tied to 
contracts, each contract should represent just one program. 

For example, an agency that receives both Ryan White Part A and Ryan White Part 

C funds should set up two separate contracts, designating one as Part A and the 
other as Part C. In this example, you would need to be especially alert because, in 
setting up the services, you would make selections for each contract from the 
same "Ryan White" listing. You would need to keep in mind which contract you 
are working in. That is, make sure you are working in the Part C contract when 
checking the "Ryan White" service boxes for Part C; make sure you are working in 

the Part A contract when checking the appropriate boxes under "Ryan White" for 
Part A. 

Setting up a separate contract for each program contributes to the accuracy and 
efficiency of reports. 

  

If you are adding services at the same time as you are creating a new agency, access the 
Primary Services screen as follows: 

 Click the Edit Services button on the Contracts Edit screen. 

If you are adding services at a later time than when you created the new agency, access the 
Primary Services screen as follows: 

 From the ARIES menu bar at the top of the ARIES screen, choose the Find > Agency 
menu item, to display the Search screen. 

 Search for the agency you wish to add services for, which will take you to the Agency 
Info tab. 

 From the Agency Info tab, select the Funding & Contracts tab. 

 On the Funding & Contracts tab, click Edit to go to the Funding Sources Edit screen. 

 On the Funding Sources Edit screen, click Next to go to the Contracts Edit screen. 

 On the Contracts Edit screen, click the Edit Services button to add new services. 
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Check all the services associated with the contract. 

 To add a service, click on the box. 

 To delete a service, click on the box with the checkmark to delete the checkmark. 

After checking all the services, click on one of the following: 

 

Click this button to save your input and proceed to the Agency 
Subservices Edit screen, which displays the default subservices 
for each primary service checked. 

 

Click the Cancel button to return to the read-only Contracts Edit 
screen without saving your input. 
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4.8.5 Creating Agency Subservices 

Notes 

On the Agency Subservices Edit page, you will receive warning messages if the following 
conditions exist: 

 The sum of the Budget columns for the contract exceeds "Amount" on the contract 
record. The warning message is: "Sum of budgets for Subservices ($nn,nnn) should 
not exceed Contract amount ($nn,nnn)." 

 The sum of the "UOS Goal" columns for the contract exceeds "UOS Goal" on the 
contract record. The warning message is: "Sum of UOS Goal for Subservices 
(nn,nnn) should not exceed Contract UOS Goal (nn,nnn)." 

These messages are informational only; they would not prevent the user from saving the 
record. 

The Agency Subservices Edit screen displays the default subservices for each primary 
service checked. 

 

To Add a New Subservice 

 Click Add in the row where you wish to add a subservice. The Agency Subservice 
Edit screen displays for that row. 

 

Complete the fields as follows. 

Service text box Enter the type of subservice. This is a scrollable field. 
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Unit Use the dropdown to select the quantifiable unit of service. 
Example: If the service were nutritional education, the units might 
be hours; if it were food service being provided, the units might be 

meals. 

Default Quantity The standard number of units provided for a client. 

Example: If a standard nutrition information session took two 
hours to give, the default quantity would be "2." 

Note: When entering a service line item in an Edit Service screen 
the staff person enters the actual number of units supplied. 

Default Price The cost per unit of service. Example: Meals might cost $5.00 per 
unit. Enter the dollar amount without the $ or commas. They will 
automatically be supplied once you tab out of the field. 

UOS Goal The Units of Service Goal. This refers to the total number of units 
planned for this service under this contract. 

Example: If bus tokens were the service provided, the UOS Goal 
might be 10,000 bus tokens during the contract year. 

The default unit of service (UOS) for most service categories is "15 

minutes." However, some service categories have different units of 
measurement such as "test" or "visit." Because the "Other 
Services" categories are a mixture of diverse services, the units of 
measurement are varied. 

UDC Goal The Unduplicated Clients Goal. This refers to the number of 
discrete clients expected to receive this service during the contract 
year. 

Using the previous bus token example, if each client were eligible 
for 10 bus tokens, the UDC Goal would be 1,000. 

Budget The funds available in the contract for this subservice. Enter the 
dollar amount without the $ or commas. They will automatically be 
supplied once you tab out of the field. 

Notes Any additional information regarding the service. This is a 
scrollable field. 

 

Click this button to save your input and return to the Agency 
Subservices Edit screen, which now displays your input. 

 

Click the Cancel button to return to the Agency Subservices Edit 
screen without saving your input. 
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4.8.6 Creating an Admin Account 

Once you have created a new agency, you are prompted to create one by the appearance of 

a Create Admin Acct button on the Agency Info screen. 

From the Agency Info tab: 

 If you have the proper permissions level, the Create Admin Acct button displays to 
prompt you to create an ARIES administrator account. 

Note: The administrator you assign should be someone responsible for the agency's 

advanced ARIES functions. Example: If you were creating an administrative agency, the 
administrator would be responsible for creating new agencies. 

 

 Click the Create Admin Acct button to display the Staff Edit screen. 

 

Complete the fields as follows. 

Agency Select the agency name from the dropdown list. 

Last Name Enter the administrator's last name. This is a required field. 

First Name Enter the administrator's first name. This is a required field. 

Title Enter the administrator's title, if applicable. 
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Employment Use the dropdown list to select whether the administrator is Full 
Time, Part Time or a Volunteer. 

FTE For full-time staff enter 1 as the Full-Time Equivalent (FTE). 

For part-time and volunteer staff, enter the proportion of the Full 
Time Equivalent (FTE) as a number between 0 and 1 in the 
accompanying text field. 

Example: If the administrator works half time, enter .5 in the 

text field. 

Phone Enter the administrator's phone number. After a phone number, 
you may enter an optional extension of up to 5 digits. Do not 
type "extension" or "ext." before the extension number. 
Example: 925-555-1212 12345 

Fax Enter the administrator's fax number. 

Email Enter the administrator's email address. 

Primary Site Use the dropdown to select which location is the administrator's 
primary work site. This is a required field. 

Initial/Short Name Enter an abbreviated version of the administrator's name. 
Example: For Mary Jones, use "MJ." This short name will be used 
in screens where their full name might not correctly. This is a 
required field. 

Home Page Use the dropdown to select the screen that will appear when the 
staff person logs in. The default screen is the ARIES welcome 
screen. Select the home page that the administrator will visit 
most frequently. This is a required field. 

ARIES Login Enter the administrator's login ID. This is a required field. 

Note: The login ID must be 8-32 characters in length and must 
use only letters and numbers. Example: "maryj" is not an 
acceptable login, but "maryjones" or "maryj222" is acceptable. 

Password Enter the administrator's password. You must reenter the 
password identically in the Confirm Password field below. 

Note: the new password must be 6-32 characters long and 
include: 

At least one uppercase character. 

At least one lowercase character. 

At least one number. 

At least one special character (except for the $, %, ^, and *). 

Example: "Rover7" is not an acceptable password, but 
"Rover7@" or "#2reVer9" is. This is a required field. 
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Confirm Password Enter the new password identically to the above field. This is a 
required field. 

User Group Use the dropdown to select Agency ARIES Administrator. 

Note: If you are creating an administrative agency, select 
Administrative Agency ARIES Administrator. This is a required 
field. 

Challenge 
Question 

The field is not currently active. 

Challenge Answer The field is not currently active. 

Notes text box Enter any additional agency information in the Notes text box. 

 

Click this button to save your input and proceed to the Staff 
Permissions Edit screen to customize the Admin user's 
permissions. 

Note that the user group is Agency ARIES Administrator. This 
group is granted the standard permissions for an agency 
administrator. 

Check or uncheck any categories as needed to customize the 
user's permissions; or simply leave permissions unchanged and 
click the Save button at the bottom of the screen. 

 

Click this button to save your entries and proceed to the read-

only Staff Detail screen for the user. 

 

Click the Cancel button to discard your entries and go to the 
read-only Staff Detail screen for the user. 

  

For more details, see the Staff Edit and Permissions sections of Client Help. 

This completes the steps in setting up a new agency. 
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4.9 Changing Agency Information 

To access Agency Edit to change your agency information, from the ARIES menu bar at the 

top of the screen, select Find > Agency. The Agency Search screen appears. 

 

 Enter the name of your agency in the Agency text field. As a shortcut, you can enter 

the first few letters of the agency and use the "*" wildcard. For example, if you 
wanted to find the Ryan White Center, you would enter "ryan*." 

 Click Search. The Agency Info screen displays. 

 

 If you are taken to the Agency Search Result screen, click the name of your agency 
to go to Agency Info screen. 

To Edit Existing Agency Information 

 Click the Edit button, which takes you to the Agency Edit screen. 
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Complete the fields as follows. Fields marked with a red asterisk (*) are required. 

Agency Full Name Enter the agency's entire name. 

Agency Short 
Name 

Enter an abbreviated version of the agency and name. Example: 
for the San Francisco AIDS Foundation, you might use "SFAF." 
This short name will be used in screens and reports where the full 
agency name might not format correctly. 

Website If the agency has a website, enter it in the text field. Include 
"http://" at the beginning; e.g., if the website is 
www.ryanwhitecenter.org, you would enter 
"http://www.ryanwhitecenter.org" in the text field. 

Acuity Tools Link Acuity tools are used to measure the severity of a disease. As 
different agencies employ different acuity systems, it is important 
that the tool each agency uses be available to help standardize 
case management services. 

Enter the agency's link including "http://" at the beginning; e.g., 
if the website is www.ryanwhitecenter.org/acuity, you would 

enter "http://www.ryanwhitecenter.org/acuity" in the text field. 

Taxpayer ID Enter the nine-digit taxpayer ID. Use the format 99-1234567. 

For some smaller agencies, you can enter a Social Security 
number. Use the format 123-45-6789. 

Agency Provider 
ID 1 

Enter any identification code provided by the agency's 
administrative agency. 

Agency Provider 
ID 2 

Enter any additional identification code provided by the agency's 
administrative agency. 

Contact Name Enter the name of the contact person for financial and contract 
matters. This is often the director or financial officer. 

Title Enter the title of the contact person. 

Email Enter the email address of the contact person. 
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Phone Enter the phone number of the contact person. After a phone 
number, you may enter an optional extension of up to 5 digits. 
Do not type "extension" or "ext." before the extension number. 

Example: 925-555-1212 12345 

Fax Enter the fax number of the contact person. 

EMA Number Enter the Eligible Metropolitan Area (EMA) number of the agency. 

HRSA Grantee Check this box if your agency is a Health Resources and Services 
Administration (HRSA) grantee. 

Notes text box Enter any additional agency information in the Notes text box. 

Agency Type Make a selection from the Agency Type dropdown (e.g., Provider 
Agency or Administrative Agency). 

Note: Because AA's and Super AA's may not have contracts, an 
agency that has any contracts or clients cannot be changed from 
a Provider Agency to any other type of agency. If a user attempts 
this, an error message appears: "This agency has contracts or 
clients. Administrative agencies may not have contracts or 

clients." 

 

Click this button to save your updates and proceed to the Agency 
Site screen. 

 

Click this button to save your entries and return to the Agency 
Info screen. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 
recommended. 

This option is only available to users with the appropriate 
permission level. 

Click the Deactivate button to deactivate the agency. 

You will be prompted for confirmation: "Are you sure you want to 
deactivate this record?" Click OK to proceed or Cancel to cancel 
the deactivation. 

Once deactivated, the agency will no longer appear on the Agency 
Edit screen. 

Clicking Deactivate does not delete the record from the system; 
it only removes it from the display. 

To reactivate a record, contact your Agency ARIES Admin. 

 

Click the Cancel button to return to the Agency Info screen 
without saving your entries. 
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4.9.1 Adding or Editing Agency Sites 

Agencies can provide services from multiple sites. To add or edit a site, from the ARIES 

menu bar at the top of the ARIES screen, choose the Find > Agency menu item to display 
the Agency Search screen. 

 

 Enter the name of your agency in the "Agency" text field. As a shortcut, you can 
enter the first few letters of the agency and use the "*" wildcard. Example: If you 
wanted to find the Ryan White Center, you would enter "ryan*." 

 Click the Search button. 

 If you are taken to the Agency Search Result screen, click the name of your agency 

to get to Agency Info screen. 

 From the Agency Info screen, click the Edit button, to proceed to the Agency Edit 
screen. 

 From the Agency Edit screen, click the Save+Next button to proceed to the Agency 
Site screen, which displays all of your agency's sites. 

 

To Add a New Site 
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 On the read-only Agency Site screen, click the New button. A new column opens on 
the right side of the Agency Site screen, displaying empty, editable fields. 

 

  

Complete the blank fields as follows. Rows marked with a red asterisk (*) indicate required 
fields. 

Site Name Enter the site name. 

Site Code Enter the site code. 

Street 1 Enter the street address. 

Street 2 Optional. Enter an additional street address. 

City Enter the city of the site. 

State & ZIP Use the dropdown to select the state of the site. In the adjacent 
window, enter the ZIP code of the site. 

County Use the dropdown to enter the county of the site. The list is set to 
display the counties in the state you selected. 

Geog Area/HSDA Use the dropdown list to enter this site's geographic area or Health 
Services Delivery Area (HSDA). 

Phone 1 Enter the phone number of the site. After a phone number, you 

may enter an optional extension of up to 5 digits. Do not type 
"extension" or "ext." before the extension number. Example: 925-
555-1212 12345 

Use the dropdown to identify the phone number as the main 
number, or fax number, or a telecommunications device for the 
hearing impaired (TTY). 
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Phone 2 Optional. Enter a second phone number. After a phone number, 
you may enter an optional extension of up to 5 digits. Do not type 
"extension" or "ext." before the extension number. Example: 925-

555-1212 12345 

Use the dropdown to identify the phone number as the main 
number, or fax number, or a telecommunications device for the 
hearing impaired (TTY). 

 

Click this button to save your input and return to the Agency Site 
screen, which now displays the new site. 

 

Click the Cancel button to return to the Agency Site screen 
without saving your input. 

  

To Enter Additional Sites 

 Click the New button again and repeat the above instructions. 

To Edit an Existing Site 

 To edit information for an existing site, click the Edit button below the site you wish 
to edit. The existing information for that site is then displayed in editable windows. 

 

Complete the fields as follows. Rows marked with a red asterisk (*) indicate required fields. 

Site Name Enter the site name. 

Sire Code Enter the site code. 

Street 1 Enter the street address. 

Street 2 Optional. Enter an additional street address. 

City Enter the city of the site. 

State & ZIP Use the dropdown to select the state of the site. In the adjacent 
window, enter the ZIP code of the site. 
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County Use the dropdown to enter the county of the site. The list is set to 
display the counties in the state you selected. 

Geog Area/HSDA Use the dropdown list to enter this site's geographic area or 
Health Services Delivery Area (HSDA). 

Phone 1 Enter the phone number of the site. Use the dropdown to identify 
the phone number as the main number, or fax number, or a 
telecommunications device for the hearing impaired (TTY). 

Phone 2 Optional. Enter a second phone number. Use the dropdown to 
identify the phone number as the main number, or fax number, or 
a telecommunications device for the hearing impaired (TTY). 

 

Click this button to save your input and return to the Agency Site 

screen, which now displays the new site. 

 

Click the Cancel button to return to the Agency Site screen 
without saving your input. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 

prior consultation with the system administrator is highly 
recommended. 

This option is only available to users with the appropriate 
permission level. 

Click the Deactivate button to deactivate the site. 

You will be prompted for confirmation: "Are you sure you want to 
deactivate this record?" Click OK to proceed or Cancel to cancel 
the deactivation. 

Once deactivated, the site will no longer appear on the Agency 
Site screen. 

Clicking Deactivate does not delete the record from the system; 
it only removes it from the display. 

To reactivate a record, contact your Agency ARIES Admin. 

  

4.9.2 Adding or Editing a Funding Source 

Services are reimbursed based on contracts with funding sources. You can use ARIES to 
track your funding sources, contracts and services. Before creating new contracts, make 
sure all funding sources information has been added. 

When you are entering or editing contract information, be as accurate and complete as 
possible, to help facilitate budgeting and tracking. 

From the ARIES menu bar at the top of the screen, select Find > Agency. The Agency 
Search screen appears. 
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 Enter the name of your agency in the Agency text field. As a shortcut, you can enter 
the first few letters of the agency and use the "*" wildcard. Example: If you wanted 
to find the Ryan White Center, you would enter "ryan*." 

 Click Search. 

 On the Agency Search Result screen, click the name of your agency to get to the 
Agency Info Screen. 

 On Agency Info, click the Funding & Contracts tab. 

 

Note: Make sure all of your funding sources, including federal, state, county, city and 
private sources are entered on this screen. 

On the Funding & Contracts tab, click the Edit button for a read-only display of the agency's 
funding sources, grantee numbers and any notes. 

 

To Add a New Funding Source 

• Click the New button to display the Funding Sources Edit screen. 
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Complete the fields as follows. 

Funding Source Use the dropdown to select the funding source. If the funding 
source is not listed, enter it in the Other field. 

Grantee Number Enter the grantee number. 

Notes text box Enter any additional information in the Notes text box. This is a 
scrollable box. 

If Other If you selected "Other" from the Funding Source dropdown list, 
you must make an entry in the "If Other" field. 

 

Click this button to save your input and return to the Funding 
Sources Edit screen. 

 

Click the Cancel button to return to the read-only Funding Sources 
Edit screen without saving your entries. 

  

To Edit an Existing Funding Source 

 Click the Edit button to the right of the row you wish to edit. The Funding Sources 
Edit screen for that row displays. 

 

Complete the edits as follows. 

Funding Source Use the dropdown to select the funding source. If the funding 
source is not listed, enter it the If Other field. 

Grantee Number Enter the grantee number. 

Notes text box Enter any additional information in the Notes text box. This is a 
scrollable box. 

If Other If you selected "Other" from the Funding Source dropdown list, 
you must make an entry in the "If Other" field. 

 

Click this button to save your input and return to the Funding 
Sources Edit screen. 
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Click the Cancel button to return to the read-only Funding 
Sources Edit screen without saving your input. 

 

Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 
recommended. 

This option is only available to users with the appropriate 
permission level. 

Click the Deactivate button to deactivate the funding source. 

You will be prompted for confirmation: "Are you sure you want to 
deactivate this record?" Click OK to proceed or Cancel to cancel 
the deactivation. 

Once deactivated, the funding source will no longer appear on the 
Funding Sources screen. 

Clicking the Deactivate button does not delete the record from 
the system; it only removes it from the display. 

To reactivate a record, contact your Agency ARIES Admin. 

  

Back on the read-only Funding Sources Edit screen: 

 

Click this button to return to the Funding & Contracts tab. 

 

Click this button to move on to the Contracts Edit screen. 

  

4.9.3 Adding or Editing Contracts 

Services are reimbursed based on contracts with funding sources. You can use ARIES to 
track your funding sources, contracts, and services. Before creating new contracts, make 
sure all funding sources information has been added. Check for accuracy and completeness 
when you are entering or editing contract information. Accurate and complete information 
will help facilitate budgeting and tracking. 

To navigate to the Contracts edit screen, do the following: 

 Open the Agency Info tab for your agency. 
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From the Agency Info screen, click the Funding & Contracts tab, which displays the Funding 
Sources & Contracts screen. 

 On the Funding & Contracts screen, click Edit to go to the Funding Sources Edit 
screen. 

 On the Funding Sources Edit screen, click Next to go to the Contracts Edit screen. 

 

To Add a New Contract 

 To add a new contract, click the New button to display the Contracts Edit screen. 

Note: The New button is not visible to users in Admin Agencies or Super AA's. 
However, the button remains visible to Admin or Super AA users if they are emulating 
an agency user. 

When you click New, an editable row opens on the screen. 

 

Complete the fields as follows. 

Contract Name Enter the contract name. 
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Funding 
Source 

Use the dropdown to select the funding source. If the funding source 
is not listed, you can add it in the Funding Sources Edit screen. 

Contract # Enter the contract number. 

Start Date Enter the start date. Use the format: MM/DD/YYYY. You can also use 
the calendar pop-up by clicking the calendar icon. 

  

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

End Date Enter the end date. Use the format: MM/DD/YYYY. You can also use 
the calendar pop-up by clicking the calendar icon. 

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

Amount Enter the dollar amount of the contract. 

Is Ryan White 

Funded 

Check this box if the contract contains any funding from the Ryan 

White HIV/AIDS Program, regardless of other sources. 

Exclude for 
New Services 

Checking this box prevents the contract from displaying on the 
Services Provided page Contract dropdown list. Existing services are 
still editable. 

Display Order Assign a numeric Display Order, so that the contract dropdown list on 
the Service Edit page can be sorted by Display Order as an 
alternative to alphabetical sorting. 
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If appropriate, you can click the Copy button to copy details of an 
old contract into the new contract. This provides an efficient means 
of "rolling over" a contract from one year to the next, minimizing the 

time requiring to set up a contact, check off services covered by the 
contract, adding any Agency Subservices and setting up the default 
cost and UOS for each Subservice. After copying, you can edit the 
details of the new contract as needed. 

Important Notes: 

 When you click Copy, you are copying not just the details visible 
on this particular screen (e.g., name, term, funding source) but 
ALL of the contract Subservice setup. 

 When a contract is copied, the Subservices are validated against 
the current Service Hierarchy file. Any Subservices that don't 
match the current hierarchy are not copied. 

 

Click this button to save your entries and return to the Contracts Edit 
screen. 

 

Click the Cancel button to return to the Contracts Edit screen 
without saving your input. 

  

To Edit an Existing Contract 

Click Edit next to the row you wish to edit. The Contracts Edit screen for that specific row 
appears. 

 

Complete the fields as follows. 

Contract Name Enter the contract name. 

Funding Source Use the dropdown to select the funding source. If the funding source 
is not listed, you can add it in the Funding Sources Edit screen. 

Contract # Enter the contract number. 

Start Date Enter the start date. Use the format: MM/DD/YYYY. You can also use 
the calendar pop-up by clicking the calendar icon. 
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For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. 
The calendar window automatically closes. 

End Date Enter the end date. Use the format: MM/DD/YYYY. You can also use 
the calendar pop-up by clicking the calendar icon. 

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. 
The calendar window automatically closes. 

Amount Enter the dollar amount of the contract. 

Is Ryan White 
Funded 

Check this box if the contract contains any funding from the Ryan 
White HIV/AIDS Program, regardless of other sources. 

Exclude for 
New Services 

Checking this box prevents the contract from displaying on the 
Services Provided page Contract dropdown list. Existing services are 
still editable. 

Display Order Assign a numeric Display Order, so that the contract dropdown list 
on the Service Edit page can be sorted by Display Order as an 
alternative to alphabetical sorting. 

 

Click this button to save your entries and return to the Contracts 
Edit screen. 

 

Click the Cancel button to return to the Contracts Edit screen 
without saving your input. 
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Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 

recommended. 

This option is only available to users with the appropriate permission 
level. 

Click the Deactivate button to deactivate the contract. You will be 
prompted for confirmation: "Are you sure you want to deactivate 

this record?" Click OK to proceed or Cancel to cancel the 
deactivation. 

Once deactivated, the contract will no longer appear on the 
Contracts screen. 

Clicking Deactivate does not delete the record from the system; it 

only removes it from the display. 

To reactivate a record, contact your Agency ARIES Admin. 

  

When you are finished entering contracts for your agency: 

 Click Done to return to the Funding & Contracts tab if you wish to add or edit 
services at a later date. 

OR 

 Click the Edit Services button to go to the Primary Services screen to add or edit 
services. 

  

 

4.9.4 Adding or Editing Primary Services 

If you are adding services at a later time then when you created the new agency, access the 
Primary Services screen as follows: 

 From the ARIES menu bar at the top of the ARIES screen, choose the Find > 
Agency menu item, to display the Search screen. 

 Search for the agency you wish to add services for, which will take you to the Agency 
Info tab. 

 From the Agency Info tab, select the Funding & Contracts tab. 

 On the Funding & Contracts tab, click Edit to go to the Funding Sources Edit screen. 

 On the Funding Sources Edit screen, click Next to go to the Contracts Edit screen. 

 On the Contracts Edit screen, click the Edit Services button to add new services. 
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Check all the services associated with the contract. 

 To add a service, click on the box. 

 To delete a service, click on the checkbox to delete the checkmark. 

After checking all the services, click on one of the following: 

 

Click this button to save your input and proceed to the Agency 
Subservices Edit screen, which displays the default subservices 
for each primary service checked. 

 

Click the Cancel button to return to the read-only Contracts Edit 
screen without saving your input. 
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4.9.5 Adding or Editing Subservices 

Notes 

On the Agency Subservices Edit page, you will receive warning messages if the following 
conditions exist: 

 The sum of the Budget columns for the contract exceeds "Amount" on the contract 
record. The warning message is: "Sum of budgets for Subservices ($nn,nnn) should 

not exceed Contract amount ($nn,nnn)." 

 The sum of the "UOS Goal" columns for the contract exceeds "UOS Goal" on the 
contract record. The warning message is: "Sum of UOS Goal for Subservices 
(nn,nnn) should not exceed Contract UOS Goal (nn,nnn)." 

These messages are informational only; they would not prevent the user from saving the 

record. 

To Add a New Subservice 

 Click Add in the row where you wish to add a subservice. The Agency Subservice 
Edit screen displays for that row. 

 

Complete the fields as follows. 

Service text box Enter the type of subservice. This is a scrollable field. 

Unit Use the dropdown to select the quantifiable unit of service. 

Example: If the service were nutritional education, the units might 
be hours; if it were food service being provided, the units might be 
meals. 

Default Quantity The standard number of units provided for a client. 

Example: If a standard nutrition information session took two 

hours to give, the default quantity would be "2." 

Note: When entering a service line item in an Edit Service screen 
the staff person enters the actual number of units supplied. 

Default Price The cost per unit of service. Example: Meals might cost $5.00 per 
unit. Enter the dollar amount without the $ or commas. They will 

automatically be supplied once you tab out of the field. 

UOS Goal The Units of Service Goal. This refers to the total number of units 
planned for this service under this contract. 

Example: If bus tokens were the service provided, the UOS Goal 
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might be 10,000 bus tokens during the contract year. 

The default unit of service (UOS) for most service categories is "15 
minutes." However, some service categories have different units of 

measurement such as "test" or "visit." Because the "Other 
Services" categories are a mixture of diverse services, the units of 
measurement are varied. 

UDC Goal The Unduplicated Clients Goal. This refers to the number of 
discrete clients expected to receive this service during the contract 

year. 

Using the previous bus token example, if each client were eligible 
for 10 bus tokens, the UDC Goal would be 1,000. 

Budget The funds available in the contract for this subservice. Enter the 
dollar amount without the $ or commas. They will automatically be 

supplied once you tab out of the field. 

Notes Any additional information regarding the service. This is a 
scrollable field. 

 

Click this button to save your input and return to the Agency 
Subservices Edit screen, which now displays your input. 

 

Click the Cancel button to return to the Agency Subservices Edit 
screen without saving your input. 

  

To Edit an Existing Subservice 

 Click Edit in the row where you wish to edit a subservice. The Agency Subservice 
Edit screen displays for that row. 

 

Complete the fields as follows. 

Service text box Enter the type of subservice. This is a scrollable field. 

Unit Use the dropdown to select the quantifiable unit of service. 
Example: If the service were nutritional education, the units 
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might be hours; if it were food service being provided, the units 
might be meals. 

Default Quantity The standard number of units provided for a client. 

Example: If a standard nutrition information session took two 
hours to give, the default quantity would be "2." 

Note: When entering a service line item in an Edit Service screen 
the staff person enters the actual number of units supplied. 

Default Price The cost per unit of service. Example: Meals might cost $5.00 per 
unit. Enter the dollar amount without the $ or commas. They will 
automatically be supplied once you tab out of the field. 

UOS Goal The Units of Service Goal. This refers to the total number of units 
planned for this service under this contract. 

Example: If bus tokens were the service provided, the UOS Goal 
might be 10,000 bus tokens during the contract year. 

UDC Goal The Unduplicated Clients Goal. This refers to the number of 
discrete clients expected to receive this service during the 
contract year. 

Using the previous bus token example, if each client were eligible 
for 10 bus tokens, the UDC Goal would be 1,000. 

Budget The funds available in the contract for this subservice. Enter the 
dollar amount without the $ or commas. They will automatically 

be supplied once you tab out of the field. 

Notes Any additional information regarding the service. This is a 
scrollable field. 

 

Click this button to save your input and return to the Agency 
Subservices Edit screen, which now displays your input. 

 

Click the Cancel button to return to the Agency Subservices Edit 
screen without saving your input. 
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Note: The use of Deactivate has a significant impact on the 
system. It should be used only by those with ARIES expertise, 
and prior consultation with the system administrator is highly 

recommended. 

This option is only available to users with the appropriate 
permission level. 

Click the Deactivate button to deactivate the subservice. 

You will be prompted for confirmation: "Are you sure you want to 

deactivate this record?" Click OK to proceed or Cancel to cancel 
the deactivation. 

Once deactivated, the subservice will no longer appear on the 
Agency Edit screen. 

Clicking Deactivate does not delete the record from the system; 

it only removes it from the display. 

To reactivate a record, contact your Agency ARIES Admin. 

  

From the Agency Subservices Edit screen: 

 Click Done to return to the Contracts Edit screen. 

 Then click Done to go to the Funding & Contracts tab. 
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Section 5 

5 Reports 

Reports are used for summarizing services, managing clients, planning work in your agency, 
and financial analysis. Data collectors and researchers also use reports for demographics 
analyses. ARIES provides a selection of commonly used reports. 

Users can generate reports on your agency's records, e.g., reports on clients' needs 
assessments or mailing labels for your clients. Advanced users with access to the ARIES 

Report Export application can create customized ad hoc reports. 

Major report categories include: 

 Client Reports 

 Services Reports 

 Finance Reports 

 Management Reports 

 Cross Tab Reports 

 Compliance Reports 

  

5.1 Generating Reports in ARIES 

Users with the proper permissions can run reports in a few quick steps. Reports can be 
printed directly from the ARIES screens, or you can export your report for better control 
over layout and formatting. Data can be exported as comma-separated values, tab-
separated values, or an XML file, which can then be imported into other applications (e.g., a 

spreadsheet or word-processing program) for post-processing. 

To access ARIES reports: 

From the ARIES menu bar: 

 Select Reports to display a dropdown menu listing the report categories. 

 

The Report category screens include: 

 Client Reports 

 Services Reports 

 Finance Reports 

 Management Reports 

 Cross Tab Wizard 

 Compliance Reports 
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 Select the report screen you want to access, which takes you to a list of available 
reports. This example uses Client Reports as the selection. 

 

 Select a report name to access that report's Filter Values screen, where you can 
narrow the scope of your report. 

  

5.1.1 Filter Values 

The Filter Values screen displays all the filter criteria for a given report. For example, you 
may want to search the incomplete tasks of a specific staff person or you might want 

immunization information only for a given month. 

 

ARIES uses a series of dropdown lists and text fields to define the parameters of your 
report. Each report has a separate set of filters that pertain to the information you are 
reporting on. Select from the following Report screens for a list of available reports and their 

associated filter values. 

 Client Reports 

 Services Reports 

 Finance Reports 
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 Management Reports 

 Cross Tab Wizard 

 Compliance Reports 

See also: 

 Information about filters for dates and numbers 

 Information about filters for character strings 

 Information about filtering with dropdown lists and display numbers 

  

5.1.1.1 Dates and Numbers 

Filters for fields that are dates or numbers allow you to match a specific value of a range of 
values. 

Matching a 
Specific Value 
of a Range of 
Values 

For a follow-up date, you can filter on, between, before or after dates 
by selecting one of these filters from the dropdown list. 

Entering 

Dates 

Enter the date you wish to filter by in the first text field using the 

format MM/DD/YYYY. You can also use the calendar pop-up by clicking 
the calendar icon. 

  

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 
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To filter for 
records on a 
given date 

Select "On" from the dropdown list and enter a specific date to filter 
for records for a given day. 

Example: Enter the date 6/23/2010 in the first text field. Leave the 
second text field empty. Click Search to display the records for June 
23, 2010. 

To filter for 
records 
before a given 
date 

Select "Before" from the dropdown list to sort through all entries 
before - but not including - a specific date. 

Example: Enter the date 6/23/2010 in the first text field. Leave the 
second text field empty. Click Search to display records dated before 
midnight on June 22, 2010. 

To filter for 
records after 
a given date 

Select "After" from the dropdown list to sort through all entries after 
a specific date, including records dated the day. 

Example: Enter 6/23/2010 in the first text field. Leave the second 
text field empty. Click Search to display all the records dated June 
23, 2010 and all the days following it. 

To filter for a 
range of dates 

Select "Between" from the dropdown list to sort through all entries 
between a range of dates. Enter the beginning date in the first text 
field and the ending date in the second text field. 

Your report results will include all records from 12:00 AM the first 
date to 11:59 PM the second date. Example: Enter 6/23/2010 in the 
first text field and 6/27/2010 in the second text field. Click Search to 
display all records on June 23, 2010 through June 27, 2010. 

To filter 
through all 
records with 
no date 

Select "Is Null" from the dropdown list to sort through all records 
that have no date entered. This can be helpful in searching for 
incomplete or missing information. 

To filter 
through all 
records with a 
date 

Select "Is Not Null" from the dropdown list to sort through all 
records that have any date. 

  

5.1.1.2 Strings 

For alphabetical entries such as names, ARIES provides a range of filters you can use to 
control reporting. 

To filter by 
strings that 
match the name 
exactly 

For alphabetical entries like names, use the Equals filter on Filter 
Values to report on records that match that name exactly. 

Example: Selecting Equals and entering "Smith" in the first text 
field reports on all the entries with the name of Smith. 

To filter by 
strings that 
contain wildcards 

Use the Like filter to choose entries that match a string containing 
wildcards. Wildcards are characters that substitute for a character 
or string of characters. 
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Example: If you were filtering for a name that you weren't sure 
how to spell, you could use the "_" wildcard, which substitutes for 
a single character (i.e., if a client were named either Smith or 
Smyth, you would enter "Sm_th.") The filter will look for every 
five-letter entry whose first two letters were "Sm" and whose last 
two letters were "th." 

To filter by the % 
wildcard for a 
string of any 
length 

The % wildcard substitutes for a string of characters of any 
length. 

Example: To search through all names that began with the letter 
M, enter "M%." 

To filter by 
alphabetical 
range of entries 

Select Before from the dropdown list to filter on an alphabetical 
range of entries before a specific letter. Example: To report on 
records from A through L, enter "m" in the first text box. 

Select After from the dropdown list to filter on an alphabetical 
range of entries after a specific letter. Example: To report on 
records from M through Z, enter "m" in the first text box. 

Select Between from the dropdown list to filter on an alphabetical 
range of entries between specific letters. Example: To search 

records from D through K, enter "D" and "L" in the two text fields. 
ARIES searches all entries from D up to, but not including, L. 

To filter through 
all records with 
no date 

Select "Is Null" from the dropdown lists to sort through all 
records that have no date entered. This can be helpful in 
searching for incomplete or missing information. 

To filter through 
all records with a 
date 

Select "Is Not Null" from the dropdown lists to sort through all 
records that have any date. 

  

5.1.1.3 Dropdown and List Box Entries 

You can filter report results with selections from dropdowns and list boxes. You can set the 
number of records to display via the Display window on the Filter Values screen. 
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To filter 
through 
entries using 
dropdowns 
and list 
boxes 

To filter though entries that use dropdowns and list boxes (e.g., 
gender, ethnicity), select the entry you wish to filter through. 

To filter 
through 
multiple 
entries 

To filter through multiple entries, hold down the Control key (Ctrl) 
and click the entries you wish to select from the dropdown list. 

Example: If you want to include clients who were born genetically 
male, under Client.gender, hold down the Control key and click "Male" 
and "Transgender MTF." 

Display field Shows the default maximum number of results that will be included in 
your result. 

  

Increasing this number will display more results, but will take longer to 
generate. You can change this value to customize your report length. 

Display print 
format 
checkbox 

Select this checkbox to display your report without the ARIES menu 
bar at the top of the screen or other navigation buttons. This produces 
a cleaner report for printing. 

 

Click the Report > button to view the report results. 
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Click the Export button to display the option of opening or saving the 
data for export purposes in XML, text comma-separated, or text tab-
separated format. See the section titled Exporting Reports. 

  

5.1.2 Report Results 

ARIES publishes your report results based on the filters you set in the Filter Values screen. 

 Click the Report button on the Filter Values screen to display the Report Results. 

 

Column names are listed in the first row with the values published underneath. If no 
columns display, ARIES found no records that matched your criteria. 

 To re-enter your filter criteria, click the Back link on the ARIES menu bar to return 

to the Filter Values screen. Use the ARIES Back button instead of your browser's 
back button, as your browser's back button is not supported in ARIES applications. 

 

The area below the report results table displays the number of records found, the date and 
time the report was generated, and the filter criteria you specified. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen, where you must re-enter search filter values before exporting data. Use the Export 
button on the Filter Values page, not on the Results page, to export your data. 

  

5.1.2.1 Results Ribbon 

Several report result screens display a ribbon with the following icons (from left to right): 

 

Use this icon to go to the first page of a report. 



ARIES R18 Client Help Manual 

466 

 

Use this icon to go back one page of a report. 

 

Use this window to enter the number of the page of a report 
you wish to display. 

 

Use this icon to advance one page in a report. 

 

Use this icon to go to the last page of a report. 

 

Use this icon to go to the parent report when you are viewing 
a follow-up report. In a follow-up report, this arrow turns 
from gray to blue, indicating that it is activated. 

The application's Back button will cancel the report and 
return you to the Agency Reports menu. 

 

Use the dropdown to select the percentage of screen 
magnification. Default is 100%. 

  

Use this window to input your search criteria (e.g., specific 
month or results category). 

 

Click Find to begin your search. 

 

Click Next to go to the next search result. 

 

Click this icon to export the report. 

Note: The default is XML as it is the most reliable in 
preserving your report's data. If you are exporting to 

Microsoft Excel 2003 or XP, you should always export in XML. 

Older applications may not be compatible with XML, in which 
case export your file as "Text, tab-separated." If you are still 

encountering problems importing data into your application, 

try "Text, comma-separated." 

ARIES generates a file based on your format choice and 
creates a link so that you can download it to your computer. 

Right click on the link and select Save, Save As, Save Target 
As, or Save and Open to save the file to your computer. 

 

Click this icon to display format options in a dropdown. 
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Click this icon to refresh the screen. 

 

Click this icon to print the report. Follow the printing 
instructions in your browser. 

  

5.1.3 Exporting Reports 

For more control over the formatting of your reports, you can export your report results to 
use in other applications for post-processing. For example, you may want to format names 

and addresses to fit on adhesive mailing labels. In that case, you would export your mailing 
labels to Microsoft Word. 

 To export data, click the Export button the Filter Values screen. 

 Note that clicking the Export button on the Results page takes you back to the Filter 
Values screen, where you must re-enter search filter values before exporting data. 

Use the Export button on the Filter Values page, not on the Results page, to export 
your data. 
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Display Number 

If you click Report on the Filter Values screen to view results before exporting, you can 
then click the Back button on the ARIES menu bar and return to the report's Filter Values 

screen. On Filter Values, you can increase the Display number to include records that might 
not have been included in your original report. 

If your original report produced the maximum number of records in the Display field, you 
may want to increase the value to include all records in your export file. You can enter any 
value up to 100,000. 

To Export a Single File 

 On the Filter Values screen, click the Export button, which takes you to the Export 
Format screen. 

 

1. From the Export Format dropdown list, select the file format of your export file and 
click Export. 

Note: The default is XML as it is the most reliable in preserving your report's data. 
If you are exporting to Microsoft Excel 2003 or XP, you should always export in 
XML. 

Older applications may not be compatible with XML, in which case, export your file 
as "Text, tab-separated." If you are still encountering problems importing data 
into your application, try "Text, comma-separated." 

2. ARIES generates a file based on your format choice and creates a link so that you 

can download it to your computer. Right click on the link and select Save Target As 
to save the file to your computer. 

 

3. Click the Download button to save your file to your computer. 
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From the Download dialog box, select one of the following: 

Open Click Open to open the report on your computer screen. 

Save Click Save to open a dialog box that allows you to choose the file 

path where the file will be saved. 

Cancel Click Cancel to close the dialog box and return to the Report Results 
screen. 

  

Note: The system assigns a filename to the download and displays it at the top of the 
Download dialog box. The file extension depends on the format you select for the 
download file (e.g., .xml for XML; .csv for Text, Comma-Separated; .txt for Text, Tab-
Separated). 

4. When you save your file, a Save As window opens to allow you to rename the file for 
your own filing purposes. Example: If your report is your monthly client roster, you 

might name it "client_roster_June2011.xml." 
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The file can then be imported into another application. After confirming the file name, select 
one of the following: 

 

Click Save to open a dialog box that allows you to choose the file 
path where the file will be saved. 

 

Click Cancel to close the dialog box and return to the Report 
Results screen. 

  

Exporting a Report with Multiple Tables 

 Click the Export button, which takes you to the Export Format screen. 
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1. From the Export Format dropdown list, select the file format of your export file and 
click Export. 

Note: The default is XML as it is the most reliable in preserving your report's data. 
If you are exporting a report with multiple tables like some cross-tab reports, it is 
best to export in XML. 

Older applications may not be compatible with XML, in which case, export your file 
as "Text, tab-separated." If you are still encountering problems importing data 
into your application, try "Text, comma-separated." 

 

2. ARIES generates a file based on your format choice and creates multiple links for 

each table generated by your report so that you can download to your computer. 
Right-click on the link and select Save Target As for each separate link to include the 
full cross tab report and save the file to your computer. 

3. Click the Download button to save your file to your computer. 
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Note: The system assigns a filename to the download and displays it at the top of 
the Download dialog box. The file extension depends on the format you select for 
the download file (e.g., .xml for XML; .csv for Text, Comma-Separated; .txt for 
Text, Tab-Separated). 

4. When you save your file, a window opens to allow you to rename the file for your 

own filing purposes. Example: If your report is your monthly client roster, you might 
name it "client_roster_June2009.xml." 
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The file can then be imported into another application. After confirming the file name, select 
one of the following: 

 

Click Save to save your file to the designated path. 

 

Click Cancel to close the dialog box and return to the Report 
Results screen. 
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5.1.4 Printing Reports 

To print your reports, in the Filter Values screen: 

1. Check the Display print format checkbox before clicking the Report button. This 
generates a report without the ARIES menu bar on top or other navigational buttons. 

 

2. On the Internet Explorer menu, click File. Select the Print option from the resulting 
dropdown. Consider printing in landscape format if the report table is very wide. 

3. After printing your report, click the text link at the bottom of the screen to return to 
the Report screen. 

 

5.1.5 Change Display Order 

If you are an ARIES administrator and have the proper permissions, you can change the 

display order for the Client, Services, Finance, and Management reports screens. 

 On the Reports screen, click the Display Order button to display the Change Display 
Order screen. 

Note: This button is only visible with the proper permissions. 

 

The preconfigured reports included with ARIES are listed in the order they display in the 
Reports screen. 
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 To change the placement of a report, select it in the list box and click the up or 

down button on the left to move it up or down the list. 

 To hide a report from view, select it and click the Hide button. The report name 
moves to the Hidden Reports list. 

 To unhide a report, select it from the Hidden Reports list and click the Show button. 
The report name moves back to the Shown Reports list. 

Note: Customized ad-hoc reports do not display in this screen. 

When you have finished configuring the report display order, select one of the following: 

 

Click Save to save your entries and return to the Reports screen. 

 

Click Cancel to return to the Reports screen without saving your 

entries. 

  

5.2 Client Reports 

The Client reports screen contains reports directly pertaining to clients and client 

management. For example, you can run a report that displays your agency's active clients. 

 To access the Client Reports screen, from the ARIES menu bar at the top of the 
ARIES screen, choose the Report > Client menu item. 
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The screen displays the name of the report along with a brief description of the report's 
function. To generate a report, click its name. 

If you are an ARIES administrator and you want to change the order in which the reports 
are listed, click the Display Order button at the bottom of the screen, which takes you to 

the Change Display Order screen. 

The Client Reports include: 

 Pending Eligibility Documents 

 Client Status 

 Active Client Roster by Staff 

 Referrals 

 Needs Assessment 

 Immunizations 

 Disease Management 

 Statistical Analysis Report (STAR) 

 Deleted Duplicate Clients by ARIES ID 

 An additional report, Client Detail, is accessible on a client's read-only Contact Info 
tab. 

Note: The filter values on most ARIES reports include a date range requirement. Be aware 

that the wider the date range, the more information your report will contain; and the longer 
the time required to generate it. 

 

5.2.1 Pending Eligibility Documents 

The Pending Eligibility Documents report generates a list of all client eligibility documents 

that have not been validated by your agency. Upon intake, clients may not have all the 
necessary documents necessary to enroll with your agency; therefore you may want to run 
this report periodically and follow up with clients who have incomplete documentation. 

To access the report, from the ARIES menu bar at the top of the ARIES screen: 

 Select the Report > Client menu item to get to the Client Reports screen. 
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 Click the "Pending Eligibility Documents" link. 

Report Filter Values 

 

 Clicking on the link brings up the filter screen where you can define the parameters 
of your report. 

Complete the fields as follows: 

Intake Date From the dropdown list, select the intake date filter. 

  

To enter a date in the text fields, use the format MM/DD/YYYY. You 
can also click the calendar icon to use the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-
up calendar window closes automatically. 

Filters: 

To filter for eligibility documents on a given date: Select "On" 
from the dropdown list and enter a date in the first text field to 
filter for records for a given day. Example: If you wanted to search 
for all missing eligibility documents for clients who enrolled on 

6/23/2010, enter the date 6/23/2010 in the first text field. Leave 
the second text field empty. 

To filter for eligibility documents before a given date: Select 
"Before" from the dropdown list to sort through all entries before - 
but not including - a specific date. Example: If you wanted to 

search for all missing eligibility documents for clients who enrolled 
before 6/23/2010, enter the date 6/23/2010 in the first text field. 
Leave the second text field empty. 

To filter for eligibility documents after a given date: Select 
"After" from the dropdown list and enter a specific date to filter for 
records after a given day. Example: If you wanted to search for all 
missing eligibility documents for clients who enrolled after October 
1, 2010, enter 10/1/2010 in the first text field. Leave the second 
text field empty. 

To filter for eligibility documents with a range of dates: Select 
"Between" from the dropdown list to sort through all entries 
between a range of dates. Enter the beginning date in the first text 

field and the ending date in the second text field. Your report 
results will include all records from 12:00 AM the first date to 11:59 
PM the second date. Example: Enter 6/23/2010 in the first text field 
and 6/27/2010 in the second text field. 

To filter through all eligibility documents with no date: Select "Is 
Null" from the dropdown list to sort through all records that have 
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no date entered. Leave the text fields empty. This can be helpful in 
searching for incomplete or missing information. 

To filter through all eligibility documents with a date: Select "Is 

Not Null" from the dropdown list to sort through all records that 
have a date. Leave the text fields empty. 

To search all missing eligibility documents: Select the blank 
option from the dropdown and leave the text fields empty. 

Display The Display text field at the bottom of the screen allows you to 
control the maximum number of rows that will appear in your 
report. The more results you ask for, the longer the search will 
take. The default is set at 1000, which typically fills the screen with 
results. You can always narrow your search or increase your search 
results later. 

Display print 
format 
checkbox 

Check this box to generate your report without the ARIES menu bar 
if you want to print your report directly from the browser window. 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the data 
in XML, text comma-separated, or text tab-separated format. See 
the section titled Exporting Reports. 
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Report Results 

 

The report results display in a table alphabetized in ascending order by client name. From 
left to right the table lists the client name, the staff person who performed the intake, the 
missing document, the date of the intake, and the client's contact information. 

 Clicking the staff person's name takes you to the staff detail page for the agency 
person. 

Client Contact Information 

Do not contact - The client does not want to be contacted in any way. 

Do not phone - The client does not want to be contacted by telephone. 

Messages OK - You can leave a phone message or a message with another person. 

Be confidential - messages OK - You can leave a phone message or a message with 
another person but do not mention the name of the agency with the message. 

Be confidential - no messages - The client does not want any message left on voice mail 
or with other persons. 

The bottom of the table displays the number of records and the time and date of the report 
display, as well as the filter parameters specified in the previous screen. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 
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5.2.2 Client Status 

The Client Status report allows you to generate reports based on a client's status with your 
agency. In the report filter, you can specify the status of the clients. For example, if you 
wanted to generate a list of clients who became inactive in 2009 or if you want a list of 
current, active clients, the Client Status report can be configured to do either. 

To access the report, from the ARIES menu bar at the top of the ARIES screen: 

 Select the Report > Client menu item to access the Client Reports screen. 

 Click the "Client Status" link. 

Report Filter Values 

 

Clicking on the link brings up the filter screen where you can define the parameters of your 
report. 

Complete the fields as follows: 

Status Change 
Date 

From the dropdown list, select the status change date filter. To enter 
a date in the text fields, use the format MM/DD/YYYY. You can also 
click the calendar icon to use the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-up 
calendar window closes automatically. 

Filters: 

To filter for status changes on a given date: Select "On" from the 
dropdown list and enter a date in the first text field to filter for clients 
whose status changed on a given day. Example: If you wanted to 
search for all clients who disenrolled on 6/23/2010, enter the date 

6/23/2010 in the first text field. Leave the second text field empty. 

To filter for status changes before a given date: Select "Before" 
from the dropdown list to filter for clients whose status changed 
before a given day. This will sort through all entries before – but not 
including –a specific date. Example: If you wanted to search for all 

clients who disenrolled before 6/23/2010, enter the date 6/23/2010 in 
the first text field. Leave the second text field empty. 

To filter for status changes after a given date: Select "After" from 
the dropdown list and enter a specific date to filter for clients whose 
status changed after a given day. Example: If you wanted to search 
for all clients who disenrolled after October 1, 2010, enter 10/1/2010 
in the first text field. Leave the second text field empty. 

To filter for status changes within a range of dates: Select 
"Between" from the dropdown list to filter for clients whose status 
changed between a range of dates. Enter the beginning date in the 
first text field and the ending date in the second text field. Your report 
results will include all records from 12:00 AM the first date to 11:59 

PM the second date. Example: Enter 6/23/2010 in the first text field 
and 6/27/2010 in the second text field. 

To filter through all status changes with no date: Select "Is Null" 
from the dropdown list to sort through all records that have no date 
entered. Leave the text fields empty. This can be helpful in searching 
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for incomplete or missing information. 

To filter through all status changes with a date: Select "Is Not Null" 
from the dropdown list to sort through all records that have a date. 

Leave the text fields empty. 

To search all status changes: Select the blank option from the 
dropdown and leave the text fields empty. 

Status List 
Box 

In the list box, select which client status type you wish to report on, 
e.g., All, Active, Inactive, Disenrolled, Lost to Follow-up, Discharged. 

To filter for a specific status type: Select the specific status type 
from the list box. 

To filter through multiple status types: Hold down the control key 
(Ctrl) on your keyboard while clicking the entries you wish to select. 
For example, if you wanted to report on the clients who were inactive, 

discharged, or disenrolled, click each selection while holding down the 
control key and each will be highlighted. 

To include all status types: Select All. 

Display The Display text field at the bottom of the screen allows you to 
control the maximum number of rows that will appear in your report. 

The more results you ask for, the longer the search will take. The 
default is set at 1000, which typically fills the screen with results. You 
can always narrow your search or increase your search results later. 

Display print 
format 

checkbox 

Check this box to generate your report without the ARIES menu bar if 
you want to print your report directly from the browser window. 

  

After competing filter selections: 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the 
data in XML, text comma-separated, or text tab-separated 
format. See the section titled Exporting Reports. 
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Report Results 

 

The report results display in a table alphabetized in ascending order by client's agency ID. 
From left to right, the table lists the client's agency ID, the client name, their previous 
status, their current status, the date of the status change, the reason for the status change, 
and the name of the staff person who changed their status. 

 Clicking the client name takes you to their contact info screen. 

 Clicking a Status Changed By link will take you to the staff detail page for the agency 
person. 

At the bottom of the table, the number of records and the time and date of the report 
display, and the filter parameters specified in the previous screen. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 

  

5.2.3 Active Client Roster by Staff 

The Active Client Roster by Staff report generates a list of active clients at your agency and 
sorts them by the staff person. This report can give you a quick overview of your agency's 
clients. You can also filter by staff name. E.g., to access a case manager's client load, you 

can quickly run a report filtering out their last name. 

To access the report, from the ARIES menu bar at the top of the ARIES screen: 

 Select the Report > Client menu item to get to the Client Reports screen. 

 Click the "Active Client Roster by Staff" link. 
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Report Filter Values 

 

Clicking on the link brings up the filter screen where you can define the parameters of your 
report. 

Complete the fields as follows: 

Staff Last Name From the dropdown list, select the filter by staff person. 

Filters: 

To filter for clients assigned to a specific staff person: Select 
"Equals" from the dropdown list and enter the staff person's last 

name in the first text field. Example: Selecting "Equals" and 
entering "Jones" in the first text field filters for clients assigned to 
any staff person whose last name is Jones. 

To filter for a range of partial names of staff persons: Select 
"Between" from the dropdown list and enter the alphabetical range 
you wish to report on. Example: To search records for staff persons 
whose last names start with letters from D through K, enter "D" and 
"L" in the two text fields. ARIES searches all entries from D up to, 
but not including, L. 

To filter through all records with no staff person entered: Select 
"Is Null" from the dropdown list to sort through all records that 
have no data entered. Leave the text fields empty. This can be used 

to search for any clients who have not yet been assigned to a staff 
person. 

To filter through all records assigned to any staff person: Select 
"Is Not Null" from the dropdown list to include only the clients who 
have been assigned to any staff person. Leave the text fields empty. 

To skip this filter, select the blank option from the dropdown list. 

Staff Assignment 
Levels 

This list box enables you to select which staff level assignments to 
include in the report. Select one or more staff levels, or select "All." 
To select more than one level, hold down the Ctrl key and click on 
your selections. 
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If you do not select any staff level, the system defaults to "All." 

Display The Display text field at the bottom of the screen allows you to 
control the maximum number of rows that will appear in your 
report. The more results you ask for, the longer the search will take. 
The default is set at 1000, which typically fills the screen with 
results. You can always narrow your search or increase your search 
results later. 

Display print 
format checkbox 

Check this box to generate your report without the ARIES menu bar 
if you want to print your report directly from the browser window. 

After completing your filter parameters: 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the data 
in XML, text comma-separated, or text tab-separated format. See 
the section titled Exporting Reports. 

  

Report Results 

 

The report results display in a table alphabetized in ascending order by the staff person. 
From left to right, on the table lists the staff person, the client name, and the client's phone 
number. 

 Clicking a staff person's name takes you to the Staff Detail page for the agency 
person. 

 Clicking a client's name takes you to their Contact Info screen. 
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Client Contact Information 

Do not contact - The client does not want to be contacted in any way. 

Do not phone - The client does not want to be contacted by telephone. 

Messages OK - You can leave a phone message or a message with another person. 

Be confidential - messages OK - You can leave a phone message or a message with 
another person but do not mention the name of the agency with the message. 

Be confidential - no messages - The client does not want any message left on voice mail 

or with other persons. 

The bottom of the table displays the number of records and the time and date of the report 
display, and the filter parameters specified in the previous screen. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 

  

5.2.4 Referrals Report 

Clients often receive referrals to other agencies. Staff persons who enter referrals enter in a 
target date for the client to meet with the referred agency. In subsequent follow-ups, the 
outcome of the referral is recorded. 

The Referrals Report helps track referrals and their outcomes. For example, before 
performing referral follow-ups, you can run a report on referrals that have not yet had 
outcomes entered. 

To access the report, from the ARIES menu bar at the top of the ARIES screen: 

 Select the Report > Client menu item to get to the Client Reports screen. 

 Click the "Referrals" link. 

Report Filter Values 
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Clicking on the link brings up the filter screen where you can define the parameters of your 
report. 

Complete the fields as follows: 

Staff Last 
Name 

From the dropdown list, select the filter to search for referrals by staff 
person. 

Filters: 

To filter for clients assigned to a specific staff person: Select 

"Equals" from the dropdown list and enter the staff person's last 
name in the first text field. Example: Selecting "Equals" and entering 
"Jones" in the first text field filters for clients assigned to any staff 
person whose last name is Jones. 

To filter for a range of partial names of staff persons: Select 
"Between" from the dropdown list and enter the alphabetical range 

you wish to report on. Example: To search records for staff persons 
whose last names start with letters from D through K, enter "D" and 
"L" in the two text fields. ARIES searches all entries from D up to, but 
not including, L. 

To filter through all records with no staff person entered: Select 
"Is Null" from the dropdown list to sort through all records that have 
no data entered. Leave the text fields empty. This can be used to 
search for any clients who have not yet been assigned to a staff 
person. 

To filter through all records assigned to any staff person: Select 
"Is Not Null" from the dropdown list to include only the clients who 
have been assigned to any staff person. Leave the text fields empty. 

To skip this filter, select the blank option from the dropdown list. 

Primary 
Service list 
box 

You can also search by service type using the Primary Service filter. 

Filters: 

To filter for a specific primary service: Select the specific primary 

service from the list box. 

To filter through multiple primary services: Hold down the Control 
key (Ctrl) on your keyboard while clicking the entries you wish to 
select. For example, if you wanted to report on the Oral Health Care 
and Home Health Care, click each selection while holding down the 

Control key and each will be highlighted. 

To include all primary services:  Select All. 

Referral Date From the dropdown list, select the referral date filter. To enter a date 
in the text fields, use the format MM/DD/YYYY. You can also click the 
calendar icon to use the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-up 
calendar window closes automatically. 

Filters: 

To filter for referrals on a given date: Select "On" from the 
dropdown list and enter a date in the first text field to filter for 
referrals on a given day. Example: If you wanted to search for all 
referrals on 6/23/2010, enter the date 6/23/2010 in the first text 

field. Leave the second text field empty. 

To filter for referrals before a given date: Select "Before" from 
the dropdown list to filter for referrals before a given day. This will 
sort through all entries before – but not including –a specific date. 
Example: If you wanted to search for all referrals before 6/23/2010, 

enter the date 6/23/2010 in the first text field. Leave the second text 
field empty. 

To filter for referrals after a given date: Select "After" from the 
dropdown list and enter a specific date to filter for referrals after a 
given day. Example: If you wanted to search for all clients who 
enrolled after October 1, 2010, enter 10/1/2010 in the first text field. 
Leave the second text field empty. 

To filter for referrals between a range of dates: Select "Between" 
from the dropdown list to filter for clients whose referral date is 
between a range of dates. Enter the beginning date in the first text 
field and the ending date in the second text field. Your report results 
will include all referrals from 12:00 AM the first date to 11:59 PM the 

second date. Example: Enter 6/23/2010 in the first text field and 
6/27/2010 in the second text field. 

To filter through all referrals with no date: Select "Is Null" from 
the dropdown list to sort through all referrals that have no date 
entered. Leave the text fields empty. This can be helpful in searching 
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for incomplete or missing information. 

To filter through all referrals with a date: Select "Is Not Null" 
from the dropdown list to sort through all referrals that have a date. 

Leave the text fields empty. 

To search all referrals: Select the blank option from the dropdown 
and leave the text fields empty. 

Outcome Date Outcome dates are recorded after a follow-up has been made on the 
referral. 

From the dropdown list, select the outcome date filter. To enter a 
date in the text fields, use the format MM/DD/YYYY. You can also click 
the calendar icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-up 

calendar window closes automatically. 

Filters: 

To filter for outcomes on a given date: Select "On" from the 
dropdown list and enter a date in the first text field to filter for 
outcomes on a given day. Example: If you wanted to search for all 

outcomes on 6/23/2010, enter the date 6/23/2010 in the first text 
field. Leave the second text field empty. 

To filter for outcomes before a given date: Select "Before" from the 
dropdown list to filter for outcomes before a given day. This will sort 
through all entries before – but not including – a specific date. 
Example: If you wanted to search for all outcomes before 6/23/2010, 
enter the date 6/23/2010 in the first text field. Leave the second text 
field empty. 

To filter for outcomes after a given date: Select "After" from the 
dropdown list and enter a specific date to filter for outcomes after a 
given day. Example: If you wanted to search for all outcomes after 
October 1, 2010, enter 10/1/2010 in the first text field. Leave the 

second text field empty. 

To filter for outcomes between a range of dates: Select "Between" 
from the dropdown list to filter for outcomes between a range of 
dates. Enter the beginning date in the first text field and the ending 
date in the second text field. Your report results will include all 
outcomes from 12:00 AM the first date to 11:59 PM the second date. 

Example: Enter 6/23/2010 in the first text field and 6/27/2010 in the 
second text field. 

To filter through all outcomes with no date recorded: Select "Is Null" 
from the dropdown list to sort through all outcomes that have no date 
entered. Leave the text fields empty. This can be helpful in searching 

for incomplete or missing information. 

To filter through all outcomes with a recorded date: Select "Is Not 
Null" from the dropdown list to sort through all outcomes that have a 
date. Leave the text fields empty. 

To search all outcomes: Select the blank selection from the dropdown 
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and leave the text fields empty. 

Display The Display text field at the bottom of the screen allows you to 
control the maximum number of rows that will appear in your report. 
The more results you ask for, the longer the search will take. The 
default is set at 1000, which typically fills the screen with results. You 
can always narrow your search or increase your search results later. 

Display print 

format 
checkbox 

Check this box to generate your report without the ARIES menu bar if 

you want to print your report directly from the browser window. 

  

After completing your filter selections: 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the 
data in XML, text comma-separated, or text tab-separated 
format. See the section titled Exporting Reports. 

  

Report Results 

 

The report results display in a table alphabetized in ascending order by the client name. 
From left to right, the table displays the client name, their referral date, the agency who 

referred them, their target referral appointment date, the date of the referral outcome, the 
staff person who made the referral, and the client's contact information. 

 Clicking a staff or agency will take you to the staff detail page for the agency person. 

 Clicking a client name will take you to their contact info screen. 
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Client Contact Information 

Do not contact - The client does not want to be contacted in any way. 

Do not phone - The client does not want to be contacted by telephone. 

Messages OK - You can leave a phone message or a message with another person. 

Be confidential - messages OK - You can leave a phone message or a message with 
another person but do not mention the name of the agency with the message. 

Be confidential - no messages - The client does not want any message left on voice mail 

or with other persons. 

The bottom of the table displays the number of records and the time and date of the report 
display, and the filter parameters specified in the previous screen. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 

  

5.2.5 Needs Assessment 

Case managers routinely perform needs assessments for clients, evaluating what services 
they require. Agency managers and administrators can track the number of needs 
assessments performed by an agency by region, date, and assessment type. 

To access the report, from the ARIES menu bar at the top of the ARIES screen: 

 Select the Report > Client menu item to get to the Client Reports screen. 

 Click the "Needs Assessment" link. 

Report Filter Values 

 

Clicking on the link brings up the filter screen where you can define the parameters of your 
report. 
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Complete the fields as follows: 

Assessment 
Date 

From the dropdown list, select the assessment date filter. To enter a 
date in the text fields, use the format MM/DD/YYYY. You can also 
click the calendar icon to use the pop-up calendar. 

  

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-
up calendar window closes automatically. 

Filters: 

To filter for assessments on a given date: Select "On" from the 
dropdown list and enter a date in the first text field to filter for 
assessments on a given day. Example: If you wanted to search for 
all assessments on 6/23/2010, enter the date 6/23/2010 in the first 
text field. Leave the second text field empty. 

To filter for assessments before a given date: Select "Before" 
from the dropdown list to filter for assessments before a given day. 
This will sort through all entries before, but not including, a specific 
date. Example: If you wanted to search for all assessments before 
6/23/2010, enter the date 6/23/2010 in the first text field. Leave 
the second text field empty. 

To filter for assessments after a given date: Select "After" from 
the dropdown list and enter a specific date to filter for assessments 
after a given day. Example: If you wanted to search for all 
assessments after October 1, 2010, enter 10/1/2010 in the first text 
field. Leave the second text field empty. 

To filter for assessments within a range of dates: Select 
"Between" from the dropdown list to filter for assessments between 
a range of dates. Enter the beginning date in the first text field and 
the ending date in the second text field. Your report results will 
include all assessments from 12:00 AM the first date to 11:59 PM 
the second date. Example: Enter 6/23/2010 in the first text field and 
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6/27/2010 in the second text field. 

To filter through all assessments with no date: Select "Is Null" 
from the dropdown list to sort through all assessments that have no 

date entered. Leave the text fields empty. This can be helpful in 
searching for incomplete or missing information. 

To filter through all assessments with a date: Select "Is Not Null" 
from the dropdown list to sort through all assessments that have a 
date. Leave the text fields empty. 

To search all assessments: Select the blank option from the 
dropdown and leave the text fields empty. 

Geographic 
Area/HSDA list 
box 

From the list box, select which types of categories you want to 
include in your report. 

To filter for a specific category: Select the specific category from 

the list box. 

To filter through multiple categories: Hold down the Control key 
(Ctrl) on your keyboard while clicking the entries you wish to select. 
For example, if you wanted to report on the Child Care and Case 
Management, click each selection while holding down the Control 
key and each will be highlighted. 

To include all categories: Select All. 

Categories list 
box 

From the list box, select which types of categories you want to 
include in your report. 

To filter for a specific category: Select the specific category from 

the list box. 

To filter through multiple categories: Hold down the Control key 
(Ctrl) on your keyboard while clicking the entries you wish to select. 
For example, if you wanted to report on the Child Care and Case 
Management, click each selection while holding down the Control 
key and each will be highlighted. 

To include all categories: Select All. 

Display The Display text field at the bottom of the screen allows you to 
control the maximum number of rows that will appear in your 
report. The more results you ask for, the longer the search will take. 
The default is set at 1000, which typically fills the screen with 
results. You can always narrow your search or increase your search 
results later. 

Display print 
format 
checkbox 

Check this box to generate your report without the ARIES menu bar 
if you want to print your report directly from the browser window. 

  

After completing your filter selections: 

 

Click this button to display the report results. 
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Click this button to display the option of opening or saving the 
data in XML, text comma-separated, or text tab-separated 
format. See the section titled Exporting Reports. 

  

Report Results 

 

The Needs Assessment Report results display in a table listed in order of geographic area. 
The table lists from left to right the geographic area, the category of needs assessment, 
whether services were needed, and how many services were needed. 

The bottom of the table displays the number of records and the time and date of the report 
display, and the filter parameters specified in the previous screen. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 

  

5.2.6 Immunizations 

Immunizations Reports display client names and immunizations they have received. You can 

filter these reports by date of immunization and immunization type. For example, you may 
want to generate a list of all clients who received hepatitis immunizations in a given year. 

To access the report, from the ARIES menu bar at the top of the ARIES screen: 

 Select the Report > Client menu item to get to the Client Reports screen. 

 Click the "Immunizations" link. 
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Report Filter Values 

 

Clicking on the link brings up the filter screen where you can define the parameters of your 
report. 

Complete the fields as follows: 

Test type list 
box 

From the list box, select which immunization types you want to report 
on. 

To filter for a specific immunization: Select the specific 
immunization from the list box. 

To report on multiple immunizations: Hold down the Control key 
(Ctrl) on your keyboard while clicking the entries you wish to select. 
For example, if you wanted to report on all hepatitis immunizations, 
select "Hepatitis A" and "Hepatitis B" while holding down the Control 
key and each will be highlighted. 

To include all immunizations: Select All. 

Test Date From the dropdown list, select the test date filter. To enter a date in 
the text fields, use the format MM/DD/YYYY. You can also click the 

calendar icon to use the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-up 
calendar window closes automatically. 

Filters: 

To filter for tests on a given date: Select "On" from the dropdown 
list and enter a date in the first text field to filter for tests on a given 
day. Example: If you wanted to search for all tests on 6/23/2010, 
enter the date 6/23/2010 in the first text field. Leave the second text 

field empty. 

To filter for tests before a given date: Select "Before" from the 
dropdown list to filter for tests before a given day. This will sort 
through all entries before, but not including, a specific date. Example: 
If you wanted to search for all tests before 6/23/2010, enter the date 

6/23/2010 in the first text field. Leave the second text field empty. 

To filter for tests after a given date: Select "After" from the 
dropdown list and enter a specific date to filter for tests after a given 
day. Example: If you wanted to search for all tests after October 1, 
2010, enter 10/1/2010 in the first text field. Leave the second text 
field empty. 

To filter for tests within a range of dates: Select "Between" from 
the dropdown list to filter for tests between a range of dates. Enter 
the beginning date in the first text field and the ending date in the 
second text field. Your report results will include all tests from 12:00 
AM the first date to 11:59 PM the second date. Example: Enter 
6/23/2010 in the first text field and 6/27/2010 in the second text 

field. 

To filter through all tests with no date: Select "Is Null" from the 
dropdown list to sort through all tests that have no date entered. 
Leave the text fields empty. This can be helpful in searching for 
incomplete or missing information. 
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To filter through all tests with a date: Select "Is Not Null" from the 
dropdown list to sort through all tests that have a date. Leave the 
text fields empty. 

To search all tests: Select the blank option from the dropdown and 
leave the text fields empty. 

Display The Display text field at the bottom of the screen allows you to 
control the maximum number of rows that will appear in your report. 
The more results you ask for, the longer the search will take. The 

default is set at 1000, which typically fills the screen with results. You 
can always narrow your search or increase your search results later. 

Display print 
format 
checkbox 

Check this box to generate your report without the ARIES menu bar if 
you want to print your report directly from the browser window. 

  

After completing your filter selections: 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the 
data in XML, text comma-separated, or text tab-separated 
format. See the section titled Exporting Reports. 

  

Report Results 
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The report results display in a table alphabetized in ascending order by the client name. 
From left to right, the table lists the client name, immunization date, immunization type, 
and client contact information. 

 Clicking a client's name will take you to their contact info screen. 

Client Contact Information 

Do not contact - The client does not want to be contacted in any way. 

Do not phone - The client does not want to be contacted by telephone. 

Messages OK - You can leave a phone message or a message with another person. 

Be confidential - messages OK - You can leave a phone message or a message with 
another person but do not mention the name of the agency with the message. 

Be confidential - no messages - The client does not want any message left on voice mail 
or with other persons. 

The bottom of the table displays the number of records and the time and date of the report 
display, and the filter parameters specified in the previous screen. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 

  

5.2.7 Disease Management 

The ways in which HIV+ status is monitored include CD4 lymphocyte count and viral load 
test results. The ARIES Disease Management Report enables you to compare clients' test 
results from two time periods. This can give a broad view of your agency's clients' progress. 

To access the report, from the ARIES menu bar at the top of the ARIES screen: 

 Select the Reports > Client menu item to get to the Client Reports screen. 

 Click the "Disease Management" link. 

Report Filter Values 

 

Clicking on the link brings up the filter screen where you can define the filters for your 
report. 
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Complete the fields as follows. 

 Note: Generally, the report should be run with the same date ranges on all four 
lines. 

Initial CD4 
Date 

From the dropdown list, select the test date filter. 

 

To enter a date in the text fields, use the format MM/DD/YYYY. You 
can also click the calendar icon to use the pop-up calendar. 

  

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-up 
calendar window closes automatically. 

Filters: 

To filter for CD4 test on a given date: Select "On" from the 
dropdown list and enter a date in the first text field to filter for 
records for a given day. Example: If you wanted to search for all CD4 
tests for clients who enrolled on 6/23/2010, enter the date 6/23/2010 
in the first text field. Leave the second text field empty. 

To filter for CD4 test before a given date: Select "Before" from the 
dropdown list to sort through all entries before - but not including - a 
specific date. Example: If you wanted to search for all CD4 tests for 
clients who enrolled before 6/23/2010, enter the date 6/23/2010 in 
the first text field. Leave the second text field empty. 
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To filter for CD4 test after a given date: Select "After" from the 
dropdown list and enter a specific date to filter for records after a 
given day. Example: If you wanted to search for all CD4 tests for 
clients who enrolled after October 1, 2010, enter 10/1/2010 in the 
first text field. Leave the second text field empty. 

To filter for CD4 test with a range of dates: Select "Between" from 
the dropdown list to sort through all entries between a range of dates. 
Enter the beginning date in the first text field and the ending date in 
the second text field. Your report results will include all records from 

12:00 AM the first date to 11:59 PM the second date. Example: Enter 
6/23/2010 in the first text field and 6/27/2010 in the second text 
field. 

To filter through all CD4 tests with no date: Select "Is Null" from 
the dropdown list to sort through all records that have no date 
entered. Leave the text fields empty. This can be helpful in searching 
for incomplete or missing information. 

To filter through all CD4 tests with a date: Select "Is Not Null" 
from the dropdown list to sort through all records that have a date. 
Leave the text fields empty. 

To search all missing CD4 tests: Select the blank option from the 
dropdown and leave the text fields empty. 

Final CD4 
Date 

From the dropdown list, select the final CD4 date filter. 

To enter a date in the text fields, use the format MM/DD/YYYY. You 
can also click the calendar icon to use the pop-up calendar. 

 Remember that the report should generally be run with the 
same date ranges on all four lines. 

Set the date filters as appropriate for the operator selected. See the 
"Initial CD4 Date" field description. 

Initial Viral 
Load Date 

From the dropdown list, select the initial viral load date filter. 

To enter a date in the text fields, use the format MM/DD/YYYY. You 
can also click the calendar icon to use the pop-up calendar. 

 Remember that the report should generally be run with the 
same date ranges on all four lines. 

Set the date filters as appropriate for the operator selected. See the 

"Initial CD4 Date" field description. 

Final Viral 
Load Date 

From the dropdown list, select the final viral load date filter. 

To enter a date in the text fields, use the format MM/DD/YYYY. You 
can also click the calendar icon to use the pop-up calendar. 

 Remember that the report should generally be run with the 

same date ranges on all four lines. 

Set the date filters as appropriate for the operator selected. See the 
"Initial CD4 Date" field description. 

Display The Display text field at the bottom of the screen allows you to 
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control the maximum number of rows that will appear in your report. 
The more results you ask for, the longer the search will take. The 
default is set at 1000, which typically fills the screen with results. You 
can always narrow your search or increase your search results later. 

Display print 
format 
checkbox 

Check this box to generate your report without the ARIES menu bar if 
you want to print your report directly from the browser window. 

  

After completing your filter selections: 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the 
data in XML, text comma-separated, or text tab-separated 
format. See the section titled Exporting Reports. 

  

Report Results 

 

 This example assumes a test timespan obtained by using the "Between" operator. 

The Disease Management Report results display a table sorted by the Extended URN value. 
From left to right, the table lists the client's extended URN, Gender, HRSA Race, the staff 
person assigned to the client, the initial CD4 lymphocyte count, the initial count date, the 
final CD4 lymphocyte count, the final count date and the percentage of difference, if any, 
between the two test values. The five columns on the right display corresponding values for 
viral load tests. 

The bottom of the table displays the number of records and the time and date of the report, 
with the filter parameters specified in the previous screen. 
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Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 

  

5.2.8 Deleted Duplicate Clients by ARIES ID 

The Deleted Duplicate Clients by ARIES ID Report displays the log of duplicate clients that 
have been merged. This report is sorted in numerical order by ARIES ID, with the lowest ID 
number first. The report also shows the client's last name, first name, middle initial, date of 

birth, old ARIES ID client 1, old ARIES ID client 2, and merge date. 

Accessing the Report 

 To access the report, from the ARIES menu bar at the top of the ARIES screen, 
choose the Report > Client menu item which takes you to the Client Report menu. 
Click the Deleted Duplicated Clients by ARIES ID Report link. 

A default version of the report is displayed. Toward the right side, the Staff column displays 
the name of the staff person who performed the merge, and the Agency column displays 
the agency for which that staff person works. 

 

You can change the report parameters by unchecking the Null boxes to the right of ARIES 
ID Min, ARIES ID Max, Merge Start Date and Merge End Date. 

ARIES ID Min The lowest ID number in the range on which you want to report. 

ARIES ID Max The highest ID number in the range on which you want to report. 

Merge Start 
Date 

The beginning date in the range on which you want to report. 

Merge End Date The ending date in the range on which you want to report. 

  

When you have entered the parameters: 

 

Click this button to display the new report results with your 

parameters. 

Results Ribbon The Results page displays a ribbon of icons across the screen and 
directly below the parameters fields. For a description of these 
icons, see the Results Ribbon topic. 
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Changing the Name of the Download File 

When you click on the Export button on the results ribbon, a dialog opens at the bottom of 
the results page, giving you the option of changing the name of the download file. 

 

 Click Save and then Save As from the resulting dropdown. You may then type a 
new name in the File name window: 

 

  

 File name: Use the dropdown to select the file name you wish to use. 

 Save as type: Use the dropdown to select the format for the download file you wish 
to save, e.g., .xml for XML; .csv for Text, Comma-Separated; .txt for Text, Tab-
Separated. 

When you have finished your selection, click on one of the following: 

Save Click this button to save report results to your hard drive. When the 
Download Complete dialogue appears, click one of the following: 

 Open opens the downloaded report on your hard drive. 

 Open Folder opens the folder where the report is stored on 
your hard drive. 

 Close returns you to the Export Report Result screen. 

Cancel Click this button to return to the Export Report Result screen without 
saving your entries. 
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5.2.9 ARIES Statistical Analysis Report (STAR) 

The ARIES Statistical Analysis Report (STAR) replaces the Ryan White Cross Titles Data 

Summary Report and serves as a general statistical report, displaying counts of your 
agency's clients based on a variety of demographic information. 

The STAR report is available on the Client Reports menu. 

Although HRSA does not require agencies to submit the STAR, many agencies will find it 
useful to have this comprehensive statistical report on hand. Some Administrative Agencies 
may begin using this report to monitor the agencies they administer, but it will not be 
necessary for those agencies to submit the STAR because AAs can run it directly as needed. 

Note: The report has an Agency Enrollment Status filter based on the client's current 
enrollment status from the Agency Specifics screen (the filter is not based on the client's 
status at the end of your report's date range). 

Accessing the Report 

 To access the report, from the ARIES menu bar at the top of the ARIES screen, 
choose the Report > Client menu item to get to the Client Reports screen. Click the 
Statistical Analysis Report link, which takes you to the report's Parameters screen. 

The STAR is a very flexible report, containing two full screens of customizable options. The 
Parameters screen determines the layout of the report (that is, which types of analyses are 

shown on the report), and the Filters screen determines which data is used to generate the 
report (which clients and services will be included). You must go through both of these 
screens in order to generate the report. 

Owing to the complexity of the Parameters and Filters screens for the STAR, ARIES 
"remembers" your parameter and filter selections as long as you do not log out of ARIES. If 
you need to make minor adjustments to the parameters or filters after running and 

reviewing your report, simply return to the Client Reports page and click on the STAR link 
again. The parameters and filters you used for your last report will still be in place for your 
next report. However, once you log out of ARIES, you will need to start from scratch the 
next time you run the report. 

Where filters have a "list box," you may make multiple selections by holding down the Ctrl 
key and clicking on the selections to be included. Administrative Agencies may run a 
consolidated report across all the agencies they serve by selecting their Administrative 
Agency from the dropdown and checking the "Aggregate Data" checkbox (which is visible 
only to Administrative Agency users). 

Parameters Screen 

The Parameters screen is the first screen you will see when you click on the report link. 



ARIES R18 Client Help Manual 

506 

 

 Click on the box to the left of each section title to indicate the sections you wish to 
include on the report. 

The screen is broken down into the following sections: 

Unduplicated 
Client Counts 

This section has no checkbox as it is automatically included on all 
reports and contains the following: 

Total Clients Served 

New Clients Served 

Clients Served Who Died during the Reporting 
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Basic 
Demographics 

Age 

Gender 

Race/Ethnicity - User must select a Race/Ethnicity even if Basic 
Demographics is not included on the report. The selection is used 
to determine the values in the Client Race filter dropdown on the 
next screen. 

The Race/Ethnicity dropdown options include "Multi-Racial 
Clients" and "Include only Hispanic and Race 1." 

Note: If no selection is made, clicking Next will display an error 
message reading" A Race/Ethnicity methodology is required" at 
the top of the screen in red, with a red asterisk (*) next to the 
dropdown. 

Advanced 
Demographics 

County of Residence 

Geographic Area/HSDA 

Living Situation 

Eligibility Household Poverty Level 

Insurance Status 

Basic Medical HIV/AIDS Status 

HIV Exposure Categories 
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Medical History Most Recent CD4 Count 

Most Recent Viral Load Count 

STI/Hepatitis STI/Hepatitis: Number of Clients Screened 

STI/Hepatitis: Number of Tests and Diagnoses 

Tuberculosis Tuberculosis: Number of Clients Screened during the period 

Tuberculosis: Number of Clients Screen since HIV diagnosis 

Tuberculosis: Number of PPDs Placed, Read, and Results 

Tuberculosis: Number of IGRAs and Results 

Medications HAART Prescribed 

PCP Prophylaxis 
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OB/GYN & 
Pregnancy 

PAP Smear 

Pregnancy 

Screening Substance Abuse Screening 

Mental Health Screening 

Screening Summary 

Services Services Summary: 

Group By dropdown: 

Select either "Primary/Secondary Service" or "RSR Category" from 
the dropdown. "Primary/Secondary Service" is the default 
selection. 

Include Cost radio buttons: 

The default is "Yes." 

 

Click the Next button to save your input and proceed to the Filters 
screen. 

 

Click the Cancel button to return to the Client Report menu 
without saving your entries. 

  

Filters Screen 

Clicking Next from the Parameters screen takes you to the Filters screen. 
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Complete the fields as follows: 

Top of Screen 

Service Date 
Between fields 

In the two "date" fields, enter the range of dates you wish to report 
on. 

Your report results will include results for clients who receive services 
from 12:00 AM on the first date to 11:59 PM on the second date. If a 
client registered with your agency has not received services, they are 
not counted. 

Use the format: MM/DD/YYYY. You can also use the calendar pop-up 

by clicking the calendar icon. 
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For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

Agency or 
Administrative 
Agency 

Use the dropdown to select which agency you wish to report on. 

Administrative agencies can report on any of their subagencies. If 
you are not an administrative agency, only your agency will display. 

Aggregate Data 
for 

Administrative 
Agency 

This checkbox, directly below the "Agency or Administrative Agency" 
dropdown, is visible only if the current user belongs to an Admin 

Agency. If an Admin Agency (AA) is selected from the dropdown, 
checking the box will run the report for all the agencies that the AA 
manages. If the box is not checked, the report will include only 
clients who received services directly from the AA, although very few 
AAs provide direct services. 

Funding Source Optional. All funding sources for the agency selected or for agencies 
managed by administrative agencies are listed. 

 From the list box, select All to include all funding sources in 
your report. 

OR 

 If you wish to report on a specific funding source, make the 
appropriate selection from the list box. Or, to report on 
multiple funding sources (but not all), hold down the <CTRL> 
key and make the appropriate selections. 
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Contract Optional. All contracts for the agency selected or for agencies 
managed by administrative agencies are listed. 

 From the list box, select All to include all contracts in your 
report. 

OR 

 If you wish to report only on a specific contract, make the 
appropriate selection from the list box. Or, to report on 
multiple contracts (but not all), hold down the <CTRL> key 

and make the appropriate selections. 

Program Optional. All programs for the agency selected or for agencies 
managed by administrative agencies are listed, as defined in ARIES 
admin. 

 From the list box, select All to include all programs in your 
report. 

OR 

 If you wish to report only on a specific program, make the 
appropriate selection from the list box. Or, to report on 
multiple programs (but not all), hold down the <CTRL> key 
and make the appropriate selections. 

Primary Service Optional. All primary services for the agency selected or for agencies 
managed by administrative agencies are listed, from the current 
Service Hierarchy. 

 From the list box, select All to include all primary services in 
your report. 

OR 

 If you wish to report only on a specific primary service, make 
the appropriate selection from the list box. Or, to report on 
multiple primary services (but not all), hold down the <CTRL> 
key and make the appropriate selections. 
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Bottom of Screen 

Client Age 
Between fields 

Optional. In the two "age" fields, enter the range of ages you wish to 
report on. 

If you wish to report on all ages, leave the two fields blank. 
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Client Gender  Optional. From the list box, select All to include all client 
genders in your report. 

OR 

 If you wish to report only on a specific client gender, make 
the appropriate selection from the list box. Or, to report on 
multiple client genders (but not all), hold down the <CTRL> 
key and make the appropriate selections. 

Selecting the "WICY Clients Only" checkbox disables the Age and 

Gender filters, and automatically selects all clients under 25 (as of 
the end of the reporting period) plus all Female clients. 

Other filters still apply. 

Client Race Options in this list box depend on the Race/Ethnicity methodology 
selected on the Parameters screen. 

If "Include Multi-Racial Clients" was selected, the RSR race/ethnicity 
calculations are used, and the options in the list box are: 

White 

Black 

Hispanic 

Asian 

Native Hawaiian / Pacific Islander 

American Indian or Alaskan Native 

More than one race 

Unknown 

If "Include only Hispanic and Race 1" was selected as the 
methodology, the "More than one race" option is not included, and 
the race/ethnicity calculations are based only on the Hispanic and 
Race 1 data elements ("Yes" for Hispanic trumps Race 1). 

 From the list box, select All to include all client races in your 
report. 

OR 

 If you wish to report only on a specific client race, make the 
appropriate selection from the list box. Or, to report on 

multiple client races (but not all), hold down the <CTRL> key 
and make the appropriate selections. 

Household 
Poverty Level 
Between fields 

Optional. In the two "household poverty level between" fields, enter 
the range of poverty levels you wish to report on. 

If you wish to report on all poverty levels, leave the two fields blank. 
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County  Optional. From the list box, select All to include all counties in 
your report 

OR 

 If you wish to report only on a specific county, make the 
appropriate selection from the list box. Or, to report on 
multiple counties (but not all), hold down the <CTRL> key 
and make the appropriate selections. 

Geographic 
Area/HSDA 

 Optional. From the list box, select All to include all geographic 
areas/HSDAs in your report. 

OR 

 If you wish to report only on a specific geographic 
area/HSDA, make the appropriate selection from the list box. 

Or, to report on multiple geographic areas/HSDAs (but not 
all), hold down the <CTRL> key and make the appropriate 
selections. 

Current Agency 
Enrollment Status 

 From the list box, select All to include all current agency 
enrollment statuses in your report. 

OR 

 If you wish to report only on a specific current agency 
enrollment status, make the appropriate selection from the 
list box. Or, to report on multiple current agency enrollment 
statuses (but not all), hold down the <CTRL> key and make 
the appropriate selections. 

Display print 
format checkbox 

Select this checkbox to generate your report without the ARIES 
menu bar if you want to print your report directly from the browser 
window. 

 

Click the Report > button to generate the report results. 

 

Clicking this button allows you to export the report results as a data 
file. The next screen gives you three options for the format of the 
data file: XML, Text comma-separated (CSV), or Text tab-separated. 
After you select a format and click Export, the data file will be 
created. You may save the file to your computer when the Download 

button appears. 

 

Click the Cancel button to return to the Client Reports menu without 
saving the report. 

  

Report Results 

Clicking on the Report > button on the Filters screen displays the report results. 
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The name of the agency and the reporting dates appear at the top of the screen. 

The report tables display the breakdown of client numbers, depending upon your selected 
parameters. Unless noted, all tables show all possible data values, with zeros on rows where 

no records exist. Tables that are based on a dropdown will list the data values in the same 
order as the dropdown. 

  

Unduplicated 
Clients (Total 
Clients served) 

Shows the number and percentage of unique clients who received 
at least one service within the reporting period. 

Unduplicated 
Clients (New 
Clients served) 

Shows the number and percentage of unique clients whose first 
service was within the reporting period. 

Clients Served 
Who Died during 
the Reporting 
period 

Shows the number and percentage of unique clients with a Date 
of Death within the reporting period. 
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Age Shows the breakdown of client counts by age as of the end of 
reporting and is the same as the RSR Summary Report. 

Gender Shows the breakdown of client counts by gender. "Other" and 
"Refused" are counted as "Unknown." 

  

 

Race/Ethnicity 

Includes Multi-
Racial Clients 

Shows the breakdown of client counts by Race/Ethnicity. Only 
one of these two race/ethnicity tables appears, based on the 
race/ethnicity methodology selected on the Parameters screen. 

Race/Ethnicity 

Includes Only 
Hispanic and Race 

1 

Shows the breakdown of client counts by Race/Ethnicity. Only 
one of these two race/ethnicity tables appears, based on the 
race/ethnicity methodology selected on the Parameters screen. 
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County of 
Residence 

Shows the breakdown of client counts by county of residence, 
based on the most recent address history record (type = 
"Residence") within or prior to reporting period. 

The report lists only the values that exist in the data (and not all 
possible values for County). 

Geographic 
Area/HSDA 

Shows the breakdown of client counts by geographic area/HSDA, 
based on the most recent address history record (type = 
"Residence") within or prior to reporting period. 

The report lists only the values that exist in the data (and not all 
possible values for HRSA). 
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ARIES Living 
Situation 

Shows the breakdown of client counts by living situation and RSR 
Housing Status as of the end of reporting period. 

The report is based on the most recent Living Situation record 
within or prior to the reporting period. 

Household 
Poverty Level 

Shows the breakdown of client counts by Household Poverty Level 
ranges based on household income and size. Shows values for all 
poverty levels. 

  



ARIES R18 Client Help Manual 

520 

 

  

Insurance 
Status 

Shows the breakdown of client counts by Insurance Status at any 
time within the reporting period and is the same as the RSR 
Summary Report. Since a client may have multiple insurance types 
within the reporting period, the sum of percents may exceed 100 
percent. Shows values for all insurance statuses. 

HIV/AIDS 
Status 

Shows the breakdown of client counts by HIV/AIDS Status. Same 
calculations as RSR report but shows "Pediatric confirmed HIV-
positive" separately. Shows all status values. 
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HIV Exposure 
Categories 

Shows the breakdown of client accounts by HIV Exposure 
Categories. Same calculations as RDR but shows client in only one 
risk category based on hierarchy. The report shows clients 
separately who have both MSM and IDU. Shows all categories 
values. 

Most Recent CD4 
Count 

Shows the breakdown of client counts by the most recent CD4 
count within the reporting period. Shows all ranges. 
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Most Recent Viral 
Load Count 

Shows the breakdown of client accounts by the most recent viral 
load count within the reporting period. Shows all ranges. 

STI/Hepatitis 
Screening 

Shows the breakdown of client counts by STI/Hepatitis Screening 
Yes, No, and NMI (Not Medically Indicated) as shown in the 
dropdown for the number of clients screened during the reporting 
period. This table counts clients. 

For each client, if a record exists within the reporting period 
where NMI is "No," the client is counted in the "Yes" column. If 

the most recent record within or prior to the reporting period has 
"Yes" for NMI, the client is counted in the "NMI" column. 
Otherwise, the client is counted in the "No" column. 
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STI/Hepatitis 
Tests 

Shows the breakdown of all types of STI/Hepatitis tests 
performed during the reporting period, distributed by Diagnoses 
(excludes Not Medically Indicated records). This table counts 

records (number of tests), not clients. 

Tuberculosis 
Screening during 
the period 

Shows the breakdown of client counts by Tuberculosis screening 
during the reporting period and is the same as the RSR Summary 
Report. Shows all values. 

Tuberculosis 
Screening Since 
HIV Diagnosis 

Shows the breakdown of client counts by Tuberculosis screening 
since the HIV diagnosis and is the same as the RSR Summary 
Report. Shows all values. 

  

 

Tuberculosis 

PPDs and Results 

Shows the breakdown of client counts by TB PPDs placed, number 

of PPDs read, and results (only for PPDs read). Shows all values. 

This table counts tests, but since PPDs are not longitudinal, it 
effectively counts clients. 
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Tuberculosis 
IGRAs and 
Results 

Shows the breakdown of client counts by TV IGRAs and Results. 
Shows all values. 

This table counts tests, but since IGRAs are not longitudinal, it 
effectively counts clients. 

HAART 
Prescribed 

Shows the breakdown of client counts by Highly Active Anti-
Retroviral Therapy (HAART) prescribed during the reporting 
period, and is the same as the RSR Summary Report. Shows all 
values. 

  

 

 

PCP Prophylaxis Shows the breakdown of client counts by PCP Prophylaxis 
prescribed during the reporting period, and is the same as the 
RSR Summary Report. Shows all values. 

PAP Smears Shows the breakdown of client counts by the number of HIV+ 
women receiving a PAP Smear during the reporting period, and is 
the same as the RSR Summary Report. Shows all values. 

Pregnancy Shows the breakdown of client counts by the number of HIV+ 

women who were pregnant at any time during the reporting 
period, and is the same as the RSR Summary Report. Shows all 
values. 
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Substance Abuse 
Screening 

Shows the breakdown of client counts by the number of clients 
screened for Substance Abuse during the reporting period, and is 

the same as the RSR Summary Report. Shows all values. 

Mental Health 
Screening 

Shows the breakdown of client counts by the number of clients 
screened for Mental Health during the reporting period, and is the 
same as the RSR Summary Report. Shows all values. 

Screening 
Summary 

Shows the breakdown of client counts by the number of clients 
screened during the reporting period and since HIV diagnosis. It is 
the same methodology as the RSR Summary Report, but counts 
only clients with a "Yes" result. 
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Service 
Summary 

Shows number of clients served (UDC, that is, unduplicated clients) 
and total number of units (UOS) grouped by Primary/Secondary 
service. 

Only one of the Service tables will appear, depending on Group By 
selected on the Parameters screen. 

If grouped by Primary/Secondary service, only values that exist in 

the data will be shown, and will be listed alphabetically. The Cost 
column appears only if the Include Cost option was set to "Yes" on 
the Parameters page. 

Service 
Summary 

Shows number of clients served (UDC = unduplicated clients) and 
total number of units (UOS) grouped by RSR category. 

Only one of the Service tables will appear, depending on Group By 
selected on the Parameters screen. 

If grouped by RSR category, all RSR categories will be shown, and 
will be listed in the order shown on the RSR Summary Report. The 
Cost column appears only if the Include Cost option was set to 

"Yes" on the Parameters page. 

Note: When grouping by RSR category, an "Unknown (blank)" row 
is required since RSR Category can be blank. 
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5.3 Services Reports 

The Services reports screen displays reports that are associated with services for clients. For 

example, you can generate mailing labels for sending reminders to clients for upcoming 
services. 

 

If you are an ARIES administrator and you want to change the order in which the reports 
are listed, click the Display Order button at the bottom of the screen, which takes you to the 
Change Display Order screen. 

The Services Report screen includes: 

 Mailing Labels 

Note: The filter values on most ARIES reports include a date range requirement. Be aware 

that the wider the date range, the more information your report will contain; and the longer 
the time required to generate it. 

 

5.3.1 Mailing Labels 

The Mailing Labels Report allows you to search out clients by program, agency status, 

gender, and date of service and it outputs a report including client name and mailing 
address. This can be useful in sending out reminders or notices. 

To print out mailing labels, export the report into an application where you can format the 
labels properly like Microsoft Word or Access. 

To access the report, from the ARIES menu bar at the top of the ARIES screen: 

 Select the Report > Services menu item to access the Services Reports screen. 

 Click the "Mailing Labels" link. 
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Report Filter Values 

 

 

Clicking on the link brings up the filter screen where you can define the parameters of your 

report. 

Complete the fields as follows: 

Client ID From the dropdown list, select the Client ID filter. 
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Filters: 

To filter for a specific client ID: Select "Equals" from the dropdown 
list and enter the client ID in the first text field. 

To filter for client IDs before a given ID: Select "Before" from the 
dropdown list to sort through all entries before - but not including - a 
specific ID. Leave the second text field empty. 

To filter for client IDs after a given ID: Select "After" from the 
dropdown list and enter a specific ID to filter for records after that ID. 

Leave the second text field empty. 

To filter for a range of partial client IDs: Select "Between" from 
the dropdown list and enter the client ID range you wish to report on. 
Example: To search records for client whose IDs start with numbers 
between 11 to 14, enter "11" and "14" in the two text fields. ARIES 
searches all client IDs starting with 11 up to, but not including, 14. 

To filter through all records with no client IDs entered: Select "Is 
Null" from the dropdown list to sort through all records that have no 
client IDs entered. Leave the text fields empty. This can be used to 
search for any clients who have not yet been assigned an ID number. 

To filter through all records with client IDs: Select "Is Not Null" 
from the dropdown list to include only the clients who have been 
assigned an ID number. Leave the text fields empty. 

To skip this filter, select the blank option from the dropdown list. 
Since there is no filter, all records will be included in results. 

Program list 
box 

In the list box, select the programs from which the client is receiving 
services that you wish to report on. 

To filter for a specific program: Select the specific program from the 
list box. 

To filter through multiple programs: Hold down the Control key 
(Ctrl) on your keyboard while clicking the entries you wish to select. 
For example, if you wanted to report on the clients who were receiving 
services from HOPWA and CARE Services, click each selection while 
holding down the Control key and each will be highlighted. 

To include all programs: Select All. 

Date of 
Service 

The Date of Service filter allows you to report on clients scheduled to 
receive services over a specific time period. 

From the dropdown list, select the date of service filter. To enter a 
date in the text fields, use the format MM/DD/YYYY. You can also click 
the calendar icon to use the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-up 
calendar window closes automatically. 

Filters: 

To filter for clients receiving services on a given date: Select "On" 
from the dropdown list and enter a date in the first text field to filter 
for clients whose service was received on a given day. Example: If you 
wanted to search for all clients who received services on 6/23/2010, 

enter the date 6/23/2010 in the first text field. Leave the second text 
field empty. 

To filter for service dates before a given date: Select "Before" from 
the dropdown list to filter for clients who received services before a 
given day. This will sort through all entries before, but not including, a 

specific date. Example: If you wanted to search for all clients who 
received services before 6/23/2010, enter the date 6/23/2010 in the 
first text field. Leave the second text field empty. 

To filter for service dates after a given date: Select "After" from the 
dropdown list and enter a specific date to filter for clients who 
received services after a given day. Example: If you wanted to search 
for all clients who received services after October 1, 2010, enter 
10/1/2010 in the first text field. Leave the second text field empty. 

To filter for service dates within a range of dates: Select 
"Between" from the dropdown list to filter for clients who received 
services between a range of dates. Enter the beginning date in the 
first text field and the ending date in the second text field. Your report 

results will include all records from 12:00 AM the first date to 11:59 
PM the second date. Example: Enter 6/23/2010 in the first text field 
and 6/27/2010 in the second text field. 

To filter through all services with no date: Select "Is Null" from 
the dropdown list to sort through all records that have no service date 
entered. Leave the text fields empty. This can be helpful in searching 
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for incomplete or missing information. 

To filter through all services with a date: Select "Is Not Null" from 
the dropdown list to sort through all records that have a service date. 

Leave the text fields empty. 

To search all services: Select the blank option from the dropdown 
and leave the text fields empty. 

Status list 
box 

In the list box, select which client status type you wish to report on, 
e.g., All, Active, Inactive, Disenrolled, Lost to Follow-up, Discharged. 

To filter for a specific status type: Select the specific status type 
from the list box. 

To filter through multiple status types: Hold down the Control key 
(Ctrl) on your keyboard while clicking the entries you wish to select. 
For example, if you wanted to report on the clients who were inactive, 

discharged, or disenrolled, click each selection while holding down the 
Control key and each will be highlighted. 

To include all status types: Select All. 

Gender list 
box 

In the list box, select which gender you wish to report on. 

To filter for a specific gender type: Select the specific gender type 
from the list box. 

To filter through multiple gender types: Hold down the Control key 
(Ctrl) on your keyboard while clicking the entries you wish to select. 
For example, if you wanted to send letters to all genetically female 
clients, hold the Control key down and click "Female" and 

"Transgender F TM" and each will be highlighted. 

To include all gender types: Select All. 

Display The Display text field at the bottom of the screen allows you to control 
the maximum number of rows that will appear in your report. The 
more results you ask for, the longer the search will take. The default 

is set at 1000, which typically fills the screen with results. You can 
always narrow your search or increase your search results later. 

Display Check this box to generate your report without the ARIES menu bar if 
you want to print your report directly from the browser window. 

  

After completing your filter selections: 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the 

data in XML, text comma-separated, or text tab-separated 
format. See the section titled Exporting Reports. 
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Report Results 

 

The report results display in a table alphabetized in ascending order by client last name. 
From left to right the table lists the client last name, client first name, and their mailing 
address (street address, city, state and zip code). 

Anon column 

 If the client lists "Yes" in the Anon column, this means that all mail should be 
delivered in an envelope that does not list the agency name. 

 If the client lists "No" in the Anon column, it is OK for the mail to be delivered in an 
envelope that lists the agency name. 

Mail column 

 If the client lists "No" in the Mail column, do not send them mail. 

 If the client lists "Yes" in the Mail column, it is OK to send them mail. 

 Clicking the client's first or last name takes you to their contact info screen. 

The bottom of the table displays the number of records and the time and date of the report 
display, as well as the filters specified in the previous screen. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 
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5.4 Finance Reports 

The Finance reports screen contains reports pertaining to budgeting and financial 

information. For example, you can generate a report on services spending for an individual 
contract. 

 

If you are an ARIES administrator and you want to change the order in which the reports 
are listed, click the Display Order button at the bottom of the screen, which takes you to the 
Change Display Order screen. 

The Finance Reports screen includes: 

 Financial 

Note: The filter values on most ARIES reports include a date range requirement. Be aware 
that the wider the date range, the more information your report will contain; and the longer 
the time required to generate it. 
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5.4.1 Financial 

The Financial Report allows you to report on your agency's contract usage. You can filter 
your results by contract name, service type, and service dates. For example you can report 
on how much in Medicare services your agency administered in a given quarter. 

 To access the report, from the ARIES menu bar at the top of the ARIES screen, 
choose the Report > Finance menu item to get to the Finance Reports screen. Click 

the "Financial" link. 

Report Filter Values 

 

Clicking on the link brings up the filter screen where you can define the parameters of your 
report. 

Complete the fields as follows: 

Contract list 
box 

In the list box, select the contract that you wish to report on. 

To filter for a specific contract: Select the specific program from the 
list box. 

To filter through multiple contracts: Hold down the Control key 
(Ctrl) on your keyboard while clicking the entries you wish to select. 
For example, if you wanted to report on your HOPWA2011 and 
RWA11 contracts, click each selection while holding down the Control 

key and each will be highlighted. 

To include all contracts: Select All. 
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Service list 
box 

In the list box, select the service that you wish to report on. 

To filter for a specific service: Select the specific program from the 
list box. 

To filter through multiple services: Hold down the Control key 
(Ctrl) on your keyboard while clicking the entries you wish to select. 
For example, if you wanted to report on Infectious Diseases and 
Dermatology, click each selection while holding down the Control key 
and each will be highlighted. 

To include all services: Select All. 

Service Date The Service Date filter allows you to report on clients scheduled to 
receive services over a specific time period. 

From the dropdown list, select the date of service filter. To enter a 

date in the text fields, use the format MM/DD/YYYY. You can also click 
the calendar icon to use the pop-up calendar. 

  

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-up 
calendar window closes automatically. 

Filters: 

To filter for clients receiving services on a given date: Select "On" 
from the dropdown list and enter a date in the first text field to filter 
for clients whose service was received on a given day. Example: If 
you wanted to search for all clients who received services on 
6/23/2010, enter the date 6/23/2010 in the first text field. Leave the 
second text field empty. 

To filter for service dates before a given date: Select "Before" from 
the dropdown list to filter for clients who received services before a 
given day. This will sort through all entries before, but not including, 
a specific date. Example: If you wanted to search for all clients who 
received services before 6/23/2010, enter the date 6/23/2010 in the 
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first text field. Leave the second text field empty. 

To filter for service dates after a given date: Select "After" from the 
dropdown list and enter a specific date to filter for clients who 

received services after a given day. Example: If you wanted to search 
for all clients who received services after October 1, 2010, enter 
10/1/2010 in the first text field. Leave the second text field empty. 

To filter for service dates within a range of dates: Select 
"Between" from the dropdown list to filter for clients who received 

services between a range of dates. Enter the beginning date in the 
first text field and the ending date in the second text field. Your report 
results will include all records from 12:00 AM the first date to 11:59 
PM the second date. Example: Enter 6/23/2010 in the first text field 
and 6/27/2010 in the second text field. 

To filter through all services with no date: Select "Is Null" from 

the dropdown list to sort through all records that have no service date 
entered. Leave the text fields empty. This can be helpful in searching 
for incomplete or missing information. 

To filter through all services with a date: Select "Is Not Null" from 
the dropdown list to sort through all records that have a service date. 
Leave the text fields empty. 

To search all services: Select the blank option from the dropdown 
and leave the text fields empty. 

Display The Display text field at the bottom of the screen allows you to 
control the maximum number of rows that will appear in your report. 
The more results you ask for, the longer the search will take. The 
default is set at 1000, which typically fills the screen with results. You 
can always narrow your search or increase your search results later. 

Display print 
format 
checkbox 

Check this box to generate your report without the ARIES menu bar if 
you want to print your report directly from the browser window. 

  

After completing your filter selections: 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the 
data in XML, text comma-separated, or text tab-separated 
format. See the section titled Exporting Reports. 
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Report Results 

 

 

The report results display in a table listed in ascending order by agency name. From left to 
right, the table lists agency name, contract name, service type, and the total service costs 
for the specified time period. 

Note: If you are an administrative agency user, subagencies are included in the 
report. 

At the bottom of the table, the number of records and the time and date of the report 
display, and the filter parameters specified in the previous screen. 

The bottom of the table displays the number of records and the time and date of the report 
display, as well as the filter parameters specified in the previous screen. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 
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5.5 Management Reports 

The management reports screen contains reports that center around your agency and its 

staff. You can run reports on ARIES usage or on incomplete tasks in your agency. 

 

If you are an ARIES administrator and you want to change the order in which the reports 
are listed, click the Display Order button at the bottom of the screen, which takes you to 
the Change Display Order screen. 

The Management Reports screen includes: 

 Missing RDR Data 

 Staff User 

 Care Plan Incomplete Tasks 

 Unsigned Case Notes 

Note: The filter values on most ARIES reports include a date range requirement. Be aware 
that the wider the date range, the more information your report will contain; and the longer 
the time required to generate it. 

  

5.5.1 Missing RDR Data 

Run the Missing RDR Data report after you run the RDR to identify clients who are being 
reported as "Unknown" for certain questions in the RDR, or to check for missing data that is 

required for the RDR Report. 

Keep in mind that HRSA (Health Resources and Service Administration) expects providers to 
collect all required data.  If you leave a data element blank, it will be counted as an 
"Unknown."  Depending on your percentage of "Unknown" responses, HRSA may ask you to 
collect the missing data and re-submit your RSR. 

Report Filter Values 

To run the Missing RDR Data Report: 

 Navigate to Reports > Management Reports. 

 Click the link titled "Missing RDR Data Report." 

The Report Filter Values screen will appear. 
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Complete the fields as follows: 

Include Medical 
Data 

The default for this field is "Yes."  If you do not want to include this 
data, use the dropdown to select" No." 

Service Date 
to/from fields 

The default from the first dropdown is "Between," and the default 
dates in the "to" and "from" date fields are between the beginning of 
the current month and today's date. 

For a different date range, use the dropdown to select another option, 
as illustrated below, and complete the date fields. 

Do not select "Is Null" or "Is Not Null" from the 
dropdown. These two selections yield identical results but 
are not meaningful for most record searches. For 
example, they do not work with comparison operators 
such as =, <, or <>. 

If you use the drop down to select an option other than 
"Between," complete the date fields. Use the format 
MM/DD/YYYY. 

Note: The "On," "Before," and "After" options require 
only one date. 

Only the "Between" option requires completion of both date fields. 

You can also use the pop-up calendar by clicking the calendar icon. 
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For each field in which you need to enter a date, use the dropdown lists 
to select the month and year, and then click the specific date to enter it 

into the date text field. The calendar window automatically closes. 

Display The number of records to display per screen. The default number is 
1000. Type a different number if desired, with no commas. 

Display print 
format 
checkbox 

The following is a comparison of effects when this checkbox is checked 
and unchecked: 

Checked Unchecked 

Main menu options not visible at 
top. 

Main menu options visible at top. 

Export button not visible at 
bottom of results. 

Export button visible at bottom of 
results. 

"Return to Management Reports" 
link visible at bottom of results. 

"Return to Management Reports" 
link not visible at bottom of 
results. 

  

After completing the fields, select one of the following options: 

 

Click this button to display the Missing RDR Data Report. You can also 
navigate to this report from the Management Reports screen by 
selecting Missing RDR Data Report. 

 

Clicking this button gives you the option of saving the data in XML, text 
tab-separated or text comma-separated format for import into another 
application. 



Section 5 

541 

  

When you click Export, an Export Report Result dialog displays with a dropdown list of 
options for export format. 

 

When you click Report, the Missing RDR Data Report is displayed. 

 

The Missing RDR Data Report displays the following: 

Client Each row displays the name of the client as a link.  Clicking on a link takes 
you to the client's Contact Info screen for that individual.  From there, you 
can select the appropriate tab to locate the missing data. 

Staff The client's primary Staff person, as indicated in the Staff Assignment 
section of the Programs tab.  This Staff person might be able to assist with 
finding and entering any missing data. 

Missing 
HRSA Data 

This is a list of the data items missing for the client, from all relevant 
screens. 

  

Completing the Missing Data 

Use the Client name link on the Missing Data Report to navigate to the Contact Info screen 
from where you can navigate to the missing data. 
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Enter the missing data on all relevant screens; for example, supply the missing race and 
living situation data for this client on the Demographics tabs. Or, you may ask the client's 
Primary Staff person listed on the Missing Data Report to assist with gathering and entering 
the missing data on all relevant screens. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 

After Completing the Missing Data 

Re-run the RDR Summary Report after the missing data has been supplied to be sure that it 
is complete. You may need to run the Missing RDR Data Report more than once, until all 
data is complete. 

 

5.5.2 Staff User 

The Staff User report tracks when staff persons most recently accessed ARIES. You can sort 
by staff role and last sign-on date. For example, you can run a report to see which 
volunteers most recently logged on to ARIES. 

To access the report, from the ARIES menu bar at the top of the ARIES screen: 

 Select the Report > Management menu item to access the Management Reports 
screen. 

 Click the "Staff User" link.   

Report Filter Values 
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Clicking on the link brings up the filter screen where you can define the parameters of your 
report. 

Complete the fields as follows: 

Role list box In the list box, select the category of staff person that you wish to 
report on. 

To filter for a specific staff role: Select the specific role from the list 
box. 

To filter through multiple staff roles: Hold down the Control key 
(Ctrl) on your keyboard while clicking the entries you wish to select. 
For example, holding the Control key down while clicking 
"Volunteer," "Peer Advocate," and "Data Entry" will highlight all three 
options. 

To include all staff roles: Select All. 

Last Signon 
Date 

You can also search by last logon date. For example, you can report 
on which staff persons last signed onto ARIES over the past month. 

From the dropdown list, select the last signon date filter. 

To enter a date in the text fields, use the format MM/DD/YYYY. You 

can also click the calendar icon to use the pop-up calendar. 

  

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-up 
calendar window closes automatically. 

Filters: 

To filter for all staff persons whose last logon was on a specific 
date: Select "On" from the dropdown list and enter a date in the first 
text field to filter for records for a given day. Example: If you wanted 
to search for all staff persons whose last logon was on 6/23/2010, 
enter the date 6/23/2010 in the first text field. Leave the second text 
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field empty. 

To filter for all staff persons whose last logon was before a specific 
date: Select "Before" from the dropdown list to sort through all 

entries before, but not including, a specific date. Example: If you 
wanted to search for all staff persons whose last logon was before 
6/23/2010, enter the date 6/23/2010 in the first text field. Leave the 
second text field empty. 

To filter for all staff persons whose last logon was after a specific 

date: Select "After" from the dropdown list and enter a specific date 
to filter for records after a given day. Example: If you wanted to 
search for all staff persons whose last logon was after October 1, 
2010, enter 10/1/2010 in the first text field. Leave the second text 
field empty. 

To filter for all staff persons whose last logon was within a range of 

dates: Select "Between" from the dropdown list to sort through all 
entries between a range of dates. Enter the beginning date in the first 
text field and the ending date in the second text field. Your report 
results will include all staff persons whose last logon was from 12:00 
AM the first date to 11:59 PM the second date. Example: Enter 
6/23/2010 in the first text field and 6/27/2010 in the second text 

field. 

To filter through all staff persons with no last signon date: Select "Is 
Null" from the dropdown list to sort through all records that have no 
date entered. This can be helpful in searching for incomplete or 
missing information.  

To filter through all staff persons with a last signon date: Select 

"Is Not Null" from the dropdown list to sort through all records that 
have a date. Leave the text fields empty. 

To skip this filter: Select the blank option from the dropdown and 
leave the text fields empty. 

Note: A staff person who may have logged in more recently than the 

period you specify for your report will not be included in the report. 

Display The Display text field at the bottom of the screen allows you to 
control the maximum number of rows that will appear in your report. 
The more results you ask for, the longer the search will take. The 
default is set at 1000, which typically fills the screen with results. You 

can always narrow your search or increase your search results later. 

Display print 
format 
checkbox 

Check this box to generate your report without the ARIES menu bar if 
you want to print your report directly from the browser window. 

  

After completing your filter selections: 

 

Click this button to display the report results. 
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Click this button to display the option of opening or saving the 
data in XML, text comma-separated, or text tab-separated 
format. See the section titled Exporting Reports. 

  

Report Results 

 

The bottom of the table displays the number of records and the time and date of the report 
display, as well as the filter parameters specified in the previous screen. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 

  

5.5.3 Care Plan Incomplete Tasks 

Case managers routinely perform needs assessments for clients, evaluating what services 
they require. From these assessments, care plans are constructed outlining tasks necessary 
to meet the client's needs. Tasks are given target dates and assigned to staff persons. With 
a Care Plan Incomplete Tasks report, agency managers can track unfinished tasks. 

To access the report, from the ARIES menu bar at the top of the ARIES screen: 

 Select the Report > Management menu item to get to the Management Reports 
screen. 

 Click the "Care Plan Incomplete Tasks" link. 
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Report Filter Values 

 

Clicking on the link brings up the filter screen where you can define the parameters of your 
report. 

Complete the fields as follows: 

Follow-up 
Date 

Use the Follow-Up filter to specify a range of dates for your report. 
For example, you can report on unfinished tasks from the previous six 
months. 

From the dropdown list, select the follow-up date filter. 

To enter a date in the text fields, use the format MM/DD/YYYY. You 
can also click the calendar icon to use the pop-up calendar. 

  

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-up 
calendar window closes automatically. 

Filters: 

To filter for all follow-ups on a specific date: Select "On" from the 
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dropdown list and enter a date in the first text field to filter for 
records for a given day. Example: If you wanted to search for all 
follow-ups on 6/23/2010, enter the date 6/23/2010 in the first text 
field. Leave the second text field empty. 

To filter for all follow-ups before a specific date: Select "Before" 
from the dropdown list to sort through all entries before, but not 
including, a specific date. Example: If you wanted to search for all 
follow-ups before 6/23/2010, enter the date 6/23/2010 in the first 
text field. Leave the second text field empty. 

To filter for all follow-ups after a specific date: Select "After" from 
the dropdown list and enter a specific date to filter for records after a 
given day. Example: If you wanted to search for all follow-ups after 
October 1, 2010, enter 10/1/2010 in the first text field. Leave the 
second text field empty. 

To filter for all follow-ups within a range of dates: Select 
"Between" from the dropdown list to sort through all entries between 
a range of dates. Enter the beginning date in the first text field and 
the ending date in the second text field. Your report results will 
include all follow-ups from 12:00 AM the first date to 11:59 PM the 
second date. Example: Enter 6/23/2010 in the first text field and 

6/27/2010 in the second text field. 

To filter through all follow-ups with no date: Select "Is Null" from 
the dropdown list to sort through all follow-ups that have no date 
entered. Leave the text fields empty. This can be helpful in searching 
for incomplete or missing information. 

To filter through all follow-ups with dates: Select "Is Not Null" 

from the dropdown list to sort through all follow-ups that have a date. 
Leave the text fields empty. 

To skip this filter: Select the blank option from the dropdown and 
leave the text fields empty. 

Staff Last 
Name 

Using the Staff Last Name filter, you can report on unfinished tasks 
for clients assigned to a specific staff person. From the dropdown list, 
select the filter by staff person. 

Filters: 

To filter for clients assigned to a specific staff person: Select 
"Equals" from the dropdown list and entering the staff person's last 

name in the first text field. Example: Selecting "Equals" and entering 
"Jones" in the first text field filters for clients assigned to any staff 
person whose last name is Jones. 

To filter for clients assigned to all staff persons whose last name 
starts before a given letter: Select "Before" from the dropdown 
list to sort through all entries before, but not including, a specific 

letter. Example: If you wanted to search for all staff persons whose 
last name started before E, enter E in the first text field. Leave the 
second text field empty. 

To filter for clients assigned to all staff persons whose last name 
starts after a given letter: Select "After" from the dropdown list to 
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sort through all entries before, but not including, a specific letter. 
Example: If you wanted to search for all staff persons whose last 
name started after G, enter G in the first text field. Leave the second 
text field empty. 

To filter for a range of partial names of staff persons: Select 
"Between" from the dropdown list and enter the alphabetical range 
you wish to report on. Example: To search records for staff persons 
whose last names start with letters from D through K, enter "D" and 
"L" in the two text fields. ARIES searches all entries from D up to, but 

not including, L. 

To filter through all records with no staff person entered: Select 
"Is Null" from the dropdown list to sort through all records that have 
no data entered. Leave the text fields empty. This can be used to 
search for any clients who have not yet been assigned to a staff 
person. 

To filter through all records assigned to any staff person: Select 
"Is Not Null" from the dropdown list to include only the clients who 
have been assigned to any staff person. Leave the text fields empty. 

To skip this filter: Select the blank option from the dropdown list. 

Display The Display text field at the bottom of the screen allows you to 
control the maximum number of rows that will appear in your report. 
The more results you ask for, the longer the search will take. The 
default is set at 1000, which typically fills the screen with results. You 
can always narrow your search or increase your search results later. 

Display print 
format 
checkbox 

Check this box to generate your report without the ARIES menu bar if 
you want to print your report directly from the browser window. 

  

After completing your filter selections: 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the 
data in XML, text comma-separated, or text tab-separated 
format. See the section titled Exporting Reports. 
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Report Results 

 

The report results display in a table alphabetized in ascending order by client name. From 
left to right the table lists the client name, the staff person assigned to them, the client's 
contact info, the client or the staff person the task was assigned to, the task, and the 
follow-up date. 

 Clicking the staff person's name takes you to the staff detail page for the agency 
person. 

 Clicking on the client name takes you to their contact info screen. 

 The Assigned To can be either the client or a staff person. 

o Clicking on the client takes you to their contact info screen. 

o Clicking the staff person's name takes you to the staff detail page for the 
agency person. 

Client Contact Information 

Do not contact - The client does not want to be contacted in any way. 

Do not phone - The client does not want to be contacted by telephone. 

Messages OK - You can leave a phone message or a message with another person. 

Be confidential - messages OK - You can leave a phone message or a message with 
another person but do not mention the name of the agency with the message. 

Be confidential - no messages - The client does not want any message left on voice mail 
or with other persons. 

The bottom of the table displays the number of records and the time and date of the report 
display, as well as the filter parameters specified in the previous screen. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 

  

5.5.4 Unsigned Case Notes 

Staff persons enter case notes for clients, which can be helpful to track client progress and 
for other staff persons. To make them accessible to others, the case notes must be 
complete and signed. Case managers or agency managers can run Unsigned Case Notes 
reports to generate a list of unfinished case notes. 

To access the report, from the ARIES menu bar at the top of the ARIES screen: 
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 Select the Report > Management menu item to get to the Management Reports 
screen. 

 Click the "Unsigned Case Notes" link. 

Report Filter Values 

 

Clicking on the link brings up the filter screen where you can define the parameters of your 
report. 

Complete the fields as follows: 

Staff Last Name Using the Staff Last Name filter, you can report on unsigned case 
notes for a specific staff person. From the dropdown list, select the 
filter by staff person. 

Filters: 

To filter for unsigned case notes assigned to a specific staff 

person: Select "Equals" from the dropdown list and entering the 
staff person's last name in the first text field. Example: Selecting 
"Equals" and entering "Jones" in the first text field filters for 
unsigned case notes assigned to any staff person whose last name 
is Jones. 

To filter for unsigned case notes assigned to all staff persons 
whose last name starts before a given letter: Select "Before" 
from the dropdown list to sort through all entries before - but not 
including - a specific letter. Example: If you wanted to search for 
all staff persons whose last name started before E, enter E in the 
first text field. Leave the second text field empty. 

To filter for unsigned case notes assigned to all staff persons 

whose last name starts after a given letter: Select "After" 
from the dropdown list to sort through all entries before - but not 
including - a specific letter. Example: If you wanted to search for 
all staff persons whose last name started after G, enter G in the 
first text field. Leave the second text field empty. 

To filter for unsigned case notes for a range of partial names of 

staff persons: Select "Between" from the dropdown list and 
enter the alphabetical range you wish to report on. Example: To 
search unsigned case notes for staff persons whose last names 
start with letters from D through K, enter "D" and "L" in the two 
text fields. ARIES searches all entries from D up to, but not 
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including, L. 

To filter through all unsigned case notes with no staff person 
entered: Select "Is Null" from the dropdown list to sort through 

all unsigned case notes that have no staff person entered. Leave 
the text fields empty. This can be used to search for any unsigned 
case notes. 

To filter through all unsigned case notes assigned to any staff 
person: Select "Is Not Null" from the dropdown list to include 

only unsigned case notes which have been assigned to any staff 
person. Leave the text fields empty. 

To skip this filter: Select the blank option from the dropdown list. 

Display The Display text field at the bottom of the screen allows you to 
control the maximum number of rows that will appear in your 

report. The more results you ask for, the longer the search will 
take. The default is set at 1000, which typically fills the screen with 
results. You can always narrow your search or increase your 
search results later. 

Display print 
format checkbox 

Check this box to generate your report without the ARIES menu 
bar if you want to print your report directly from the browser 
window. 

  

After completing your filter selections: 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the 
data in XML, text comma-separated, or text tab-separated 
format. See the section titled Exporting Reports. 

  

Report Results 

 

The report results display in a table alphabetized in ascending order by client name. From 
left to right the table lists the client name, the staff person working on the case notes, and 
the date the case notes were most recently edited. 

 Clicking the staff person's name takes you to the staff detail page for the agency 
person. 
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 Clicking on the client name takes you to their contact info screen. 

The bottom of the table displays the number of records and the time and date of the report 
display, as well as the filter selections specified in the previous screen. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 

  

5.6 Cross Tab Reports 

The Cross Tab Wizard allows users with the proper permissions to generate Cross Tab 
Reports. Cross Tab Reports are reports that count service or client data and then compare 
them in a table. For example, you can generate a Cross Tab Report on secondary services 
by zip code. The report counts the number of services administered by your agency and 
separates them in a table by zip code. For reports on clients, only clients who receive 
services are included in your results. 

You can also generate multiple tables to compare your data using a third variable. For 
example, you could generate a count of secondary services by zip code and separate them 
into discrete tables for each month. 

Once you generate your report, you can export your data for post-processing. You can also 
save the parameters of your report for future use. 

You can use the Cross Tab Wizard to create the Cross Tab Reports listed below: 

 Report - Counting Clients Served 

 Report - Counting All Clients 

 Report - Counting Service Records 

 Report - Counting Service Units 

 Report - Services by Table 

The Cross Tab Wizard screens include: 

 Cross Tab Wizard Parameters 

 Cross Tab Report Results 

 Saving a Cross Tab Report 

 

5.6.1 Cross Tab Reports - Counting Clients Served 

This type of Crosstab Report counts the number of distinct clients who received a service 
between a range of dates. For example, if you wanted to compare the number of primary 
services to client gender, your report will count the number of clients who received primary 
services and separate them into columns by gender. Even if a client received multiple 
primary services within the time span you define, they are only counted once. 

These reports are useful in analyzing the number of individuals who receive your agency's 
services. 

Note: A reminder that when a large red asterisk appears to the left of a data field, or 
in the column name above it, the field is HRSA-required. Fields marked by a red 
asterisk are required to produce the RDR and CADR reports. Owing to HRSA 
requirements, a field marked with a red asterisk is required at every ARIES 
installation. 
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To access the Crosstab Wizard, from the ARIES menu bar at the top of the ARIES screen: 

 Select the Report > Crosstab Wizard menu. 

 

Use the Crosstab Wizard to define the parameters for your report. Fields marked by a red 
asterisk are required. 

Data to 
Summarize 

From the dropdown list select Count Clients Served. ARIES will 
count the number of individual clients receiving services; e.g., a 
client who receives five services within these dates will still only 
count as a single client. 

Service Start 
and 
End Dates 

If you want to specify a timespan for your report, use the Service 
Start Date and End Date text fields. Enter the dates using the 
format MM/DD/YYYY. E.g., for January 28, 2011, enter 1/28/2011. 

You can also click the calendar icon to use the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-
up calendar window closes automatically. 

Note: Leaving these fields empty reports on all your agency's clients 
who have ever received a service. 

Row Use the dropdown list to select which data types you want displayed 
in the rows of your report. For example, selecting "Gender" will 

display all of the clients' gender types in the rows of your table. 
Selecting "Services > Secondary Category" will list all the secondary 
services provided by your agency. 

Column Use the dropdown list to select which data types you want displayed 
in the columns of your report. For example, selecting "Service Date 
YYYY/MM" will display columns by month and will calculate the 
number of distinct clients served for that month. 

Note: The filter values on most ARIES reports include a date range 
requirement. Be aware that the wider the date range, the more 
information your report will contain; and the longer the time 
required to generate it. 

Table Optionally, you can use the Table dropdown to generate multiple 
tables for the data type you specify. 

From the Table dropdown list, select the criterion for the different 
table values. ARIES will generate separate tables based on the 
criterion you select. For example, selecting "Residence - ZIP Code" 

will display a table for each zip code serviced by your agency. 

See the Crosstab Reports - Services by Table help for more details. 

Unique Client 
Identifier 

Select a radio button to identify clients in the report by Extended 
URN (the default) or HRSA URN. 



Section 5 

555 

Display print 
format 
checkbox 

Check this box to generate your report without the ARIES menu bar 
if you want to print your report directly from the browser window. 

  

After selecting your filter values: 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the 
data for export purposes in XML, text comma-separated, or text 
tab-separated format. See the section titled Exporting Reports. 

Note: You may also export data by clicking Export on the report 
results screen. 

  

5.6.1.1 Cross Tab Report Results - Counting Clients Served 

The results of your report display in a table or a series of tables depending on your report 
parameters, tabulating the clients who received services based on your filters. The row and 

column criteria for your report display above the table. Within the table, the row and column 
headings correspond to the data types specified in the Crosstab Wizard. For example, if you 
chose "Service - Secondary Category" for your rows, each separate secondary service type 
provided by your agency would have a separate row. If you chose "Service Date yyyy/mm" 
for your columns, each column represents a month. 

 

 If there is no data for a given row or column, it will not display. For example, if your 
agency does not provide residential services, ARIES will not display a row for any 
residential services. Or, if your agency didn't provide services for the month of May, 
2011, ARIES will not display a column for May, 2011. 

 If you include table parameters in your report, each separate table represents an 
entry. 

 The values in each cell represent the number of distinct clients who received 
services. For example, if a client received 20 services in a given month, they would 
still only count once in a given month. 

 At the far right of the table is the number of unduplicated clients (UDC) who received 
services over the entire time span of your report. 

o Note: The sum of the columns may not equal the total numbers. For 
example, if clients receive services in multiple months, they still only count 
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once in the UDC column. The bottom row of the table lists the number of 
unduplicated clients (UDCs) for each column. 

 Beneath the table are the date and time the report was generated and the range of 

service dates. 

 

Click this button to save your Cross Tab report results and return 
to the Client Reports menu. 

 

Click this button to display the option of opening or saving the 
data for export purposes in XML, text comma-separated, or text 
tab-separated format. See the section titled Exporting Reports. 

  

5.6.2 Cross Tab Reports - Counting All Clients 

This type of Crosstab Report counts the number of distinct active clients who exist in your 
agency, regardless of whether they received services. The report is not dependent on 
services; therefore the text boxes for entering the range of service dates are disabled when 
you select this option. If you query on the number of clients who opted to share by gender, 
your report will count the number of clients who shared and those who did not share and 
separate them into columns by gender. Each client is counted only once. 

These reports are useful in analyzing the number of client records at your agency without 
regards to actual services. 

To access the Crosstab Wizard, from the ARIES menu bar at the top of the ARIES screen: 

 Select the Report > Crosstab Wizard menu. 

 

Use the Crosstab Wizard to define the parameters for your report. Fields marked by a red 
asterisk are required. 



Section 5 

557 

Data to 
Summarize 

From the dropdown list select Count All Clients. 

Service Start and 
End Dates 

These fields are disabled for this option. 

Row Use the dropdown list to select which data types you want 
displayed in the rows of your report. For example, selecting "Client 
- Shares Data" will display all the share status values for the 
system, which is Shared or Not Shared. 

Column Use the dropdown list to select which data types you want 
displayed in the columns of your report. For example, selecting 
"Gender" will display columns for each of the gender types. 

Table Optionally, you can use the Table dropdown to generate multiple 
tables for the data type you specify. 

From the Table dropdown list, select the criterion for the different 
table values. ARIES will generate separate tables based on the 
criterion you select. For example, selecting "Residence - ZIP Code" 
will display a table for each zip code serviced by your agency. 

See the Crosstab Reports - Services by Table help for more 
details. 

Unique Client 
Identifier 

Select a radio button to identify clients in the report by Extended 
URN (the default) or HRSA URN. 

Display print 
format checkbox 

Check this box to generate your report without the ARIES menu 
bar if you want to print your report directly from the browser 
window. 

  

After completing your filter selections: 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the 
data for export purposes in XML, text comma-separated, or text 
tab-separated format. See the section titled Exporting Reports. 

Note: You may also export data by clicking Export on the report 
results screen. 

  

5.6.2.1 Cross Tab Report Results - Counting All Clients 

The results of your report display in a table or a series of tables depending on your report 
parameters, tabulating the active clients in the system for your agency. The row and column 
criteria for your report display above the table. Within the table, the row and column 
headings correspond to the data types specified in the wizard. For example, if you chose 
"Service - Secondary Category" for your rows, each separate secondary service type 
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provided by your agency would have a separate row. If you chose "Service Date yyyy/mm" 
for your columns, each column represents a month. 

 

 If there is no data for a given row or column, it will not display. For example, if your 
agency does not provide residential services, ARIES will not display a row for any 
residential services. Or, if your agency didn't provide services for the month of May, 
2011, ARIES will not display a column for May, 2011. 

 If you include table parameters in your report, each separate table represents an 

entry. 

 The values in each cell represent the number of distinct clients for two axes. [TOM 
research: From old manual. Is the word axes correct?] For example, in the sample 
report above, 21 Transgender MTF clients opted to share their data with other ARIES 
agencies. 

 At the far right of the table is the number of unduplicated clients (UDC) who received 
services over the entire time span of your report. 

o Note: The sum of the columns may not equal the total numbers. For 
example, if clients receive services in multiple months, they still only count 
once in the UDC column. The bottom row of the table lists the number of 
unduplicated clients (UDCs) for each column. 

 Below the table are the date and time the report was generated and the range of 
service dates. 

 

Click this button to save your Cross Tab report results and return 
to the Client Reports menu, where a link to the report will be 
displayed. 

 

Click this button to display the option of opening or saving the 
data for export purposes in XML, text comma-separated, or text 
tab-separated format. See the section titled Exporting Reports. 

  

5.6.3 Cross Tab Reports - Counting Service Records 

This type of Cross Tab Report counts the number of services provided by your agency, 
based on your table criteria. For example, if you want to compare the number of primary 
services to client gender, your report will count the number of primary services provided by 
your agency and separate them into columns by client gender. 

These reports are useful in analyzing your agency's service data. 

To access the Cross Tab Wizard: 

 From the ARIES menu bar at the top of the ARIES screen, choose Report > Cross 
Tab Wizard. 
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Use the Crosstab Wizard to define the parameters for your report. Fields marked by a red 

asterisk are required. 

Data to 
Summarize 

From the dropdown list, select Count Service Records. 

Service Start 
and End Dates 

To specify a timespan for your report, use the Service Start Date and 
End Date text fields. Enter the dates using the format MM/DD/YYYY. 

E.g., for January 28, 2011, enter 1/28/2011. 

You can also click the calendar icon to use the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-
up calendar window closes automatically. 

Note: Leaving these fields empty reports on all your agency's 
service records. 

Row Use the dropdown list to select which data types you want displayed 
in the rows of your report. For example, selecting "Gender" will 

display all of the clients' gender types in the rows of your table. 
Selecting "Services - Secondary Category" will list all the secondary 
services provided by your agency. 

Column Use the dropdown list to select which data types you want displayed 
in the columns of your report. For example, selecting "Residence - 
ZIP Code" will display all the zip codes of the clients serviced by your 
agency. 

Note: The filter values on most ARIES reports include a date range 
requirement. Be aware that the wider the date range, the more 
information your report will contain; and the longer the time 
required to generate it. 

Table Optionally, you can use the Table dropdown to generate multiple 
tables for the data type you specify. 

From the Table dropdown list, select the criterion for the different 
table values. ARIES will generate separate tables based on the 
criterion you select. For example, selecting "Residence - ZIP Code" 

will display a table for each zip code serviced by your agency. 

See the Crosstab Reports - Services by Table help for more details. 

Unique Client 
Identifier 

Select a radio button to identify clients in the report by Extended 
URN (the default) or HRSA URN. 
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Display print 
format 
checkbox 

Check this box to generate your report without the ARIES menu bar 
if you want to print your report directly from the browser window. 

  

After completing your filter selections: 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the 
data for export purposes in XML, text comma-separated, or text 
tab-separated format. See the section titled Exporting Reports. 

Note: You may also export data by clicking Export on the results 
page. 

  

5.6.3.1 Cross Tab Report Results - Counting Service Records 

The results of your report display in a table or a series of tables depending on your report 
parameters. Above the table displays the row and column criteria for your report. Within the 

table, the row and column headings correspond to the data types specified in the wizard. 
For example, if you chose "Service - Secondary Category" for your rows, each separate 
secondary service type provided by your agency would have a separate row. If you chose 
"Service Date yyyy/mm" for your columns, each column would represent a month. 

 

 If there is no data for a given row or column, it will not display. For example, if your 
agency does not provide residential services, ARIES will not display a row for any 
residential services. Or, if your agency didn't provide services for the month of May, 

2011, ARIES will not display a column for May, 2011. 

 If you include table parameters in your report, each separate table represents an 
entry. 

 The values in each cell represent the number of services provided by your agency 
over the entire time span of your report for that row. The bottom row of the table 
displays the total number of services for each column. 

 At the far right of the table is the total number of service records for the entire time 
span of your report. 

 Below the table are the date and time the report was generated and the range of 
service dates. 
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Click this button to save your Cross Tab report results and return 
to the Client Reports menu, where a link to the report will be 
displayed. 

 

Click this button to display the option of opening or saving the 
data for export purposes in XML, text comma-separated, or text 
tab-separated format. See the section titled Exporting Reports. 

  

5.6.4 Cross Tab Reports - Counting Service Units 

This type of Cross Tab Report sums the units of services provided by your agency based on 
your table criteria. For example, if you wanted to compare the number of primary services 
to client gender, your report will count the number of units of services provided by your 
agency and separate them into columns by client gender. 

These reports are useful in analyzing your agency's service data. 

Note: A reminder that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk are 
required to produce the RDR and CADR reports. Owing to HRSA requirements, a field 
marked with a red asterisk is required at every ARIES installation. 

To access the Cross Tab Wizard: 

 From the ARIES menu bar at the top of the ARIES screen, choose Report > Cross 
Tab Wizard. 

 

Use the Crosstab Wizard to define the parameters for your report. Fields marked by a red 
asterisk are required. 
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Data to 
Summarize 

From the dropdown list select Count Service Units. 

Service Start 
and 
End Dates 

If you want to specify a timespan for your report, use the Service 
Start Date and End Date text fields. Enter the dates using the format 
MM/DD/YYYY. E.g., for January 28, 2011, enter 1/28/2011. 

You can also click the calendar icon to use the pop-up calendar. 

  

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-
up calendar window closes automatically. 

Note: Leaving these fields empty reports on all your agency's clients 
who have ever received a service. 

Row Use the dropdown list to select which data types you want displayed 
in the rows of your report. For example, selecting "Gender" will 
display all of the clients' gender types in the rows of your table. 
Selecting "Services > Secondary Category" will list all the secondary 
services provided by your agency. 

Column Use the dropdown list to select which data types you want displayed 
in the columns of your report. For example, selecting "Service Date 
YYYY/MM" will display columns by month and will calculate the 
number of distinct clients served for that month. 

Note: The filter values on most ARIES reports include a date range 
requirement. Be aware that the wider the date range, the more 

information your report will contain; and the longer the time 
required to generate it. 
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Table Optionally, you can use the Table dropdown to generate multiple 
tables for the data type you specify. 

From the Table dropdown list, select the criterion for the different 
table values. ARIES will generate separate tables based on the 
criterion you select. For example, selecting "Residence - ZIP Code" 
will display a table for each zip code serviced by your agency. 

See the Crosstab Reports - Services by Table help for more details. 

Unique Client 
Identifier 

Select a radio button to identify clients in the report by Extended 
URN (the default) or HRSA URN. 

Display print 
format 
checkbox 

Check this box to generate your report without the ARIES menu bar 
if you want to print your report directly from the browser window. 

  

After selecting your filter values: 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the 
data for export purposes in XML, text comma-separated, or text 
tab-separated format. See the section titled Exporting Reports. 

Note: You may also export data by clicking Export on the report 
results screen. 

  

5.6.4.1 Cross Tab Report Results - Counting Service Units 

The results of your report display in a table or a series of tables depending on your report 
parameters. The row and column criteria for your report are displayed above the table. 
Within the table, the row and column headings correspond to the data types specified in the 
wizard. For example, if you chose "Service - Secondary Category" for your rows, each 
separate secondary service type provided by your agency would have a separate row. If you 
chose "Service Date yyyy/mm" for your columns, each column would represent a month. 

 

 If there is no data for a given row or column, it will not display. For example, if your 
agency does not provide residential services, ARIES will not display a row for any 
residential services. Or, if your agency didn't provide services for the month of May, 
2011, ARIES will not display a column for May, 2011. 
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 If you include table parameters in your report, each separate table represents an 
entry. 

 The values in each cell represent the number of units of service provided by your 

agency over the entire time span of your report that row. The bottom row of the 
table displays the total number of service units for each column. 

 At the far right of the table is the total number of service units for the entire time 
span of your report. 

 Below the table is date and time the report was generated and the range of service 

dates. 

 

Click this button to save your Cross Tab report results and return 
to the Client Reports menu, where a link to the report will be 
displayed. 

 

Click this button to display the option of opening or saving the 
data for export purposes in XML, text comma-separated, or text 
tab-separated format. See the section titled Exporting Reports. 

  

5.6.5 Cross Tab Reports - Services by Table 

This type of Cross Tab Report counts the number of distinct clients or services provided by 
your agency and compares them based on three criteria. For example, if you wanted to 
compare the number of primary services to client gender and then compare them by month, 
your report will generate separate tables for every month. Each table would count the 
number of primary services provided by your agency and separate them into columns by 

client gender. 

Note: Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk are 
required to produce the RDR and CADR reports. Owing to HRSA requirements, a field 
marked with a red asterisk is required at every ARIES installation. 

To access the Cross Tab Wizard: 

 From the ARIES menu bar at the top of the ARIES screen, choose the Report > 
Cross Tab Wizard menu. 
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Use the Crosstab Wizard to define the parameters for your report. Fields marked by a red 
asterisk are required. 

Data to 
Summarize 

From the dropdown list, select Count Service Records. 

Service Start 
and End Dates 

To specify a timespan for your report, use the Service Start Date and 
End Date text fields. Enter the dates using the format MM/DD/YYYY. 
E.g., for January 28, 2011, enter 1/28/2011. 

You can also click the calendar icon to use the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-
up calendar window closes automatically. 

Note: Leaving these fields empty reports on all your agency's 
service records. 

Row Use the dropdown list to select which data types you want displayed 
in the rows of your report. For example, selecting "Gender" will 

display all of the clients' gender types in the rows of your table. 
Selecting "Services - Secondary Category" will list all the secondary 
services provided by your agency. 

Column Use the dropdown list to select which data types you want displayed 
in the columns of your report. For example, selecting "Service - 
yyyy/mm" displays the month and year of the service date in the 
columns. 

Note: The filter values on most ARIES reports include a date range 
requirement. Be aware that the wider the date range, the more 
information your report will contain; and the longer the time 
required to generate it. 

Table Use the Table dropdown to select a table for the data type you 
specify. 

ARIES will generate separate tables based on the criterion you 
select. For example, selecting "Residence - ZIP Code" will display a 
table for each zip code serviced by your agency. 

See the Crosstab Reports - Services by Table help for more details. 

Unique Client 
Identifier 

Select a radio button to identify clients in the report by Extended 
URN (the default) or HRSA URN. 
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Display print 
format 
checkbox 

Check this box to generate your report without the ARIES menu bar 
if you want to print your report directly from the browser window. 

  

After selecting your filter values: 

 

Click this button to display the report results. 

 

Click this button to display the option of opening or saving the 
data for export purposes in XML, text comma-separated, or text 
tab-separated format. See the section titled Exporting Reports. 

Note: You may also export data by clicking Export on the report 
results screen. 

  

5.6.5.1 Cross Tab Report Results - Services by Table 

The results of your report display in a series of tables. Each separate table represents an 
entry. The row and column criteria for your report display above each table, along with the 

table criterion defined in the cross tab wizard. For example, if you chose "Residence - ZIP 
Code" for your table criterion, each table represents a different ZIP code of clients who are 
serviced by your agency. 

Within each individual table, the row and column headings correspond to the data types 
specified in the wizard. For example, if you chose "Service - Secondary Category" for your 
rows, each separate secondary service type provided by your agency would have a separate 

row. If you chose "Service Date yyyy/mm" for your columns, each column represents a 
month. 
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 If there is no data for a given row or column, it will not display. For example, if your 
agency does not provide residential services, ARIES will not display a row for any 
residential services. Or, if your agency didn't provide services for the month of May, 
2011, ARIES will not display a column for May, 2011. 

 The values in each cell represent the number of service records provided by your 

agency over the entire time span of your report for that row. The bottom row of the 
table displays the total number of service records for each column. 

 At the far right of the table is the total number of service records, for each row, over 
the entire time span of your report. 

 Beneath the table is date and time the report was generated and the range of service 
dates. 

 

Click this button to save your Cross Tab report results and return 
to the Client Reports menu, where a link to the report will be 
displayed. 

 

Click this button to display the option of opening or saving the 

data for export purposes in XML, text comma-separated, or text 
tab-separated format. See the section titled Exporting Reports. 

  

5.6.6 Cross Tab Wizard Parameters 

In the Cross Tab Wizard screen, you can define the parameters for your Cross Tab Report. 
ARIES totals either the number of distinct clients or the number of services provided based 
on the criteria of your report. For example, you could create a report that counts how many 
services your agency provided based on client CD4+ count and gender. You could also add a 
third parameter of ZIP code and ARIES would generate separate tables for every ZIP code 
serviced by your agency. 

Note: Remember that when a large red asterisk appears to the left of a data field, or in the 
column name above it, the field is HRSA-required. Fields marked by a red asterisk are 
required to produce the RDR and CADR reports. Owing to HRSA requirements, a field 
marked with a red asterisk is required at every ARIES installation. 
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To access the Cross Tab Wizard, from the ARIES menu bar at the top of the ARIES screen, 
choose the Report > Cross Tab Wizard menu. 

 

Complete the fields as follows. Required fields are marked with a red asterisk (*). 

Data to 
Summarize 

From the dropdown list, select whether you want to count service 
records, service units, clients served or a count of all clients with or 
without service. 

If you choose clients served, ARIES will count the number of 
individual clients receiving services; e.g., a client who receives five 
services within these dates will still only count as a single client. 

Service Start 
Date 

Leave this field and Service End Date empty to generate a report 
on all of your agency's service records. 

To specify a time span for your report, use the Service Start Date 
and End Date text fields. Enter the dates using the format 
MM/DD/YYYY. E.g., for January 28, 2010, enter 1/28/2010. You can 
also click the calendar icon to use the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-
up calendar window closes automatically. 

Service End 
Date 

Leave this field and Service Start Date empty to generate a report 
on all of your agency's service records. 

To specify a time span for your report, use the Service Start Date 
and End Date text fields. Enter the dates using the format 
MM/DD/YYYY. E.g., for January 28, 2010, enter 1/28/2010. You can 
also click the calendar icon to use the pop-up calendar. 

Row Use the Row dropdown list to select which data types you want 
displayed in the rows of your report. For example, selecting 
"Gender" will display all of the clients' gender types in the rows of 
your table. Selecting "Services - Secondary Category" will list all 

the secondary services provided by your agency. 

Column Use the Column dropdown list to select which data types you want 
displayed in the columns of your report. For example, selecting 
"Service - yyyy/mm" displays the month and year of the service 
date in the columns. 

Note: The filter values on most ARIES reports include a date 
range requirement. Be aware that the wider the date range, the 
more information your report will contain; and the longer the 
time required to generate it. 

Table From the Table dropdown list, you can add a third dimension to 
your report by generating multiple tables. Select the way you want 
the tables sorted. ARIES will generate separate tables based on the 
criterion you select. For example, selecting "Residence - ZIP Code" 
will display a separate table for each Zip code served by your 
agency. 
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Unique Client 
Identifier 

To minimize duplicated results in this report, ARIES provides the 
option to identify clients by either HRSA URN or Extended URN. 

Select the appropriate radio button. Extended URN is the default 
selection. 

Display print 
format 

For printing purposes, you may select this checkbox to generate 
your report without the ARIES menu bar or buttons. 

 

Click the Report button to view results on the Cross Tab Report 
Results screen. 

 

Click the Export button to export your results to a file. 

  

5.6.7 Cross Tab Report Results 

The results of your report display in a table or series of tables, depending on your report 
parameters. The row and column criteria for your report display above each table. If you 
included a table criterion in the cross tab wizard, the results are displayed in multiple tables. 

The row and column headings of the table correspond to the data types specified in the 

wizard. For example, if you chose "Service - Secondary Category" for your rows, each 
separate secondary service type in the date range would have a separate row. If you chose 
"Service Date yyyy/mm" for your columns, each column would represent a month. 

If you included table parameters in your report, each separate table represents an entry. 
For example, if you chose "Residence - ZIP Code" for your table criterion, each table 
represents a different ZIP code of clients who are serviced by your agency. 

If there is no data for a given row or column, it will not display. For example, if your agency 
does not provide residential services, ARIES will not display a row for any residential 
services. Or, if your agency didn't provide services for the month of May, 2010, ARIES will 
not display a column for May, 2010. 

 

  

The values in each cell represent the number of clients who received services, the number 
of clients, the number of services provided or the number of units of service, depending on 
the selection made in the wizard. At the far right of the table is the total number of services 
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delivered or the number of unduplicated clients (UDC) who received services, for each row 
over the entire time span of your report. 

If your report is on distinct clients served, the sum of the columns may not equal the UDC 

value. For example, if clients receive services in multiple months, they still only count once 
in the UDC column. 

 

The bottom row of a table displays either the total services or number of UDCs for each 
column, depending on your cross tab type. 

Below the table is date and time the report was generated. 

 To export your report, click the Export button. To save the parameters of your 
query, click the Save button. 

 

5.6.8 Saving a Cross Tab Report 

The Cross Tab Save Report screen allows you to configure the way your Cross Tab report 
can be accessed. 

 

Complete the fields as follows. Fields marked by a red asterisk are required. 

Report Name Type a name for your report. Use a name that informs other staff 
persons of the report's function. 

Note: If you are editing an existing report, entering a new name 
will change the name of the existing report; it will not create a new 
report. 

Report 
Description 

Summarize the function of your report. 
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Who can run this 
report? 

Specify which user or agency should be allowed to run the report. 

Myself Only: If you are not an administrative user, the system 
will automatically select "Myself Only," which is the only selection 
you can make. 

If you are an administrator of your agency or other 
agencies: You can make the report viewable by all users within a 
specific agency, your entire administrative area or by an individual 
user. 

To permit the report to be viewed by anyone within an agency: 
Select "An Agency" and choose the agency from the "Select 
Agency" dropdown. 

To permit the report to be viewed by anyone within your 
administrative area: Select "An Admin Agency" and choose the 

name of the administrative agency in the "Select Admin Agency" 
dropdown. 

To permit the report to be viewed by an individual user: Select "A 
user" and the user's name from the "Select User" dropdown. 

If you want everyone to see the report: Check "Everyone." 
Checking this will permit only the users within your administrative 
jurisdiction the rights to view the report. If you administer only 
your agency, then only the users within your agency will see the 
report. 

Action when 
Report button is 
clicked 

This button offers two options: 

Display report parameters page: Takes users to the Crosstab 
Wizard Parameters screen, so they can refine their report. For 
example, an agency manager performing the report monthly will 
need to be able to enter in dates when running the report. 

Immediately display results using stored parameter values: 
Users will not be able to define filters and will go directly to the 
report results. 

Display print 
format radio 
buttons 

Check the "Yes" radio button to generate your report without the 
ARIES menu bar if you want to print your report directly from the 
browser window. This is useful for reports that are printed directly 
from ARIES without any post-processing. 

Otherwise check the "No" radio button. 

Report menu This dropdown list allows you to specify where your report can be 
accessed. There are report screens for Client, Services, Finances, 
Management, and Compliance. 

Select the screen that most accurately describes your report and 

gives the appropriate people access to it. For example, if your 
report counts unduplicated clients, it would probably belong in the 
Client reports screen. 
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After completing the fields: 

 

Click this button to save your input and go to the menu where you 
are saving the report. 

 

Click this button to cancel the save and return to the Cross Tab 
Wizard screen. 

 

Note: The use of Deactivate has a significant impact on the 

system. It should be used only by those with ARIES expertise, and 
prior consultation with the system administrator is highly 
recommended. 

Notes: 

 This option is available only to users with the appropriate 
permission level. 

 This option is also available on the menu where the report is 
stored. 

 You are prompted to confirm the deactivation. 

  

To confirm the deactivation, click OK. You will remain on the menu 
where the report was stored. 

Clicking Deactivate does not deactivate the client with ARIES; it 
only deactivates the record. Once deactivated, the record will no 

longer be visible. 

If you do not want to deactivate the record, click Cancel and you 
will be returned to the Crosstab Wizard screen. 
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5.7 Compliance Reports 

Programs that fund specialized services require compliance reports as part of the 
reimbursement process. ARIES helps automate the process with preconfigured reports. The 
reports allow you to control date parameters and then outputs the required compliance 
information in a table. 

From the report results, you can copy and paste ARIES data directly into your documents 

and reports edited with Microsoft Word (version 2000 or later). 

Use your cursor to highlight the text you wish to copy. From the Internet Explorer Edit 
menu, select "Copy." Bring up your Microsoft Word document and select "Paste" from the 
Edit menu. 

The ARIES information displays, retaining its formatting and table structure. You can use 
Word's document tools to format your data further. 

 

The General Compliance Reports include: 

 Ryan White HIV/AIDS Services (RSR) Export 

 Ryan White HIV/AIDS Program Annual Data Report (RDR) 

 CARE Act Data Report 

 WICY Report 

 HAB QM Indicators Report 

 HAB QM Indicators Follow-up Report 

 Share Status Change Report 

The HOPWA Compliance Reports include: 

 HOPWA Annual Progress Report 
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 Missing HOPWA Data Report 

Note: The filter values on most ARIES reports include a date range requirement. Be aware 
that the wider the date range, the more information your report will contain; and the longer 

the time required to generate it. 

Many ARIES report results screens include a Top of Page link at the bottom for easy 
navigation. 

  

5.7.1 Ryan White HIV/AIDS Program Annual Data Report 

 Click to view "The RDR Report" 

 Click to view "Submitting the RDR Summary Report" 

Overview 

The Ryan White HIV/AIDS Program Annual Data Report (RDR) is a reporting requirement for 
each provider receiving funding from any one of the various parts of the Ryan White 
Treatment Modernization Act of 2006. The RDR is submitted to the Health Resources and 
Services Administration (HRSA) within the US Department of Health and Human Services. 
The report may be manually entered or electronically uploaded using the HRSA Web 
System. 

The report includes Grantee and Provider information, summary client demographics, and a 
summary of the Ryan White-funded services provided, but does not include any identifying 
information about the client such as name or date of birth. 

If you received any Ryan White funding at any time during the calendar year, you are 
required to submit an RDR. The data is required to be sent to HRSA annually on a calendar-
year basis and is due in March of the following year (e.g., for 2009, your RDR is due in 

March 2010). However, your Grantee may require that you submit your report before the 
HRSA deadline so that they may review and submit all of the reports in a timely fashion. 

Note: On the RDR, a client who has self-identified with both Hispanic and an additional race 
(in the Race 1 field) will be counted in the Hispanic line. HRSA has provided guidance 
stating that a "Yes" answer to the Hispanic question overrides any other race/ethnicity 
choices. 

Data Elements 

For client-level data, wherever you see a red asterisk (*) on the screen, that field is 
required for the RDR. Some non-medical providers are not required to submit medical 
information, but ARIES engineers have placed red asterisks on all fields that might be 
required for the RDR. Owing to HRSA requirements, a field marked with a red asterisk is 

required at every ARIES installation. In addition to medical and demographic information 
about your clients, you must also enter each service you provide to your clients. 

To run the RDR, from any screen, click the "Reports" Main Menu option.  From the 
dropdown, select "Compliance Reports."  This takes you to the Compliance Reports 
menu. Select the Ryan White HIV/AIDS Program Annual Data Report (RDR) link The RDR 
Wizard screen displays. 

  

Completing the RDR Wizard 

EMA Information Section 
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Complete the EMA Information fields as follows: 

Name of Grantee of Record Enter the name of the Grantee of Record in the text 

field. 

Grantee of Record Taxpayer ID Enter the Grantee of Record Taxpayer ID number in 
the text field. 

Ryan White HIV/AIDS Program 

funding checkboxes 

Check all boxes that apply to under which Ryan 

White HIV/AIDS Program funding your agency 
contracts for or provides services. 

Part A If you checked the Part A checkbox, fill in the 
Grantee ID or Grant #, # of Providers, and # RDRs 
fields to the right. 

Part B If you checked the Part B checkbox, fill in the 
Grantee ID or Grant #, # of Providers, and # RDRs 
fields to the right. 

Part C EIS 

  

If you checked the Part C EIS checkbox, fill in the 
Grantee ID or Grant #, # of Providers, and # RDRs 

fields to the right. 

Part D If you checked the Part D checkbox, fill in the 
Grantee ID or Grant #, # of Providers, and # RDRs 
fields to the right. 

Part D Adolescent Initiative If you checked the Part D Adolescent Initiative 
checkbox, fill in the Grantee ID or Grant #, # of 
Providers, and # RDRs fields to the right. 

Total Number of Unduplicated 
Providers for Ryan White 

Enter the total number of unduplicated providers in 
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HIV/AIDS Program the text field. 

Number of RDRs Submitted Enter the number of RDRs submitted in the text 

field. 

Name of Grantee Rep 
Responsible for QA 

Enter the name of the Grantee rep responsible for 
QA in the text field. 

Grantee Contact Email Address Enter the Grantee contact's email address in the 

text field. 

EMA or Grant Number Enter either the EMA or the grant number in the 
text field. 

  

Section 1: Provider Information 

 

  

Complete the Provider Information fields as follows: 

Provider Street 
Address 

Enter the street address of the provider in the text field. 

Provider City Enter the city in which the provider resides. 

Provider State Use the dropdown to select the state in which the provider resides. 

Provider ZIP Enter the ZIP code of the provider. 

Calendar year 
for reporting 
Start and End 
Date fields 

Enter the Start and End dates of the calendar year for which you are 
reporting. Use the format MM/DD/YYYY. 

You can also use the pop-up calendar by clicking the calendar icon. 
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For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

Note: If this is the first year you received Ryan White funding, use 
your contract's starting date as the Start date and use December 31, 
2009 as the End date. 

If your Ryan White funding was renewed during 2009, use the entire 
calendar year for your reporting period. 

Reporting Scope The default for Reporting Scope is "All Clients receiving a service 
eligible for Part A, B, C, or D funding."  Unless you have written 
approval from HRSA, use this default. 

If you select "Only Clients receiving a Part A, B, C, or D funded 
service," only those services actually paid for with Ryan White funds 
and the clients who received the services will be included on the RDR. 

Note: In California, all services entered, even those entered under 
non-Ryan White programs, are eligible for the RDR. 

Provider Type Use the dropdown to select a provider type.  Examples: "Hospital or 

university-based clinic," "Publicly funded community health center." 

If you select Other Facility, fill in the "Specify other facility" field 
following. 

Specify other 
facility 

If you select Other Facility from the Provider Type dropdown, fill in 
the facility in this text field. 

Funding under 
Section 330 of 
the Public Health 
Services Act 

If you received funding under Section 330 of the Public Health Service 
Act (which funds community health centers, migrant health centers, 
and health care for the homeless) during this reporting period, select 
a response from the dropdown: Yes, No, or Don't Know/Unsure. 
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Ownership 
Status 

Use the dropdown to select your agency's ownership 
status. Examples: "Public/Local," "Private, nonprofit." 

Private, 
nonprofit and 
Faith-based? 

If your organization is "Private, nonprofit," use the dropdown to select 
whether or not your organization faith-based. 

Receive Minority 
AIDS Initiative 

(MAI) funds 

Select a response from the dropdown: Yes, No, or Don't 
Know/Unsure. 
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Ryan White HIV/AIDS 
Program funding 
checkboxes 

Check all boxes that apply to under which Ryan White 
HIV/AIDS Program funding your agency contracts for or 
provides services. 

Part A If you checked the Part A checkbox, fill in the name of the 
Grantee(s). 

Part B If you checked the Part B checkbox, fill in the name of the 
Grantee(s). 

Part C EIS If you checked the Part C EIS checkbox, fill in the name of 
the Grantee(s). 

Part D If you checked the Part D checkbox, fill in the name of the 
Grantee(s). 

Part D Adolescent 

Initiative 

If you checked the Part D Adolescent Initiative checkbox, 

fill in the name of the Grantee(s). 

Funding Total for Part A Enter total funding for Part A and for Total Minority AIDS 
Initiative (MAI) without a dollar sign or commas. 

If you enter a dollar sign and/or commas, you will receive 

the following message in red at the top of the screen: 

"Enter a number between 0 and 999,999,999 for Part A 
Total." 
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Funding Total for Part B Enter total funding for Part B and for Total Minority AIDS 
Initiative (MAI) without a dollar sign or commas. 

Funding Total for Part C 
EIS 

Enter total funding for Part C and for Total Minority AIDS 
Initiative (MAI) without a dollar sign or commas. 

Funding Total for Part D Enter total funding for Part D and for Total Minority AIDS 
Initiative (MAI) without a dollar sign or commas. 

Parts A-D Oral  Healthcare Enter total funding for Parts A-D oral healthcare without a 
dollar sign or commas. 

  

 

  

Providing Grantee 
with support 
checkboxes 

Check all boxes that apply to any support you provided the Grantee 
during the reporting period, i.e., planning or evaluation, fiscal 
intermediary services, capacity development, administrative or 
technical support, technical assistance, or quality management. 

If you provided only services under the Ryan White HIV/AIDS 
Program funding, check that box. 

AIDS Drug 
Assistance 
Program (ADAP) 

Use the dropdown to specify whether your agency administers a 
state ADAP or a local pharmaceutical assistance program, or does 
not administer ADAP. 

State ADAP only 
checkbox 

If your agency administered only a State ADAP, and offered no 
other services under the Ryan White HIV/AIDS Program, check this 
box. 
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Health Insurance 
Program (HIP) 

Use the dropdown to whether your agency provides a HIP funded 
under the Ryan White HIV/AIDS Program. 

Target 
populations for 
outreach 
checkboxes 

Check all boxes that apply to your agency. 

  

 

  

Agency description 

checkboxes 

Check all boxes that describe your agency. 

Total paid staff in 
FTEs 

In the text box, enter the total number of paid staff in fulltime 
equivalencies (FTEs) funded by any part of the Ryan White 
HIV/AIDS Program. 

Total volunteer 
staff 

In the text box, enter the total number of volunteer staff, in FTEs, 
that are dedicated to HIV care. 

  

Sections 2 (Client Information) and 3 (Service Information) do not appear on the 
input form, but are calculated and displayed on the RDR Report from your agency's 

data entries for individual clients in ARIES. 

Note: All providers are required to collect the data elements needed to prepare Section 2 
and 3 of the RDR. If you have left a data element blank, it will be counted as an 'Unknown' 
response on the RDR. Depending on the percentage of your 'Unknown' responses, HRSA 
may ask you to collect the missing data and resubmit your RDR. 

Section 4: HIV Counseling and Testing 

ARIES can only capture data for confidential testing, and only if you collect all the client 
identifiers necessary to enroll the client in ARIES.  If you offer HIV counseling and testing 
anonymously, you will need to manually track that data outside of ARIES and then add it to 
your RDR. 
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If your agency has any data you need to manually add to the RDR, you should not use the 
electronic submission.  Enter your data directly into the blank 2009 RDR form available on 
the RDR Web System.  See the section on "Submitting the RDR Summary Report." 

 

Complete the HIV Counseling and Testing fields as follows: 

HIV counseling and testing Use the Yes/No dropdown to indicate whether HIV 
counseling and testing was provided as part of your 
program during this reporting period. Note that there is no 
default value for this dropdown. 

HIV counseling and testing 
only 

Use the Yes/No dropdown to indicate whether HIV 
counseling and testing was the only service provided as 
part of your program during this reporting period. Note 
that there is no default value for this dropdown. 

Ryan White HIV/AIDS 

Program funds used to 
support HIV counseling 
and testing 

Use the Yes/No dropdown to indicate whether Ryan White 

HIV/AIDS Program funds were used to support HIV 
counseling and testing services during this reporting 
period. Note that there is no default value for this 
dropdown. 

Partner notification 
services 

Use the Yes/No dropdown to indicate whether your 
program offered partner notification services during this 
reporting period. Note that there is no default value for 
this dropdown. 

  

Section 5: Medical Information 

Section 5 requests medical information and assessment services. 
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Complete the Medical Information fields as follows: 

Provides medical services 
funded by the Ryan White 
HIV/AIDS program 

Use the Yes/No dropdown to indicate whether your agency 
provides medical services funded by the Ryan White 
HIV/AIDS program. 

Type of quality 
management program 
used to assess services 

Use the dropdown to select the type of quality management 
program your agency used to assess services by medical 
providers during this reporting period. Example: Established 

quality management program. 

  

Section 6: Demographic Tables/Part-Specific Data for Parts C and D 

This section covers the cost and revenue of primary care and other programs during this 
reporting period.  For Part C, in order for a client to be included, they must be HIV-positive 

or HIV-indeterminate (< 21 months) and have received a primary health care visit during 
the reporting period. Part D focuses on women, infants, children, and youth. 
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Complete the Demographic Tables/Part-Specific Data for Parts C and D fields as follows: 

Total cost of providing 
service 

Enter the total dollar cost of providing Primary Care service in 
the text field, without a dollar sign or commas. 

If you enter a dollar sign and/or commas, you will receive the 

following message in red at the top of the screen: 

"Enter a number between 0 and 999,999,999 for Total Cost for 
Primary Care." 

Enter the total dollar amount of providing Other Program 
service in the text field, without a dollar sign or commas. 

Part C grant funds 
expended 

Enter the total dollar amount of Part C Grant funds providing 
Primary Care in the text field, without a dollar sign or commas. 

Enter the total dollar amount of Part C Grant funds providing 
Other Program service in the text field, without a dollar sign or 
commas. 

Enter the total dollar amount of Part C Grant funds used for 
pharmaceuticals in the text field, without a dollar sign or 
commas. 

Direct collections from 
patients 

Enter the total dollar amount of direct collections from patients 
for Primary Care in the text field, without a dollar sign or 
commas. 

Enter the total dollar amount of direct collections from patients 
for Other Program services in the text field, without a dollar 
sign or commas. 

Reimbursements from 
third-party payers 

Enter the total dollar amount of reimbursements received from 
third-party payers for Primary Care in the text field, without a 
dollar sign or commas. 

Enter the total dollar amount of reimbursements received from 
third-party payers for Other Program services in the text field, 
without a dollar sign or commas. 
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Other sources of 
income 

Enter the total dollar amount of other sources of income for 
Primary Care in the text field, without a dollar sign or commas. 

Enter the total dollar amount of other sources of income for 
Other Program services in the text field, without a dollar sign 
or commas. 

Early Intervention 
Services (EIS) 

Use the Yes/No dropdown to indicate whether services 
available through your Early Intervention Services (EIS) 

program were provided at more than one site during the 
reporting period. 

Number of sites If you selected Yes from the above dropdown, enter the 
number of sites. 

  

For this reporting period, please indicate which of the following primary health care services 
were made available to your clients who are HIV-positive: 

Ambulatory/outpatient medical 
care 

Use the dropdown to indicate whether services 
were supplied within the EIS program. 

Dermatology Use the dropdown to indicate whether you 
supplied this primary health care service to your 
HIV-positive clients and, if so, whether within the 
EIS program or through referrals. 

Dispensing of pharmaceuticals Use the dropdown to indicate whether you 
supplied this primary health care service to your 
HIV-positive clients and, if so, whether within the 
EIS program or through referrals. 

Gastroenterology Use the dropdown to indicate whether you 

supplied this primary health care service to your 
HIV-positive clients and, if so, whether within the 
EIS program or through referrals. 

Mental health services Use the dropdown to indicate whether you 
supplied this primary health care service to your 
HIV-positive clients and, if so, whether within the 

EIS program or through referrals. 

Neurology Use the dropdown to indicate whether you 
supplied this primary health care service to your 
HIV-positive clients and, if so, whether within the 
EIS program or through referrals. 

Nutritional counseling Use the dropdown to indicate whether you 
supplied this primary health care service to your 
HIV-positive clients and, if so, whether within the 
EIS program or through referrals. 
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Obstetrics/gynecology Use the dropdown to indicate whether you 
supplied this primary health care service to your 
HIV-positive clients and, if so, whether within the 
EIS program or through referrals. 

Optometry/ophthalmology Use the dropdown to indicate whether you 
supplied this primary health care service to your 
HIV-positive clients and, if so, whether within the 
EIS program or through referrals. 

Oral health care Use the dropdown to indicate whether you 
supplied this primary health care service to your 
HIV-positive clients and, if so, whether within the 
EIS program or through referrals. 

Medical case management Use the dropdown to indicate whether you 
supplied this primary health care service to your 
HIV-positive clients and, if so, whether within the 
EIS program or through referrals. 

Substance abuse services Use the dropdown to indicate whether you 

supplied this primary health care service to your 
HIV-positive clients and, if so, whether within the 
EIS program or through referrals. 

Other services Use the dropdown to indicate whether you 
supplied this primary health care service to your 

HIV-positive clients and, if so, whether within the 
EIS program or through referrals. 

Not applicable Use the dropdown to select whether the above 
data are applicable to your agency within the EIS 
program. 

Unduplicated HIV-positive patients 
referred outside the EIS program 

Enter the number of unduplicated patients who 
are HIV-positive during this reporting period that 
were referred outside the EIS program for any 
health service that was not available within the 
EIS program. 

  

Section 7: Health Insurance Program (HIP) Information 

This section requests information on annual funding for each HIP Ryan White HIV/AIDS 
Program Funds.  If you are a California provider, do not complete this screen. 



ARIES R18 Client Help Manual 

590 

 

  

Complete the Health Insurance Program (HIP) Information fields as follows: 

Total HIP 
expenditures plus 
admin costs 

Enter the total dollar amount of HIP expenditures, plus any other 
administrative costs, in the text field without a dollar sign or 
commas. 

Total Part A funds Enter the total dollar amount of Part A funds in the text field without 
a dollar sign or commas. 
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EMA dropdown 
boxes #1 through 
#10 

The HIP sections of the RDR are used by very few ARIES users. 
EMAs (Emergency Metropolitan Areas) - cities or counties designated 
as having a high population of HIV+ clients - receive and distribute 
funds from Part A of the Ryan White program. Multiple EMAs may 
distribute funds to a given HIP program. 

If your agency has a HIP program that received funds from one or 
more EMAs, use these dropdown boxes to indicate the sources and 
enter the amount in the window to the right of each dropdown you 
used. The Wizard values are saved when you run the RDR and 
restored from the previous session the next time you run the RDR. 

Total Part B 
Funds 

Enter the total dollar amount of Part B funds in the text field, without 
a dollar sign or commas. 

Total Part C EIS 
Funds 

Enter the total dollar amount of Part C EIS funds in the text field, 
without a dollar sign or commas. 

  

 

  

Other Ryan White 
HIV/AIDS Program 
funding 

Enter the total dollar amount of other Ryan White HIV/AIDS 
Program funding in the text field, without a dollar sign or 
commas. 

  

For annual funding for HIP from other sources, complete the following text fields: 
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Federal Section 330 Enter the total dollar amount of HIP Federal Section 330 funding in 
the text field, without a dollar sign or commas. 

Other Federal 
funding 

Enter the total dollar amount of other Federal funding for HIP in 
the text field, without a dollar sign or commas. 

State/Local Enter the total dollar amount of state/local funding for HIP in the 
text field, without a dollar sign or commas. 

Client payments Enter the total dollar amount of client payments for HIP in the text 
field, without a dollar sign or commas. 

All other sources 
not included above 

Enter the total dollar amount of all other sources for HIP funding 
not concluded above in the text field, without a dollar sign or 
commas. 

Display print format 
checkbox 

The following is a comparison of effects when this checkbox is 
checked and unchecked: 

Checked Unchecked 

Main menu options not visible 
at top. 

Main menu options visible at 
top. 

Export button not visible at 
bottom of results. 

Export button visible at bottom 
of results. 

"Return to Management 
Reports" link visible at bottom 
of results. 

"Return to Management 
Reports" link not visible at 
bottom of results. 

  

  

Information entered into the wizard will be saved. It will not be necessary to re-enter this 
information each time you wish to run the report. 

The RDR Report 

After completing the RDR Wizard fields, run the RDR Report by clicking the Report button. 

 

Click Report to generate a display of the report on your computer screen. 

 

To upload the RDR directly into the RDR Web System, click this button. A 
prompt appears with a dropdown offering export format options. 
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Select XML and click Export again. ARIES creates an XML file for the RDR 
report and validates the result against the HRSA schema file. 

Any errors will appear in red at the top of the screen. If the report flags errors, 
you must correct them before submitting your report to all the Grantees from 
which you receive Ryan White funding. 

If there are no errors, the name of the XML file will appear on screen with two 
Download buttons. Click on one of the Download buttons to save the file to 

your computer. 

  

Click on the Download button across from "RDR XML" to save an XML file to a 
location on your local PC or network. 

Click on the Download button across from "Readable Report" to download a 
report that renders the XML data in a report format. 

Then log into the RDR Web System.  Click on XML Upload on the left-hand 
side of the screen and follow the instructions on the screen. 

Contact 
Information 
link 

At the lower left corner of the Export Report Result screen is a link labeled 
Contact Information. 

  

Click this link to view information on how to get help if you have a problem 
with ARIES data or screen access. 

  

Note: Some sections of the RDR will not be included in your report, depending on the 
answers you provide to questions on the Wizard screen. The table below identifies each 

section of the report and the Wizard question that determines if the section will be printed: 

Section Description Prints if: 

Provider Information Always Prints. 
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Client Information Always Prints. 

Service Information Always Prints. 

HIV Counseling and 
Testing 

Always Prints. 

  

Medical Information A "Yes" answer to "Does your agency provide medical services 

funded by the Ryan White HIV/AIDS Program?" 

Part C Information A checkmark in the "Part C" checkbox under Funding Sources. 

Part D Information A checkmark in either the "Part D" or "Part D Adolescent 
Initiative" checkboxes under Funding Sources. 

Health Insurance 
Program (HIP) 

A "Yes" answer to "This agency provides a Health Insurance 
Program (HIP)." 

  

Single and Combined RDR Reports 

If you work for an EMA or an Administrative Agency, and have the necessary administrative 
rights, you can generate either the RDR Report for one of your agencies, or a combined RDR 
for all of your agencies. 

Note that on combined RDRs, some of the totals may not match up from one question to 
another.  This is due to the possibility that the report will include non-share clients and 

some agencies may have recorded various client questions (such as race) differently, 
resulting in the client being counted on multiple lines for a given question.  However, the 
counts for Age and Gender, as well as service counts, will always be accurate. 

Note: Part A's should not submit a combined RDR to HRSA, nor should Administrative 
Agencies submit a combined RDR to their Grantee. 

Missing RDR Data Report 

After returning to the Compliance Reports screen, run the Missing RDR Data Report by 
clicking the link for that report. You can also navigate from the Management Reports screen 
by selecting Missing RDR Data Report. You will be asked to specify whether you're a medical 
provider, and you will also be asked to enter a date range (use between 01/01/2009 and 
12/31/2009 for the 2009 report. 

This report shows clients with missing RDR data, and the staff member who was responsible 
for completing a client's enrollment. This allows you to update missing data by linking to the 
individual client's records via the client's name in the report. 

Important Note: Because of changes made to optimize running of the RDR, when you 
update certain data, the changes made may not reflect on the RDR until the next day. 

 Submitting the RDR Summary Report 

After you have run the RDR Summary Report and Missing RDR Data Report several times 
and corrected the data as needed, the report is ready to submit to HRSA.  Agencies who do 
not receive any direct Ryan White funding must obtain a registration code from their Ryan 
White Grantee.  Agencies who receive funding directly from HRSA must access the RDR Web 
System through HRSA's EHB System. 
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There are two options: 

1. Generate and print your RDR from ARIES. 

If you don't know your registration code, contact your Grantee.  They will mail a 
registration code to you. 

Once you have your registration code, access the RDR Web System. 

After accessing the RSR Web System: 

Select the "HRSA RDR Web Application" option from the dropdown box. 

Select the Registration Form link from the login screen. 

Complete the registration form by entering your information. At the bottom of the 
form, enter your 3-5 digit registration code (provided by your Grantee).  You will 
enter, verify, and submit your data to all of the agencies from which you receive Ryan 
White funding. 

Click Register to confirm the information you entered is correct. 

Read and accept the "HRSA Ryan White Services Reporting System Rules of 
Behavior." 

Follow the link to the Login Screen and log in. 

OR: 

2. Generate the RDR from ARIES by exporting the data and uploading it to the RDR 
Web System.  You will still need to acquire a registration code from your Grantee and 
log into the RDR Web System. 

To upload the RDR directly into the RDR Web System, click the Export button. A prompt 
appears with a dropdown offering export format options. 

 

 

Select XML and click Export again. ARIES creates an XML file for the RDR report and 
validates the result against the HRSA schema file. 

Any errors will appear in red at the top of the screen. If the report flags errors, you must 
correct them before submitting your report to all the Grantees from which you receive Ryan 
White funding. 

If there are no errors, the name of the XML file will appear on screen with two Download 
buttons. Click on one of the Download buttons to save the file to your computer. 
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Click on the Download button across from "RDR XML" to save an XML file to a location on 
your local PC or network. 

Click on the Download button across from "Readable Report" to download a report that 

renders the XML data in a report format. 

Then log into the RDR Web System.  Click on XML Upload on the left-hand side of the 
screen and follow the instructions on the screen. 

 

5.7.2 Ryan White HIV/AIDS Services Summary Report (RSR) and 

Missing RSR Data 

The Ryan White HIV/AIDS Program Services Summary Report (RSR) is a reporting 
requirement for most recipients of funding from the Ryan White Program beginning in 2009. 
The RSR - which is distinct from the Ryan White HIV/AIDS Program Annual Data Report 
(RDR) - is submitted to the HIV/AIDS Bureau (HAB) within the U.S. Department of Health 
and Human Services. The RSR consists of three reports: the Grantee Report, the Provider 
Report, and the Client Report. The Client Report, which ARIES can generate for you, is an 
electronic file containing a record for each client served with Ryan White funds during the 
reporting period. 

The record includes the client's demographics, select medical data, lab results, and a 
summary of the Ryan White-funded services provided, but does not include any identifying 
information about the client such as name or date of birth. 

RSR Missing Data results are geared to the data requirements of the RSR and display at the 
bottom of the Results screen. Before running the RSR, you can set the Missing Data portion 
to sort by client or by data element. 

To access the RSR Report: 

 On the Reports menu, click Compliance Reports. 

 

 On the Compliance Reports menu, click the Ryan White HIV/AIDS Services (RSR) 
Export link, which takes you to the RSR Export/Missing RSR Data Report screen. 
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This takes you to the RSR Export screen. 

 

RSR Export Filters Section 

Complete the RSR Export fields as follows: 

Agency or 
Administrative 
Agency 

By default, if you manage only one agency, its name appears on 
the title for the screen. To run the report for any one agency, 
select the agency from the dropdown. In this example, the agency 
is Clear View Mission. 

Aggregate Data 
for 
Administrative 
Agency checkbox 

Aggregate Reporting by an Administrative Agency 

If you administer multiple agencies and are running an aggregate 
RSR for an administrative agency, follow these additional steps. 

 Before running the RSR, check this box to run the report 
for all the agencies you manage after selecting your agency 
from the Agency dropdown. 

Note: For an Aggregate RSR report, results will not include a 
Missing RSR Data Report, and the Missing Data Report 
download button will not display. If you need to export an 
aggregate RSR, contact your ARIES System Administrator. This 
file will contain a single RSR for all of the agencies administered 
by your organization.. If you need to export an aggregate RSR, 

contact your ARIES System Administrator. This file will contain a 
single RSR for all of the agencies administered by your 
organization. 

RSR Reporting Requirements 

The RSR reporting requirements specify that each provider must 
submit a separate RSR. There are very few, if any, instances in 
which HAB allows an aggregate RSR for multiple providers to be 
submitted.  Prior to submitting an aggregate report, you must 
have permission from HAB. To create an export file containing an 
aggregate RSR, you must contact your ARIES support provider, 
who will run the report for you and send you the export file. 
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Reporting Period Use the dropdown to limit the report to a single data element or to 
run the report for all data elements. The default is "All Elements." 

From and To 
Dates 

From the Reporting Period dropdown, choose a pre-set date 
range; or select "Input Custom Date Range." 

Note: The custom date range fields and calendar icons are 
disabled unless "Input Custom Date Range" is selected from the 
dropdown. If a custom date range is input and a pre-set date 
range is selected from the dropdown, the date fields will clear, and 
the fields and icons will be disabled.  

If you selected "Input custom date range" from the Reporting 
Period dropdown, fill in the dates in the "From" and "To" fields. 
Use the format MM/DD/YYYY. You can also use the pop-up 
calendar by clicking the calendar icon. 

 

For each field, use the dropdown lists to select the month and 
year, and then click the specific date to enter it into the date text 
field. The calendar window automatically closes. 

  

Missing RSR Data Report Filters Section 

The Missing RSR Data Report will run concurrently with the RSR Report. Complete the 

Missing RSR Data Report fields as follows. 

Note: When the Aggregate data for administrative agency checkbox is selected in RSR 
filters, the filters for Missing RSR Data Report are grayed out. 

Include Medical 
Data 

Use the dropdown to select whether or not you wish to include 
medical data. The default is "Yes."  If you do not want to include 

this data, select "No." 

Sort by Use the dropdown to select whether you want to sort by Client or 
Data Elements. The default is "Client." If desired, select "Data 
Elements" instead. 
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Data Elements Use the dropdown to limit the report to a single data element or to 
run the report for all data elements. The default is "All Elements." 

  

After completing the fields in the RSR Export and Missing RSR Data Report sections: 

Select one of the following: 

 

Click Report to run the RSR with the filters you have entered. 
Results display below the filters and include both the RSR 
Summary Report and the RSR Missing Data Report. 

 

Click Cancel to cancel the report settings. You are taken to your 
agency's RSR/RDR tab. 

  

Results: RSR Summary Report 

The RSR Results screen displays the agency name and reporting period at the top. 
Information displayed in the Summary includes the following: Provider Name, Report 
Period, Number of clients, number of clients with Outpatient/Ambulatory Medical Care 

Service, Enrollment status (with number of clients and percentage of total) and Age (with 
number of clients and percentage of total). 

 

  

Reviewing the RSR Summary Report 

This report is provided for your information only, to let you know what's inside the data file 

that you will submit to HAB. 

A Top of Page link is provided at the bottom of the report results for easy navigation. 

This report can be printed using the browser print icon. 

Notes: 
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 If a client's Enrollment Status As-Of Date is AFTER the RSR reporting period, the 
client should be reported as "Active" on the RSR regardless of the value in the 
Enrollment Status field. 

 The RSR allows only one pregnancy to be reported on the RSR, even though a client 
could have multiple ARIES pregnancy records that cover some portion of the 
reporting period. 

 If the Agency Specifics enrollment date is AFTER the earliest service date within the 
report period, the enrollment date is reset to the earliest service date within the 

report period. 

 If the Client has a Date of Death AFTER the end of the report period, the date of 
death is changed to the report end date. 

 If the year in Date of Birth is AFTER the end of the report period, the Birth Year is 
changed to the report end date year. 

 If the year in AIDS Diag Date is AFTER the end of the RSR report period, the AIDS 
diagnosis year is changed to the RSR report end date year. 

 For Hepatitis vaccination, if the data is not found to support a "Not Medically 
Indicated" or a "Yes" response, the system substitutes the default response of "No." 

Reviewing the Missing Data Report 

The Missing RSR Data Report runs concurrently with the RSR Report. Use this report to 
supply missing data by linking to the individual client's records via the client's name in the 
report. Results are geared to the data requirements of the RSR and display beneath the RSR 
Summary Report on the Results screen. 

The report identifies clients with missing RSR data who are being reported as "Unknown" for 
certain questions in the RSR, and the staff member who was responsible for completing the 

client's enrollment. Each missing data message is prefixed with the word "Alert" or Warning" 
to indicate the importance of the data problem. 

The Missing Data Report displays at the bottom of the Results screen. Below that report is a 
summary of criteria used in running the report. 

 

 

  

Notes: 

 The Missing RSR Data Report will not be available if the RSR is run at the AA or 
Partner level. For an Aggregate RSR report, results will not include a Missing RSR 
Data Report, and the Missing Data Report download button will not display. In 
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addition, when the Aggregate data for administrative agency checkbox is selected in 
RSR filters, the filters for Missing RSR Data Report are grayed out. 

 Keep in mind that HAB expects providers to collect all required data. If you leave a 

data element blank, it will be counted as an "Unknown." Depending on your 
percentage of "Unknown" responses, HAB may ask you to collect the missing data 
and re-submit your RSR. 

The Missing Data Report screen displays the following information: 

Client Each row displays the name of the client as a link. Clicking on a link 

takes you to the client's Contact Info screen for that individual.  From 
there, you can select the appropriate tab to locate the missing data. 

Note: If you had selected data elements to sort by, the screen would 
show "Missing Data Report - by Data Element." 

Staff The client's primary Staff person, as indicated in the Staff Assignment 
section of the Programs tab. This Staff person might be able to assist 
with finding and entering any missing data. 

Missing RSR 
Data 

This is a list of the data items missing for the client, from all relevant 
screens. Depending on your sort criteria, the column will show either 
all elements, or the element you selected to sort by. 

  

Completing the Missing Data 

 Use the Client name link on the Missing Data Report to display the Contact Info 
screen, from which you can navigate to the missing data. 

 Enter the missing data on all relevant screens; for example, supply the missing race 
and living situation data for this client on the Demographics tabs. Or, you may ask 
the client's Primary Staff person listed on the Missing Data Report to assist with 
gathering and entering the missing data on all relevant screens. 

After Completing the Missing Data 

Re-run the RSR Summary Report after the missing data has been supplied to be sure that it 
is complete. You may need to run the Missing RSR Data Report more than once, until all 
data is complete. 

After reviewing the Reports 

Select one of the following options: 

 

Click this button to export the RSR data file.  A File Download 
window will open, prompting you to save the file in XML 
format (the only format provided) on your computer. This is 
the file for the report that will be uploaded through the EHB 
website. 

 

Click this button to download the missing data results. 

Note: In aggregate report results for administrative agencies, 
this button does not display, and there is no Missing RSR Data 
Report at the bottom of the screen. 
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Submitting the RSR Summary Report 

After you have run the RSR Summary Report and Missing RSR Data Report several times 
and corrected the data as needed, the report is ready to submit to HAB. Complete the 
following steps: 

1. Generate and export your RSR from ARIES. 

2. If you don't know your registration code, contact your Grantee to mail a registration 

code to you. 

3. Once you have your registration code, access the RSR Web System. 

4. After accessing the RSR Web System: 

o Select the "HAB RSR Web Application" option from the dropdown box. 

o Select the Registration Form link from the login screen. 

o Complete the registration form by entering your information. At the bottom of 
the form, enter your 3-5 digit registration code (provided by your Grantee). 

o Click Register to confirm the information you entered is correct. 

o Read and accept the "HAB Ryan White Services Reporting System Rules of 
Behavior." 

o Follow the link to the Login Screen and log in. 

 

5.7.3 CARE Act Data Report 

The Ryan White Comprehensive AIDS Resources Emergency (CARE) Act provides funding to 

states, cities and public or private non-profit entities to improve the quality and availability 
of care for low-income and medically under-served individuals and families affected by 
HIV/AIDS. The CARE Act Data Report displays the HRSA CADR Report (for 2006 and 
earlier). 

Grantees and providers funded by the CARE Act are required to submit a completed CADR 
Report on an annual basis. Using this wizard generates a report in compliance with CADR 
guidelines. 

To access the report: 

 From the ARIES menu bar at the top of the ARIES screen, select Report > 
Compliance,  which takes you to the Compliance Reports screen. 

 Click the "Care Act Data Report" link, which takes you to the Report Wizard. 

EMA Information Section 

The top part of the screen displays the navigation tabs for your agency. If you are accessing 
the CADR wizard dfrom the Agency Detail screen, you can use the tabs to navigate through 
the agency's information screens. 
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Complete the fields as follows: 

Name of Grantee 
of Record 

Enter the name of the Grantee of Record. 

Grantee of Record 
Taxpayer ID 

Enter the taxpayer ID for the Grantee of Record. 

Under which 
CARE Act titles 
does your agency 
contract for or 
provide services 

(checkboxes) 

Check all boxes that apply. 

Grantee ID or 
Grant # fields 

Enter the corresponding grantee ID or Grant number for each 
CARE Act title. 

# of Providers 
fields 

Enter the number of providers for each grantee ID or number. 

# of CADRs fields Enter the number of CADRs for each grantee ID or number. 

Total number of 
Unduplicated 
CARE Act 
Providers 

Enter the number of unduplicated CARE Act providers. For 
example, if your agency receives multiple grants from a single 
provider, they are counted once. 

Number of CADR 
Submitted 

Enter the number of CADRs submitted. 
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Name of Grantee 
Rep Responsible 
for QA 

Enter the name of the grantee representative responsible for 
quality assurance. 

Grantee Contact 
Email Address 

Enter the email address of the grantee contact. 

EMA or Grant 
Number 

Enter the grantee's eligible metropolitan area (EMA) or grant 
number. 

  

Section 1: Provider Information 

 

  

Complete the fields as follows: 

Provider Street 
Address 

Enter the street address of the provider. 



Section 5 

605 

Provider City Enter the city in which the provider is located. 

Provider State Use the dropdown to select the state in which the provider is 
located. 

Provider ZIP Enter the five-digit zip code where the provider is located. 

Calendar year 
for reporting 

Enter the start and end dates of the reporting year. Use the format 
MM/DD/YYY. Example: For January 28, 2011, enter 1/2/8/2011. 

You can also click the calendar icon to use the pop-up calendar. 

  

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and the date displays in the text field. The pop-
up calendar window closes automatically. 

Reporting 
Scope 

Use the dropdown to select the scope of the CADR. 

Provider Type Use the dropdown to select your agency's provider type. 

Did you receive 
funding... 

Use the dropdown to indicate whether or not your agency received 
funding from Section 330 of the Public Health Service Act. 

Ownership 
status 

Use the dropdown to select the ownership status of your agency. 

If "Private, 
nonprofit," is 

your 
organization 
faith-based? 

If your agency is a private non-profit, use the dropdown to indicate 
whether or not your agency is faith-based. 
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Did your 
organization 
received 

Minority AIDS… 

Use the dropdown to indicate whether or not your agency received 
any Minority AIDS Initiative (MAI) funding during the reporting 
period. 

  

Source of Ryan White CARE Funding Section 

 

  

Complete the fields as follows: 

Title I - IV 
(checkboxes) 

Use the checkboxes to indicate under which titles funding is 
granted. 
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Name of 
Grantee(s) fields 

Under each checked title, use the text fields to list the grantee(s). 

  

Funding Section 

 

  

 

  

Complete the fields as follows: 

Total Amount In the corresponding text field, enter the total amount of funding 
granted under each Title. 

Enter whole numbers for exact dollar amounts (e.g., for 
$20,000.00, enter 20000). ARIES will enter the decimal point and 

zeros for you when you save the record. 
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Total Minority 
AIDS Initiative 

In the corresponding text field, enter the total amount of MAI 
funding granted, if any. 

Enter whole numbers for exact dollar amounts (e.g., for 
$20,000.00, enter 20000). ARIES will enter the decimal point and 
zeros for you when you save the record. 

Amount of Titles 
I-IV expended on 
oral health care 

Enter the total amount of funding expended on oral health care 
under all titles. 

Enter whole numbers for exact dollar amounts (e.g., for 
$20,000.00, enter 20000). ARIES will enter the decimal point and 
zeros for you when you save the record. 

During the 
reporting period… 
(checkboxes) 

Check all boxes that indicate the support provided to grantees. 

AIDS Drug 
Assistance 
Program… 

Use the dropdown to indicate the AIDS Drug Assistance Program 
(ADAP) administered by your agency. 

If your agency does not provide one, select "Agency does not 
administer ADAP." 

Health Insurance 
Program (HIP) 

Use the dropdown to indicate the Health Insurance Program (HIP) 
administered by your agency. 

If your agency does not provide one, select "Agency does not 
administer HIP." 

  

Target populations for outreach Section 
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Complete the fields as follows: 

Target 
populations for 
outreach 
(checkboxes) 

Check each box that applies to the groups targeted by your 
agency. 

If your agency targets group is not listed, check the "Other" box 
and specify the target population in the text field. 

  

Agency Categories Section 

 

  

Complete the fields as follows: 

Agency 
checkboxes 

Check each box that describes your agency. 

If none of the checkboxes apply, check the "Other" box. 

Total paid staff... Enter the number of staff in full-time employees (FTEs) funded by 
the CARE Act. 

Total volunteer 
staff... 

Enter the number of volunteer staff, in FTEs, dedicated to HIV 
care. 
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Section 4: HIV Counseling and Testing 

 

  

Complete the fields as follows: 

Was HIV 
counseling and 
testing 
provided… 

Use the dropdown to indicate whether HIV counseling and testing 
was provided as part of your program during this reporting period. 

Were Ryan White 
CARE Act funds 
used to support 
HIV counseling 
and testing… 

Use the dropdown to indicate whether Ryan White CARE Act funds 
were used to support HIV counseling and testing during this 
reporting period. 

Did your program 
offer partner 
notification 
services… 

Use the dropdown to indicate whether partner notification services 
were offered during this reporting period. 

  

Section 5: Medical Information 
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Complete the fields as follows: 

What type of 
quality 
management 
program… 

Use the dropdown to indicate the type of quality management 
program your agency used to assess services by medical 
providers during this reporting period. 

  

Section 6: Demographic Tables/Title-Specific Data for Titles III and IV 

 

  

Complete the fields as follows: 

Were services 
available through 
your Early 

Intervention 
Services (EIS) 
program… 

Use the dropdown to indicate whether Early Intervention Services 
(EIS) were provided at more than one site during the reporting 
period. 

If Yes, enter the number of sites at which EIS services were 
provided in the text field. 

  



ARIES R18 Client Help Manual 

612 

Primary Health Care Services Section 

 

  

 

  

Complete the fields as follows: 

Primary health 
care services 
(dropdowns) 

Use each of the dropdowns to indicate whether the primary health 
care service was made available to your clients who were HIV-
positive during this reporting period. 



Section 5 

613 

If your agency provides other services not listed in the above 
dropdowns, select them from the "Other services" dropdown. 

If none of the dropdowns are applicable, select "Not applicable" 

During this 
reporting period, 
how many 
unduplicated 
patients who 

were HIV-
positive… 

In the text field, enter the number of unduplicated HIV+ clients 
referred from outside the EIS program for health services not 
available within the EIS program. 

Note: If a client receives multiple services, they are only counted 
once. 

Display print 
format 
(checkbox) 

Check this box to generate your report without the ARIES menu 
bar if you want to print your report directly from the browser 
window. 

  

After completing your entries on this form: 

 

Click this button to run the report and display results on the 
screen. 

 

Click this button to export your results for post-processing. 

  

Report Results 

The report results screen displays the completed CADR based on the information you 
entered in the wizard. The report may require you to enter additional information. Check the 
form to make sure it is completely filled out. 
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Editing, Formatting and Printing Your Report 

To edit, format and print your report, copy this report into a word processor. 

From the Internet Explorer menu: 

 Select Edit > Select All. 

 Then select Edit > Copy. 

 From within your word processor, select Edit > Paste, to edit, format, and print 
your report. 

For further information click here. 

 

5.7.4 WICY Report 

The WICY report generates service data on your agency's women, infants, children, and 
youth, and displays the unduplicated client totals by gender and ethnicity. 

To access the report: 

 From the ARIES menu bar at the top of the ARIES screen, choose the Report > 
Compliance menu item to get to the Compliance Reports screen. 

 Click the WICY link, which takes you to the Report Filter Values screen. 

Report Filter Values 

The Report Filter Values screen is the first screen you will see when you click on the report 
link. 
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Complete the fields as follows: 

Date of Service Use the dropdown to select the type of filter for your report (e.g., On, 
Before, After, or Between) 

In the two date fields, enter the date filters for your report. The report 
will generate results for clients who have received services during the 
period you specify. If a client registered with your agency has not 
received services, they are not counted. 

 To filter for records on a given day, select "On" from the 
dropdown list and enter a specific date, e.g. 6/23/2010, in the 
first text field. Leave the second text field empty. 

 Select "Before" to sort through all services before - but not on 
- that specific date. Enter the date in the first text field, e.g. 
6/23/2010. This will retrieve service records before midnight 

on June 22, 2010. Leave the second text field empty 

 Select "After" to bring up all services after a specific date, 
including records dated that day. Enter the date in the first text 
field, e.g. 6/23/2010 and click Search to display all the records 
dated June 23, 2010 and all the days following it. Leave the 

second text field empty 

 To filter a range of dates, select "Between" from the drop-
down list and enter the beginning date in the first text field and 
the ending date in the second text field. Your report results will 
include all services that occurred from 12:00 AM on the first 
date to 11:59 PM on the second date. 

Use the format MM/DD/YYYY.  Example: For June 22, 2010 you would 
enter 06/22/2010. 

You can also use the calendar pop-up by clicking the calendar icon. 
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Use the dropdown lists to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 

Limit Program to 
Ryan White 

Use the Yes/No dropdown to indicate whether you want to limit the 
results of the report to services assigned to the program "Ryan 
White." 

Limit Funding 
Source to Ryan 
White 

Use the Yes/No dropdown to indicate whether you want to limit the 
results of the report to services whose contract has Ryan White Part I-
IV as the funding source. 

Display The number of records to display per screen. The default number is 
1000. Type a different number if desired, with no commas. 

Display print 
format checkbox 

Select this checkbox to generate your report without the ARIES menu 
bar if you want to print your report directly from the browser window. 

After completing your selections, click on one of the following: 

 

Click this button to view the report results. 

 

Click this button to display the option of opening or saving the data in 
XML, text comma-separated, or text tab-separated format. 

Refer to section 5.1.3, Exporting Reports, for details. 

  

Report Results 

Clicking on the Report > button on the Filter Values screen displays the report results. 
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The report results display in four tables; 

 Infants (0-1 years of age) 

 Children (1-12 years of age) 

 Youth (13-24 years of age) 

 Women (25 years of age and older) 

Each table displays rows based on primary service category. The rows only display if a client 
received services from that primary service category. Example: If no infant clients received 
mental health services, that row will not display. 

The columns of each table list the following: 

 Service category 

 The various ethnic groups (From left to right, they include: male, female, unknown 
gender, white, black, Hispanic, Asian, Native Hawaiian or other Pacific Islander, 
American Indian or Alaskan Native, those of mixed race (more than one), clients 
whose race is unknown) 

 The total number of clients who received that category of service 

 The total expenditure for that category of service 

Note: If a client received multiple services within a category, they are still only 
counted once. 

 The last row of each table lists the total number of unduplicated clients for each 
gender and ethnicity. 

Note: As clients receive services from multiple categories and are only counted once, the 
sum of the rows may not equal the total listed. 
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On the bottom left of the screen underneath the last table, the following appears: 

 Total dollar amount of WICY expenditures for all infants, children, youth and women 
for that time period 

 The date and time the report was generated 

 The filter parameters 

To Include These Tables in a Report Document 

 Click and drag your mouse to highlight the tables 

 Select Edit > Copy from the Internet Explorer menu 

 From within your report document, select Edit > Paste from the menu to insert your 

table. 

Note: In applications like Microsoft Word and Excel, the table formatting is preserved. 

To exit the Reports Results Screen: 

 

Clicking the Export button on the Results page takes you back to 
the Filter Values screen. Use the Export button on that page, not 
on the Results page, to export your data. 

< Back Click this link in the menu bar to return to the Report Filter 
Values screen. 

  

5.7.5.1 HOPWA Annual Progress Report 

Note: The HOPWA Annual Progress Report is for the use of Provider agencies. 

The HOPWA Annual Progress Report (APR) for competitively selected grantees provides 
annual performance reporting on client outputs and outcomes to assess grantee 
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performance in achieving the housing stability outcome measure. HUD uses this data to 
obtain essential information on such items as grant activities and project sponsors, for 
monitoring and evaluation purposes. 

As HOPWA Competitive Program grantees are required to report only on activities 
undertaken, there may be some components of these reporting requirements that are not 
applicable. Grantees are required to submit complete, accurate Annual Progress Reports, 
and to ensure that the information is filed in a timely manner, no later than 90 days after 
the close of their program year. 

An additional Funding Source dropdown has been added to the APR Wizard screen. If the 
dropdown is left blank, the report will not be filtered by Funding Source. If the value is 
selected, the report will include only services where the Funding Source matches the 
selected value. 

To Access the Report 

To access the HOPWA Annual Progress Report, on the Reports menu click Compliance 
Reports. On the Compliance Reports menu, click the HOPWA Annual Progress Report link. 
This takes you to the Annual Progress Report Wizard screen. 

HOPWA Annual Progress Report Wizard Screen 

Notes 

 Please also refer to detailed instructions on each section of the Report. 

 If a client receives hotel/motel voucher assistance, the household's demographic 
information and outcomes information is reported in the APR or CAPER. The 
assistance is considered a housing assistance activity and must be reported as a 
facility based - transitional/short term housing activity. See instructions for 
completion of the a. Housing facility radio buttons and table 3., Housing 
Expenditures row a., Leasing Costs. 

  

Part 1: Grantee Summary 

 

1. Grantee Information 

Complete the Grantee Information fields as follows: 

  

Include IDIS 
extended 
calculations? 

Check this box to include IDIS (Integrated Disbursement & 
Information System) extended calculations. 



ARIES R18 Client Help Manual 

620 

checkbox 

Agency or 
Administrative 
Agency 

Use the dropdown to select the Agency or Administrative Agency. 

Funding Source Default is blank. Use the dropdown to select a specific funding 
source or leave blank to include all funding sources. 

HUD Grant 
Number 

Enter the HUD grant number. 

Operating year 
for report 

In the two "date" fields, enter the operating year dates for the 
report. 

Use the format: MM/DD/YYYY.   You can also use the calendar 

pop-up by clicking the calendar icon. 

  

For each field, use the dropdown lists to select the month and 
year, and then click the specific date to enter it into the date text 
field. The calendar window automatically closes. 

Grantee Name Enter the name of the grantee. 

Parent Company, 
if applicable 

Enter the name of the parent company, if applicable. 

Name and Title 
of Authorized 

Official 

Enter the name and title of the authorized official. 

Date Signed Enter the date the grant agreement was signed. Use the format: 
MM/DD/YYYY.   You can also use the calendar pop-up by clicking 
the calendar icon. 
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For each field, use the dropdown lists to select the month and 
year, and then click the specific date to enter it into the date text 
field. The calendar window automatically closes. 

Name and Title 
of Contact for 
Grantee 

Enter the name and title of the contact for the grantee. 

Email Address Enter the email address of the contact for the grantee. 

Business Street 
1 

Enter the business street address of the grantee. 

Business Street 
2 

Enter additional business street address information for the 
grantee if applicable. 

City Enter the city in which the grantee resides. 

State Use the dropdown to select the state in which the grantee is 
located. 

Zip Enter the Zip in which the grantee is located. 

Phone Number Enter the phone number of the contact for the grantee. After a 
phone number, you may enter an optional extension of up to 5 
digits. Do not type "extension" or "ext." before the extension 
number. Example: 925-555-1212 12345 

Fax Number Enter the Fax number of the contact for the grantee. 

Employer 
Identification 
Number (EIN) 
OR 

Enter the EIN of the grantee. 

OR 

Tax 
Identification 
Number (TIN) 
DUN & 
Bradstreet 
number (DUNs), 
if applicable 

Enter the TIN of the grantee. 

Congressional 
District of 
Address 

Enter the Congressional district in which the grantee is located. 

Congressional 
District of 
Primary Service 
Areas 

Enter the Congressional district of the agency's primary service 
areas. 

ZIP of Primary Enter the Zip code of the agency's primary service areas. 
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Service Areas 

Cities of Primary 
Service Areas 

Enter the cities of the agency's primary service areas. 

Counties of 
Primary Service 
Areas 

Enter the counties of the agency's primary service areas. 

Organization's 
Website Address 

The website address of the organization. 

Type of HOPWA 
Grant 
checkboxes 

Check whether the grant is Competitive, Formula, a prepared 
evaluation report, or an organization that maintains a waiting list. 

If the grant is a prepared evaluation report, indicate its location on 

the Internet site (URL) in the field below. 

If the grant is with an organization that maintains a waiting list, 
explain how the list is administered in the scrollable field to the 
right.  In the checkboxes below, indicate which describes the 
sponsor. 

  

2: Subrecipient Information/Grantee Activities 

Complete the Subrecipient Information/Grantee Activities fields as follows: 

Note: Provide the following information for each organization with the contract/agreement 
of $25,000.00 or greater that assists the grantee by carrying out grantee functions such as 
evaluation or other administrative services. This section does not apply to organizations 
designated or selected to serve as project sponsors. 

Grantee 
Subrecipient 
Name 

Enter the name of the grantee subrecipient. 

Parent Company, 
if applicable 

Enter the name of the parent company, if applicable. 

Name and Title of 
Contact for 
Grantee 
Subrecipient 

Enter the name and title of the contact for the grantee 
subrecipient. 

Email Address Enter the email address of the contact for the grantee 
subrecipient. 

Business Street 1 Enter the business street address of the grantee subrecipient. 

Business Street 2 Enter additional business street address information of the 
grantee subrecipient if applicable. 

City Enter the city in which the grantee subrecipient is located. 
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State Use the dropdown to select the state in which the grantee 
subrecipient is located. 

Zip Enter the Zip in which the grantee subrecipient is located. 

County Use the dropdown to select the county in which the grantee 
subrecipient is located. 

Phone Number Enter the phone number of the contact for the grantee 

subrecipient. 

Fax Number Enter the Fax number of the grantee subrecipient. 

Employer 
Identification 

Number (EIN) OR 

Enter the EIN of the contact for the grantee subrecipient. 

OR 

Tax Identification 
Number (TIN) 
DUN & Bradstreet 
number (DUNs), if 
applicable 

Enter the TIN of the grantee subrecipient. 

Congressional 
District of Address 

Enter the Congressional district in which the grantee subrecipient 
is located. 

Congressional 
District of Primary 

Service Areas 

Enter the Congressional district of the primary service areas. 

ZIP of Primary 
Service Areas 

Enter the Zip code of the primary service areas. 

Cities of Primary 
Service Areas 

Enter the cities of the primary service areas. 

Counties of 
Primary Service 
Areas 

Enter the counties of the primary service areas. 

Organization's 
Website Address 

The website address of the organization. 

North American 
Industry 
Classification 
System (NAICS) 

Code 

Enter the NAICS code. 

Total HOPWA 
Contract Amount 

Enter the total HOPWA contract amount. Do not type $, commas 
or decimals. 
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Part 2: Grantee Narrative and Performance Assessment 

 

Complete the Grantee Narrative and Performance Assessment fields as follows: 

A. Outputs 
Reported 

In the scrollable field, succinctly describe the program's 
accomplishments, following the on-screen instructions. This 
narrative will be posted on HUD's webpage for public 
information. 

B. Outcomes 
Assessed 

In the scrollable field, succinctly describe the program's 
success, following the on-screen instructions. This narrative will 
be posted on HUD's webpage for public information. 

C. Barriers and 
Recommendations 
checkboxes and 

field 

Check all boxes that apply to any barriers. In the scrollable 
field, succinctly describe any barriers encountered, following 
the on-screen instructions. This narrative will be posted on 

HUD's webpage for public information. 

D. Technical 
Assistance 

In the scrollable field, succinctly describe any technical 
assistance needs, following the on-screen instructions. This 
narrative will be posted on HUD's webpage for public 
information. 

F. Unmet Housing 
Need: Assessment 
of Unmet Housing 
Needs for HOPWA 
eligible Households 

1, Service Area: Using the Service Areas checkboxes, identify 
your service area, following the on-screen instructions. Do not 
include clients who are already receiving HOPWA assistance. 

3, Recommended Data Sources for Assessing Unmet 
Need: Using the Recommended Data Sources for Assessing 
Unmet Need checkboxes, check all sources used. 

  

Part 3: Summary Overview of Grant Activities 

B: Budget and Grant Sources for Leveraging 
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Complete the Budget and Grant Sources for Leveraging fields as follows: 

1. Households Assisted with Leveraged Funds for Housing 

Note: Report only households receiving leverage funds, exclusive of HOPWA funding. 
Report leverage resources consistent with leveraging that has been approved in your Grant 
Application. 

  

[1] Tenant-Based 
Rental Assistance 
(TBRA) 

Enter the total households assisted, if applicable. 

[2] Permanent 
Housing Facilities 

Enter the total households assisted, if applicable. 

[3] 
Transitional/Short-
term Housing 
Facilities 

Enter the total households assisted, if applicable. 

[4] Short-Term 
Assistance (STRMU) 

Enter the total households assisted, if applicable. 

[5] Number of Units 
in Facilities under 
Development 

Enter the total units in the facilities under development. 

  

2. Sources of Leveraged Funds and Amount Used for Housing Assistance and Supportive 
Services 

Note: Columns 2 and 3: Total Amount of Leveraged Dollars (for this operating year) as 
approved in grant application. 
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1. Program Income Enter the total amount of program income in columns 2 and 3. 

2. Federal 
Government 
(please specify) 

Enter the total amount of Federal government funds in columns 
2 and 3. 

2a. Federal 
government funds 
1: 

Enter the name of the fund in the field and the amount of the 
fund in columns 2 and 3. 

2b. Federal 
government funds 
2: 

Enter the name of the fund in the field and the amount of the 
fund in columns 2 and 3. 

2c. Federal 

government funds 
3: 

Enter the name of the fund in the field and the amount of the 

fund in columns 2 and 3. 

3. State 
government 
(please specify) 

Enter the total amount of state funds in columns 2 and 3. 

3a. State 
government funds 
1: 

Enter the name of the fund in the field and the amount of the 
fund in columns 2 and 3. 

3b. State 
government funds 

2: 

Enter the name of the fund in the field and the amount of the 
fund in columns 2 and 3. 

3c. State 
government funds 
3: 

Enter the name of the fund in the field and the amount of the 
fund in columns 2 and 3. 

4. Local 
government 
(please specify) 

Enter the total amount of local government funds in columns 2 
and 3. 

4a. Local 
government funds 

1: 

Enter the name of the fund in the field and the amount of the 
fund in columns 2 and 3. 

4b. Local 
government funds 
2: 

Enter the name of the fund in the field and the amount of the 
fund in columns 2 and 3. 

4c. Local 

government funds 
3: 

Enter the name of the fund in the field and the amount of the 

fund in columns 2 and 3. 

5. Foundations and 
other private cash 
resources (please 

Enter the total amount of foundation and other private cash 
resources in columns 2 and 3. 
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specify) 

5a. Private funds 
1: 

Enter the name of the private fund in the field and the amount 
of the fund in columns 2 and 3. 

5b. Private funds 
2: 

Enter the name of the private fund in the field and the amount 
of the fund in columns 2 and 3. 

5c. Private funds 

3: 

Enter the name of the private fund in the field and the amount 

of the fund in columns 2 and 3. 

6. In-kind 
Resources 

Enter the total amount of in-kind resources in columns 2 and 3. 

7. Resident rent 
payments in 

Rental, Project-
Based Units, and 
Facilities 

Enter the total amount of resident rent payments in columns 2 
and 3. 

8. Grantee/project 
sponsor (Agency) 

cash 

Enter the total amount of grantee/project sponsor cash in 
columns 2 and 3. 

9. TOTAL (1-7) Enter the totals of row 1 through 7 in columns 2 and 3. 

  

Part 3: Summary Overview of Grant Activities 

C: Performance and Expenditure Information 

Complete the Performance and Expenditure Information fields as follows: 

Note: All HOPWA housing assistance activities are measured in households served. Housing 
development activities are measured in units developed. 

Housing Development (Construction and Stewardship of Facility-Based Housing) 

7. Facility-Based 
units being 
developed with 
capital funding 
but not yet 

opened (identify 
units of housing 
planned) 

Enter the number of facility-based units being developed with 
capital funding but not yet opened in columns 1 and 2. 

8. Stewardship 
units subject to 

3-or 10-year use 
periods 

Enter the number of stewardship units subject to 3- or 10-year 
use periods in columns 1 and 2. 

9.TOTAL Housing 
Development 

The system totals rows 7 and 8 in columns 2 and 3. 
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Grant Administration and Other Activities 

17. Resource 
Identification to 
establish, 
coordinate and 
develop housing 
assistance 

resources 

Enter the amount of HOPWA funds expended in resource 
identification in column 2. 

18. Technical 
Assistance (if 
approved in grant 
agreement) 

Enter the amount of HOPWA funds expended in technical 
assistance in column 2. 

19. Project 
Outcomes / 
Program 
Evaluation (if 
approved in grant 

agreement) 

Enter the amount of HOPWA funds expended in project 
outcomes/program evaluation in column 2. 

20. Grantee 
Administration 
(maximum 3% of 
total of HOPWA 
grant) 

Enter the amount of HOPWA funds expended in grantee 
administration in column 2. 

Note: This figure cannot be more than 3% of the total HOPWA 
grant. 

21. Project 
Sponsor 
Administration 
(maximum 7% of 
portion of HOPWA 

grant awarded) 

Enter the amount of HOPWA funds expended in project sponsor 
administration in column 2. 

Note: This figure cannot be more than 7% of the total HOPWA 
grant. 

22. Other Activity 
(if approved in 
grant agreement). 
Specify: 

Enter the name of the activity in the field and the amount of the 
 activity in columns 1 and 2. 

23. TOTAL Grant 
Administration 
and Other 
Activities 

The system computes the totals of row 17 through 23 in columns 
2 and 3. 

  

Part 5A: Summary of Project Sponsor Information 
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Complete the Summary of Project Sponsor Information fields as follows: 

Note: Provide information for each organization that has been designated or selected to 
serve as a project sponsor. 

Sponsor Name Enter the name of the sponsor. 

Parent Company, 
if applicable 

Enter the name of the parent company, if applicable. 

Name and Title of 
Contact for 
Sponsor 

Enter the name and title of the contact for the sponsor. 

Email Address Enter the email address of the contact for the sponsor. 

Business Street 1 Enter the business street address of the sponsor. 

Business Street 2 Enter additional business street address information of the 
sponsor if applicable. 

City Enter the city in which the sponsor is located. 

State Use the dropdown to select the state in which the sponsor is 
located. 

Zip Enter the Zip code in which the sponsor is located. 

County Use the dropdown to select the county in which the sponsor is 
located. 

Phone Number Enter the phone number of the sponsor. 
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Fax Number Enter the Fax number of the sponsor. 

Employer 
Identification 
Number (EIN) OR 

Enter the EIN of the sponsor. 

OR 

Tax Identification 
Number (TIN) 
DUN & Bradstreet 
number (DUNs), if 
applicable 

Enter the TIN of the sponsor. 

Congressional 
District of Address 

Enter the Congressional district in which the sponsor is located. 

Congressional 
District of Primary 
Service Areas 

Enter the Congressional district of the primary service areas. 

ZIP of Primary 
Service Areas 

Enter the Zip code of the primary service areas. 

Cities of Primary 
Service Areas 

Enter the cities of the primary service areas. 

Counties of 
Primary Service 
Areas 

Enter the counties of the primary service areas. 

Organization's 
Website Address 

The website address of the sponsor organization. 

Organization 
Maintains a 
waiting list 

If the organization maintains a waiting list, check the box and 
explain how the list is administered in the scrollable field. 

Select the checkbox that best explains how the list is 
administered. 

Total HOPWA 
Contract Amount 

Enter the total HOPWA contract amount. Do not type $, commas 
or decimals. 

  

3. Complete the Subrecipient Information/Sponsor Activities fields as follows: 

Note: Provide information for each organization with a contract/agreement of $25,000.00 
or greater that assists the project sponsor in carrying out the project sponsor functions. 

Sponsor 
Subrecipient 
Name 

Enter the name of the sponsor subrecipient. 

Parent Company, 
if applicable 

Enter the name of the parent company, if applicable. 
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Name and Title of 
Contact for 
Sponsor 

Subrecipient 

Enter the name and title of the contact for the sponsor 
subrecipient. 

Email Address Enter the email address of the contact for the sponsor 
subrecipient. 

Business Street 1 Enter the business street address of the sponsor subrecipient. 

Business Street 2 Enter additional business street address information of the 
sponsor subrecipient if applicable. 

City Enter the city in which the sponsor subrecipient is located. 

State Use the dropdown to select the state in which the sponsor 
subrecipient is located. 

Zip Enter the Zip code in which the sponsor subrecipient is located. 

Phone Number Enter the phone number of the sponsor subrecipient. 

Fax Number Enter the Fax number of the sponsor subrecipient. 

Employer 
Identification 
Number (EIN) OR 

Enter the EIN of the sponsor subrecipient. 

OR 

Tax Identification 
Number (TIN) 
DUN & Bradstreet 
number (DUNs), if 
applicable 

Enter the TIN of the sponsor subrecipient. 

Congressional 
District of Address 

Enter the Congressional district in which the sponsor subrecipient 
is located. 

Congressional 
District of Primary 
Service Areas 

Enter the Congressional district of the primary service areas. 

ZIP of Primary 
Service Areas 

Enter the Zip code of the primary service areas. 

Cities of Primary 
Service Areas 

Enter the cities of the primary service areas. 

Counties of 
Primary Service 
Areas 

Enter the counties of the primary service areas. 

Organization's 
Website Address 

The website address of the sponsor subrecipient organization 
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North American 
Industry 
Classification 

System (NAICS) 
Code 

Enter the NAICS code. 

Total HOPWA 
Contract Amount 

Enter the total HOPWA contract amount. Do not type $, commas 
or decimals. 

  

Part 5B: Summary of Project Sponsor Information: Housing Assistance 

Complete the Summary of Project Sponsor Information: Housing Assistance fields as 
follows. 

Note: If the grantee undertakes service delivery activities directly, complete the respective 

performance sections (PART 5B-5F) for all activities conducted by the grantee. 

1. Tenant-Based 
Rental Assistance 
(TBRA) 

Enter the total number of households served and the amount of 
HOPWA funds expended by the project sponsor on Tenant-Based 
Rental Assistance. Complete a separate chart for each project 
sponsor. 

b. Other Rental 
Assistance (RA) 
Programs (if 
approved in 
grant 
agreement) 

In the columns, enter the total number of households served and 
the amount of HOPWA funds expended by the project sponsor on 
Tenant-Based Rental Assistance. Complete a separate chart for 
each project sponsor. 

  

Part 5C: Summary of Project Sponsor Information: Facility-based Housing 
Assistance 

 

Complete the Summary of Project Sponsor Information: Facility-based Housing Assistance 
fields as follows. 

Note: Complete this section for each facility being developed or supported through HOPWA 
funds. 
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1a. Project Site Information for Capital Development of Projects (For Capital Development 
Projects only) 

Type of Facility 
radio buttons 

Select the radio button that best describes the type of facility. 

Type of 
Development 

Check the one box that best describes the type of development. 

In the two columns for that row, enter the HOPWA funds 
expended and the non-HOPWA funds expended. 

a. 
Purchase/lease 
of property 

In the date field, enter the date the property was purchased or 
leased. 

Use the format: MM/DD/YYYY. You can also use the calendar pop-
up by clicking the calendar icon. 

  

Use the dropdown list to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 

b. Rehabilitation/ 
Construction 

Dates 

In the date fields, enter the dates of the rehabilitation/ 
construction. Use the format: MM/DD/YYYY.  You can also use the 

calendar pop-up by clicking the calendar icon. 

For each field, use the dropdown lists to select the month and 
year, and then click the specific date to enter it into the date text 
field. The calendar window automatically closes. 

c. Operation 
dates/Date 
residents began 
to occupy 

In the date field, enter the date operation begins, or the date 
residents are scheduled to begin to occupy. Use the format: 
MM/DD/YYYY.  You can also use the calendar pop-up by clicking 
the calendar icon. 

Use the dropdown list to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
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window automatically closes. 

If there is no scheduled date to occupy, check the "Not yet 
occupied" checkbox. 

d. Date 
supportive 
services began 

In the date field, enter the date supportive services began. Use 
the format: MM/DD/YYYY.   You can also use the calendar pop-up 
by clicking the calendar icon. 

Use the dropdown list to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 

If supportive services have not yet begun, check the "Not yet 
providing support" checkbox. 

e. Number of 
units in the 
facility 

In the unit fields, enter the HOPWA-funded units, and the total 
units. 

f. Waitlist 
checkbox 

If there is a waiting list maintained for the facility, check the box, 
and enter the number of participants on the list at the end of the 
operating year in the field. 

g. What is the 
address of the 
facility (if 
different from 
business 
address)? 

In the address field, enter the address of the facility if it is 
different from the business address. 

h. Site 
confidentiality 
checkbox 

If the site is confidential and is NOT available to the public, check 
this box. 

  

1b. Type of Capital Development Project Units (For Capital Development Projects only) 

For units entered above (1a), please list the number of HOPWA units that fulfill the following 
criteria: 

Type 

Rental units 
constructed (new) 
and/or acquired 
with or without 
rehab 

In each of the five columns, enter the appropriate number. 

Rental units 
rehabbed 

In each of the five columns, enter the appropriate number. 

Homeownership 
units constructed 
(if approved) 

In each of the five columns, enter the appropriate number. 
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2. Summary of Project Sponsor Information: Facility-based Housing Assistance 

Units assisted in types of housing facility/units leased by sponsor 

Note: Indicate the type and number of housing units in the facility, categorized by the 
number of bedrooms per unit. The number of units may not equal the total number of 
households served. Please complete the page for each housing facility assisted. 

a. Housing 

facility radio 
buttons 

Select the radio button that best describes the housing facility. 

Note: If the client has received a hotel/motel voucher, check a. 
Short-term Shelter or Transitional Supportive Housing Facility/Units, 
and add the number of units used in row c. Project-based rental 
assistance units or leased units. Report the number of households 
served and the associated expenditures below in table 3. Housing 
Expenditures row a. Leasing Costs. 

b. Type of 
Facility 

The total number of units operated in the operating year 
categorized by the number of bedrooms per unit. 

For a, b, c, and d, complete the appropriate column (i.e. SRO/0 
bdrm, 1 bdrm). 

If the type of facility is Other, specify the type of facility in the field 
below d. 

  

4. Housing Expenditures 

Enter the total number of households served and the amount of HOPWA funds expended by 
the project sponsor on subsidies for housing involving the use of facilities, master leased 
units, or other scattered site units leased by the organization. 

Housing Assistance Categories 

a. Leasing Costs In the first column, enter the total number of households served. 

In the second column, enter the total HOPWA funds expended. Do 
not type $, commas or decimals. 

Note: If the client has received a hotel/motel voucher, report the 
number of households served and the associated expenditures 
below in table 3. Housing Expenditures row a. Leasing Costs. 

b. Operating 
Costs 

In the first column, enter the total number of households served. 

In the second column, enter the total HOPWA funds expended. Do 
not type $, commas or decimals. 

c. Project-Based 
Rental Assistance 
(PBRA) or other 
leased units 

In the first column, enter the total number of households served. 

In the second column, enter the total HOPWA funds expended. Do 
not type $, commas or decimals. 
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d. Other Activity 
(if approved in 
Grant 

agreement). 
 Specify: 

In the first column, enter the total number of households served. 

In the second column, enter the total HOPWA funds expended. Do 
not type $, commas or decimals. 

Enter the name of the other activity in the text field. 

e. Adjustment to 
eliminate 
duplication 

(subtract) 

In the first column, enter the adjustment of the total number of 
households served. 

f. TOTAL Facility-
Based Housing 
Assistance 

In the first column, enter the total number of households served. 

In the second column, enter the total HOPWA funds expended. Do 
not type $, commas or decimals. 

  

 

Complete the Summary of Project Sponsor Information: Supportive Services fields as 
follows: 

1. Supportive 
Service by type 
of Project 
Sponsor radio 
buttons 

Select the radio button that best describes the supportive service 
by type of Project Sponsor. 

  

2. Listing of Supported Services provided by Project Sponsor Agency 

14. Other Activity 
(if approved in 
grant 
agreement). 

In the text field, describe any other activity. 
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Grant Administration and Other Activities 

21. Resource 
Identification to 
establish, 
coordinate, and 
develop housing 
assistance resources 

Enter the amount of HOPWA funds expended. Do not type $, 
commas or decimals. 

22. Technical 
Assistance to 
Community 
Residences 

Enter the amount of HOPWA funds expended. Do not type $, 
commas or decimals. 

23. Project 
Outcomes/Program 

Evaluation (if 
approved) 

Enter the amount of HOPWA funds expended. Do not type $, 
commas or decimals. 

24. Project Sponsor 
Administration 
(maximum 7% of 
portion of HOPWA 
Grant awarded) 

Enter the amount of HOPWA funds expended. Do not type $, 
commas or decimals. 

25. Other Activity (if 
approved in Grant 
agreement). Specify: 

In the first column, enter the number of households receiving 
HOPWA assistance. 

In the second column, enter the amount of HOPWA funds 

expended. Do not type $, commas or decimals. 

In the text field, describe the other activity. 

26. TOTAL 
Administration and 
Other Activities 

In the first column, enter the total number of households 
receiving HOPWA assistance. 

In the second column, enter the total amount of HOPWA funds 
expended. Do not type $, commas or decimals. 

27. TOTAL 
Expenditures (sum 
of items 16+20+26) 

In the second column, enter the total expenditures (sum of 
items 16+20+26). Do not type $, commas or decimals. 
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Part 5E: Summary of Project Sponsor Information: Certification of Continued Usage for 
HOPWA Facility-Based Stewardship Units (ONLY) 

 

  

1. General Information 

Complete the General Information fields as follows: 

HUD Grant 
Number 

Enter the HUD grant number. 

Year checkboxes Check the appropriate year box for the grant. 

Grantee Name Enter the name of the grantee. 

Date Facility 
Began 
Operations 

In the date field, enter the date the facility began operations. Use 
the format: MM/DD/YYYY.   You can also use the calendar pop-up 
by clicking the calendar icon. 

Use the dropdown list to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 
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2. Number of Units and Leveraging 

Complete the Number of Units and Leveraging fields as follows: 

Housing Assistance 

Number of Units 
Receiving 
Housing 
Assistance with 
HOPWA funds 

In the first column, enter the number of units receiving housing 
assistance with HOPWA funds. 

Amount of 
Leveraging from 
Other Sources 
Used during the 
Operating Year 

In the second column, enter the amount of leveraging from other 
sources use during the operating year. Do not type $, commas or 
decimals. 

  

3. Details of Project Site 

Complete the Details of Project Site fields as follows: 

Project Sites: 
Name of HOPWA-
funded project 

Enter the name of the project. 

Site Information: 
Project Zip 
Code(s) and 

Congressional 
District(s) 

Enter the ZIP code and Congressional District of the project. 

Is the address of 
the project site 
confidential? 

Checkbox 

If the address of the project site is confidential and NOT available 
to the public, check this box. 

Site available to 
the public 

If the site is available to the public, please provide contact 
information, phone, email address/location, if business address is 
different from facility address. 

Name and Title of 
Authorized 
Official 

Enter the name and title of the authorized official for the reporting 
organization. 

Date Signed Enter the date the report was signed. Use the format: 
MM/DD/YYYY. You can also use the calendar pop-up by clicking 

the calendar icon. 

Use the dropdown list to select the month and year, and then click 
the specific date to enter it into the date text field. The calendar 
window automatically closes. 
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Name and Title of 
Contact at 
Grantee Agency 

Enter the name of the person who can answer questions about 
the report and program. 

Contact Phone 
Number 

Enter the phone number of the person who can answer questions 
about the report program. 

Display print 
format checkbox 

The following is a comparison of the effects of this checkbox is 
checked and unchecked: 

Checked Unchecked 

Main menu options not visible at 
top. 

Main menu options visible at 
top. 

Export button not visible at 
bottom of results. 

Export button visible at bottom 
of results. 

"Return to Compliance Reports" 
link visible at bottom of results. 

"Return to Compliance Reports" 
link not visible at bottom of 
results. 

  

  

Report > or Export 

After completing your selections, click on one of the following: 

 

Click the Report > button. The following prompt appears at the top of 
the APR report form, under 1. Grantee Information: 

 

 

Click the Export button to display the option of opening or saving the 
data in XML, text comma-separated, or text tab-separated format. 

  

Use the dropdown to select option in which to save the data. 
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Click Export again to display the Export Report Result: 

  

  

 Click Download to display the File Download dialogue box. 

 

  

Select one of the following: 

Open Click Open to view the document on your computer screen. 

Save Click Save to open a dialog box that allows you to choose the file 
path where the file will be saved. 

Cancel Click Cancel to close the dialog box and return to the Export Report 
Result box. 

  

Note: The system assigns a filename to the download and displays it on the lower left 
corner of the Export Report Result screen shown above. The file extension depends on the 
format you select for the download file (e.g., .xml for XML; .csv for Text, Comma-
Separated; .txt for Text, Tab-Separated). 
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5.7.5.2 HOPWA Consolidated Annual Progress and Evaluation Report 

(CAPER) 

Note: HOPWA CAPER reports should be run only by Admin Agencies or Partners and not by 
Provider agencies. 

The HOPWA Consolidated Annual Performance and Evaluation Report (CAPER) provides 
annual performance reporting on client outputs and outcomes that enables an assessment 
of grantee performance in achieving the housing stability outcome measure. HUD uses this 
data to obtain essential information on such items as grant activities and project sponsors, 

for monitoring and evaluation purposes. 

As HOPWA Formula Program grantees are required to report only on activities undertaken, 
there may be some components of these reporting requirements that are not applicable. 
Grantees are required to submit a complete, accurate CAPER report, and to ensure that the 
information is filed in a timely manner - no later than 90 days after the close of their 
program year. 

An Agency or Administrative Agency dropdown list is displayed on the CAPER Report Filters 
screen so that the CAPER Report can be run more accurately at either the Partner or Admin 
Agency level. 

Note: If a client receives hotel/motel voucher assistance, the household's demographic 
information and outcomes information is reported in the APR or CAPER. The assistance is 
considered a housing assistance activity and must be reported as a facility based - 
transitional/short term housing activity. The CAPER form collects this data in Part 3: 
Accomplishment Data. Chart 1. HOPWA Performance Planned Goal and Actual Outputs, 
under the total number of households served and related expenditures in row 2b, 
Households in transitional/short-term facilities that receive operating subsidies. 

To Access the Report 

To access the CAPER Report, on the Reports menu click Compliance Reports. On the 
Compliance Reports menu, click the HOPWA Consolidated Annual Performance and 
Evaluation Report (CAPER) link.  This takes you to the CAPER Report Filters screen. 

CAPER Reports Filters Screen 

The Filters screen is the first screen you will see when you click on the report link. 

 

Complete the fields as follows: 

Operating 
year for 

By default, this field displays the first day of the current month. 

In the two "date" fields, enter the range of dates you wish to report on. 
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report fields Use the format: MM/DD/YYYY.   You can also use the calendar pop-up by 
clicking the calendar icon. 

  

For each field, use the dropdown lists to select the month and year, and 
then click the specific date to enter it into the date text field. The calendar 
window automatically closes. 

Agency or 
Administrative 

Agency 

Use the dropdown to select your agency. 

Administrative agencies can report on any of their subagencies. If you are 

not an administrative agency, only your agency will display. 

Funding 
Source 

Use the dropdown to select the funding source. 

All funding sources for the agency selected or for agencies managed by 
administrative agencies are listed. 

In the list box, leave the "blank" selection to include all of your funding 
sources in the report. 

OR 

If you wish to report only on a specific funding source, make the appropriate 
selection from the dropdown. 

Display print 
format 
checkbox 

Select this checkbox to generate your report without the ARIES menu bar if 
you want to print your report directly from the browser window. 

 

Click the Report > button to view the report results. 

 

Click the Export button to display the option of opening or saving the data 
in XML, text comma-separated, or text tab-separated format. 
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Use the dropdown to select in which option to save the data. 

 

Click Export again to display the Export Report Result: 

 

  

 Click Download to display the File Download dialogue box. 

 

  

Select one of the following: 

Open Click Open to open the report on your computer screen. 

Save Click Save to open a dialog box that allows you to choose the file 
path where the file will be saved. 
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Cancel Click Cancel to close the dialog box and return to the Export Report 
Result screen. 

  

Note: The system assigns a filename to the download and displays it on the lower left 
corner of the Export Report Result screen shown above. The file extension depends on the 
format you select for the download file (e.g., .xml for XML; .csv for Text, Comma-
Separated; .txt for Text, Tab-Separated). 

Accessing the Report 

Clicking on the Report > button on the Filters screen displays the CAPER report results. 

The name of the agency and the reporting dates appear at the bottom of the Report Results 
screen. 

 

 Review the report results. 

 Follow the instructions for submitting the report. 

  

5.7.6 Missing HOPWA Data Report 

Run the Missing HOPWA Data Report after you run the HOPWA Annual Progress Report 

(APR) to identify clients who are being reported as "Unknown" for certain questions in the 
APR, or to check for missing data that is required for the APR Report. The Missing HOPWA 
Data Report shows the information by the staff person who was responsible for completing 
the client's most recent assessment. 

Keep in mind that HUD expects providers to collect all required data.  If you leave a data 

element blank, it will be counted as an "Unknown."  Depending on your percentage of 
"Unknown" responses, HUD may ask you to collect the missing data and re-submit your 
APR. 

To run the Missing HOPWA Data Report, navigate to Reports > Compliance Reports.  Click 
the link titled Missing HOPWA Data Report. The Report Filter Values screen will appear. 

Report Filter Values 
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Service Date 
to/from fields 

The default from the first dropdown is "Between," and the default 
dates in the "to" and "from" date fields are between the beginning of 
the current month and today's date. 

For a different date range, use the dropdown to select another option, 
as illustrated below, and complete the date fields. 

  

Do not select "Is Null" or "Is Not Null" from the dropdown. 

These two selections yield identical results but are not meaningful for 
most record searches. For example, they do not work with 
comparison operators such as =, <, or <>. 

Service Date 
to/from fields 

If you use the dropdown to select an option other than "Between," 
complete the date fields. Use the format MM/DD/YYYY. 

Note: The "On," "Before," and "After" options require only one date. 

Only the "Between" option requires completion of both date fields. 

You can also use the calendar pop-up by clicking the calendar icon. 



Section 5 

647 

  

For each field, use the dropdown lists to select the month and year, 
and then click the specific date to enter it into the date text field. The 
calendar window automatically closes. 

Display The number of records to display per screen. The default number is 
1000. Type a different number if desired, with no commas. 

Display print 
format 
checkbox 

The following is a comparison of effects when this box is checked and 
unchecked: 

Checked Unchecked 

Main menu options not visible at 
top. 

Main menu options visible at top. 

Export button not visible at 
bottom of results. 

Export button visible at bottom 
of results. 

"Return to Compliance Reports" 
link visible at bottom of results. 

"Return to Compliance Reports" 
link not visible at bottom of 
results. 

  

  

Report > or Export 

After completing your selections, click on one of the following: 

 

Click the Report > button to view the report results. 

 

Click the Export button to display the option of opening or saving the data 
in XML, text comma-separated, or text tab-separated format. 
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Use the dropdown to select in which option to save the data. 

  

Click Export again to display the Export Report Result. The system-
assigned file name appears opposite the Download button 

  

  

 Click Download to display the File Download dialogue box. 

 

  

Select one of the following: 

Open Click Open to open the report on your computer screen. 

Save Click Save to open a dialogue box that allows you to choose the file 
path where the file will be saved. 
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Cancel Click Cancel to close the dialogue box and return to the Export 
Report Result screen. 

  

Note: The system assigns a filename to the download and displays it on the lower left 
corner of the Export Report Result screen shown above. The file extension depends on the 
format you select for the download file (e.g., .xml for XML; .csv for Text, Comma-
Separated; .txt for Text, Tab-Separated). 

Accessing the Report 

Clicking on the Report > button on the Filters screen displays the HOPWA Missing Data 
Report results. 

 

  

The three columns list the following information: 

 Client Name - The name of the client who has missing data. 

 Staff Name - The name of the staff person who originally input the data. 

 Missing Data - The data that is missing. 

The name of the agency and the reporting dates appear at the bottom of the Report Results 
screen. 

Completing the Missing Data 

 Use the Client Name link on the HOPWA Missing Data Report to navigate to the 
Contact Info screen from which you can navigate to the missing data. 

 

 Enter the missing data on all relevant screens; for example, supply the HUD 
Homeless Status data for this client on the HOPWA Housing and Income Assessment 
Part 1 screen. 

 Or, you may ask the staff member listed on the HOPWA Missing Data Report who 

originally input the information to complete the missing data on all relevant screens. 

After Completing the Missing Data 

Re-run the HOPWA Annual Progress Report after the missing data has been supplied to be 
sure that it is complete. You may need to run the HOPWA Missing Data Report more than 
once, until all data is complete. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 
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5.7.6.1 Share Status Change Report 

When you run the Share Status Change Report, ARIES displays a log of share status 

changes by client. A change in share status occurs when the "Agrees to Share Data" field on 
the Agency Specifics Edit screen is updated from "Yes" to "No" or vice versa. 

Regarding changes from "No" to "Yes," it is important to remember that some data, 
regardless of a client's share status, is never shared across agencies. Examples are 
substance abuse, mental health, legal, and incident report information. 

To run the report, go to Reports > Compliance and click the link for Share Status Change 
Report. The Filter Values screen for this report will appear. 

Report Filter Values 

 

Complete the fields as follows. 

Share Change 
Date dropdown 

Select an operator: On, Before, After, or Between. 

Note: Do not select "Is Null" or "Is Not Null" from the dropdown. 
"Is Null" would produce 0 results and "Is Not Null" would produce 
every single Share Status Change; therefore, neither selection 
would produce meaningful results for the report. 

Date fields If you selected "On," "Before" or "After" from the Share Change 
Date dropdown, you need complete only one date field. Type the 
date in the window with format MM/DD/YYYY. Or use the popup 
calendar. 
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Use the dropdown lists to select the month and year, then click the 
specific date to enter it into the date text field. The calendar 
window automatically closes. 

If you selected "Between" from the Share Change Date dropdown, 
you will need to complete both date fields with the "from" and "to" 
dates. 

Display print 
format 

The following is a comparison of effects when this checkbox is 
checked and unchecked: 

Checked Unchecked 

Main menu options 
not visible at top. 

Main menu options visible at top. 

Export button not 
visible at bottom of 
results. 

Export button visible at bottom of results. 

"Return to 
Management 

Reports" link visible 
at bottom of 
results. 

"Return to Management Reports" link not 
visible at bottom of results. 

  

 

Click this button to display the Share Status Change Report. 

 

When you click this button, a dialog appears which gives you the 
option of saving the data in XML format, as comma-separated text, 
or tab-separated text. 
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Choose a format from the dropdown and click Export again. The 
report is then saved in the selected format. You are prompted to 

click the Download button, which now appears on your screen, to 
save the file to your computer. 

If you used the Table option, there will be a separate button for 
each table within your report, and you must download each one 
separately. 

  

The Share Status Change report displays the following columns. 

 

  

Client Name The name of the client whose share status has changed in the 
report period. 

Shared The client's current share status (Yes/No). 

Date Changed The date on which the client's share status was changed. 

Agency Name The agency serving the client. 

  

Note that some clients are listed more than once on the report. There are several possible 
reasons. For example, the client may be served by more than one agency and may have 
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chosen a non-share status with one agency and a share status with another. Or, if the client 
has a non-share status with both agencies, each agency will maintain separate records for 
the client. If the client is listed twice with the same agency, it is possible that the client's 

records are duplicated. 

  

 

The bottom of the table displays the number of records and the time and date of the report 
display, and the filters specified in the previous screen. 

Export: Clicking the Export button on the Results page takes you back to the Filter Values 
screen. Use the Export button on that page, not on the Results page, to export your data. 

 

5.7.7 HAB QM Indicators Report 

 For details on the QM Client Follow-Up Report, click here. 

 To view a reference table of HAB QM Indicators calculations, click here. 

With the HAB QM Indicators Report, ARIES incorporates agency performance indicators 
created by the HIV/AIDS Bureau (HAB) to measure clinical care, medical case management, 
oral health and AIDS Drug Assistance Programs. In running a report, users may select the 
measures most important to their agencies and the populations they serve. A report can be 
run by an individual agency; or an administrative agency can run aggregate data for all of 
the agencies it administers. 

Submission to HAB of data from this report is not currently required. However, grantees are 
strongly encouraged to track and trend data on these measures to monitor the quality of 
care provided; identify areas for improvement; and include these areas in their quality 
management plans. Grantees can include the core clinical performance measures in their 
quality management plans. 

The HAB QM Indicators Report identifies a population that meets certain criteria related to 
standards of care. Within this population, the indicators identify subsets whose service 
outcomes are measured as a percentage by dividing the number of clients meeting the 
criteria (numerator) by the number of eligible clients in the population as a whole 
(denominator). The numerator and denominator are displayed in a column of the summary 
report. 



ARIES R18 Client Help Manual 

654 

 

Denominator 

The Denominator of all HAB QM measurements requires that a client be HIV-positive or 
AIDS-diagnosed. As defined by HRSA, the Denominator is the number of HIV-positive clients 
who: 

 Have been enrolled in your agency six months or longer as of the end of the 
reporting. Based on the Agency Enrollment Date on the Agency Specifics screen. 

 Had at least one medical visit with "a provider with prescribing privileges" (e.g., MD, 

PA, NP) in an HIV care setting (i.e., Ryan White funded) during the reporting period. 

 Had at least one "flagged" medical service at any agency during the reporting period. 
Only certain secondary services meet HAB's definition of "medical visits." The 
following secondary services are flagged for QM in ARIES. Note that Laboratory 
Services are not flagged for QM: 

o Outpatient/Ambulatory Medical Care 

o Follow-Up Visit 

o Infectious Diseases 

o Medication 

o Urology 

o Ob/Gyn 

o Oncology 

o Other Specialty 

o Urgent Care Visit 

Note: Related/Affected clients will be excluded from all measurements. 

Numerator 

The Numerator is the number of clients from the Denominator who had two or more medical 
visits at least three months apart during the reporting period. 

Note: The Denominator of all HAB QM measurements requires that a client be HIV-positive 

or AIDS-diagnosed.  Therefore, Related/Affected clients will be excluded from all 
measurements. 

For patient management, users may run a follow-up report identifying clients in the 
denominator but not the numerator, indicating clients who did not receive the required level 
of care. 
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Running the Report 

To navigate to the HAB QM Indicators Report, click Reports > Compliance > HAB QM 
Indicators Report. The HAB QM Indicators Filters screen appears. 

 

Filter Values 

Select your report filters as follows. 

Report Period 
Between 

Enter a date in each window to cover the "From" and "To" dates. 

Check to make sure the ending date is on or after the starting 
date. 
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Note: You must enter a date range that is at least one year apart. 

Type dates in format MM/DD/YYYY. You can also use the calendar 
pop-up by clicking the calendar icon. 

 

For each field, use the dropdown lists to select the month and 
year, and then click the specific date to enter it into the date text 
field. The calendar window automatically closes. 

Check to make sure the ending date is on or after the starting 

date. 

Note: Be aware that the wider the date range, the more 
information your report will contain; and the longer the time 
required to generate it. 

Agency or 
Administrative 
Agency 

Select your agency from the dropdown list. For Admin Agencies, 
the dropdown includes the names of all agencies that the user 
manages. 

Aggregate Data 
for 
Administrative 
Agency 

Check this box to obtain an aggregate report on all agencies 
managed by an Admin Agency. 

Note: The checkbox is visible only to Admin Agencies. 

Funding Source To filter your report by a specific funding source that paid for a 
service, make a selection from this dropdown. If no selection is 
made, the report includes all services regardless of the funding 
sources that paid for the services. 

Program To filter your report by a specific program through which a service 
was provided, make a selection from this dropdown. If no selection 
is made, the report includes all programs applicable to the 
reporting agency. 
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Age To filter your report by an age range for the selected clients (as of 
the end of the reporting period), make a selection from this 
dropdown. As in RDR, the options are: Less than 2 years; 2 to 12 

years; 13 to24 years; 25 to 44 years; 45 to 64 years; 65 years or 
older. "Unknown" does not apply, since a client's age cannot be 
unknown in ARIES. 

Race The filter the report by race, make a selection from this dropdown, 
which contains the Race categories from the RDR. 

Note: If the report is being run for multiple agencies, a non-share 
client may have multiple demographic records within the Agency 
Filter scope. In that case, the report selects the one with the most 
recent Edit Date. 

Gender To filter by gender for the selected clients, make a selection from 
this dropdown. The source of the dropdown options is the master 
list of gender from the ARIES Admin setup screen 

Unique Client 
Identifier 

To minimize duplicated results in this report, ARIES provides the 
option to identify clients by either HRSA URN or Extended URN. 

Select the appropriate radio button. Extended URN is the default 

selection. 

Group 1 Group 1 represents the first five core clinical performance 
measures deemed critical for HIV programs to monitor. These 
measures can be used by all programs funded by the Ryan White 
HIV/AIDS Program. 

Select the desired indicators for inclusion in your report by 
checking one or more of the Group 1 boxes; or, to select all, click 
the Select All link at the top of the Group 1 box. Leaving a given 
checkbox unchecked excludes it from the report. 

Group 2 Group 2 includes eight of the nine HAB Group 2 QM Indicators. 
(ARIES does not collect the required data for the ninth item, the 
Lipid Screening indicator.) These measures can be used by all 
programs funded by the Ryan White HIV/AIDS Program. 

Select the desired indicators for inclusion in your report by 
checking one or more of the Group 2 boxes; or, to select all, click 

the Select All link at the top of the Group 2 box. Leaving a given 
checkbox unchecked excludes it from the report. 

Display The Display text field at the bottom of the screen allows you to 
control the maximum number of rows that will appear in your 
report. The more results you ask for, the longer the search will 
take. The default is set at 1000, which typically fills the screen 

with results. You can always narrow your search or increase your 
search results later. 
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Display print 
format 

Check this box to generate your report without the ARIES menu 
bar if you want to print your report directly from the browser 
window. 

 

Click the Report button to run the report and display results on 
the screen. 

 

Click Export to immediately save all report results to a file for 
download. For details, see the section below on Exporting 
Summary Results. 

  

Summary Report 

The Summary Report displays the summary results for each of the selected QM Indicators. 

 

The results screen displays the summary results and description of each selected QM 
Indicator. For each indicator, both the numerator and the denominator of the outcome 
calculations are displayed. The outcome is displayed as a percentage in a separate column. 

The filter values you selected are displayed at the bottom of the report, just above the 
Export button. 

  

Summary Report Data Considerations 

If you think the Denominator for Measure 1 looks lower than you think it should be, you 
may want to: 

 Check that your clients' HIV status information is up-to-date. 

 Check that all their services -- particularly the "flagged" medical services -- have 
been entered completely and timely. 
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 Be sure that the date the service was provided -- not the date of entry -- is being 
entered on the Services Screen. 

Note: Remember that newly enrolled clients won't show up in the Denominator because 

HAB excludes clients enrolled during the last six months of the reporting period from 
Measure 1. 

  

Follow-Up Report 

Adjacent to the percentage for each Indicator on the Summary Results page is a button 

labeled QM Client Follow-Up. 

For patient management, users may run a Follow-Up Report identifying clients who were in 
the Denominator of a particular QM Indicator, but not in the Numerator (i.e., clients who did 
not receive the required level of care). 

Clients are listed alphabetically, and the report includes each client's Age (as of the end of 
the reporting.), Race (same grouping as in the RDR), Gender, Share Status, and Staff. The 
same filter values (criteria) used to generate the Summary Report will be used to generate 
the Detail report, and the filter values are shown on the report screen. 

  

Follow-Up Report Data Considerations 

 Look up the service screen for those clients who are listed on the QM Client Follow-
Up Report in ARIES. 

 Review the services that were provided during the reporting period 

o If there are any "flagged" medical services that have not been entered, enter 
them with the correct date of service. 

o If a "medical visit" occurs on the same day as a Laboratory Service, enter 
both services, not just the Laboratory Service. 

 Re-run the HAB QM Indicator Report for Measure 1 at least one day after you have 
entered any missing or incorrect data. You should see the percentage improve and 
fewer (no) clients on the QM Client Follow-Up report. 

Note: For details on running the HAB QM Indicators Follow-Up Report, click here. 

  

Exporting Summary Results 

You may export HAB QM Indicators results in two ways: 

 The entire set of results. The export file includes a flag identifying which clients were 
in the Numerator, as well as additional demographic data. 

o To export this data, click Export on the Summary Report screen which 
returns you to the filter values screen. There, click Export again. 

o An Export Results page appears. On this page, select an export format: XML, 
Comma-separated Text, or Tab-separated Text. Then click the Export button. 
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o A Download button appears on this page, along with the system-assigned 
name of the report for the entire results. 

 

 

o Click this button to save the file to your computer. If you used the XML 
format option, all of the results will be included in a single file. If you used the 

Comma-separated Text or Tab-separated Text option, a separate report is 
created for each measure, and you must download each report separately. 

o You can open a downloaded report with your application on the hard drive. 

 Results for individual measures. When you click the Report > button, results for each 
QM measure appear on your computer screen in a separate row. To the right of each 
row is a separate QM Client Follow-Up button. To export this data, click the QM 
Client Follow-Up button for the row you have selected on the Summary Report 
screen. 

o A Follow-Up Report screen appears. Click the Export button on this screen. 

o An Export Results page appears. On this page, select an export format: XML, 
Comma-separated Text, or Tab-separated Text. Then click the Export button. 

o The page expands to display a Download button, along with the system-
assigned name of the report for the specific measure. Click this button to save 
the file to your computer. 

This completes the operation for exporting the entire set of results. For details on the QM 
Client Follow-Up Report, click here. 

  

5.7.8 HAB QM Indicators Follow-Up 

 To view a reference table of HAB QM Indicators calculations, click here. 

Adjacent to the percentage for each Indicator on the summary results page is a button 

labeled QM Client Follow-Up. 
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Clicking on this button displays the Follow-Up Report for that Indicator. 

 

The Follow-Up Report displays a list of clients who were in the Denominator of a particular 
QM Indicator, but not in the Numerator. This designates clients who did not receive the 
required level of care. The report can be used to follow up with these clients and improve 
the level of care measured by an Indicator. 

Clients are listed alphabetically, and the report includes each client's age as of the end of 
the reporting period, race (the same groupings as in the RDR), gender, share status, and 

staff. The same filter criteria used to generate the Summary Report are used to generate 
the Detail report, and the filter values are shown on the report screen. 

Exporting Follow-Up Results 

Two types of exports are available for QM Indicators: export of the summary results, and 
export of the follow-up data. The latter type is covered directly below. For details on the 

summary results export, see the section on Exporting Summary Results. 

 

To export a follow-up report for a given Indicator, first display the report by clicking the QM 
Client Follow-Up button for that Indicator on the summary results page. 
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Then click the Export button on the Follow-Up Report screen. An Export Results dialog 
appears. 

 

 Make a selection from the Export Format dropdown and click Export. An Export 
Report Result dialog appears, prompting you to download the export file to your 
computer. 

 

Note that although the Export Format dropdown appears again on this screen, it does not 
provide the option of selecting a different output format before the download. Instead, the 
file will be downloaded in the format you chose on the previous screen. The name of the 
output file, with file extension, appears opposite the Download button. 
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5.7.9 HAB QM Indicator Calculations 

Adult/Adolescent Clients Group 1 Indicators 

Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Core Clinical 

ARV 
Therapy for 
Pregnant 
Women 

Y Percentage of 
pregnant 
women with 
HIV infection 
who are 
prescribed 
antiretroviral 

therapy 

Number of HIV-
infected 
pregnant 
women who 
were prescribed 
antiretroviral 
therapy during 

the 2nd and 
3rd trimesters 

Number of 
HIV-infected 
pregnant 
women who 
had a medical 
visit with a 
provider with 

prescribing 
privileges, i.e. 
MD, PA, NP at 
least once in 
the 
measurement 

year 

1) Patients 
whose 
pregnancy is 
terminated 

2) Pregnant 
patients who 

are in the 1st 
trimester and 
newly 
enrolled in 
care during 
last three 
months of 
the 
measurement 
year 

CD4 T-Cell 
Count 

Y Percentage of 
clients with HIV 

infection who 
had 2 or more 
CD4 T-cell 
counts 
performed in 
the 
measurement 

year 

Number of HIV-
infected clients 

who had 2 or 
more CD4 T-
cell counts 
performed at 
least 3 months 
apart during 
the 

measurement 
year 

Number of 
HIV-infected 

clients who had 
a medical visit 
with a provider 
with 
prescribing 
privileges1, i.e. 
MD, PA, NP at 

least once in 
the 
measurement 
year 

1) Patients 
newly 

enrolled in 
care during 
last six 
months of 
the year 
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Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Core Clinical 

HAART Y Percentage of 
clients with 
AIDS who are 
prescribed 
HAART 

Number of 
clients with 
AIDS who were 
prescribed a 
HAART regimen 
within the 
measurement 
year 

Number of 
clients who: 

 have a 
diagnosis of 
AIDS 

(history of a 
CD4 T-cell 
count below 
200 
cells/mm3 or 
other AIDS-

defining 
condition), 
and 

 had at least 
one medical 
visit with a 
provider 
with 
prescribing 
privileges, 
i.e. MD, PA, 
NP in the 
measuremen
t year. 

1) Patients 
newly 
enrolled in 
care during 
last three 
months of 
the 
measurement 
year 

Medical 
Visits 

Y Percentage of 
clients with HIV 
infection who 
had two or 
more medical 
visits in an HIV 
care setting in 
the 
measurement 
year 

Number of HIV-
infected clients 
who had a 
medical visit 
with a provider 
with prescribing 
privileges, i.e. 
MD, PA, NP, in 
an HIV care 
setting two or 
more times at 
least 3 months 
apart during 
the 
measurement 
year 

Number of 
HIV-infected 
clients who had 
a medical visit 
with a provider 
with 
prescribing 
privileges at 
least once in 
the 
measurement 
year 

1) Patients 
newly 
enrolled in 
care during 
last six 
months of 
the year 
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Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Core Clinical 

PCP 
Prophylaxis 

Y Percentage of 
clients with HIV 
infection and a 
CD4 T-cell 
count below 
200 cells/mm3 
who were 
prescribed PCP 
prophylaxis 

Number of HIV-
infected clients 
with CD4 T-cell 
counts below 
200 cells/mm3 
who were 
prescribed PCP 
prophylaxis 

Number of 
HIV-infected 
clients who: 

 had a 
medical visit 

with a 
provider 
with 
prescribing 
privileges, 
i.e. MD, PA, 

NP at least 
once in the 
measuremen
t year, and 

 had a CD4 
T-cell count 
below 
200cells/mm
3 

1) Patients 
with CD4 T-
cell counts 
below 200 
cells/mm3 
repeated 
within 3 
months rose 
above 200 
cells/mm3 

2) Patients 
newly 
enrolled in 
care during 
last three 
months of 
the 
measurement 

year 

Viral Load 
Monitoring 

Y Percentage of 
patients, 

regardless of 
age, with a 
diagnosis of 
HIV/AIDS with 
a viral load test 
performed at 
least every six 
months during 
the 
measurement 
year 

Number of 
patients with a 

viral load test 
performed at 
least every 6 
months 

Number of 
patients, 

regardless of 
age, with a 
diagnosis of 
HIV/AIDS who 
had at least 

two medical 
visits during 

the 
measurement 
year, with at 
least 60 days 
in between 
each 

visit 

Patients 
newly 

enrolled in 
care during 
last 6 months 
of the 
measurement 
year 
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Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Core Clinical 

Viral Load 
Suppression 

N Percentage of 
patients, 
regardless of 
age, with a 
diagnosis of 
HIV/AIDS 
with viral 
load below 
limits of 
quantification 
at last test 

during the 
measurement 
year 

Number of 
patients with 
viral load 
below limits 
of 
quantification 
at last test 
during the 
measurement 
year 

Number of 
patients, 
regardless of 
age, with a 
diagnosis of 
HIV/AIDS 
who: 

 had at 
least two 
medical 
visits 

during the 
measurem
ent year 
with at 
least 60 
days in 

between 
each visit; 
and 

 were 
prescribed 
antiretrovi
ral therapy 
for at least 
6 months; 
and 

 had a viral 
load test 

during the 
measurem
ent year 

None 
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Adult/Adolescent Clients Group 2 Indicators 

Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Core Clinical 

Adherence 
Assessment 
& 
Counseling 

Y Percentage of 
clients with 
HIV infection 
on ARVs who 
were assessed 
and 
counseled1,2 
for adherence 
two or more 

times in the 
measurement 
year 

Number of 
HIV-infected 
clients, as part 
of their 
primary care, 
who were 
assessed and 
counseled for 
adherence two 

or more times 
at least three 
months apart 

Number of HIV-
infected clients 
on ARV therapy 
who had a 
medical visit 
with a provider 
with prescribing 
privileges at 
least once in 

the 
measurement 
year 

1) Patients 
newly enrolled 
in care during 
last six 
months of the 
year 

2) Patients 
who initiated 

ARV therapy 
during last six 
months of the 
year 

Cervical 
Cancer 

Screening 

Y Percentage of 
women with 

HIV infection 
who have a 
Pap screening 
in the 
measurement 
year 

Number of 
HIV-infected 

female clients 
who had Pap 
screen results 
documented in 
the 
measurement 

year 

Number of HIV-
infected female 

clients who: 

 were >18 
years old1 in 
the 
measure-
ment year or 

reported 
having a 
history of 
sexual 
activity , and 

 had a 
medical visit 
with a 
provider with 
prescribing 
privileges2 
at least once 
in the 
measure-
ment year 

1) Patients 
who were < 

18 years old 
and denied 
history of 
sexual activity 

2) Patients 
who have had 
a 
hysterectomy 
for non-
dysplasia/non-
malignant 
indications 
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Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Core Clinical 

Hepatitis B 
Vaccination 

Y Percentage of 
clients with 
HIV infection 
who 
completed the 
vaccination 
series for 
Hepatitis B 

Number of 
HIV-infected 
clients with 
documentation 
of having ever 
completed the 
vaccination 
series for 
Hepatitis B 

Number of HIV-
infected clients 
who had a 
medical visit 
with a provider 
with prescribing 
privileges at 
least once in 
the 
measurement 
year 

1) Patients 
newly enrolled 
in care during 
the 
measurement 
year 

2) Patients 
with evidence 
of current HBV 
infection (Hep 
B Surface 
Antigen, Hep 
B e Antigen, 
Hep B e 
Antibody or 
Hep B DNA) 

3) Patients 
with evidence 
of past HBV 
infection with 
immunity 
(Hep B 
Surface 
Antibody 

without 
evidence of 
vaccination) 

Hepatitis C 
Screening 

Y Percentage of 
clients for 

whom 
Hepatitis C 
(HCV) 
screening was 
performed at 
least once 
since the 
diagnosis of 
HIV infection 

Number of 
HIV-infected 

clients who 
have 
documented 
HCV status in 
chart 

Number of HIV-
infected clients 

who had a 
medical visit 
with a provider 
with prescribing 
privileges at 
least once in 
the 
measurement 
year 

None 
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Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Core Clinical 

HIV Risk 
Counseling 

Y Percentage of 
clients with 
HIV infection 
who received 
HIV risk 
counseling 
within the 
measurement 
year 

Number of 
HIV-infected 
clients, as part 
of their 
primary care, 
who received 
HIV risk 
counseling 

Number of HIV-
infected clients 
who had a 
medical visit 
with a provider 
with prescribing 
privileges2 at 
least once in 
the 
measurement 
year 

None 

Lipid 
Screening 

N Percentage of 
clients with 
HIV infection 
on HAART who 
had a fasting 
lipid panel1 

during the 
measurement 
year 

Number of 
HIV-infected 
clients who: 

 were 
prescribed 
HAART, and 

 had a fasting 
lipid panel in 
the 
measuremen
t year 

Number of HIV-
infected clients 
who are on 
HAART and who 
had a medical 
visit with a 

provider with 
prescribing 
privileges2 at 
least once in 
the 
measurement 
year 

None 

Oral Exam Y Percent of 
clients with 
HIV infection 
who received 
an oral exam 

by a dentist at 
least once 
during the 
measurement 
year 

Number of 
clients who had 
an oral exam 
by a dentist 
during the 

measurement 
year, based on 
patient self 
report or other 
documentation 

Number of 
clients with HIV 
infection who 
had a medical 
visit with a 

provider with 
prescribing 
privileges1 at 
least once in 
the 
measurement 
year 

None 
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Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Core Clinical 

Syphilis 
Screening 

Y Percentage of 
adult clients 
with HIV 
infection who 
had a test for 
syphilis 
performed 
within the 
measurement 
year 

Number of 
HIV-infected 
clients who had 
a serologic test 
for syphilis 
performed at 
least once 
during the 
measurement 
year 

Number of HIV-
infected clients 
who: 

 were >18 
years old in 

the 
measuremen
t year1 or 
had a history 
of sexual 
activity < 18 

years, and 

 had a 
medical visit 
with a 
provider with 
prescribing 
privileges2 
at least once 
in the 
measure-
ment year 

1) Patients 
who were < 
18 years old 
and denied a 
history of 
sexual activity 
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Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Core Clinical 

TB Screening N Percentage 
of clients 
with HIV 
infection 
who 
received 
testing with 
results 
documented 
for latent 
tuberculosis 

infection 
(LTBI) since 
HIV 
diagnosis 

Number of 
clients who 
received 
documented 
testing for 
LTBI with 
any approved 
test 
(tuberculin 
skin test 
[TST] or 

interferon 
gamma 
release assay 
[IGRA]) since 
HIV 
diagnosis 

Number of 
HIV-infected 
clients who: 

 do not 
have a 

history of 
previous 
documente
d culture-
positive TB 
disease or 

previous 
documente
d positive 
TST or 
IGRA1; 
and 

 had a 
medical 
visit with a 
provider 
with 
prescribing 
privileges2 
at least 
once in the 
measurem
ent year. 

None 
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Adult/Adolescent Clients Group 3 Indicators 

Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Core Clinical 

Chlamydia 
Screening 

N Percentage of 
clients with HIV 
infection at risk 
for sexually 
transmitted 
infections (STI) 
who had a test 
for Chlamydia 
within the 

measurement 
year 

Number of 
HIV-infected 
clients who 
had a test for 
Chlamydia 

Number of 
HIV-infected 
clients who 
were either: a) 
newly enrolled 
in care; b) 
sexually active; 
or c) had a STI 
within the last 

12 months, 
and had a 
medical visit 
with a provider 
with 
prescribing 

privileges at 
least once in 
the 
measurement 
year 

1) Patients 
who were < 
18 years old 
and denied a 
history of 
sexual 
activity 

Gonorrhea 
Screening 

N Percentage of 
clients with 
HIV infection 
at risk for 
sexually 
transmitted 
infections 
(STIs) who 
had a test for 
gonorrhea 
within the 
measurement 
year 

Number of 
HIV-infected 
clients who 
had a test for 
gonorrhea 

Number of 
HIV-infected 
clients who 
were either: a) 
newly enrolled 
in care; b) 
sexually active; 
or c) had a STI 
within the last 
12 months; 
and had a 
medical visit 
with a provider 

with 
prescribing 
privileges at 
least once in 
the 
measurement 

year 

1) Patients 
who were < 
18 years old 
and denied a 
history of 
sexual 
activity 
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Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Core Clinical 

Hepatitis B 
Screening 

Y Percentage of 
clients with HIV 
infection who 
have been 
screened for 
Hepatitis B 
virus infection 
status 

Number of 
HIV-infected 
clients who 
have 
documented 
Hepatitis B 
infection 
status in the 
health record 

Number of 
HIV-infected 
clients who had 
a medical visit 
with a provider 
with 
prescribing 
privileges at 
least once in 
the 
measurement 

year 

None 

Hepatitis/HIV 
Alcohol 
Counseling 

N Percentage of 
clients with HIV 
and Hepatitis B 
(HBV) or 
Hepatitis C 

(HCV) infection 
who received 
alcohol 
counseling 
within the 
measurement 
year 

Number of 
HIV-infected 
clients who 
received 
alcohol 

counseling 

Number of 
HIV-infected 
clients who 
were co-
infected with 

HBV or HCV; 
and had a 
medical visit 
with a provider 
with 
prescribing 
privileges at 

least once in 
the 
measurement 
period 

None 

Influenza 

vaccination 
N Percentage of 

clients with HIV 
infection who 
have received 
influenza 
vaccination 
within the 
measurement 

period 

Number of 

HIV-infected 
clients who 
received 
influenza 
vaccination 
within this 
time frame 

Number of 

HIV-infected 
clients who had 
no documented 
evidence of 
vaccination; 
and a medical 
visit with a 

provider with 
prescribing 
privileges at 
least once in 
the 
measurement 
period 

1) Patients 

allergic to 
vaccine 
components 
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Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Core Clinical 

MAC 
Prophylaxis 

N Percentage of 
clients with HIV 
infection with 
CD4 count < 50 
cells/mm3 who 
were prescribed 
Mycobacterium 
avium Complex 
(MAC) 
prophylaxis 
within the 

measurement 
year 

Number of 
HIV-infected 
clients with 
CD4 count < 
50 cells/mm3 
who were 
prescribed 
MAC 
prophylaxis 

Number of 
HIV-infected 
clients who had 
a CD4 count < 
50 cells/mm3; 
and medical 
visit with a 
provider with 
prescribing 
privileges at 
least once in 

the 
measurement 
year 

1) Patients 
who have 
disseminated 
MAC 

Mental Health 
Screening 

Y Percentage of 
new clients with 
HIV infection 

who have had a 
mental health 
screening 

Number of 
HIV-infected 
clients who 

received a 
mental health 
screening 

Number of 
HIV-infected 
clients who 

were new 
during the 
measurement 
year, and had a 
medical visit 
with a provider 
with 

prescribing 
privileges at 
least once in 
the 
measurement 
year 

None 

Pneumococcal 
Vaccination 

N Percentage of 
clients with HIV 
infection who 
ever received 
pneumococcal 
vaccine 

Number of 
HIV-infected 
clients who 
ever received 
pneumococcal 
vaccine 

Number of 
HIV-infected 
clients who had 
no documented 
evidence of 
vaccination; 

and a medical 
visit with a 
provider with 
prescribing 
privileges at 
least once in 
the 
measurement 
year 

1) Patients 
with CD4 
counts < 200 
cells/mm3 
within the 
measurement 

year 
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Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Core Clinical 

Substance 
Use 
Screening 

Y Percentage of 
new clients with 
HIV infection 
who have been 
screened for 
substance use 
(alcohol & 
drugs) in the 

measurement 
year 

Number of 
new HIV-
infected 
clients who 
were 
screened for 
substance use 
within the 
measurement 
year 

Number of 
HIV-infected 
clients who 
were new 
during the 
measurement 
year, and had a 
medical visit 
with a medical 
provider with 
prescribing 

privileges at 
least once in 
the 
measurement 
year 

None 

Tobacco 

Cessation 
Counseling 

N Percentage of 

clients with HIV 
infection who 
received 
tobacco 
cessation 
counseling 
within the 

measurement 
year 

Number of 

HIV-infected 
clients who 
received 
tobacco 
cessation 
counseling 

Number of 

HIV-infected 
clients who 
used tobacco 
products within 
the 
measurement 
year; and had 

a medical visit 
with a provider 
with 
prescribing 
privileges at 
least once in 

the 
measurement 
year 

1) Patients 

who deny 
tobacco use 
throughout 
the 
measurement 
year 

Toxoplasma 
Screening 

N Percentage of 
clients with 
HIV infection 

for whom 
Toxoplasma 
screening 
was 
performed at 
least once 
since the 
diagnosis of 
HIV infection 

Number of 
HIV-
infected 

clients who 
have 
documented 
Toxoplasma 
status in 
health 
record 

Number of 
HIV-infected 
clients who 

had a 
medical visit 
with a 
provider with 
prescribing 
privileges at 
least once in 
the 
measurement 
year 

1) Patients 
with known 
toxoplasmic 

disease, e.g. 
Toxoplasma 
gondii 
encephalitis 
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Performance 

Measure 

OPR-

Related 
Definition Numerator Denominator 

Patient 

Exclusions 

Medical Case Management 

Care Plan N Percentage of 
HIV-infected 
medical case 
management 

clients who had 
a medical case 
management 
care plan 
developed 
and/or updated 

two or more 
times in the 
measurement 
year. 

Number of HIV-
infected 
medical case 
management 

clients who had 
a medical case 
management 
care plan 
developed 
and/or updated 

two or more 
times which are 
at least three 
months apart in 
the 
measurement 

year. 

Number of HIV-
infected 
medical case 
management 

clients who had 
at least one 
medical case 
management 
encounter in 
the 

measurement 
year. 

1) Medical 
case 
management 
clients who 

initiated 
medical case 
management 
services in 
the last six 
months of 

the 
measurement 
year. 

2) Medical 
case 
management 

clients who 
were 
discharged 
from medical 
case 
management 

services prior 
to six months 
of service in 
the 
measurement 
year. 



Section 5 

677 

Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Medical Case Management 

Medical 
Visits 

N Percentage of 
HIV-infected 
medical case 
management 
clients who 
had two or 
more medical 
visits in an 
HIV care 
setting in the 
measurement 

year. 

Number of 
HIV-infected 
medical case 
management 
clients who 
had a 
medical visit 
with a 
provider with 
prescribing 
privileges two 

or more 
times at least 
three months 
apart in the 
measurement 
year that is 
documented 
in the 
medical case 
management 
record. 

Number of 
HIV-infected 
medical case 
management 
clients who 
had at least 
one medical 
case 
management 
encounter in 
the 

measurement 
year. 

1) Medical 
case 
management 
clients who 
initiated 
medical case 
management 
services in the 
last six 

months of the 
measurement 
year. 

2) Medical 
case 
management 
clients who 
were 
discharged 
from medical 
case 

management 
services prior 
to six months 

of service in 
the 
measurement 
year. 

  

  

Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Oral Health 

Dental and 

Medical History 
N Percentage of 

HIV-infected 
oral health 
patients who 
had a dental 
and medical 
health history 
(initial or 

updated) at 
least once in 
the 
measurement 
year. 

Number of 

HIV-infected 
oral health 
patients who 
had a dental 
and medical 
health history 
(initial or 

updated) at 
least once in 
the 
measurement 
year. 

Number of 

HIV-infected 
oral health 
patients that 
received a 
clinical oral 
evaluation at 
least once in 

the 
measurement 
year. 

1) Patients 

who had only 
an evaluation 
or treatment 
for a dental 
emer-gency 
in the 
measurement 

year. 

2) Patients 
who were < 
12 months 
old. 
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Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Oral Health 

Dental 
Treatment Plan 

N Percentage of 
HIV-infected 
oral health 
patients who 
had a dental 
treatment 
plan 
developed 
and/or 
updated at 
least once in 

the 
measurement 
year. 

Number of 
HIV-infected 
oral health 
patients who 
had a dental 
treatment 
plan 
developed 
and/or 
updated at 
least once in 

the 
measurement 
year. 

Number of 
HIV-infected 
oral health 
patients that 
received a 
clinical oral 
evaluation at 
least once in 
the 
measurement 
year. 

1) Patients 
who had only 
an evaluation 
or treatment 
for a dental 
emer-gency 
in the 
measurement 

year. 

2) Patients 
who were < 

12 months 
old. 

Oral Health 
Education 

N Percentage of 
HIV-infected 
oral health 

patients who 
received oral 
health 
education at 
least once in 
the 
measurement 

year. 

Number of 
HIV-infected 
oral health 

patients who 
received oral 
health 
education at 
least once in 
the 
measurement 

year. 

Number of 
HIV-infected 
oral health 

patients that 
received a 
clinical oral 
evaluation at 
least once in 
the 
measurement 

year. 

1) Patients 
who had only 
an evaluation 

or treatment 
for a dental 
emergency in 
the 
measurement 
year. 

2) Patients 
who were < 
12 months 
old. 

Periodontal 
Screening/Exam 

N Percentage of 
HIV-infected 
oral health 
patients who 
had a 
periodontal 
screen or 
examination 
at least once 
in the 
measurement 
year. 

Number of 
HIV-infected 
oral health 
patients who 
had a 
periodontal 
screen or 
examination 
at least once 
in the 
measurement 
year. 

Number of 
HIV-infected 
oral health 
patients that 
received a 
clinical oral 
evaluation at 
least once in 
the 
measurement 
year. 

1. Patients 
who had only 
an evaluation 
or treatment 
for a dental 
emergency in 
the 
measurement 
year.4. 

2) Edentulist 
patients 
(complete). 

3) Patients 
who were 

<13 years. 
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Performance 
Measure 

OPR-
Related 

Definition Numerator Denominator 
Patient 

Exclusions 

Oral Health 

Phase 1 TX Plan 
Completed 

N Percentage 
of HIV-
infected 
oral health 
patients 
with a 
Phase 1 
treatment 
plan that is 
completed 
within 12 

months. 

Number of 
HIV-
infected 
oral health 
patients 
that 
completed 
Phase 1 
treatment 
within 12 
months of 

establishing 
a treatment 
plan. 

Number of 
HIV-infected 
oral health 
patients with 
a Phase 1 
treatment 
plan 
established in 
the year prior 
to the 
measurement 

year. 

1) Patients 
who had only 
an evaluation 
or treatment 
for a dental 
emergency in 
the year prior 
to the 
measurement 
year. 
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Section 6 

6 Insurance Assistance Program 

Overview 

The Insurance Assistance Program pays premiums for two separate insurance programs: 
HIPP and Medicare Part D.  While similar, each program has its specific eligibility criteria and 
each program requires that applicants submit an application with specific information. 

Clients who wish to have their premiums paid must submit paper applications for the 
programs by fax or by mail to the Office of AIDS. Insurance analysts from the Office of AIDS 
enter the data associated with a specific application so that the progress of the application 
may be tracked and the data may be associated with a specific client, payee (insurer), and 
insurance program. 

The Insurance Assistance Section (IAS) does not seek to automate the process of 
determining eligibility for any of the programs or collect faxed, web-based, or scanned 
applications or associated forms.  Insurance analysts from the Office of AIDS review the 
applications and make determinations as to eligibility. 

The IAS functions of ARIES Client can be turned on or off at the installation level. Insurance 
Analyst permissions are required to view the IAS screens and functions. 

ARIES Menu Bar 

Once you have logged into ARIES, if you are an Insurance Analyst with the proper 
permissions, you will be able to see the IAS options in the Find dropdown and access the 
IAS screens. 

The menu bar is not visible if you are filling out a form that must be saved or cancelled 

before you proceed. If the menu bar does not appear in a screen, you must click either the 
Save or the Cancel button to proceed. 

Selecting Logout will log you out of ARIES and take you back to the login screen. 

Menus 

For users with Insurance Analyst permissions, the Find menu includes IAS options for 

Application, Payee, Payment, and Batches. 

 

Users without Insurance Analyst permissions will only see ARIES options for searching for 
Client, Staff, and Agency. 

Read-Only vs. Edit Screens 

Read-only screens display information previously entered on an edit screen. Edit screens are 
where users add or edit client data. 
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The Edit buttons on the read-only screens are only available to those users with the 
appropriate permission levels. 

  

6 Insurance Assistance Program 

Overview 

The Insurance Assistance Program pays premiums for two separate insurance programs: 
HIPP and Medicare Part D.  While similar, each program has its specific eligibility criteria and 
each program requires that applicants submit an application with specific information. 

Clients who wish to have their premiums paid must submit paper applications for the 
programs by fax or by mail to the Office of AIDS. Insurance analysts from the Office of AIDS 
enter the data associated with a specific application so that the progress of the application 
may be tracked and the data may be associated with a specific client, payee (insurer), and 

insurance program. 

The Insurance Assistance Section (IAS) does not seek to automate the process of 
determining eligibility for any of the programs or collect faxed, web-based, or scanned 
applications or associated forms.  Insurance analysts from the Office of AIDS review the 
applications and make determinations as to eligibility. 

The IAS functions of ARIES Client can be turned on or off at the installation level. Insurance 

Analyst permissions are required to view the IAS screens and functions. 

ARIES Menu Bar 

Once you have logged into ARIES, if you are an Insurance Analyst with the proper 
permissions, you will be able to see the IAS options in the Find dropdown and access the 
IAS screens. 

The menu bar is not visible if you are filling out a form that must be saved or cancelled 
before you proceed. If the menu bar does not appear in a screen, you must click either the 
Save or the Cancel button to proceed. 

Selecting Logout will log you out of ARIES and take you back to the login screen. 

Menus 

For users with Insurance Analyst permissions, the Find menu includes IAS options for 
Application, Payee, Payment, and Batches. 

 

Users without Insurance Analyst permissions will only see ARIES options for searching for 
Client, Staff, and Agency. 

Read-Only vs. Edit Screens 
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Read-only screens display information previously entered on an edit screen. Edit screens are 
where users add or edit client data. 

The Edit buttons on the read-only screens are only available to those users with the 

appropriate permission levels. 

  

6.1 Looking Up an IAS Application 

Insurance Analysts with the proper permissions may search ARIES to determine if an 

application for premium support (IAS application) has already been entered into ARIES. 

To search for an IAS application: 

 From the ARIES menu bar at the top of the ARIES screen, select Find > 
Application. The Application Search screen is displayed. 

 

 Enter your search filters. 

 Note that none of the fields on the screen are required. If you do not enter anything 
in the fields, selecting Search will yield results of every Insurance Assistance Section 
(IAS) application. 

To find an application, enter some or all of the information in the Application Search fields. 

Last Name: The last name of the applicant. 

First Name: the first name of the applicant. 

Program: The dropdown list defaults to "All programs," or you may select the appropriate 
program, i.e., OA-HIPP or OA-MedicarePartD. 

Date Received: Using the calendar function or manual entry, you can search for 
applications received "before" date entered, applications received "after" date entered, or 
applications received "between" two dates. The Date Received is the date the application is 
physically received in the Office of AIDS, rather than the date of entry in ARIES. 

Date Approved/Denied: Using calendar function, you may search for applications 
approved or denied "before" date entered, applications approved or denied "after" date 

file:///C:/Users/Rankin/Documents/My%20RoboHelp%20Projects/ARIESClientHelp/Section_1/1.11_Menus.htm
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entered, or applications approved or denied "between" two dates based on the Date 
approved/denied. The Date approved/denied is the date that an action was taken on a 
specific application—either approving the application or denying it. 

Status: Using the dropdown list, you may select an option to search applications based on 
their status, e.g., (blank), Approved, Denied, Incomplete, Received. Leaving the dropdown 
blank will search all statuses in the ARIES system. 

Recert Due Date: Using the calendar function, you may search for recertification due dates 
"before" date entered, "after" date entered, or "between" two dates entered, based on 
recertification due dates. 

Display: You can specify the number of results to return on your search; the more results 
you ask for, the longer the search takes. The Display default is set at 20. To increase or 
decrease the number of results displayed in the search screen, place your cursor in the 
Display field and type a number. 

If one or more applications match your search criteria, ARIES takes you to the application 
Search Result screen. In the App. Name column, click on the name of the applicant you wish 
to view to the left of each row, which takes you to the Application Data Entry screen. 

If no results match the data entered, the screen displays the message "No records found. 
Try broadening your search." 

Note: The Create New App. Button will not appear until the All Programs dropdown 
selection is changed to OA-HIPP or OA-MedicarePartD. 

 

 

6.2 Application Search Results 

The application search results are listed in a table on your screen. 
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 You can sort a column in search results by clicking on its heading. When you sort by 
a column, the column heading displays in yellow font. 

 Clicking on a link in the App. Name column takes you to that client's Application Data 
Entry Screen. 

 The +Pay link opens the Payment Service Data screen for the applicant. 

 The Pay Hx link opens the Payment History screen for the applicant. 

If your search didn't find the application you were looking for, you can increase the number 
of results displayed by entering a new number in the text field to the right of the Display 
button in the Application Search Result screen, and then clicking the Display button. 

If you still can't find the application you are searching for, try a new search using fewer 
criteria. 

You can increase the number of results displayed by entering a new number in the text field 
to the right of the Display button in the Application Search Result screen, and then clicking 
the Display button. 

  

6.3 Adding a New Application for Medicare Part D 

 Click to view important information about Linking an IAS Application to an ARIES 
Client. 

Once a client has submitted a written application for one of the existing premium support 
programs, an insurance analyst from the Office of AIDS reviews the application and makes a 

determination as to eligibility. If the applicant is already entered in the ARIES IAS screens, 
the eligibility determination can be indicated via the Application Status dropdown on 
Application Data Entry. 

To add a new application for an existing ARIES client 

If the application has not been entered in the system, the Search screen displays a Create 

New Application button. To add a new application for an existing client: 

 Select OA-MedicarePartD from the program dropdown on the Search screen. 

 Click the Create New Application button on the Search Results screen, which takes 
you to the Medicare Part D Application Data Entry Screen. 
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Complete the fields as follows. If a required field is left blank, clicking the Save button 
displays a red asterisk (*), prompting the user to complete the field. 

Client Information Section 

On creating a new application, when you enter the applicant's Last Name, First Name, 
Middle Initial and Date of Birth, a Find Client button appears on the screen. If a match with 
an existing ARIES client is found when you click this button, you may establish a link 
between the ARIES Client record and the insurance application. Thereafter, fields in this 

section will auto-populate with existing ARIES information. For details on the client link, see 
Linking an IAS Application to an ARIES Client. 

Date 
Received 

Enter the date the written application was physically received in the 
Office of AIDS, rather than the date of entry in ARIES. This date may not 
be a future date. 

Use the format MM/DD/YYYY. You can also click the calendar icon to use 
the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to enter. 
Click the day and date displays in the text field. The pop-up calendar 
window closes automatically. 

This is a required field. If the date received is not entered, when 
selecting Save the user receives the following notice: "Date Received is 
required." The application cannot be saved without entering a Date 
Received. 

Last Name The client's last name. 

First Name The client's first name. 

Middle 
Initial 

The client's middle initial. 

Mother's 
Maiden 
Name 

The client's mother's maiden name. 

Date of 
Birth 

The client's date of birth. 

Uses the format MM/DD/YYYY. You can also click the calendar icon to 
use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to enter. 
Click the day and date displays in the text field. The pop-up calendar 
window closes automatically. 

Gender The client's gender. 

SSN The client's Social Security number. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 

Street 1 The client's residential street address. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 
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Street 2 The client's additional residential street address information, e.g., 
apartment number. This auto-populates on the data entry screen if the 
client is already entered in ARIES system. 

City The city in which the client resides. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 

State The state in which the client lives. This auto-populates on the data entry 
screen if the client is already entered in ARIES system. 

Zip code The client's residential zip code. This auto-populates on the data entry 
screen if the client is already entered in ARIES system. 

Phone The client's 10-digit phone number. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 

Email The client's email address. This auto-populates on the data entry screen 
if the client is already entered in ARIES system. 

CDC Disease 
Stage 

The client's HIV diagnosis. This auto-populates on the data entry screen 
if the client is already entered in ARIES system. 

Household 
Monthly 
Income 

The client's household's monthly income. This auto-populates on the 
data entry screen if the client is already entered in ARIES system. 

  

Note: If necessary, the insurance analyst may edit the client related data. Edits made on 

the rapid data entry screen apply throughout system. See Viewing or Editing a Medicare 
Part D Application. 

Policy Information Section 

Payee Name Use the dropdown to select the payee name. This is a required 

field.  If payee is not entered, when selecting Save the user receives 
the following notice: "Payee is required." The application cannot be 
saved without entering a payee. 

You can also type the first few letters of the payee name in the 
window and potential matches will appear in a list. 

Note: In most cases, payee information should already have been 

entered into the ARIES system. 

When the payee name is entered from dropdown list, the following 
contact information auto-populates on the screen: 

Payee address 

Payee 10-digit phone number 

Payee contact (Name of person) 

Payee Federal Tax ID 

CHIPP # 

Any payee field can be edited by the insurance analyst. 
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If a field is added or edited from the Application screen, the data are 
captured in the payee table and should auto-populate in the future 
when that payee is selected from dropdown list for another 

application. 

If payee is not in the system 

If the existing payee data does not appear in the "Payee" window 
when the payee name is typed in, the user may add the payee from 
this screen by entering the data listed above on this screen. 

The new payee name is then added to the list. Once the new payee 
name is in the list, the user may enter the additional payee 
information associated with the new payee including: 

Payee address 

Payee 10-digit phone number 

Payee contact (Name of person) 

Payee Federal Tax ID 

CHIPP # 

Note: The insurance policy fields are not required fields and the user 
may save the application without entering them. 

Street 1 Enter the street address of the payee. 

Street 2 Enter any additional information for the street address, e.g., suite 
number. 

City Enter the name of the city where the payee is located. 

State Use the dropdown to select the state where the payee is located. 

Zip Code Enter the zip code of the payee. 

Phone Enter the 10-digit phone number of the payee. 

Contact Name Enter the name of the contact person associated with the payee. 

Fed tax ID # Enter the payee's Federal tax ID number. 

CHIPP # Entered the payee's CHIPP number. 

Member ID # Enter the member ID number. 

Policy Start 
Date 

Enter the policy start date. Use the format MM/DD/YYYY. You can 
also click the calendar icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-up 

calendar window closes automatically.  
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Policy 
Expiration Date 

Enter the policy expiration date. This date may not be in the past. 

Use the format MM/DD/YYYY. You can also click the calendar icon to 

use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-up 
calendar window closes automatically. 

Monthly 

Premium 

Enter a dollar amount without commas or periods. 

LIS (Low 
Income 
Subsidy) Status 

Use the dropdown to select one of the following LIS status: 

 100% 

 75% 

 50% 

 25% 

 Not eligible 

  

Enrollment Information Section 

Site Use the dropdown to select the enrollment site. 

Address The street address of the enrollment site auto populates. 

City The city where the enrollment site is located auto populate. 

Phone Enter the 10-digit phone number of the enrollment site. 

Enrollment Worker Use the dropdown to select the name of the enrollment worker. 

Enrollment Worker 
email 

Enter the enrollment worker's email address. 

Notes text box Enter additional notes in the notes text box. 

Previous Notes text 
box 

Auto populates with previous notes and the date/time stamp for 
when they were created. 

  

Status Information Section 

Application 
Status 

Use the dropdown to select an application status, i.e., Received, 
Approved, or Denied. 

If you select either "Approved" or "Denied," enter a date using the 
calendar function. 

The statuses have the following meaning: 

 Received = Application has been received and entered into ARIES 
but has not yet been approved or denied. 
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 Approved = Application has been received and entered into 
ARIES and has been approved for payment. 

 Incomplete = This status is system-assigned and is for 

applications entered into the system that do not correspond to an 
existing ARIES Client. 

 Denied = Application has been received and entered into ARIES 
and has been denied. 

 Status is a required field. If a status is not entered, when selecting 

Save the user receives the following warning:  "Status is 
required."  The application cannot be saved without entering a 
status. 

Incomplete Status: An application status of "Incomplete" is system-
assigned and is for applications entered into the system that do not 
correspond to an existing ARIES Client. 

The application may not be marked approved or denied from a status of 
"Incomplete". The application must be associated with an ARIES Client 
prior to being further processed. 

Approved 
Date 

If approved, the date the application was approved. Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the pop-up 

calendar. 

Denied 
Date 

If denied, the date the application was denied. Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 

If Denied status is selected, "Reason for denial" becomes a required 

field.  If a reason for denial is not entered, when selecting Save the user 
receives the following warning:  "Reason for denial is required."   The 
application cannot be saved without entering a reason for denial.  

Reason for 
denial 

If the application was denied, use the dropdown to select the reason for 
denial, i.e., Not enrolled in ADAP, Full-Scope Medi-Cal, 100% LIS, Not 

enrolled in Part D Plan. 

  

Current Payment Section 

Due 

Date 

Enter the due date of the next payment. Use the format MM/DD/YYYY. You can 

also click the calendar icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to enter. Click 
the day and date displays in the text field. The pop-up calendar window closes 
automatically.  

From 
Date 

Enter the beginning date of the period covered by the payment. Use the 
format MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 

Use the dropdown lists to select the month and year you wish to enter. Click 
the day and date displays in the text field. The pop-up calendar window 
closes automatically.  
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To Date Enter the ending date of the period covered by the payment.  Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to enter. Click 
the day and date displays in the text field. The pop-up calendar window closes 
automatically. 

  

The Save and Cancel buttons appear at the bottom of screen after the client is linked or 

created. 

 

Click this button to save your input and return to the Find screen from 
which a new application search can be conducted. 

 

Click this button to discard your entries and return to the Find screen from 
which a new application search can be conducted. 

  

To add a new application for a client not already in the system 

If the client is not in the system, the user may add the following data on the Application 
screen which creates an ARIES client (asterisk indicates fields required): Client Last Name*, 
Client First Name*, Client Middle Initial*, Gender*, DOB*, SSN, Mother's Maiden Name*, 
Client's Mailing Address, 10-digit phone number, Email, CDC Disease Stage, and Household 
monthly income. Refer to the above instructions for completing these fields. 

A checkbox is activated that indicates "Client agrees to share data."  If the fields with 
asterisks are entered and the client agrees to share data, check the checkbox. The new 
client is created. 

If a required field is missing or the checkbox is not checked, the user receives the following 
message "[missing field] is required" and the application cannot be saved without supplying 
the missing field. 

All three Save, Save + Add Payment and Cancel buttons appear only after the Client is 
Approved and is in the system. 

 

Click this button to save your input and return to the Find 
screen from which a new application search can be conducted. 

 

To apply payment and service data, click this button which 
takes you to the Payment Service rapid data entry screen. 

 

Click this button to discard your entries and return to the Find 
screen from which a new application search can be conducted. 

  

6.4 Viewing or Editing a Medicare Part D Application 

To search for a client's Medicare Part D application: 

 From the ARIES menu bar at the top of the ARIES screen, select Find > 
Application.  The Application Search screen is displayed. 
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 Enter your search filters, including selection of OA-MedicarePartD from the Program 
dropdown. Then click the Search button.  ARIES looks up all the applications that 
match your criteria and then displays them on the Application Search Result screen. 

 Note that none of the fields on the screen are required. If you do not enter anything 
in the fields, selecting Search will yield results of every Insurance Assistance Section 
(IAS) application for your agency. 

 If one or more applications match your search criteria, ARIES takes you to the 
Search Results screen. 

 

 Click on the App. Name you wish to view, which takes you directly to the client's IAS 
Application Data Entry Screen where you can view or edit the application. 
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If no results match data entered, the screen displays the message "No records found. Try 
broadening your search." 

 

Note: Any field that has been edited since the application was originally entered should 
reflect the current information. For example, if the application was created using one client 
address and then, subsequently, the client's address was edited elsewhere in ARIES, the 
screen now accessed should reflect the latest address. 

Complete the fields as follows. If a required field is left blank, clicking the Save button 
displays a red asterisk (*), prompting the user to complete the field: 

Client Information Section 

Date 
Received 

Enter the date the written application was physically received in the 
Office of AIDS. This date may not be a future date. 

Use the format MM/DD/YYYY. You can also click the calendar icon to use 
the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to enter. 
Click the day and date displays in the text field. The pop-up calendar 
window closes automatically. 

This is a required field.  If the date received is not entered, when 
selecting Save the user receives the following notice: "Date Received is 
required." The application cannot be saved without entering a Date 
Received. 

Last Name The applicant's last name. 

First Name The applicant's first name. 

Middle 
Initial 

The client's middle initial. 

Mother's 
Maiden 
Name 

The client's mother's maiden name. 

Date of 
Birth 

The client's date of birth. 

Uses the format MM/DD/YYYY. You can also click the calendar icon to 
use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to enter. 
Click the day and date displays in the text field. The pop-up calendar 
window closes automatically. 

Gender The client's gender. 

SSN The client's Social Security number. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 

Street 1 The client's residential street address. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 
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Street 2 The client's additional residential street address information, e.g., 
apartment number. This auto-populates on the data entry screen if the 
client is already entered in ARIES system. 

City The city in which the client resides. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 

State The state in which the client lives. This auto-populates on the data entry 
screen if the client is already entered in ARIES system. 

Zip code The client's residential zip code. This auto-populates on the data entry 
screen if the client is already entered in ARIES system. 

Phone The client's 10-digit phone number. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 

Email The client's email address. This auto-populates on the data entry screen 
if the client is already entered in ARIES system. 

CDC Disease 
Stage 

The client's HIV diagnosis. This auto-populates on the data entry screen 
if the client is already entered in ARIES system. 

Household 
Monthly 
Income 

The client's household's monthly income. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 

Note: If necessary, the insurance analyst may edit the client related data. Edits made on 
rapid data entry screen apply throughout system. See Viewing or Editing a Medicare Part D 
Application. 

Policy Information Section 

Payee Name Use the dropdown to select the payee name. This is a required field. 
 If payee is not entered, when selecting Save the user receives the 
following notice: "Payee is required." The application cannot be saved 
without entering a payee. 

You can also type the first few letters of the payee name in the 
window and potential matches will appear in a list. 

Note: In most cases, payee information should already have been 
entered into the ARIES system. 

When the payee name is entered from dropdown list, the following 
contact information auto-populates on the screen: 

Payee address 

Payee 10-digit phone number 

Payee contact (Name of person) 

Payee Federal Tax ID 

CHIPP # 

Any payee field can be edited by the insurance analyst. 

If a field is added or edited from the Application screen, the data are 
captured in the payee table and should auto-populate in the future 
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when that payee is selected from dropdown list for another 
application. 

If payee is not in the system 

If the existing payee data does not appear in the "Payee" window 
when the payee name is typed in, the user may add the payee from 
this screen by entering the data listed above on this screen. 

The new payee name is then added to the list. Once the new payee 
name is in the list, the user may enter the additional payee 

information associated with the new payee including: 

Payee address 

Payee 10-digit phone number 

Payee contact (Name of person) 

Payee Federal Tax ID 

CHIPP # 

Note: The insurance policy fields are not required fields and the user 
may save the application without entering them. 

Street 1 Enter the street address of the payee. 

Street 2 Enter any additional information for the street address, e.g., suite 
number. 

City Enter the name of the city where the payee is located. 

State Use the dropdown to select the state where the payee is located. 

Zip Code Enter the zip code of the payee. 

Phone Enter the 10-digit phone number of the payee. 

Contact Name Enter the name of the contact person associated with the payee. 

Fed tax ID # Enter the payee's Federal tax ID number. 

CHIPP # Entered the payee's CHIPP number. 

Member ID # Enter the member ID number. 

Policy Start 
Date 

Enter the policy start date. Use the format MM/DD/YYYY. You can 
also click the calendar icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-up 
calendar window closes automatically.  
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Policy 
Expiration Date 

Enter the policy expiration date. This date may not be in the past. 

Use the format MM/DD/YYYY. You can also click the calendar icon to 

use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-up 
calendar window closes automatically. 

Monthly 

Premium 

Enter a dollar amount without commas or periods. 

Medical Record 
# 

The record number for the medical case. 

LIS (Low 
Income 
Subsidy) Status 

Use the dropdown to select one of the following LIS status: 

 100% 

 75% 

 50% 

 5% 

 Not eligible 

  

Enrollment Information Section 

Site Use the dropdown to select the enrollment site. 

Address The street address of the enrollment site auto populates. 

City The city where the enrollment site is located auto populate. 

Phone Enter the 10-digit phone number of the enrollment site. 

Enrollment Worker Use the dropdown to select the name of the enrollment worker. 

Enrollment Worker 
email 

Enter the enrollment worker's email address. 

Notes text box Enter additional notes in the notes text box. 

Previous Notes text 
box 

Auto populates with previous notes and the date/time stamp for 
when they were created. 

  

Status Information Section 

Application Status Use the dropdown to select an application status, i.e., Received, 
Approved, or Denied. 

If you select either "Approved" or "Denied," enter a date using 
the calendar function. 
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The statuses have the following meaning: 

 Received = Application has been received and entered 
into ARIES but has not yet been approved or denied. 

 Approved = Application has been received and entered 
into ARIES and has been approved for payment. 

 Incomplete = This status is system-assigned and is for 
applications entered into the system that do not 
correspond to an existing ARIES Client. 

 Denied = Application has been received and entered 
into ARIES and has been denied. 

Status is a required field. If a status is not entered, when 
selecting Save the user receives the following warning:  "Status 
is required."  The application cannot be saved without entering 

a status. 

Incomplete Status: An application status of "Incomplete" is 
system-assigned and is for applications entered into the system 
that do not correspond to an existing ARIES Client. 

The application may not be marked approved or denied from a 
status of "Incomplete". The application must be associated with 

an ARIES Client prior to being further processed. 

Approved Date If approved, the date the application was approved. Use the 
format MM/DD/YYYY. You can also click the calendar icon to 
use the pop-up calendar. 

Denied Date If denied, the date the application was denied. Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the 
pop-up calendar. 

If Denied status is selected, "Reason for denial" becomes a 
required field.  If a reason for denial is not entered, when 
selecting Save the user receives the following warning: 

 "Reason for denial is required."   The application cannot be 
saved without entering a reason for denial.  

Reason for denial If the application was denied, use the dropdown to select the 
reason for denial, i.e., Not enrolled in ADAP, Full-Scope Medi-
Cal, 100% LIS, Not enrolled in Part D Plan. 

  

Current Payment Section 

Due Date Enter the due date of the next payment. Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the 

pop-up calendar. 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-
up calendar window closes automatically.  
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From Date Enter the beginning date of the period covered by the 
payment. Use the format MM/DD/YYYY. You can also click the 
calendar icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish 
to enter. Click the day and date displays in the text field. The 
pop-up calendar window closes automatically.  

To Date Enter the ending date of the period covered by the payment. 
 Use the format MM/DD/YYYY. You can also click the calendar 

icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-
up calendar window closes automatically. 

  

After completing the fields: 

 

Click this button to save your input and return to the Application 
Search screen from which a new application search can be 
conducted. 

 

To apply payment and service data, click this button which 
takes you to the Payment Service rapid data entry screen. 

 

Click this button to discard your entries and return to the 
Application Search screen from which a new application search 
can be conducted. 

  

6.5 Adding a New Application for OA-HIPP 

 Click to view important information about Linking an IAS Application to an ARIES 
Client. 

Once a client has submitted a written application for one of the existing premium support 
programs, an insurance analyst from the Office of AIDS reviews the application and makes a 
determination as to eligibility. If the applicant is already entered in the ARIES IAS screens, 
the eligibility determination can be indicated via the Application Status dropdown on 
Application Data Entry. 

To search for an OA-HIPP application: 

 From the ARIES menu bar at the top of the ARIES screen, select Find > 
Application.  The Application Search screen is displayed. 
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 Enter your search filters, including selection of OA-OAHIPP from the Program 
dropdown. Then click the Search button.  ARIES looks up all the applications that 
match your criteria and then displays them on the Application Search Result screen. 

 If the application has not been entered in the system, the Search screen displays a 
Create New Application button. To add a new application for an existing client: 

 Select OA-HIPP from the program dropdown on the Search screen. 

 Click the Create New Application button on the Search Results screen, which takes 
you to the OA-HIPP Application Data Entry Screen. 
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Complete the fields as follows. If a required field is left blank, clicking the Save button 

displays a red asterisk (*), prompting the user to complete the field. 

Note that while the client and enrollment site information may be auto-populated, the Payee 
and Policy information is not auto-populated, as it will likely differ between policies. 

Client Information Section 

On creating a new application, when you enter the applicant's Last Name, First Name, 

Middle Initial, Mother's Maiden Name and Date of Birth, a Find Client button appears on 
the screen. If a match with an existing ARIES client is found when you click this button, you 
may establish a link between the ARIES Client record and the insurance application. 
Thereafter, fields in this section will auto-populate with existing ARIES information. For 
details on the client link, see Linking an IAS Application to an ARIES Client. 

Date 
Received 

Enter the date the written application was physically received in the 
Office of AIDS. This date may not be a future date. 

Use the format MM/DD/YYYY. You can also click the calendar icon to use 
the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to enter. 
Click the day and date displays in the text field. The pop-up calendar 
window closes automatically. 

This is a required field.  If the date received is not entered, when 
selecting Save the user receives the following notice: "Date Received is 
required." The application cannot be saved without entering a Date 
Received. 

Last Name The client's last name. This auto-populates on the data entry screen if 

the client is already entered in ARIES system or on the Applicant Data 

Entry screen. 

First Name The client's first name. This auto-populates on the data entry screen if 
the client is already entered in ARIES system. 

Middle 
Initial 

The client's middle initial. This auto-populates on the data entry screen 
if the client is already entered in ARIES system. 

Mother's 
Maiden 
Name 

The client's mother's maiden name. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 

Date of 
Birth 

The client's date of birth. This auto-populates on the data entry screen 
if the client is already entered in ARIES system. 

Uses the format MM/DD/YYYY. You can also click the calendar icon to 
use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to enter. 
Click the day and date displays in the text field. The pop-up calendar 
window closes automatically.  
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Gender The client's gender. The dropdown is used to select the client's gender. 
This auto-populates on the data entry screen if the client is already 
entered in ARIES system. 

SSN The client's Social Security number. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 

Street 1 The client's residential street address. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 

Street 2 The client's additional street address information, e.g., apartment 
number. This auto-populates on the data entry screen if the client is 
already entered in ARIES system. 

City The city in which the client resides. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 

State The state in which the client lives. This auto-populates on the data entry 
screen if the client is already entered in ARIES system. 

Zip code The client's residential zip code.  This auto-populates on the data entry 
screen if the client is already entered in ARIES system. 

Phone The client's 10-digit phone number. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 

Email The client's email address. This auto-populates on the data entry screen 
if the client is already entered in ARIES system. 

CDC Disease 
Stage 

The client's HIV diagnosis. This auto-populates on the data entry screen 
if the client is already entered in ARIES system. 

Household 
Monthly 
Income 

The client's household's monthly income. This auto-populates on the data 
entry screen if the client is already entered in ARIES system. 

  

Note: If necessary, the insurance analyst may edit the client related data. Edits made on 
the rapid data entry screen apply throughout system. See Viewing or Editing an OA-HIPP 
Application. 

Policy Information Section 

Payee Name Use the dropdown to select the payee name. This is a required 
field.  If payee is not entered, when selecting Save the user 
receives the following notice: "Payee is required." The application 
cannot be saved without entering a payee. 

You can also type the first few letters of the payee name in the 
window and potential matches will appear in a list. 

Note: In most cases, payee information should already have been 
entered into the ARIES system. 

When the payee name is entered from dropdown list, the following 
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contact information auto-populates on the screen: 

Payee address 

Payee 10-digit phone number 

Payee contact (Name of person) 

Payee Federal Tax ID 

CHIPP # 

Any payee field can be edited by the insurance analyst. 

If a field is added or edited from the Application screen, the data 
are captured in the payee table and should auto-populate in the 
future when that payee is selected from dropdown list for another 
application. 

If payee is not in the system 

If the existing payee data does not appear in the "Payee" window 
when the payee name is typed in, the user may add the payee 
from this screen by entering the data listed above on this screen. 

The new payee name is then added to the list. Once the new 
payee name is in the list, the user may enter the additional payee 
information associated with the new payee including: 

Payee address 

Payee 10-digit phone number 

Payee contact (Name of person) 

Payee Federal Tax ID 

CHIPP # 

Note: The insurance policy fields are not required fields and the 
user may save the application without entering them. 

Street 1 Enter the street address of the payee. 

Street 2 Enter any additional information for the street address, e.g., suite 
number. 

City Enter the name of the city where the payee is located. 

State Use the dropdown to select the state where the payee is located. 

Zip Code Enter the zip code of the payee. 

Phone Enter the 10-digit phone number of the payee. 

Contact Name Enter the name of the contact person at the payee. 

Fed tax ID # Enter the payee's Federal tax ID number. 

CHIPP # Entered the payee's CHIPP number. 

Member ID # Enter the member ID number. 
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Policy Start Date Enter the policy start date. Use the format MM/DD/YYYY. You can 
also click the calendar icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-
up calendar window closes automatically. 

Start date maps directly to start date on the insurance table. 

Policy Expiration 

Date 

Enter the policy expiration date. Use the format MM/DD/YYYY. 

You can also click the calendar icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-
up calendar window closes automatically. 

Monthly Premium Enter a dollar amount. 

Plan Type Use the dropdown to select a plan type. 

Coverage Type Use the dropdown to select what type of policy the application is 
for by selecting the box for the coverage type, i.e., Medical 
insurance, Dental insurance, Vision insurance, Dental/Vision 
insurance. 

This is a required field.  If coverage type is not entered, when 
selecting Save the user receives the following notice: "Coverage 
type is required." The application cannot be saved without 
entering a coverage type. 

Private or Public 
checkbox 

Indicate whether insurance is for public or private 

insurance. Only one option, public or private, may be selected. 

Another 
application for this 
client? checkbox 

There are occasions where clients will have multiple applications 
for assistance under HIPP.  Each application, for medical, dental, 
vision, or dental/vision, should be treated as a separate 
application. 

Check this box if there is another application for this client. When 
checked, another application screen appears, with all the client 
and enrollment information auto-populated. 

  

Enrollment Information Section 

Enrollment Site Use the dropdown to select the enrollment site. 

Street The street address of the enrollment site auto populates. 

City The city where the enrollment site is located auto populate. 

State The state in which the enrollment site is located auto 
populates. 

Zip code The zip code of the enrollment site auto populates. 
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Phone Enter the 10-digit phone number of the enrollment site. 

Enrollment Worker Use the dropdown to select the name of the enrollment worker. 

Enrollment Worker 
email 

Enter the enrollment worker's email address. 

Notes text box Enter any additional notes in the notes text box. 

Previous Notes text 
box 

Auto populates with previous notes and the date/time stamp for 
when they were created. 

  

Status Information Section 

Application 
Status 

Use the dropdown to select an application status, i.e., Received, 
Approved, or Denied. 

If you select either "Approved" or "Denied," enter a date using the 
calendar function. 

The statuses have the following meaning: 

 Received = Application has been received and entered into 
ARIES but has not yet been approved or denied. 

 Approved = Application has been received and entered into 
ARIES and has been approved for payment. 

 Incomplete = This status is system-assigned and is for 
applications entered into the system that do not correspond to 
an existing ARIES Client. 

 Denied = Application has been received and entered into ARIES 
and has been denied. 

Status is a required field. If a status is not entered, when selecting 
Save the user receives the following warning:  "Status is required."  

The application cannot be saved without entering a status. 

Incomplete Status: An application status of "Incomplete" is system-
assigned and is for applications entered into the system that do not 
correspond to an existing ARIES Client. 

The application may not be marked approved or denied from a status 

of "Incomplete". The application must be associated with an ARIES 
Client prior to being further processed. 

Approved 
Date 

If approved, the date the application was approved. Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 

Note: The Approved Date is the Enrollment date. 
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Re-
certification 
Date 

Note: Applicants must re-enroll each year on the client's birthday, 
and re-certify six months after the client's birthday. 

 If the application is a new ADAP client, check the box to the left 
of "New ADAP Client" and enter the client's recertification date 
manually. 

 If the application is a NOT a new ADAP client, ARIES selects as 
the next required action whichever of the following is 
chronologically first: re-enrollment (client birthday, or re-

certification (6 months following client birthday). 

Use the format MM/DD/YYYY. You can also click the calendar icon to 
use the pop-up calendar. 

ARIES calculates the date recertification is due as follows: 

 Clients must re-certify 6 months following their birthday, 
unless birthday falls within 6 months of enrollment date. 

 If birthday falls within 6 months after enrollment date, clients 
must re-certify by the following birthday. 

 "Enrollment date" = "Date approved." 

Note: If the recertification date is chronologically prior to the 

beginning of the payment period, the recertification date appears in 
red. 

Recertification is a process that applies only to applications for OA-
HIPP. 

Denied Date If denied, the date the application was denied. Use the format 

MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 

For OA-HIPP, it is not necessary to capture a reason for denial. 

  

Current Payment Section 

Due 
Date 

Enter the due date of the next payment. Use the format MM/DD/YYYY. You can 
also click the calendar icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to enter. Click 
the day and date displays in the text field. The pop-up calendar window closes 

automatically.  

From 
Date 

Enter the beginning date of the period covered by the payment. Use the 
format MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 

Use the dropdown lists to select the month and year you wish to enter. Click 
the day and date displays in the text field. The pop-up calendar window 
closes automatically.  
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To Date Enter the ending date of the period covered by the payment.  Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to enter. Click 
the day and date displays in the text field. The pop-up calendar window closes 
automatically.  

  

After completing the fields: 

 

Click this button to save your input and return to the 
Application Search screen from which a new application search 
can be conducted. 

 

To apply payment and service data, click this button which 
takes you to the Payment Service rapid data entry screen. 

 

Click this button to discard your entries and return to the 
Application Search screen from which a new application search 
can be conducted. 

  

To add a new application for a client not already in the system 

If the client is not in the system, the user may add the following data on the Application 
screen which creates an ARIES client (asterisk indicates fields required): Client Last Name*, 
Client First Name*, Client Middle Initial*, Gender*, DOB*, SSN, mother's maiden name*, 
Client Address (mail), Tele10-digit phone number, Email, CDC Disease Stage, and 
Household monthly income. Refer to the above instructions for completing these fields. 

A checkbox is activated that indicates "Client agrees to share data."  If the fields with 
asterisks are entered and the client agrees to share data, check the checkbox. The new 
client is created. 

If a required field is missing or the checkbox is not checked, the user receives the following 
message "[missing field] is required" and the application cannot be saved without supplying 

the missing field. 

After completing the fields: 

 

Click this button to save your input and return to the 
Application Search screen from which a new application search 
can be conducted. 

 

To apply payment and service data, click this button which 
takes you to the Payment Service rapid data entry screen. 

 

Click this button to discard your entries and return to the 
Application Search screen from which a new application search 

can be conducted. 
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6.5.1 Linking an IAS Application to an ARIES Client 

 Click to view Checklist for client links 

When you have entered sufficient client identifier information on the Application Data Entry 
screen, a Find Client button appears, providing the option of automatically completing the 
client information fields from an existing ARIES record. 

Note: Before attempting to link, confirm that the existing client has elected to share 
information in ARIES. You can determine this by viewing the Agency Specifics screen for this 
client in Care. A link between an ARIES Care record and an IAS application can be 
established only if the client has elected to share information. 

The button appears when you have entered the applicant's last name, first name, middle 
initial and mother's maiden name, and have begun to enter the first digit of the applicant's 
date of birth. 

 

If results are found via the Find Client search: 

If results are found when you click Find Client, then you may select the appropriate client 
record. This returns you to the Application Data Entry screen, with the relevant Client data 

now filled in. 
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When you click the Find Client button, it will be linked with the ARIES Client record. Data 
from Care overwrites any Client Information entries you have made on Application Data 
Entry. 

If you enter information for a non-share client in Application Data Entry, it will disappear 
when you click Save and will not be stored in ARIES Care. You will then need to reenter the 
information once the client is shared and linked. 

Before saving the record, be sure to enter additional information required on Application 
Data Entry, including Received Date, Due Date, From Date and To Date. 

If you do not save the application record, the link the Client record will not be made and any 
data entered on the Application Data Entry screen will be lost. 

If NO results are found via the Find Client search: 

If the Find Client search results in no matching client, you may select the Create New 
Client option. 

 

This returns you to the Application Data Entry screen, where you can add all of the 
necessary information to create a client. When you save the application record, the ARIES 
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Client record will be created and the application will be linked to that record. You may enter 
the applicant as a new ARIES client by completing the Application Data Entry fields. 

If you do not enter all of the required information to create an ARIES Client but you do save 

the application information, the system will designate the application as Incomplete, which 
is a read-only status. In order for the application to be processed, you must complete the 
Create Client process. 

Alternative Entry: If you have the proper permissions, you may go to ARIES Care to 
complete the new client entry process, and then link the client to IAS screens via 

Application Data Entry. Be sure to have on hand a data-entry sheet for the client, especially 
a document indicating that the client has elected to share data. 

Checklist for client links 

When you've created a new client via the Application Data Entry screen, it is good practice 
to search for the application and make sure the record for an unshared client was actually 
created in IAS. This step can save you time; if the link was not established, you will need to 
input the application data again. 

Use the following steps as a checklist for client links: 

 Save the record. 

 Check the status of the application in Application Search Results. 

 If the application status is Incomplete, use Find Client to link the client record to 
the insurance application. 

 You may also navigate to ARIES Client and search for the record there. 

For more information on adding new applications: 

 Click to view Adding a New Application for Medicare Part D. 

 Click to view Adding a New Application for OA-HIPP. 
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6.6 Viewing or Editing an OA-HIPP Application 

To search for an OA-HIPP application: 

 From the ARIES menu bar at the top of the ARIES screen, select Find > 
Application.  The Application Search screen is displayed. 

 

 Enter your search filters including selection of OA-HIPP from the Program dropdown. 
Then click the Search button. ARIES looks up all the applications that match your 
criteria and then displays them on the Application Search Result screen. 

 Note that none of the fields on the screen are required. If you do not enter anything 
in the fields, selecting Search will yield results of every Insurance Assistance Section 
(IAS) application for your agency. 

If only one application matches your search criteria, ARIES takes you directly to the client's 
Application Data Entry Screen that matches the criteria entered. 

If more than one application matches your search criteria, ARIES takes you to the Search 
Results screen. 



ARIES R18 Client Help Manual 

714 

 

 Click on the App. Name you wish to view, which takes you directly to the client's IAS 

Application Data Entry Screen where you can view or edit the application. 
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Note: Any field that has been edited since the application was originally entered should 
reflect the current information. For example, if the application was created using one client 
address and then, subsequently, the client's address was edited elsewhere in ARIES, the 
screen should reflect the latest address. 

Complete the fields as follows. If a required field is left blank, clicking the Save button 
displays a red asterisk (*), prompting the user to complete the field: 

Client Information Section 

Date 
Received 

Enter the date the written application was physically received in the 
Office of AIDS. This date may not be a future date. 

Use the format MM/DD/YYYY. You can also click the calendar icon to use 
the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to enter. 
Click the day and date displays in the text field. The pop-up calendar 
window closes automatically. 

This is a required field.  If the date received is not entered, when 
selecting Save the user receives the following notice: "Date Received is 
required." The application cannot be saved without entering a Date 
Received. 

Last Name The client's last name. 

First Name The client's first name. 

Middle 
Initial 

The client's middle initial. 

Mother's 
Maiden 
Name 

The client's mother's maiden name. 

Date of 
Birth 

The client's date of birth. 

Uses the format MM/DD/YYYY. You can also click the calendar icon to 
use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to enter. 
Click the day and date displays in the text field. The pop-up calendar 
window closes automatically. 

Gender Use the dropdown to select the client's gender. 

SSN The client's Social Security number. 

Street 1 The client's residential street address. 
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Street 2 The client's additional residential street address information, e.g., 
apartment number. 

City The city in which the client resides. 

State Use the dropdown to select the state in which the client lives. 

Zip code The client's residential zip code.   

Phone The client's 10-digit phone number. 

Email The client's email address. 

CDC Disease 
Stage 

The client's HIV diagnosis. 

Household 
Monthly 
Income 

The client's household's monthly income. 

  

Note: Edits made on the rapid data entry screen apply throughout the system. 

Policy Information Section 

Payee Name Use the dropdown to select the payee name. This is a required 
field.  If payee is not entered, when selecting Save the user 
receives the following notice: "Payee is required." The application 

cannot be saved without entering a payee. 

You can also type the first few letters of the payee name in the 
window and potential matches will appear in a list. 

Note: In most cases, payee information should already have been 
entered into the ARIES system. 

When the payee name is entered from dropdown list, the following 
contact information auto-populates on the screen: 

Payee address 

Payee 10-digit phone number 

Payee contact (Name of person) 

Payee Federal Tax ID 

CHIPP # 

Any payee field can be edited by the insurance analyst. 

If a field is added or edited from the Application screen, the data 
are captured in the payee table and should auto-populate in the 

future when that payee is selected from dropdown list for another 
application. 

If payee is not in the system 

If the existing payee data does not appear in the "Payee" window 
when the payee name is typed in, the user may add the payee 
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from this screen by entering the data listed above on this screen. 

The new payee name is then added to the list. Once the new 
payee name is in the list, the user may enter the additional payee 

information associated with the new payee including: 

Payee address 

Payee 10-digit phone number 

Payee contact (Name of person) 

Payee Federal Tax ID 

CHIPP # 

Note: The insurance policy fields are not required fields and the 
user may save the application without entering them. 

Street 1 Enter the street address of the payee. 

Street 2 Enter any additional information for the street address, e.g., suite 
number. 

City Enter the name of the city where the payee is located. 

State Use the dropdown to select the state where the payee is located. 

Zip Code Enter the zip code of the payee. 

Phone Enter the 10-digit phone number of the payee. 

Contact Name Enter the name of the contact person at the payee. 

Fed tax ID # Enter the payee's Federal tax ID number. 

CHIPP # Enter the payee's CHIPP number in the format 99999-99. 

Member ID 
Number 

Enter the member ID number. 

Policy Start Date Enter the policy start date. Use the format MM/DD/YYYY. You can 
also click the calendar icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-
up calendar window closes automatically.  

Policy Expiration 
Date 

Enter the policy expiration date. Use the format MM/DD/YYYY. 
You can also click the calendar icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-

up calendar window closes automatically. 

Monthly Premium Enter the monthly premium in dollars. 

Plan Type Use the dropdown to select a plan type. 
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Coverage Type Use the dropdown to select what type of policy the application is 
for by selecting the box for the coverage type, i.e., Medical 
insurance, Dental insurance, Vision insurance, Dental/Vision 

insurance. 

This is a required field.  If coverage type is not entered, when 
selecting Save the user receives the following notice: "Coverage 
type is required." The application cannot be saved without 
entering a coverage type. 

Private or Public 
checkbox 

Indicate whether insurance is for public or private 

insurance. Only one option, public or private, may be selected. 

Another 
application for this 

client? checkbox 

There are occasions where clients will have multiple applications 
for assistance under HIPP.  Each application, for medical, dental, 

vision, or dental/vision, should be treated as a separate 
application. 

Check this box if there is another application for this client. When 
checked, another application screen appears, with all the client 
and enrollment information auto-populated. 

  

Enrollment Information Section 

Enrollment Site Use the dropdown to select the enrollment site. 

Street The street address of the enrollment site auto populates. 

City The city where the enrollment site is located auto populate. 

State The state in which the enrollment site is located auto populates. 

Zip code The zip code of the enrollment site auto populates. 

Phone Enter the 10-digit phone number of the enrollment site. 

Enrollment 
Worker 

Use the dropdown to select the name of the enrollment worker. 

Enrollment 
Worker Email 

The enrollment worker's email address. This field will auto-populate 
if the worker is already in the system; otherwise enter the 
Enrollment worker's email address. 

Notes text box Enter any additional notes in the notes text box. 

Previous Notes 
text box 

Auto populates with previous notes and the date/time stamp for 
when they were created. 
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Status Information Section 

Application 

Status 

Use the dropdown to select an application status, i.e., Received, 

Approved, or Denied. 

If you select either "Approved" or "Denied," enter a date using the 
calendar function. 

The statuses have the following meaning: 

 Received = Application has been received and entered into 
ARIES but has not yet been approved or denied. 

 Approved = Application has been received and entered into 
ARIES and has been approved for payment. 

 Incomplete = This status is system-assigned and is for 
applications entered into the system that do not correspond to 
an existing ARIES Client. 

 Denied = Application has been received and entered into ARIES 
and has been denied. 

Status is a required field. If a status is not entered, when selecting 
Save the user receives the following warning:  "Status is required."  
The application cannot be saved without entering a status. 

Incomplete Status: An application status of "Incomplete" is system-
assigned and is for applications entered into the system that do not 
correspond to an existing ARIES Client. 

The application may not be marked approved or denied from a status 
of "Incomplete". The application must be associated with an ARIES 

Client prior to being further processed. 

Approved 
Date 

If approved, the date the application was approved. Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 

Note: The Approved Date is the Enrollment date. 
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Re-
certification 
Date 

Note: Applicants must re-enroll each year on the client's birthday, 
and re-certify six months after the client's birthday. 

 If the application is a new ADAP client, check the box to the left 
of "New ADAP Client" and enter the client's recertification date 
manually. 

 If the application is a NOT a new ADAP client, ARIES selects as 
the next required action whichever of the following is 
chronologically first: re-enrollment (client birthday, or re-

certification (6 months following client birthday). 

Use the format MM/DD/YYYY. You can also click the calendar icon to 
use the pop-up calendar. 

ARIES calculates the date recertification is due as follows: 

 Clients must re-certify 6 months following their birthday, 
unless birthday falls within 6 months of enrollment date. 

 If birthday falls within 6 months after enrollment date, clients 
must re-certify by the following birthday. 

 "Enrollment date" = "Date approved." 

Note: If the recertification date is chronologically prior to the 

beginning of the payment period, the recertification date appears in 
red. 

Recertification is a process that applies only to applications for OA-
HIPP. 

Denied Date If denied, the date the application was denied. Use the format 

MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 

For OA-HIPP, it is not necessary to capture a reason for denial. 

  

Current Payment Section 

Due 
Date 

Enter the due date of the next payment. Use the format MM/DD/YYYY. You can 
also click the calendar icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to enter. Click 
the day and date displays in the text field. The pop-up calendar window closes 

automatically.  

From 
Date 

Enter the beginning date of the period covered by the payment. Use the 
format MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 

Use the dropdown lists to select the month and year you wish to enter. Click 
the day and date displays in the text field. The pop-up calendar window 
closes automatically.  
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To Date Enter the ending date of the period covered by the payment.  Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the pop-up calendar. 

Use the dropdown lists to select the month and year you wish to enter. Click 
the day and date displays in the text field. The pop-up calendar window closes 
automatically. 

  

After completing the fields: 

 

Click this button to save your input and return to the 
Application Search screen from which a new application search 
can be conducted. 

 

To apply payment and service data, click this button which 
takes you to the Payment Service rapid data entry screen. 

 

Click this button to discard your entries and return to the 
Application Search screen from which a new application search 
can be conducted. 

  

6.7 Payment/Service Data Entry for Medicare Part D 

Once a client's application has been entered into the system, the user may enter a service 
for the client and/or premium payment information. 

To enter a payment/service record, first search for a client application: 

 From the ARIES menu bar at the top of the ARIES screen, select Find > 
Application.  The Application Search screen is displayed. 

 Complete information on Application Search and click Search. Application Search 
Results are displayed. 

 On Application Search Results, select the name of the client for whom you will enter 
payment/service data. The Application Data Entry screen is displayed. 

 On Application Data Entry, click the Save + Add Payment button. The 
Payment/Service Data Entry screen is displayed. 
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Alternative Search: 

 On the ARIES menu bar, click Find > Payee. 

 On the Search Payee screen, enter search parameters and click Search. The 
Payments Due screen appears. 

 

 On Payments Due, click a link in the App. Name column to bring up the client's 
Payment Service Data Entry screen. 

On the Payment Service Data Entry screen, complete the fields as follows: 

Client Name The name of the client. This auto-populates on the Payment service 
data entry screen. 

Staff The name of the insurance analyst. This auto-populates on the 
Payment service data entry screen. 

Site The name of the site. This auto-populates on the Payment service 
data entry screen. 
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Date of 
Service 

Enter the date of service. Use the format MM/DD/YYYY. You can also 
click the calendar icon to use the pop-up calendar. 

 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-up 
calendar window closes automatically. 

This is a required field.  If the date of service is not entered, when 
selecting Save the user receives the following notice: "Date of service 
is required." The application cannot be saved without entering a date 
of service. 

Contract 
Name 

Use the dropdown to select the contract name. The content of the 
dropdown defaults as follows: 

 For HIPP, contract defaults to " SF." 

 For Medicare Part D, contract defaults to "Medicare Part D 
12/13." 

Other options that would be available in the dropdown are any 
contracts that remain currently in ARIES. 

Contract name is a required field. If a contract name is not entered, 
when selecting Save the user receives the following warning: 

 "Contract name is required."   The application cannot be saved 
without entering a contract name. 

Program The name of the program, i.e., Medicare Part D. This auto-populates 
on the Payment service data entry screen. 

Primary 
Service 

The name of the primary service. Medicare Part D defaults to Health 
Insurance Premium. This auto-populates on the Payment service data 
entry screen. 
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Secondary 
Service 

The name of the secondary service. All programs default to premium 
payment. This auto-populates on the Payment service data entry 
screen. 

Agency 
Subservice 

The name of the agency subservice. Medicare Part D defaults to 
premium payment. This auto-populates on the Payment service data 
entry screen. 

Service Notes Enter any appropriate text in this field. 

Payee Use the dropdown to select the payee name, e.g., Kaiser. 

Check  # Enter the check number if available. Format should be either an 8 
digit number, format "12345678", or in the form "076-123456". This 
is not a required field. 

Policy # Enter the policy number. 

Monthly 
Premium 

Enter the monthly premium amount in dollars. 

Payment Due Enter the date this payment is due. Use the format MM/DD/YYYY. You 

can also click the calendar icon to use the pop-up calendar. 

Total Amount 
Paid 

Enter the dollar amount of the check. 

Note: Check amount may be related to multiple payments but is 
likely related to a single payment. 

Check Date Enter the check date if available. This is the date on the check sent to 
the payee. Use the format MM/DD/YYYY. You can also click the 
calendar icon to use the pop-up calendar. 

This is not a required field. 

Current 
Payment 
Period 
From/To 

Enter the first day of the pay period and the last day of the pay 
period. Use the format MM/DD/YYYY. You can also click the calendar 
icon to use the pop-up calendar. 

Pay period is most commonly 3 full calendar months However, it can 
be entered for less period of time and, if it is, should be prorated 
based on a daily rate. 

Next Payment 
Due 

Enter the date when the next payment will be due. Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 

Next Payment 
Period 
From/To 

From: Enter the beginning date of the period covered by the 
payment. Use the format MM/DD/YYYY. You can also click the 
calendar icon to use the pop-up calendar. 

To: Enter the ending date of the period covered by the payment. 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-up 
calendar window closes automatically. 
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Credit fields 

Credit Date 

Credit Amount 

Credit 
Reference 

For information on the Credit Date, Credit Amount and Credit 
Reference fields, and on application of a credit to a client's account, 
click to view Credits in Payment Service Data Entry. 

  

After completing the fields: 

 

Click this button to save your input and return to the Search Payments 
Made screen. 

 

Click this button to discard your entries and return to the Search Payments 
Made screen. 

  

6.8 Payment/Service View or Edit for Medicare Part D 

With both individual payments and services and batch processes, it is not uncommon for a 
user to enter data related to payment of premiums before having details related to the 
check with which the payment is made.  For example, an analyst may indicate that payment 
will be made in a specific amount and will enter the service of paying premiums into the 
record before a check has been issued. Then, at a later date, the user will need to enter the 
check # and date to that service. 

 From the ARIES menu bar at the top of the ARIES screen, select Find > 
Payment.  The Search Payment screen is displayed. 

 

 Enter your search filters and click the Search button.  ARIES looks up all the 
payments that match your criteria. 
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To search by Check Date Min and Check Date Max filters 

Min = The beginning date for the range you are searching. 

Max = The ending date for the range you are searching. 

To Specify Number of Results 

You can specify the number of results to return on your search; the more results you ask 
for, the longer the search takes. The Display default is set at 20, which will typically fill the 
results screen. 

To increase or decrease the number of results displayed in the search screen, place your 
cursor in the Display field and type a number. 

 Note that none of the fields on the screen are required. If you do not enter anything 
in the fields, selecting Search will yield results of every Insurance Assistance Section 
(IAS) application for your agency. 

If no payments match your search criteria, the Search Payment screen displays the 
message "No records found. Try broadening your search." 

Alternative Search: 

To access the Payment Service Data Entry Screen from an Application Search Results 
screen, click the + Pay link in the right column across from the client name you wish to 

enter a payment for. 

Alternative Search: 

The Payment Service Data Entry screen can also be reached by clicking on the Save+ Add 
Payment button on the Client Application screen. 

If a payment matches your search, ARIES displays a Search Payment Results screen 

showing only the record that you searched for. 

 

The Search Payment Result screen displays the following information: Program, Payee, 
Check Date, Check Number, Check Amount, CHIPP number and Current Pay Period. 
Columns may be sorted by clicking on the column header. 

 Click on the Check # link to display the Search Payment Result Detail screen. 

 

 Click on the Check Amt. link to display the Search Payment Result Detail screen, 
showing all records for the client with the same amount and program. 
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The data are displayed in columns, i.e., App/Batch Name, Program (HIPP, Part D), Payee, 
Pay Period, Check #, Check Date and CHIPP #. You may sort the columns by clicking on 
column header. 

 Click the Pay Hx link to view the client's Payment History screen. 

 

 Click the Edit button on the row you wish to edit, which displays the Payment 
Service Data Entry screen. 

 

  

Complete the fields as follows: 

Client Name The name of the client. This auto-populates on the Payment service 
data entry screen. 

Staff The name of the insurance analyst. This auto-populates on the 
Payment service data entry screen. 

Site The name of the site. This auto-populates on the Payment service data 
entry screen. 
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Date of 
Service 

Enter the date of service. Use the format MM/DD/YYYY. You can also 
click the calendar icon to use the pop-up calendar. 

 

Use the dropdown lists to select the month and year you wish to enter. 
Click the day and date displays in the text field. The pop-up calendar 
window closes automatically. 

This is a required field.  If the date of service is not entered, when 
selecting Save the user receives the following notice: "Date of service 
is required." The application cannot be saved without entering a date 
of service. 

Contract 
Name 

Use the dropdown to select the contract name. The content of the 
dropdown defaults as follows: 

 For HIPP, contract defaults to " SF" 

 For Medicare Part D, contract defaults to "Medicare Part D 
12/13" 

Other options that would be available in the dropdown are any 
contracts that remain currently in ARIES. 

Contract name is a required field. If a contract name is not entered, 
when selecting Save the user receives the following warning: 

 "Contract name is required."   The application cannot be saved 
without entering a contract name. 

Program The name of the program, i.e., Medicare Part D. This auto-populates 
on the Payment service data entry screen. 

Primary 
Service 

The name of the primary service. Medicare Part D defaults to Health 
Insurance Premium. This auto-populates on the Payment service data 
entry screen. 
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Secondary 
Service 

The name of the secondary service. All programs default to premium 
payment. This auto-populates on the Payment service data entry 
screen. 

Agency 
Subservice 

The name of the agency subservice. Medicare Part D defaults to 
premium payment. This auto-populates on the Payment service data 
entry screen. 

Service 

Notes 

Enter any appropriate text in this field. 

Payee Read-only, not editable. 

Check  # Enter the check number if available. This is not a required field. 

Policy # Read-only, not editable. 

CHIPP # Read-only, not editable. 

Monthly 
Premium 

Enter the monthly premium amount in dollars. 

Payment Due Enter the date this payment is due. Use the format MM/DD/YYYY. You 
can also click the calendar icon to use the pop-up calendar. 

Total Amount 
Paid 

Read-only, not editable. 

Note: Check amount may be related to multiple payments but is likely 
related to a single payment. 

Check Date Enter the check date if available. This is the date on the check sent to 
the payee. Use the format MM/DD/YYYY. You can also click the 
calendar icon to use the pop-up calendar. 

This is not a required field. 

Payment 
Period 
From/To 

Read-only, not editable. 

Pay period is most commonly 3 full calendar months However, it can 
be entered for less period of time and, if it is, should be prorated 
based on a daily rate. 

Next 
Payment Due 

Enter the date when the next payment will be due. Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 

Next Payment 
Period 
From/To 

From: Enter the beginning date of the period covered by the payment. 
Use the format MM/DD/YYYY. You can also click the calendar icon to use 
the pop-up calendar. 

To: Enter the ending date of the period covered by the payment. 

Use the dropdown lists to select the month and year you wish to enter. 
Click the day and date displays in the text field. The pop-up calendar 
window closes automatically. 
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After completing the fields: 

 

Click this button to save your input and return to the Search Payments 
Made screen. 

 

Click this button to discard your entries and return to the Search 
Payments Made screen. 

 

Click this button to deactivate the payment record. You are prompted to 
confirm the deactivation. 

  

6.9 Payment/Service Data Entry for OA-HIPP 

Once a client's application has been entered into the system, the user may enter a service 
for the client and/or premium payment information. 

To enter a payment/service record, first search for a payment: 

 From the ARIES menu bar at the top of the ARIES screen, select Find > 
Application. 

 On Search Results, click the link to the client's Application Data Entry screen. 

 On the client's Application Data Entry screen, click the Save + Add Payment 
button. The Payment Service Data Entry screen is displayed. 

Alternative Search 

 From the ARIES menu bar, click Find > Payee. The Payee Search screen appears. 

 On Payee Search, type the payee's name in the Payee field and click Search. ARIES 
displays the Payments Due screen for this payee. 

 On Payments Due, in the App. Name column, click the client's name. The Application 
Data Entry screen for the client is displayed. 

 On Application Data Entry, click the Save + Add Payment button. The Payment 
Service Data Entry screen appears. 

 

Complete the fields as follows: 

Client Name The name of the client. This auto-populates on the Payment service 
data entry screen. 
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Staff The name of the insurance analyst. This auto-populates on the 
Payment service data entry screen. 

Site The name of the site. This auto-populates on the Payment service 
data entry screen. 

Date of 
Service 

Enter the date of service. Use the format MM/DD/YYYY. You can also 
click the calendar icon to use the pop-up calendar. 

 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-up 
calendar window closes automatically. 

This is a required field.  If the date of service is not entered, when 
selecting Save the user receives the following notice: "Date of service 
is required." The application cannot be saved without entering a date 
of service. 

Contract 
Name 

Use the dropdown to select the contract name. The content of the 
dropdown defaults as follows: 

 For HIPP, contract defaults to " SF" 

 For Medicare Part D, contract defaults to "Medicare Part D 

12/13" 

Other options that would be available in the dropdown are any 
contracts that remain currently in ARIES. 

Contract name is a required field. If a contract name is not entered, 
when selecting Save the user receives the following warning: 

 "Contract name is required."   The application cannot be saved 
without entering a contract name. 

Program The name of the program, i.e., Medicare Part D. This auto-populates 
on the Payment service data entry screen. 
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Primary 
Service 

The name of the primary service. Medicare Part D defaults to Health 
Insurance Premium. This auto-populates on the Payment service data 
entry screen. 

Secondary 
Service 

The name of the secondary service. All programs default to premium 
payment. This auto-populates on the Payment service data entry 
screen. 

Agency 

Subservice 

The name of the agency subservice. Medicare Part D defaults to 

premium payment. This auto-populates on the Payment service data 
entry screen. 

Service Notes Enter any appropriate text in this field. 

Payee Use the dropdown to select the payee name, e.g., Kaiser. 

Check  # Enter the check number if available. This is not a required field. 

Policy # Enter the policy number. 

Monthly 
Premium 

Enter the monthly premium amount in dollars. 

Payment Due Enter the date this payment is due. Use the format MM/DD/YYYY. You 
can also click the calendar icon to use the pop-up calendar. 

Total Amount 
Paid 

Enter the dollar amount of the check. 

Note: Check amount may be related to multiple payments but is 

likely related to a single payment. 

Check Date Enter the check date if available. This is the date on the check sent to 
the payee. Use the format MM/DD/YYYY. You can also click the 
calendar icon to use the pop-up calendar. 

This is not a required field. 

Current 
Payment 
Period 
From/To 

Enter the first day of the pay period and the last day of the pay 
period. Use the format MM/DD/YYYY. You can also click the calendar 
icon to use the pop-up calendar. 

Pay period is most commonly 3 full calendar months However, it can 
be entered for less period of time and, if it is, should be prorated 
based on a daily rate. 

Next Payment 
Due 

Enter the date when the next payment will be due. Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 
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Next Payment 
Period 
From/To 

From: Enter the beginning date of the period covered by the payment. 
Use the format MM/DD/YYYY. You can also click the calendar icon to 
use the pop-up calendar. 

To: Enter the ending date of the period covered by the payment. 

Use the dropdown lists to select the month and year you wish to enter. 
Click the day and date displays in the text field. The pop-up calendar 
window closes automatically. 

  

After completing the fields: 

 

Click this button to save your input and return to the Search Payments 
Made screen. 

 

Click this button to discard your entries and return to the Search Payments 
Made screen. 

  

6.10 Payment-Service View or Edit for OA-HIPP 

With both individual payments and services and batch processes, it is not uncommon for a 
user to enter data related to payment of premiums before having details related to the 
check with which the payment is made.  For example, an analyst may indicate that payment 
will be made in a specific amount and will enter the service of paying premiums into the 
record before a check has been issued. Then, at a later date, the user will need to enter the 
check # and date to that service. 

 From the ARIES menu bar at the top of the ARIES screen, select Find > 
Payment.  The Search Payment screen is displayed. 

 

To search by Check Date Min and Check Date Max filters 

Min = The beginning date for the range you are searching. 

Max = The ending date for the range you are searching. 
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To search by Check Date Min and Check Date Max filters 

Min = The beginning date for the range you are searching. 

Max = The ending date for the range you are searching. 

To Specify Number of Results 

You can specify the number of results to return on your search; the more results you ask 
for, the longer the search takes. The Display default is set at 20, which will typically fill the 
results screen. 

To increase or decrease the number of results displayed in the search screen, place your 
cursor in the Display field and type a number. 

 Note that none of the fields on the screen are required. If you do not enter anything 
in the fields, selecting Search will yield results of every Insurance Assistance Section 
(IAS) application for your agency. 

 Enter your search filters and click the Search button.  ARIES looks up all the 

payments that match your criteria. 

If no payments match your search criteria, the Search Payment screen displays the 
message "No records found. Try broadening your search." 

Alternative Search: 

To access the Payment Service Data Entry Screen from an Application Search Results 

screen, click the + Pay link in the right column across from the client name you wish to 
enter a payment for. 

If a payment matches your search, ARIES displays a Search Payment Results screen 
showing only the record that you searched for. 

 

The Search Payment Result screen displays the following information: program, payee, 
check date, check number, check amount, CHIPP number and current pay period. Columns 
may be sorted by clicking on the column header. 

 Click on the Check Amt. link to display the Search Payment Result Detail screen 
showing records with the same payment amount for the client. 

 Click on the Check # link to display the Search Payment Result Detail screen. 

 

 Click on the client's name in App. Name to view the Application Data Entry screen. 

 Click the + Credit link to view the Payment Service Data Entry screen. 

 Click on the Pay Hx link to display Payment History for the client. 
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 Click the Edit button on the row you wish to edit, which displays the Payment 
Service Data Entry screen. 

 

  

Complete the fields as follows: 

Client Name The name of the client. This auto-populates on the Payment service 
data entry screen. 

Staff The name of the insurance analyst. This auto-populates on the 
Payment service data entry screen. 

Site The name of the site. This auto-populates on the Payment service 
data entry screen. 

Date of 
Service 

Enter the date of service. Use the format MM/DD/YYYY. You can also 
click the calendar icon to use the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-up 
calendar window closes automatically. 

This is a required field.  If the date of service is not entered, when 
selecting Save the user receives the following notice: "Date of service 
is required." The application cannot be saved without entering a date 
of service. 

Contract 
Name 

Use the dropdown to select the contract name. The content of the 
dropdown defaults as follows: 

 For HIPP, contract defaults to " SF" 

 For Medicare Part D, contract defaults to "Medicare Part D 
12/13" 

Other options that would be available in the dropdown are any 

contracts that remain currently in ARIES. 

Contract name is a required field. If a contract name is not entered, 
when selecting Save the user receives the following warning: 
 "Contract name is required."   The application cannot be saved 
without entering a contract name. 

Program The name of the program, i.e., Medicare Part D. This auto-populates 
on the Payment service data entry screen. 

Primary 
Service 

The name of the primary service. Medicare Part D defaults to Health 
Insurance Premium. This auto-populates on the Payment service data 
entry screen. 

Secondary 
Service 

The name of the secondary service. All programs default to premium 
payment. This auto-populates on the Payment service data entry 
screen. 
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Agency 
Subservice 

The name of the agency subservice. Medicare Part D defaults to 
premium payment. This auto-populates on the Payment service data 
entry screen. 

Service Notes Enter any appropriate text in this field. 

Payee Read-only, not editable. 

Check  # Enter the check number if available. This is not a required field. 

Policy # Read-only, not editable. 

Monthly 
Premium 

Enter the monthly premium amount in dollars. 

Payment Due Enter the date this payment is due. Use the format MM/DD/YYYY. You 

can also click the calendar icon to use the pop-up calendar. 

Total Amount 
Paid 

Read-only, not editable. 

Note: Check amount may be related to multiple payments but is 
likely related to a single payment. 

Check Date Enter the check date if available. This is the date on the check sent to 
the payee. Use the format MM/DD/YYYY. You can also click the 
calendar icon to use the pop-up calendar. 

This is not a required field. 

Payment 
Period 
From/To 

Read-only, not editable. 

Pay period is most commonly 3 full calendar months However, it can 
be entered for less period of time and, if it is, should be prorated 
based on a daily rate. 

Next 
Payment Due 

Enter the date when the next payment will be due. Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 

Current 
Payment 
Period 
From/To 

From: Enter the beginning date of the period covered by the payment. 
Use the format MM/DD/YYYY. You can also click the calendar icon to 
use the pop-up calendar. 

To: Enter the ending date of the period covered by the payment. 

Use the dropdown lists to select the month and year you wish to enter. 
Click the day and date displays in the text field. The pop-up calendar 
window closes automatically. 

  

After completing the fields: 

 

Click this button to save your input and return to the Payment Search 
screen. 
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Click this button to discard your entries and return to the Payment 
Search screen. 

 

Click this button to deactivate the payment record. You are prompted to 
confirm the deactivation. 

  

6.10.1 Credits in Payment Service Data Entry 

At times, a payee will credit or refund payments made on behalf of an individual client. 
When this occurs, the insurance analyst may or may not have sufficient data to know what 
specific check # or payment was involved that led to this refund.  For example, they may 
receive a check from a provider on behalf of a client but no other information. As an 
insurance analyst, you can enter the "service" of payment credit to the specific client in 
ARIES and apply that information to the specific check originally sent to the payee. 

 From the ARIES menu, click Find > Payment. 

 On the Search Payment screen, enter search parameters and click Search. 

 On the Search Payment Result screen, click the Check # link to display Search 
Payment Result Detail. 

 On the individual record in Search Payment Result Detail, click Pay Hx to display 
Payment History for the client. 

 On the client's Payment History screen, find the specific date to be credited and click 
the Credit button for that date. 

 The Payment Service Data Entry screen is displayed. 

 

Complete editable fields and review read-only fields as follows: 

Client Name The name of the client. This auto-populates on the Payment service 
data entry screen. 

Staff The name of the insurance analyst. This auto-populates on the 
Payment service data entry screen. 

Site The name of the site. This auto-populates on the Payment service 
data entry screen. 

Date of Enter the date of service. Use the format MM/DD/YYYY. You can also 



ARIES R18 Client Help Manual 

740 

Service click the calendar icon to use the pop-up calendar. 

 

Use the dropdown lists to select the month and year you wish to 

enter. Click the day and date displays in the text field. The pop-up 
calendar window closes automatically. 

This is a required field.  If the date of service is not entered, when 
selecting Save the user receives the following notice: "Date of service 
is required." The application cannot be saved without entering a date 
of service. 

Contract 
Name 

Use the dropdown to select the contract name. The content of the 
dropdown defaults as follows: 

 For HIPP, contract defaults to "SF." 

 For Medicare Part D, contract defaults to "Medicare Part D 
12/13." 

Other options that would be available in the dropdown are any 
contracts that remain currently in ARIES. 

Contract name is a required field. If a contract name is not entered, 
when selecting Save the user receives the following warning: 
 "Contract name is required."   The application cannot be saved 

without entering a contract name. 

Program The name of the program, i.e., Medicare Part D. This auto-populates 
on the Payment service data entry screen. 

Primary 

Service 

The name of the primary service. Medicare Part D defaults to Health 

Insurance Premium. This auto-populates on the Payment service data 
entry screen. 

Secondary 
Service 

The name of the secondary service. All programs default to premium 
payment. This auto-populates on the Payment service data entry 
screen. 
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Agency 
Subservice 

The name of the agency subservice. Medicare Part D defaults to 
premium payment. This auto-populates on the Payment service data 
entry screen. 

Service Notes Enter any appropriate text in this field. 

Payee Use the dropdown to select the payee name, e.g., Kaiser. 

Check  # Enter the check number if available. This is not a required field. 

Policy # Enter the policy number. 

Monthly 
Premium 

Enter the monthly premium amount in dollars. 

Payment Due Enter the date this payment is due. Use the format MM/DD/YYYY. You 

can also click the calendar icon to use the pop-up calendar. 

Total Amount 
Paid 

Enter the dollar amount of the check. 

Note: Check amount may be related to multiple payments but is 
likely related to a single payment. 

Check Date Enter the check date if available. This is the date on the check sent to 
the payee. Use the format MM/DD/YYYY. You can also click the 
calendar icon to use the pop-up calendar. 

This is not a required field. 

Current 
Payment 
Period 
From/To 

Enter the first day of the pay period and the last day of the pay 
period. Use the format MM/DD/YYYY. You can also click the calendar 
icon to use the pop-up calendar. 

Pay period is most commonly 3 full calendar months However, it can 
be entered for less period of time and, if it is, should be prorated 
based on a daily rate. 

Next Payment 
Due 

Enter the date when the next payment will be due. Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 

Next Payment 
Period 
From/To 

From: Enter the beginning date of the period covered by the 
payment. Use the format MM/DD/YYYY. You can also click the 
calendar icon to use the pop-up calendar. 

To: Enter the ending date of the period covered by the payment. 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-up 
calendar window closes automatically. 

Credit Date The date a credit (e.g., to offset an overpayment) is applied to the 
client's account. 

Credit 
Amount 

The amount of credit applied to the client's account. 
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Credit 
Reference 

Reference or document number pertaining to the credit entry. 

  

After completing your entries: 

 

Click this button to save your input and return to the Payment History 
screen. The credit amount you entered is displayed in the Total Credit 
column of the record you updated. The credit amount is deducted from the 

Net Amount displayed for the record on Payment History. 

 

Click this button to discard your entries and return to the Payment History 
screen. 

  

6.11 Viewing a Check Record 

Insurance Analysts can view a client's payment information once it has been entered into 
the system. 

To search for a check record: 

 From the ARIES menu bar at the top of the ARIES screen, select Find > 
Payment.  The Search Payment screen is displayed. 

 

 Enter your search filters and click the Search button.  ARIES looks up all the 
payments made that match your criteria and then displays them on the Search 
Payment Result screen. 
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 Note that none of the fields on the screen are required. If you do not enter anything 

in the fields, selecting Search will yield results of every payment made in the ARIES 
system. 

If no payments match your search criteria, the Search Payment screen displays the 
message "No records found. Try broadening your search." 

 Click on the Check # link to display the Search Payment Result Detail screen with 
check number and payment information. 

 

 Click on the Check Amt. link to display the Search Payment Result Detail screen 
showing records with the same payment amount for the client. 

 

 Click the + Credit link to view the Payment Service Data Entry screen. For more 

details, see Credits in Payment Service Data Entry. 

  

6.12 Creating a Payee 

If it has been determined that a payee is not in the system, Insurance Analysts may add a 

payee. 

To search for a payee: 

 From the ARIES menu bar at the top of the ARIES screen, select Find > Payee.  The 
Payee Search screen is displayed. 



ARIES R18 Client Help Manual 

744 

 

 Place your cursor in the Payee Name window and press the space bar once. An Add 

Payee dropdown displays. 

 

 Click Add Payee to display the expanded Payee Search/Add screen. 
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On Add Payee, complete the fields as follows: 

Payee 
Name 

Use the dropdown to select the payee name. This is a required field.  If 
payee is not entered, when selecting Save the user receives the following 

notice: "Payee is required." The application cannot be saved without 
entering a payee. 

You can also type the first few letters of the payee name in the window and 
potential matches will appear in a list. 

CHIPP # Enter the payee's CHIPP number. 

Street 1 Enter the street address of the payee. 

Street 2 Enter any additional information for the street address, e.g., suite number. 

City Enter the name of the city where the payee is located. 

State Use the dropdown to select the state where the payee is located. 

ZIP Enter the payee's five-digit ZIP code in hte unlabeled ZIP field to the right 
of the State dropdown. 

Phone Enter the 10-digit phone number of the payee. 

Contact 
Name 

Enter the name of the contact person at the payee. 

Fed Tax 
ID # 

Enter the payee's Federal tax ID number. 

Use the format 99-9999999 or 999-99-9999. 
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After completing the fields: 

 

Click this button to save your input and return to Search Payee screen. 

  

6.13 Viewing or Editing Payee Information 

Occasionally it may be necessary to update information about a payee such as office 
address, phone or contact name. You can view or edit information about a payee on the 
Application Data Entry screen. 

 From the ARIES menu bar at the top of the ARIES screen, select Find > 
Application. The Application Search screen is displayed. 

 On Application Search, type the name of a client using the payee whose information 

is to be updated. Click Search. ARIES displays the Payments Due screen for this 
payee. 

 

 Click on the name of a client in the App. Name column. The Application data Entry 
screen for the client is displayed. 

 

 Find Payee Information in the middle section of Application Data Entry. 
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 Update the editable fields as needed. 

 Click Save or Save + Add Payment. 

 The updated payee information will be displayed the next time you open any 
Application Data Entry screen for any client using this payee. 

  

6.14 Viewing or Editing Payments Due 

Once a client's payment information has been entered into the system, Insurance Analysts 

may view payments due. 

To view payments due, first search for a payee: 

 From the ARIES menu bar at the top of the ARIES screen, select Find > Payee. The 
Payee Search screen is displayed. 

 

 Type the first few letters of a payee's name to populate the Payee Name and CHIPP 
# fields. 

 Select a program from the Program dropdown. 

 Click Search. ARIES will display the Payments Due screen, listing all payments due 
the payee under the selected program. 

 

To Edit a Payment Due 

 On Payments Due, click the Edit button for the record to be edited. The fields for this 
record become editable. 
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Note: Recert Date (Recertification) applies only to the OA-HIPP program. If the 
recertification date is chronologically prior to beginning of payment period, the recert 
date appears in red. 

After completing your updates: 

 

Click this button to save your entries and return to the Payments Due 
screen. 

 

Click this button to discard your entries and return to the Payments Due 
screen. 

  

6.15 Compiling a Batch 

The Batch function enables an insurance analyst to create a batch in which each individual 
record contains the same information, as applicable, and then edit each individual record 
where needed. For example, you may create a batch of client applications for a particular 
payment period and for a specific payee. Then each record in the batch can be updated with 
information specific to that record, such as check number, check amount, or service 
provided to the client. 

Before you can compile applications in a batch, ARIES requires that the following conditions 

be met: 

 All applications  must be approved. 

 All applications must have the same next payment due date, next payment end 
period. 

 All applications must have the Monthly Premium and Policy# filled on their 

Application Data Entry screens. 

Before you update records in a batch: 

 Create a list that ties the records together. 

 Have all the payment information you need for individual records. 

To compile a batch, first search for a payee: 

 From the ARIES menu bar at the top of the ARIES screen, select Find > Payee. The 
Payee Search screen is displayed. 

 Type in the name for an existing Payee, e.g., "BlueCross."  The CHIPP # field auto 
populates. 

 Select an option from the Program dropdown, i.e., OA-HIPP or OA-MedicarePartD. 

 Click Search. The Payments Due screen displays. 

You can sort a column on this screen by clicking on its heading. When you sort by a 
column, the column heading displays in yellow font. 
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 Click on the checkbox to the left of the row for all listed clients for whom a batch 
function is to be performed, 

OR 

 Click on the Select All checkbox at the top left of this screen to include all listed 
clients. 

Note: All clients to be included in a batch must have the same "Next Payment" date. 
In the illustration above, you would need to select the checkboxes for only one of the 
dates - such as 3/1/2013 - to create a batch. If you select all of the records on a 
Payments Due screen and click Compile Batch, but the Next Payment Dates are not 
identical for all applications in the batch, you will receive the following error message: 
"Next Payment Date is not the same for one/more of the applications in the batch." 

 After selecting the checkboxes for the records for the batch, click on Compile 
Batch. A batch is created and displayed on the View Batch screen, showing only the 
records with identical Payment Dates. 

 

ARIES automatically names the batch using the payee, the program, the month of Payment 
Due, and the total amount (which is equal to the sum of all "Next total Payment" entries on 
the batch). The records in this batch are no longer displayed on the Payments Due screen. 

  

6.16 Entering Batch Payment and Service Records 

After compiling a batch of client applications for a particular payment period and for a 
specific payee, the insurance analyst can apply the information associated with the payment 
- such as check number and check amount - to the record of each client identified in the 
batch. Similarly, the service provided to each of the clients is captured in the services 
section of their ARIES record. 

 From the ARIES menu bar, select Find > Batches.  The Search Batch screen is 
displayed. 
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 Enter your search filters and click the Search button. ARIES looks up all the records 
that match your criteria and then displays them on the Search Batch Result screen. 

You can sort a column in search results by clicking on its heading. When you sort by a 
column, the column heading displays in yellow font. 

You can view details of an individual batch by clicking the link in the Batch Name 
column, which takes you to the View Batch screen. 

 

 Click the + Pay link at the right side of the Search Batch Result screen. This displays 
a Payment Service Data Entry screen for the batch. 

Note: A + Pay link is not displayed for batches that are closed. 
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Note that the batch name (combining the payee's name, program, date and payment 
amount) appears in the upper left corner of the screen. 

Complete the editable fields and review the read-only fields as follows: 

Staff The name of the insurance analyst. This auto-populates on the 
Payment Service Data Entry screen. 

Site The name of the site. This auto-populates on the Payment Service 

Data Entry screen. 

Date of 
Service 

Enter the date of service. Use the format MM/DD/YYYY. You can also 
click the calendar icon to use the pop-up calendar. 

 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-up 
calendar window closes automatically. 

This is a required field. If the date of service is not entered, when 
selecting Save the user receives the following notice: "Date of 
service is required." The application cannot be saved without entering 
a date of service. 
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Contract 
Name 

Use the dropdown to select the contract name. The content of the 
dropdown defaults as follows: 

 For HIPP, contract defaults to " SF" 

 For Medicare Part D, contract defaults to "Medicare Part D 
12/13" 

Other options that would be available in the dropdown are any 
contracts that remain currently in ARIES. 

Contract name is a required field. If a contract name is not entered, 
when selecting Save the user receives the following warning: 
 "Contract name is required."  The application cannot be saved 
without entering a contract name. 

Program The name of the program, e.g., Medicare Part D. This auto-populates 
on the Payment Service Data Entry screen. 

Primary 
Service 

The name of the primary service. Medicare Part D defaults to Health 
Insurance Premium. This auto-populates on the Payment Service 
Data Entry screen. 

Secondary 
Service 

The name of the secondary service. All programs default to premium 
payment. This auto-populates on the Payment Service Data Entry 
screen. 

Agency 
Subservice 

The name of the agency subservice. Defaults to premium payment. 
This auto-populates on the Payment Service Data Entry screen. 

Service Notes Enter any appropriate text in this field. 

Payee The name of the Payee. Read-only, not editable. 

Check # Enter the check number if available. This is not a required field. 

Policy # In batch operations the field label is grayed out and a policy number 
is not pre-filled. 

Monthly 
Premium 

In batch operations the field label is grayed out and an amount is not 
pre-filled. 

Current 
Payment Due 

Enter the date this payment is due. Use the format MM/DD/YYYY. You 
can also click the calendar icon to use the pop-up calendar. 

Total Amount 
Paid 

The total amount paid. Read-only, not editable. 

Check Date Enter the check date if available. This is the date on the check sent to 
the Payee. Use the format MM/DD/YYYY. You can also click the 

calendar icon to use the pop-up calendar. 

This is not a required field. 

Current 
Payment 
Period 

Enter the first day of the pay period and the last day of the pay 
period. Use the format MM/DD/YYYY. You can also click the calendar 
icon to use the pop-up calendar. 
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From/To Pay period is most commonly 3 full calendar months However, it can 
be entered for less period of time and, if it is, should be prorated 
based on a daily rate. 

Next Payment 
Due 

Enter the date when the next payment will be due. Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 

Next Payment 
Period 

From/To 

From: Enter the beginning date of the period covered by the 
payment. Use the format MM/DD/YYYY. You can also click the 

calendar icon to use the pop-up calendar. 

To: Enter the ending date of the period covered by the payment. 

Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-up 
calendar window closes automatically. 

Credit fields 

Credit Date 

Credit Amount 

Credit 
Reference 

These fields are grayed out in batch operations. 

For information on the Credit Date, Credit Amount and Credit 
Reference fields, and on application of a credit to a client's account, 
click to view Credits in Payment Service Data Entry. 

  

After completing or reviewing the fields: 

 

Click this button to save your input and return to the Search Batch screen. 

 

Click this button to discard your entries and return to the Search Batch 
screen. 

  

 After the batch payment/service record is saved, each individual client in the batch 

will have the indicated service applied to their service record. 
 Payment information, i.e, check # and check amount, will be applied to individuals. 

 

6.17 Viewing Payment History 

 From the ARIES menu bar at the top of the ARIES screen, select Find > 
Payment.  The Search Payment screen is displayed. 

Note: None of the fields on the screen are required. If you do not enter anything in 
the fields, selecting Search will yield results of every payment in the ARIES system. 

 Enter your search filters and click the Search button.  ARIES looks up all the 
payments that match your criteria and then displays them on the Search Payment 

Result screen. 
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 Click on the link in Check #to display the Search Payment Result Detail screen. 

 

 From the Search Payment Result detail screen, click on the Pay Hx link to display 

the Payment History screen for the client. 

 

  

6.18 Viewing or Editing a Payment 

To search for a payment: 

 From the ARIES menu bar at the top of the ARIES screen, select Find > 
Payment. The Search Payment screen is displayed. 

Note: None of the fields on the screen are required. If you do not enter anything in 
the fields, selecting Search will yield results of every payment in the ARIES system. 

 Enter your search filters and click the Search button.  ARIES looks up all the 
payments that match your criteria and then displays them on the Search Payment 
Result screen. 

You can sort a column in search results by clicking on its heading. When you sort by a 
column, the column heading displays in yellow font. 

 

 On Search Payment Result, click the link in Check # to display the Search Payment 
Result Detail screen. 
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 From Search Payment Result Detail, click on the Pay Hx to display the Payment 
History screen 

 

 On Payment History, click the Edit button adjacent to the payment you want to edit 
to display the Payment Service Data Entry screen where you may update an existing 

record for the client. 

 

Complete the fields as follows: 

Client Name The name of the client. This auto-populates on the Payment service 
data entry screen. 

Staff The name of the insurance analyst. This auto-populates on the 
Payment service data entry screen. 

Site The name of the site. This auto-populates on the Payment service 
data entry screen. 

Date of 
Service 

Enter the date of service. Use the format MM/DD/YYYY. You can also 
click the calendar icon to use the pop-up calendar. 
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Use the dropdown lists to select the month and year you wish to 
enter. Click the day and date displays in the text field. The pop-up 
calendar window closes automatically. 

This is a required field.  If the date of service is not entered, when 
selecting Save the user receives the following notice: "Date of service 
is required." The application cannot be saved without entering a date 
of service. 

Contract 
Name 

Use the dropdown to select the contract name. The content of the 
dropdown defaults as follows: 

 For HIPP, contract defaults to " SF" 

 For Medicare Part D, contract defaults to "Medicare Part D 
12/13" 

Other options that would be available in the dropdown are any 

contracts that remain currently in ARIES. 

Contract name is a required field. If a contract name is not entered, 
when selecting Save the user receives the following warning: 
 "Contract name is required."   The application cannot be saved 
without entering a contract name. 

Program The name of the program, i.e., Medicare Part D. This auto-populates 
on the Payment service data entry screen. 

Primary 
Service 

The name of the primary service. Medicare Part D defaults to Health 
Insurance Premium. This auto-populates on the Payment service data 
entry screen. 

Secondary 
Service 

The name of the secondary service. All programs default to premium 
payment. This auto-populates on the Payment service data entry 
screen. 
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Agency 
Subservice 

The name of the agency subservice. Medicare Part D defaults to 
premium payment. This auto-populates on the Payment service data 
entry screen. 

Service Notes Enter any appropriate text in this field. 

Payee Use the dropdown to select the payee name, e.g., Kaiser. 

Check  # Enter the check number if available. This is not a required field. 

Policy # Enter the policy number. 

Monthly 
Premium 

Enter the monthly premium amount in dollars. 

Payment Due Enter the date this payment is due. Use the format MM/DD/YYYY. You 

can also click the calendar icon to use the pop-up calendar. 

Total Amount 
Paid 

Enter the dollar amount of the check. 

Note: Check amount may be related to multiple payments but is 
likely related to a single payment. 

Check Date Enter the check date if available. This is the date on the check sent to 
the payee. Use the format MM/DD/YYYY. You can also click the 
calendar icon to use the pop-up calendar. 

This is not a required field. 

Current 
Payment 
Period 
From/To 

Enter the first day of the pay period and the last day of the pay 
period. Use the format MM/DD/YYYY. You can also click the calendar 
icon to use the pop-up calendar. 

Pay period is most commonly 3 full calendar months However, it can 
be entered for less period of time and, if it is, should be prorated 
based on a daily rate. 

Next Payment 
Due 

Enter the date when the next payment will be due. Use the format 
MM/DD/YYYY. You can also click the calendar icon to use the pop-up 
calendar. 

Next Payment 
Period 
From/To 

From: Enter the beginning date of the period covered by the payment. 
Use the format MM/DD/YYYY. You can also click the calendar icon to 
use the pop-up calendar. 

To: Enter the ending date of the period covered by the payment. 

Use the dropdown lists to select the month and year you wish to enter. 
Click the day and date displays in the text field. The pop-up calendar 
window closes automatically. 

  

After completing the fields: 

 

Click this button to save your input and return to the Payments Search 
screen. 
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Click this button to discard your entries and return to the Payments 
Search screen. 

 

Click the Deactivate button to deactivate the record.  Once deactivated, 
the record will no longer appear on the Payment Service Data Entry 
screen. 

Note: You will be prompted to confirm the deactivation. To confirm the 
deactivation, click OK. The record will be deactivated. You will be 
returned to the Payment Service Data Entry screen. 

Clicking Deactivate does not deactivate the client with ARIES; it only 
deactivates the record. 

  

On the Payment History screen, the Credit button takes you to Payment Service Data 

Entry, where fields for Credit Date, Credit Amount and Credit Reference are displayed. 
These may be filled in with credit information. 

Note:These three fields are not displayed on Payment Service Data Entry when you click 
either New or Edit. 

For more details, see Credits in Payment Service Data Entry. 

 

6.19 IAS Permissions 

The table below displays major IAS features and the associated user permissions. IAS menu 
options are visible only to users with IAS permissions. Please contact an Admin user for 
setting and editing Permissions for Staff. 
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A 
ADAP (AIDS Drug Assistance Program): Administered by States and authorized under 

Part B of the Ryan White HIV/AIDS Program, provides FDA-approved medications to 
low-income individuals with HIV disease who have limited or no coverage from 
private insurance or Medicaid. ADAP funds may also be used to purchase insurance 
for uninsured Ryan White HIV/AIDS Program clients as long as the insurance costs 
do not exceed the cost of drugs through ADAP and the drugs available through the 
insurance program at least match those offered through ADAP. 

Adherence: How well a patient follows a doctor prescribed course of medication. 

Administrative Agency: An administrative agency manages other agencies and is allowed 
to report on their client and service data. If your agency has permission to create 

new agencies, then you are automatically an administrative agency. You 
automatically administer every agency you create. An ARIES administrator can 
change or remove the agencies administered by using the ARIES Administration 
application. 

AIDS (Acquired Immunodeficiency Syndrome): A disease caused by the human 
immunodeficiency virus. 

Antiretroviral: A substance that fights against a retrovirus, such as HIV. (See Retrovirus) 

ARIES: AIDS Regional Information and Evaluation System. 

ARIES Administration: The ARIES Administration application is the administration 
application for ARIES. With it, you can monitor and control ARIES activity as well as 

customize ARIES edit screens. You can oversee users and groups, design reports, 
customize data entry, troubleshoot problems, and perform maintenance. 

ARIES ID: An ID created automatically by ARIES for each new client record. 

ARIES Import: The ARIES Import application allows you to bring data into ARIES from 
other sources. ARIES Import accepts XML files, checks them for validity, and then 

inserts or updates the database with the data. 

ARIES Report Export: The ARIES Report Export application allows you to define custom 
reports. You can also export ARIES data in a variety of formats including XML for 
inclusion in other applications. 

ASP.NET: Active Server Pages, a technology by Microsoft to create robust interactive 
applications for the Web. 

B 
Batch (IAS): The Batch function in IAS enables an insurance analyst to create a batch in 

which each individual record contains the same information, as applicable, and then 

edit each individual record where needed. 

Batch (Lab Batch Data Entry): The Lab Batch Data Entry tab allows for batch entry of 
CD4 and Viral Load test results in a single ARIES application screen. 
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C 

CADR (CARE Act Data Report): A provider-based report generating aggregate client, 
provider, and service data for all Ryan White HIV/AIDS Program programs. Reports 
information on all clients who receive at least one service during the reporting 
period. Replaces the Annual Administrative Report (AAR) used for Part A and Part B 
as well as separate Part C and Part D data reports. This report is for 2006 and earlier 
data reports. 

CARE Act (Ryan White Comprehensive AIDS Resources Emergency Act): Federal 
legislation created to address the unmet health care and service needs of people 
living with HIV Disease (PLWH) disease and their families. It was enacted in 1990 
and reauthorized in 1996 and 2000. 

Care Plan: Case managers design care plans outlining the steps needed to meet the client’s 
needs. These steps can include instructions for caregivers, tasks for staff persons, 

referrals, and services. With care plans, case managers can track a client’s progress, 
which helps ensure quality care. 

CARE/HIPP: The Health Insurance Premium Payment (CARE/HIPP) program was created 
under the CARE Act. Funded by Title II of the Ryan White HIV/AIDS Program and 
administered by the California Office of AIDS, CARE/HIPP will pay the insurance 
premium costs for eligible clients with HIV or AIDS. 

CD4 Cell Count: The number of T-helper lymphocytes per cubic millimeter of blood. The 
CD4 count is a good predictor of immunity. As CD4 cell count declines, the risk of 
developing opportunistic infections increases. The normal adult range for CD4 cell 
counts is 500 to 1500 per cubic millimeter of blood. (The normal range for infants is 
considerably higher and slowly declines to adult values by age 6 years.) CD4 counts 
should be rechecked at least every 6 to 12 months if CD4 counts are greater than 
500/mm3. If the count is lower, testing every 3 months is advised. (In children with 
HIV infection, CD4 values should be checked every 3 months.) A CD4 count of 200 or 
less is an AIDS-defining condition. 

CD4 or CD4+ Cells: Also known as "helper" T-cells, these cells are responsible for 
coordinating much of the immune response. HIV's preferred targets are cells that 
have a docking molecule called "cluster designation 4" (CD4) on their surfaces. Cells 
with this molecule are known as CD4-positive (CD4+) cells. Destruction of CD4+ 
lymphocytes is the major cause of the immunodeficiency observed in AIDS, and 
decreasing CD4 levels appear to be the best indicator for developing opportunistic 
infections. 

CDC (Centers for Disease Control and Prevention): Federal agency within HHS that 
administers disease prevention programs including HIV/AIDS prevention. 

Client: Clients are individuals who receive services from your agency. These services can be 
anything from medical care to housing to counseling to meals. There are clients who 
are related to or are affected by persons with HIV. Those may include family 
members, dependents, or roommates, who are eligible for services like housing 
assistance or transportation. 

Client ID: A client identifier assigned internally by the agency with which they are enrolled. 

CMP: The Case Management Program provides home- and community-based services for 
persons with AIDS and symptomatic HIV infection whose cognitive and functional 
abilities are impaired. 
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D 

Digital Certificate: An electronic identification card, issued by a certificate server, that 
establishes a user’s credentials when doing business or other transactions on the 
Web. 

E 
Eligible Metropolitan Area (EMA): Geographic areas highly-impacted by HIV/AIDS that 

are eligible to receive Part A Ryan White HIV/AIDS Program funds. 

Encryption: The process of disguising information in a way such that only the people with 
the right key can uncover the information. 

eURN: Extended Unique Record Number, an expansion of the identity number developed by 
HRSA and generated in ARIES. The URN is composed of the first and third characters 
of the client's first and last name, the date of birth and gender. The extended URN 
(eURN) includes all of the above, plus the client's middle initial and the first and third 
characters of the client's mother's maiden name. 

G 

Genotypic Assay: A test that analyzes a sample of the HIV virus from the patient's blood 
to identify actual mutations in the virus that is associated with resistance to specific 
drugs. 

Grantee: The recipient of Ryan White HIV/AIDS Program funds responsible for 
administering the award. 

H 
HAART (Highly Active Antiretroviral Therapy): HIV treatment using multiple 

antiretroviral drugs to reduce viral load to undetectable levels and maintain/increase 
CD4 levels. 

HIV Disease: Any signs, symptoms, or other adverse health effects due to the human 
immunodeficiency virus. 

Home and Community Based Care: A category of eligible services that States may fund 
under Part B of the Ryan White HIV/AIDS Program. 

HOPWA: The Housing Opportunities for Persons with AIDS Program was established by 

U.S. Department of Housing and Urban Development (HUD) to address the specific 
needs of persons living with HIV/AIDS and their families. HOPWA makes grants to 
local communities, States, and nonprofit organizations for projects that benefit low 
income persons medically diagnosed with HIV/AIDS and their families. 

HRSA (Health Resources and Services Administration): The agency of the U.S. 
Department of Health and Human Services that administers various primary care 

programs for the medically underserved, including the Ryan White HIV/AIDS 
Program. 

HTML: Hyper Text Markup Language, the standard language for describing how information 
is displayed and interacts with users on a web browser. 
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HTTP: Hypertext transfer protocol. A communication protocol that allows the web browser 
and web server to exchange data. 

HTTPS: A protocol identical to HTTP except it uses the SSL protocol to allow the web 

browser and the web server to agree to an encryption methodology so that only the 
two of them can decipher the communication sent to each other over the Internet. 

HUD (U.S. Department of Housing and Urban Development): HUD (U.S. Department 
of Housing and Urban Development) The Federal agency responsible for 
administering community development, affordable housing, and other programs 

including Housing Opportunities for People with AIDS (HOPWA). 

I 
IDU: Injection Drug User. 

K 
Karnofsky Scale: A score between 0 and 100 assigned by a clinician based on observations 

of a patient's ability to perform common tasks. Thus, 100 signifies normal physical 
abilities with no evidence of disease. Decreasing numbers indicate a reduced ability 
to perform activities of daily living. 

L 

Longitudinal: This refers to data points that have multiple values over a period of time. 
Longitudinal data for certain data points shall be maintained and displayed in ARIES, 
until they are moved off the production database. At that point, they may exist only 

as part of the historical data. Examples of longitudinal data in ARIES are CD4, viral 
load, HIV tests, and pregnancy. Each client may have zero, one or more records for 
each other these fields. 

M 
Maintenance therapy: A preventative therapy that follows successful initial treatment of 

an illness. Maintenance therapy typically continues for the lifetime of an individual to 
prevent disease reactivation, also known as secondary prophylaxis. 

MCWP: The Medi-Cal Waiver Program provides home- and community-based services for 
persons with AIDS and symptomatic HIV infection whose cognitive and functional 

abilities are impaired. 

MDR Test: Multi-drug resistance testing. If a client tests positive for tuberculosis, tests can 
be performed evaluating the drug resistance of the mycobacterium strain. 

Median Area Income: The median household annual income of a geographic area as 
defined by the Department of Housing and Urban Development. 

Monthly Adjusted Gross Income: A household’s monthly income reduced by deductions 
(or allowances) for dependents, elderly households, medical expenses, disability 
assistance expenses, and childcare. 

Mycobacterium avium complex (MAC): A bacteria which can infect the lymph system, 
bone marrow, liver, spleen, spinal fluid, lungs, and gastrointestinal tract causing 
diarrhea, wasting, fever, fatigue and spleen enlargement. 
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N 

Needs Assessment: A process of collecting information about the needs of PLWH (both 
those receiving care and those not in care), identifying current resources (Ryan 
White HIV/AIDS Program and other) available to meet those needs, and determining 
what gaps in care exist. 

P 
Part A: The part of the Ryan White HIV/AIDS Program that provides emergency assistance 

to localities (EMAs) disproportionately affected by the HIV/AIDS epidemic. 

Part B: The part of the Ryan White HIV/AIDS Program that provides funds to States and 
territories for primary health care (including HIV treatments through the AIDS Drug 
Assistance Program, ADAP) and support services that enhance access to care to 
PLWH and their families. 

Part C: The part of the Ryan White HIV/AIDS Program that supports outpatient primary 
medical care and early intervention services to PLWH through grants to public and 
private non-profit organizations. Part C also funds capacity development and 
planning grants to prepare programs to provide EIS services. 

Part D: The part of the Ryan White HIV/AIDS Program that supports coordinated services 
and access to research for children, youth, and women with HIV disease and their 
families. 

Pediatric Scale: The acuity of the client’s symptoms if the client is under 13-years of age. 
The scale is measured in a letter grade from A-C, where C is the most severe. If the 
client has no symptoms, they are scored an N. 

Permissions: Each ARIES user is assigned permissions that grant them access to different 
portions of ARIES. Users can view, change, create, and deactivate records in ARIES 
based on their permissions. ARIES administrators can change these privileges 
through the Staff Permissions screen. A staff person cannot edit his or her own 
permissions. 

Phenotypic Assay: A procedure whereby sample DNA of a patient's HIV is tested against 
various antiretroviral drugs to see if the virus is susceptible or resistant to these 
drug(s). 

PLWH: People Living with HIV Disease. 

Pneumocystis carinii pneumonia (PCP): A life-threatening type of pneumonia thought to 
be caused by a fungus. 

PPD: The purified protein derivative skin test used to test for tuberculosis. 

Primary Service: A broad category of services offered under a program, as defined by the 
Office of AIDS or by the Health Resources and Services Administration (HRSA). For 
example, in the HOPWA Program, Housing Subsidy Assistance is a primary service. 
Primary services are displayed in ARIES Client in the pre-set list on the Services Edit 

screen. 

Program: A group of related services available to persons with specific needs who meet 
certain eligibility requirements. For example, CARE/HIPP benefits are available for 
financially needy persons with private insurance. Each program has a separate 
enrollment process. 
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Protease: An enzyme that triggers the breakdown of proteins. HIV's protease enzyme 
breaks apart long strands of viral protein into separate proteins constituting the viral 
core and the enzymes it contains. HIV protease acts as new virus particles are 

budding off a cell membrane. 

Protease Inhibitor: A drug that binds to and blocks HIV protease from working, thus 
preventing the production of new functional viral particles. 

R 
Referral: Referrals are used to help clients access services that are unavailable at an 

agency. For example, if an agency specializes in psychosocial counseling, but their 
client needs medical attention, a referral can be made to a medically based agency. 

Related/Affected Individual: Clients associated with the client who are HIV negative as 
well as those with unknown HIV status. An affected client can be a family member or 

partner but must be linked to an infected client who is receiving services. Affected 
clients may be eligible for services like housing assistance or transportation. 

Relational Database: A type of database in which complex data is separated and stored 
across multiple tables, tied together by a common key, such as a Client ID. Doing 
this improves the flexibility of the database and increases its robustness. 

Retrovirus: A type of virus that, when not infecting a cell, stores its genetic information on 
a single-stranded RNA molecule instead of the more usual double-stranded DNA. HIV 
is an example of a retrovirus. After a retrovirus penetrates a cell, it constructs a DNA 
version of its genes using a special enzyme, reverse transcriptase. This DNA then 
becomes part of the cell's genetic material. 

Risk Factor or Risk Behavior: Behavior or other factor that places a person at risk for 

disease; for HIV/AIDS, this includes such factors as male-to-male sexual contact, 
injection drug use, and commercial sex work. 

Ryan White HIV/AIDS Program Annual Data Report (RDR): Replaced the CADR 
(CARE Act Data Report) beginning with the 2007 report year. A provider-based 
report generating aggregate client, provider, and service data for all Ryan White 
HIV/AIDS Program programs. Reports information on all clients who receive at least 

one service during the reporting period. 

S 
Salvage Therapy: A treatment effort for people who are not responding to, or cannot 

tolerate the preferred, recommended treatments for a particular condition. In the 
context of HIV infection, drug treatments that are used or studied in individuals who 
have failed one or more HIV drug regimens. In this case, failed refers to the inability 
to achieve or sustain low viral load levels. 

Secondary Service: A category of services falling under a primary service, defined by the 
Office of AIDS or by the Health Resources and Services Administration (HRSA). For 
example, in the HOPWA Program, Housing Subsidy Assistance is a primary service, 
and Short Term Rent, Short Term Mortgage Assistance and Short Term Utility 
Assistance are secondary services under that primary service. In ARIES Client, 
secondary services are displayed under a primary service in the pre-set list on the 
Services Edit screen. 
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Service: Agencies provide services for clients. Services can include medical consultations, 
meals, housing assistance, psychological counseling, transportation, medication, and 
case management. 

Sign and Seal: The sign and seal feature of ARIES allows users with the proper 
permissions to finalize certain client records, such as case notes, and certain reports, 
such as the Contract Allocation and YTD Expenditures Report. Signing and sealing 
makes client records available to other agencies if the client is a share client. To 
finalize a record, assuming you have the correct permissions, click the Sign and Seal 
button. You are required to enter your ARIES login password before signing and 

sealing. Unsealed records, even for share clients, are only available to others in your 
agency with the proper permissions. Once case notes have been sealed, they cannot 
be edited or deactivated. There is no expiration on the "Sign and Seal" feature; the 
record stays in ARIES indefinitely. 

SQL: Structured Query Language, a standard language to create and manipulate data in a 
relational database. 

SQL Server: A relational database server developed by Microsoft Corp 

SSL: Secured Socket Layer, a protocol that allows client/server applications to communicate 
in a way designed to prevent eavesdropping, tampering, or message forgery. 

STI: Sexually Transmitted Infection. 

Subservice: Agency-defined subcategory of a secondary service, optionally created to 
distinguish among services for tracking and budgetary purposes. 

T 

TB (tuberculosis): Infectious disease caused by Mycobacterium tuberculosis that typically 
affects the lungs but may occur in other organs 

TMP: The Therapeutic Monitoring Program is a care program in the state of California 
created to provide vouchers for viral load and resistance testing for certain ADAP 
participants. 

Transmission Category: A grouping of disease exposure and infection routes; in relation 

to HIV disease, exposure groupings include, for example, men who have sex with 
men, injection drug use, heterosexual contact, and perinatal transmission. 

U 
URL: The Uniform Resource Locator is the address of a web page. 

URN: Unique Record Number, an identity number developed by HRSA and generated in 
ARIES. The URN is composed of the first and third characters of the client's first and 
last name, the date of birth and gender. ARIES also employs an extended URN 
(eURN) which includes all of the above, plus the client's middle initial and the first 
and third characters of the client's mother's maiden name. 

V 
Viral Load: In relation to HIV, the quantity of HIV RNA in the blood. Viral load is used as a 

predictor of disease progression. Viral load test results are expressed as the number 
of copies per milliliter of blood plasma. 
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W 

Web Browser: A desktop application, such as Internet Explorer, that processes the data 
exchanged with a web service, usually resulting in a display of a web page. 

Web Server: A server designed to process HTTP requests from a web browser, such as to 
get a certain web page or image. 

Western Blot: A test for detecting the specific antibodies to HIV in a person's blood. It is 
commonly used to verify positive EIA tests. A Western Blot test is more reliable than 

the EIA, but it is more difficult and more costly to perform. All positive HIV antibody 
tests should be confirmed with a Western Blot test. 

Wild Type Virus: HIV that has not been exposed to antiviral drugs and therefore has not 
accumulated mutations conferring drug resistance. 

Windows: The operating system developed by Microsoft for stand-alone laptop and desktop 

computers. 

Windows Server: An operating system of Microsoft Corp designed to handle multiple user 
requests, such as in a web server or a database server. 

X 
XML: Extensible Markup Language is a cross-platform, software and hardware independent 

tool for transmitting information. 
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