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How to Use the PEMS User Manual (PUM)

This user manual was developed to describe the functionality of PEMS for its end-users. The PUM is intended to be
used as an online or hardcopy tool to help users at agencies answer specific questions around how to use PEMS
functionality. This document is inclusive of all major releases of PEMS software to date, as of March 2007, as well as
associated patches up to 3.0.4.

The PUM is divided into the modules and submodules of PEMS. Each section contains an overview of key
functionality, the roles in PEMS required to use the functionality, and instructions with selected screen shots to help
orient you to the system and its features.

There are hyperlinks included in the PUM to allow the document to be used as an online tool. Hyperlinked items are
blue and underlined. To access a hyperlinked item, hold the control key (Ctrl) on your keyboard and click on the
hyperlinked word with your mouse. This will automatically take you to that section of the document. The entire table
of contents is hyperlinked to allow quick navigation to particular sections of interest.

If you or your agency is NEW to PEMS, consider reading the What is PEMS section first to get an overview of the
program. Read through the User Interface Overview section for an explanation of the structure of PEMS and how you
should navigate in PEMS. Then, begin with the Admin Module and work through each module and sub module in
the order they appear. You can work in the PEMS training environment with each section until you are comfortable
working in your own instance of PEMS.

It is important to note that the PUM is a tool for users of the system, but it is not intended to take the place of training.
For more information on PEMS training, contact your regional lead, visit the PEMS website, or contact the PEMS
Service Center.

PEMS User Manual Version 1 Page 6 of 339 06/01/2007
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General Information
PEMS Mission and Goals

PEMS Mission

PEMS will contribute to the goal of decreased HIV transmission by strengthening accountability and improving
organizational capacity to monitor and evaluate HIV prevention programs. PEMS will provide secure, standardized,
reliable, and timely data for effective program monitoring and evaluation in collaboration with community, state, and
national partners.

PEMS Goals

The purpose of PEMS is to provide data to better monitor and strengthen HIV prevention activities. PEMS was
developed by the Centers for Disease Control and Prevention, with extensive input from health departments
and community-based organizations, to facilitate the collection, reporting, analysis, and interpretation of
standardized data on HIV prevention services.

The common goals of PEMS include:

=  Reduce the number of new HIV infections
= Implement evidence-based programs

=  Promote accountability

= Improve program monitoring

What is PEMS?

PEMS is a program that captures information through secure Internet Explorer browser-based software for data entry
and reporting. PEMS was designed as a confidential data collection tool geared toward evaluating and monitoring
public health programs for and by Health Departments, Community Based Organizations (CBOs) and CDC.

PEMS contains a comprehensive and standardized set of variables for monitoring CDC-funded HIV prevention
programs. These data variables are based on federal program guidance mandates (e.g. Program Performance
Indicators) and are collected by Health Departments and directly funded CBOs. These standardized data variables
facilitate improvement in data collection, reporting, analysis, interpretation, and program delivery.

PEMS DATA VARIABLE TABLE STRUCTURE

Table CP-A  Table CP-B = Table CP-C  Table CP-DE| Table CP-F|  Table CP-G
COoMMUNITY urisdiction Priority i Gl M hip i vip
PL ANNING ! Populations Activity/ Tables 1&2 Survey.
: = i = ifnterven |
e e *

"Table A ] | J : Table P

AGENCY Agency CP Contractor Worker

PLANNING

Table G1 Table G2 TableG3 ~ TableH Table | Table PCR1 Table PCR2
CLIENT Risk Case Partner

L EVEL Profile

Table X1 Table X2 Table X3 Table X5 Table X6 Table X7
HIV Test Test Histary. Locate Elicit Natification Referral
Partners

Table HC = Table AG
AGGREGATE HC/Pl HERR

LEVEL Outreach
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CDC developed PEMS to strengthen monitoring and evaluation of HIV prevention. The first release of PEMS
software was disseminated in the fall of 2004 to 42 health departments and 27 CBOs. In 2006, PEMS was available
to over 200 directly funded agencies nationwide. PEMS will ensure that CDC receives standardized, accurate, and

thorough program data from health department and CBO grantees. The data variables include:

= Agency information

=  Program plan details

=  Client demographics

= Referral outcomes

= HIV test results

= Partner elicitation and notification

= Client use of services

= Community planning priority populations and interventions

These data will allow more comprehensive reporting of HIV prevention activities, fiscal information, and community
planning information. This information will help HIV prevention stakeholders examine program fidelity, monitor use of
key program services and behavioral outcomes, and calculate and report the program performance indicators. PEMS
will help CDC monitor, evaluate, and coordinate HIV prevention programs and support the rapid set-up of special

studies and evaluation projects.
PEMS can help improve Program Monitoring by providing information to describe:

=  What services are being provided?

Which agencies are delivering or funding services?

To whom are services being provided?

What resources are allocated to those services?

What behavioral and service utilization outcomes to clients report?

PEMS can help improve Program Evaluation by providing data to describe the:

=  Extent to which the program is reaching target population

=  Extent to which the intervention plan is delivered as intended

= Degree to which performance indicator targets are being achieved

= Relationship between exposure to services and changes in behavioral outcomes

PEMS can help support data analysis to:

= Monitor client and service data

= Understand community needs

= Improve HIV/AIDS prevention programs

= Comply with federal funding requirements
= Provide enhanced reporting capabilities

PEMS can help:

=  Providers identify, develop, and refine their interventions for maximum effectiveness and efficiency

= Identify local prevention practices, capacity building and technical assistance needs
= Increase motivation among staff and volunteers by offering a concrete way of tracking success

=  Ensure that HIV prevention resources are reaching priority populations

=  Provide systematic information about the status of HIV prevention efforts throughout a jurisdiction for

ongoing planning

PEMS User Manual Version 1 Page 8 of 339
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CDC Program Evaluation Framework

For health departments and local providers, evaluation of planning, implementation, and results is critical to ensure
that the highest-quality prevention services are provided with available resources. Program evaluation data serve a
variety of purposes: to help programs meet client’s needs; to inform program planning and improvement; to assess
agency performance; and to increase accountability to all stakeholders, including Federal appropriators and clients.
CDC'’s Program Evaluation Framework [Centers for Disease Control and Prevention, Framework for program
evaluation in public health. MMWR 1999; 48 (NO.RR-11: ii-35)] follows six steps:

1. Engage Stakeholders
= Identify and involve those people with a vested interest in the success of your programs
=  To whom are you accountable:
0 Funders, partners, administrators, staff
0 Those served or affected by the program
o Program opponents
= Conduct a stakeholder analysis

PEMS data are informative for a range of stakeholders:

Funders

Contractor agencies

Workers

Partners or network agencies
Clients

2. Describe the Program
=  Fully document and understand program operations, processes and goals
=  Clarify program goals and objectives
=  List program activities, strategies, inputs, program effects, outcomes, and results
=  List how activities lead to outcomes
=  Ask the questions:
0 Are there activities with no effects?
0 Are there effects with insufficient activities?
0 Isthere a lack of clarity in how activities lead to effects?
= Restate the activities in measurable terms (e.g. not just “counseling” but “three counseling sessions”)

PEMS supports program description as it contains information about:

Types of programs to be delivered
Number of sessions to be delivered

Populations to be reached

Number of clients to be served
Number of activities to be delivered
Locations of service delivery

3. Focus the Evaluation Design

=  What areas or components do you want to evaluate?

o What is happening?

o How are things happening?

o0 What are the effects of what is happening?
=  What do you intend to achieve with the evaluation?
What are the appropriate processes and methods?
Who should perform the evaluation?

PEMS User Manual Version 1 Page 9 of 339 06/01/2007
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=  What do you want to know about?
o Program description?
o Program management and operations?
o Program improvement?
o Program performance? (e.g. accountability)

Sample questions that can be answered by PEMS:

4.

What need or problem is the program trying to address?

What resources are available for the program?

Who do you intend to serve?

What services do you intend to provide?

Where do you intend to provide them?

Who should provide these services?

Who am | funding to deliver which programs?

Where am | delivering my programs?

Who are my workers?

How are my workers performing?

What are the characteristics of my clients served by programs within my agency or by my contract agencies?
What are client’s risk characteristics? What detailed risk behaviors do they report? Have these changed over
the course of my intervention?

Are programs being delivered as planned?

Are programs reaching their intended populations?

Are clients receiving the intended activities?

Are clients attending all sessions of a given intervention?

Gather and Analyze Evidence

=  What data sources do you need to answer your evaluation questions?
=  What types of data are needed to understand and manage your program, plan for future programs,
respond to external requests and ensure you are targeting the right populations for your programs?

Types of data available in PEMS:

Community Planning

o0 Target populations and priority interventions
Agency Characteristics

0 Budget, sites, workers, contracts, and network agencies
Program Plans

o Program models, target populations, interventions (e.g. counseling and testing, partner counseling
and referral services), settings, sessions and activities
Client Information
o Demographics, risk profile, detailed risk behavior assessments
Service Delivery
0 Service activities, recruitment and referral for CTR, PCRS, CRCS, HE/RR (including DEBIS),
outreach
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5. Justify Conclusions

=  Ensure data quality and interpretation
= Be able to validate and substantiate findings
o0 What did you find?
o0 Why is it important?
o What do you recommend given your findings?

PEMS Supports Data Management and Analysis:
= Includes reports for:

=  Quality Assurance
Program Management

L]
=  Program Monitoring
=  Program performance
= Data extracts for additional analyses

6. Share Lessons Learned

= Disseminate findings
=  Share data with stakeholders (program staff, community groups, funding agencies)
=  Ensure data security and confidentiality
= Meet state and federal standards for data security and protecting client confidentiality
= Know how to store data
=  Know how to report data
= Know what types of data are relevant to the stakeholders (e.g. worker information, client
information)
=  Utilize PEMS data
Program improvement
Staff training
Resource planning and acquisition
Defend or expand program
Sharing best practices
Advocacy/community mobilization

How will CDC use PEMS Data?

Primarily, CDC will be looking at these data from a national level to determine the extent to which HIV prevention
efforts nationwide have contributed to a reduction in HIV transmission, to help programs better meet that goal, to
focus technical assistance and support, and to be accountable to stakeholders by informing them of progress made in
HIV prevention nationwide. PEMS data can be used locally by Health Departments and CBOs to monitor program
activities. Summaries of these data, including answers to critical monitoring and evaluation questions and
performance indicator measures, will be disseminated through a variety of methods including national conferences
and reports.

PEMS User Manual Version 1 Page 11 of 339 06/01/2007



____/élledlrti'l ; Human Services

PEMS Security

PEMS is built on secure Internet Browser-based software:

PEMS was developed following industry standards, systematic development practices, and federal policies.
PEMS conforms to security and confidentiality standards (e.g. user roles and permission based).
PEMS was designed with options for:

0 Multiple data entry methods (e.g. scanning)

0 Locally defined variables

o0 ‘Real-time’ reports for local use

o Data import/export for analysis and data sharing

Client confidentiality, security and privacy are top PEMS priorities:

PEMS security measures are designed to prevent unauthorized release, accidental loss or damage of data.
A variety of security measures are used including technical controls (user ID & passwords, digital
certificates), management controls (documented security plan, Certification & Accreditation, Assurance of
Confidentiality), and operational controls (Rules of Behavior (ROB) for end users, Memorandum of
Understanding (MOU)).

Everyone involved with PEMS has security related responsibilities — health department and CBO leadership
& staff, individual end users of PEMS, and CDC.

Security responsibilities differ according to the selected deployment model for PEMS.

PEMS has the following controls built in for security:

Digital Certificate application process

User ID and Password

System Audit Trails

Roles and permissions assignments to restrict access

Secure Socket Layer (SSL) - protocol for transmitting private information via the internet. SSL encrypts data
being sent so that only the intended recipient of the information can view it.

Use of Secure Data Network
Dual encryption key

PEMS follows a certification and accreditation process:

Certification and Accreditation (C&A) is a process undertaken within CDC for the protection of PEMS that is
conducted in compliance with the E-Government Act: Federal Information Security Management Act
(FISMA). Through the C&A, vulnerabilities and risks to PEMS are identified through a formal risk
assessment process.

Controls are selected to cost effectively mitigate those risks which are documented in a security plan.

PEMS also has an Assurance of Confidentiality. This Assurance of Confidentiality:
o Provides protection of sensitive data stored at CDC from subpoena, Freedom of Information Act
(FOIA) and other requests.
o Does not apply to data held on grantee’s servers, it only applies once data are submitted to CDC.

o Provides assurance that data will be kept confidential in accordance with the procedures outlined in
the Assurance. Section 308d of the Public Health Service Act prescribes how and when such an
assurance may be granted.

o0 CDC will not have access to sensitive or client identifying data.
0 Each state should develop their own rules and procedures to ensure data security.

Each agency is expected to complete a Memorandum of Understanding (MOU):
0 The MOU establishes an agreement between CDC and grantees.
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The Memorandum of Understanding (MOU) is a written document which establishes policies or
procedures of mutual concern to CDC and grantees that use PEMS. An MOU addresses system
security, system maintenance, access to PEMS, privacy, PEMS technical assistance, and roles
and responsibilities. It provides a general description of the responsibilities that are to be assumed
by each party in pursuit of security goals. While it is not a contract, it is used to define areas of
mutual interest. This is a document that is required by the CDC Certification and Accreditation
process.

Directly-funded grantees are required to sign a MOU with CDC verifying that they have taken the
necessary steps to secure the data at their location. The MOU verifies that basic physical and
electronic safeguards are in place locally.

MOU/ROB agreements are good for the entire PA award. While these agreements do not have to
be signed each year, an annual review is recommended.

= Each agency is also expected to review and follow Rules of Behavior (ROB). These are PEMS user and
administrative policies developed by CDC.

(0}

The Rules of Behavior document dictates system administrator responsibilities and provides
guidelines and policies for acceptable administrator behavior with regard to PEMS. The PEMS
ROB provides system users with information about controlling hardware, managing system access
(granting and revoking privileges), controlling data, and managing personnel. This document is
required by the CDC Certification and Accreditation process.

Health Departments, CBO leadership and staff are responsible for:

= Understanding federal, state and local policies and regulations on the safeguarding of sensitive data

= Implementing policies and procedures locally to comply with those guidelines

=  Training staff to appropriately safeguard data

=  Storing data and paper forms in secure locations in compliance with state and federal laws

=  Encouraging responsible use of PEMS digital certificates

= Assigning a local PEMS administrator and back up that will be responsive to monitoring end user activities
=  Putting policies in place to encourage responsible use of electronic resources

Technology Requirements
The following is required for PEMS at the agency level:

=  Microsoft Internet Explorer v6.0

PEMS was designed to work on Internet Explorer v6.0. If you are currently operating or plan to be

operating Internet Explorer 7.0 in the near future, you can still use this for PEMS. This will not pose
any security issues. However, some screens may display different formatting than they do in Internet
Explorer v6.0. You can still enter and view data in PEMS as you normally would. The PEMS team is
working to make adjustments to the PEMS application to allow screens to display normally through

Internet Explorer v7.0. NOTE: Be sure to save a copy of your digital certificate on a thumb drive or

CD before attempting to download or operate Internet Explorer 7.0. Users have reported corruption
of digital certificates and problems accessing PEMS shortly after upgrading their browser.

= Internet connection (high-speed recommended)

The following is recommended for PEMS at the agency level:

=  Minimum computer hardware configuration

128 MB RAM

Pentium 3, 600 MHz processor

6.4 GB hard drive

Super VGA (800 x 600) or higher-resolution monitor with 256 colors
Ethernet network card

Keyboard

Mouse
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= Computer software configuration
- Windows 2000 Professional Operating System
= High speed internet connection

Digital Certificate and CDC Secure Data Network (SDN)

The CDC Secure Data Network (SDN) is a mechanism for securing and managing access to Internet-based CDC
information systems. The SDN consists of hardware and software technology and administrative procedures to verify,
restrict, and manage end user access to PEMS data and system functionality. Data in transit between the agency site
and the CDC site are encrypted and cannot be modified without detection.

Each PEMS user is required to have a digital certificate. Digital certificates are issued by CDC to identify specific
users authorized to access the SDN website. Individuals requiring access to the SDN website must request and
install a digital certificate on the user’s workstation to access the SDN website. If a user is new to an agency, they are
not able to use someone else’s digital certificate. It is not recommended that you install a digital certificate on a
laptop because this presents challenges for the protection of the security and confidentiality of sensitive client level
data.

The customer support for PEMS (Coordinating Center for Infectious Diseases Informatics Customer Support — CCID
ICS) should be notified when a PEMS user has left the agency so that the digital certificate is deactivated. Digital
certificates expire annually and must be renewed each year. The installation of a digital certificate requires that users
have a valid email address. The process and instructions for digital certificates follows on the next four pages.
Detailed information is provided for the following items:

=  Enrolling for a CDC Digital Certificate

= Creating a challenge phrase

= Downloading and Installing a Digital Certificate in Internet Explorer
=  Exporting a Digital Certificate from Internet Explorer

= Importing a Digital Certificate in Internet Explorer

=  Creating a Certificate Password

= Accessing the SDN and PEMS Activities

Once a user requests to renew a digital certificate, the user may not have access to log into PEMS until the
renewed digital certificate is processed. This can take a few days. This is because PEMS does not allow one

user to have two active digital certificates. Plan ahead when renewing a digital certificate to allow for a few days
where access to PEMS is not necessary.
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Quick Guide to the Secure Data Network and PEMS Activities

Enrolling for a CDC Digital Certificate

Digital certificates are issued by CDC to identify
specific users authorized to access the SDN Web
site. Individuals requiring access to the SDN Web
site must request a digital certificate, and the
certificate must be installed on the workstation
used to access the SDN Web site.

1. Open Internet Explorer, enter
https://ca.cdc.gov in the Address field, and
press Enter.

The browser displays the Digital ID Enrollment
page:

Enter Enrollment Password

Please enter the password for COC's Digital ID Services
and click Accept.

Password: |

Accept

2. Enter the site password.

Note: Contact the SDN Help Desk at
1-800-532-9929 or by e-mail at
cdocsdn@cde.gov to obtain the site
password.

3. Click Accept.

The browser displays the System

Requirements and Digital [D Subscriber

Agreement page.

4. Review the information concerning digital
certificate registration and click Enroll at the
pottom of the form.

The browser displays the Step 1: Enter

Personal Information page:

Btap L} Entes Parsons| Informalion
[tams with (%) are raguingd,

rrofix | Freferred riame |
* Flrst Hame bl le e
' Last Hame [ Degree [
* Emall hdidrecs COE Liser I
I hana Spplcabba)
. r
Employes I;Iu-isl:-
* Empleyer Type | ArademiciRasearch Crganizatian ll
*J0d TEpe | BomEdcal Feseah =]
* Phane Fax
work address Fs, s Dk State -
(130 chiarsctars frequirod Tor LS
MRy r
LS, County [Pick a Courty =]
* CRy * Fip Code
* Comntry | Lnted Statas =

* Altaraste Confact @

* Name | ' Phane |

[Nt )

5. Complete the fields on the page.
Note: Fields with a red asterisk are required.
6. Click Next.

The browser displays a confirmation message
containing your e-mail address.

Note: The correct e-mail address must be
entered. After the certificate is issued,
the system sends you an e-mail with a
link to download the certificate.

7. Verify the accuracy of the e-mail address
displayed and do one of the following:
» Click Yes if the e-mail address is correct,
» Click No if the e-mail address is incorrect.
Correct the e-mail address on the Enter
Personal Information page and repeat
steps 6 and 7.
The browser closes the confirmation message
and displays the Step 2: Select a Program
list.
8. Select Program Evaluation and Monitoring
System (PEMS):

gtap 2! goloct A Program

Galect the program whose SC0wites w0 want te join

Puble: Health Tntcematan Hatwai

FPE Grant Appleation Spatem

EAME el
54FE Downloads

SOME =

Note: You can only request ocne program
during enrollment.

The browser displays PEMS activities in the

Step 3: Select Activities list:

Stap - Salact Activities

Sedect ene of iwore Progrom Evaleatien and Menfariag Systes | PEMS ) activities fraim the

Download PEMS
FEMS Software
FEMS Training
Upicad PEMS
Upioad YRER

|__Mewt

9. Select the necessary activities.

Note: To select more than one activity, press
and hold the CTRL key while clicking
each activity.

10. Click Next.
The browser displays the Step 4: Choose a
Challenge Phrase page:

Challenge Phrase |

Canfirm

" Newt_)
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11.

The SDN server requires the challenge phrase
be correctly entered everytime a user
accesses the https://sdn.cdc.gov Web site. It
is also required when installing a digital
certificate.

Enter the chzllenge phrase in both fields and
then click Next.

Note: For specific criteria that must be
followed when creating a challenge
phrase, refer to "Creating a Challenge
Phrase.”

The browser displays a message indicating the
request for the certificate has been received.
An e-mail message is generated and sent

to the address entered on the Step 1:

Enter Personal Information page. This is

not an e-mail indicating you have been
approved for the certificate. If this verfication
e-mail message is not received within two
hours, contact the SDN Help Desk by phone at
1-800-532-9929 or by e-mail at
cdecsdn@cdc.gov.

Creating a Challenge Phrase

The challenge phrase entered must meet all of the
following conditions:

Is at least eight characters long.

Contzins only English letters, numbers,

spaces, or any of the following special

characters:

- (hyphen)  + (plus) : (colon)

' (apostrophe) . (period)

Contzins at least one non-alphabetic

character.

Does not contain your name or any part of

your e-mail address.

Is not a word unless the word is either:

* interrupted by one or more non-alphabetic
characters, or

+ prefiked or suffixed by three or more non-
alphabetic characters.

Does not contain more than two consecutive

repeating characters.

Contains at least four unique characters.

pro+duce, JSmoltz29, and cart'pony are

examples of secure challenge phrases.

Note: A challenge phrase is case sensitive.

The information in this Quick Guide is
condensed from Using the Secure Data
Network to Access PEMS Program Activities.
Please refer to the manual for in-depth

information regarding the SDN and PEMS.
For a copy, confact CCID customer support  af
1-877-659-7725.

Downloading and Installing a Digital
Certificate in Internet Explorer

To successfully download and install a certificate on
a computer that utilizes user IDs and passwords,
you must be loegged on as an administrator or
member of the Administrators group. If you have
any doubts regarding your installation rights,
contact the lecal network administrator. Verify you
have admin rights before clicking the hyperlink sent
in an e-mail from CDC: the link can only be used
once.

1. Do one of the following:

» If Internet Explorer is the default browser,
click the hyperlink in the e-mail.

» Open Internet Explorer. Copy the complete
hyperlink from the message to the
Address field of the Internet Explorer
window, and press Enter.

Note: For either option, ensure that the
hyperlink is unbroken and not
wrapping to a second line in the
message.

2.  Enter the challenge phrase and click Submit.

Note: The challenge phrase is case sensitive.
If you cannot remember the challenge
phrase, you cannot download the
certificate and you must request a new
certificate.

After the successful entry of the challenge
phrase, Internet Explorer displays the
personal information that was entered on the
Step 1: Enter Personal Information page.

3. Click Confirm.

Note: If some information is incorrect, do not
update it at this time. If you do, the
installation will stop and you will have
to reguest a new certificate. Correct
the information after installing the
certificate.

Internet Explorer displays warnings regarding
installation requirements, including the
VeriSign Import Control requirement. If the
control is not found on the computer, Internet
Explorer displays a prompt to install it. You
must install this control or the certificate
installation will fail.

4. Click Download.

After the certificate is successfully installed,
Internet Explorer displays a verification page:

Congratulations!

Your Digital 1D has been successfully generated and installed,
Tomr Digital I Inferm afion

ST ldl FANLAT = TASTE L e U A T8 BT T U L2 040 1S
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Exporting a Digital Certificate from
Internet Explorer

Once the certificate has been successfully installed,
CDC strengly recommends that the owner of the
certificate export a copy of it. Exporting a copy of
the certificate serves as a backup and allows you to
load it on other machines you may be using.

MNote: Export the certificate to an external storage

device and lock the disk in a secure location.

During the export, the private key embedded in the
certificate must be exported with the certificate. A
function within the browser requires that the
private key be password protected when exported.
This password is required when importing the
certificate, If you are not prompted to create a
password to protect the key during the export
process, the certificate is not being exported with
the private key and therefore canneot be used to
access the SDN.

1. Insert an external storage device in the
appropriate drive.

2. Open Internet Explorer, click the Tools menu,
and select Internet Options.

Internet Explorer displays the Internet

Options dialog box.

3. Click the Content tab and click the
Certificates button.

4, Select the certificate to be exported, and click
the Export button.

Internet Explorer displays the Certificate

Export Wizard.

5. Click Next.

6. If the certificate is password protected, you
are prompted to enter the password.

7. Click Next.

8. When prompted to export the private key with
the certificate, select Yes, and then click
Next,

Note: The certificate can only be exported
with a *.pfx file name extension.

9. Ensure that Enable strong protection and
Include all certificates in the certification
path are selectad and click Next.

10. Enter and confirm a password to protect the
key and click Next.

Note: This password is required when
importing the certificate. Store this
password in a secure location.

11. Do one of the following:

» Enter a path for the external storage

device and a file name for the export file.

» Click Browse, navigate to the location

where you want to export the certificate,
and enter the file name.

12. Click Next.

13. When a summary of the information entered is
displayed, do one of the following:

» Click Back to make any changes.
» If the information is correct, click Finish.

14. When Internet Explorer displays the "Export
was successful’ message, click OK to close the
message.

Importing a Digital Certificate in Internet

Explorer

1. Insert the external storage device that
contains the password-protected certificate.

2. Open Internet Explorer, click the Tools menu
and select Internet Options.

Internet Explorer displays the Internet
Options dizlog box.

3. Select the Content tab and click the
Certificates button.

4. Click the Import button.

Internet Explorer displays the Certificate
Import Wizard.

5. Click Next.

The Certificate Import Wizard displays the File
to Import screen.

6. Click Browse, navigate to the location of the
digital certificate in the Open dialog box, and
double-click the file name of the certificate.

7. Click Next.

The Certificate Import Wizard displays the
Password screen.

8. Enter the password created during exporting.
9. Select both of the following options:
» Enable strong private key protection
» Mark the private key as exportable
10. Click Next.

The Certificate Import Wizard displays the
Certificate Store screen.

11. Select Automatically select the certificate
store based on the type of certificate, and
click Next.

The Certificate Import Wizard displays the
Completing the Certificate Import Wizard
screen and the specified settings.

12. Click Finish.

13. Internet Explorer displays an Importing
dialog box.

14. Click OK.
Internet Explorer displays a successfully
imported message.

15. Click OK.
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Internet Explorer displays the imported
certificate in the list of certificates on the
Personal tab of the Certificates dialog box.

Creating a Certificate Password

1.

0.

If the security level displayed in the Importing
dialog box is not set to High, click the Set
Security Level button.

Internet Explorer displays the Choose a

security level appropriate for this item screen.

Select High and click Next.

Internet Explorer displays the Create a
password to protect this item screen.

Enter a name for the certificate in the
Password for field.

For example, enter SON Certificate.

Enter the password you want to create for the
item in the Password and Confirm fields.
Click Finish.

Internet Explorer returns to the Importing

dialoeg box and displays the name of the
certificate along with the new security level.

Click OK.

Accessing the SDN and PEMS
Activities

To access the SDN and PEMS activities, do the
following:

1.

Enter https://sdn.cdc.gov into the Address
box of the appropriate browser and press
Enter.

If the browser displays a list of available
certificates, select the SDN certificate from the
list and click OK.

If the browser displays a certificate or master
password dialeg box, enter the appropriate
password and click OK.

The browser displays the Login page.

Enter the SDN challenge phrase and click
Submit.

The browser displays the CDC Public Health
Partners home page.

Click the appropriate activity, such as Upload
PEMS.

Uploading Files to CDC via the SDN
Mote: If sensitive data is uploaded to the SDN

1.

using the procedures contained in this
section, the transfer file must be encrypted
using SEAL software.

Click Upload PEMS.

The browser displays the Secure File Upload
form:

Secure Data Network

Frogram Hyabsation and Wanitnring System
S Site to COC
ire File Lplaad

“Fia aired Finkdm

1. *Fllos to uphoad: Hak

] _Bowze. |
2, *Select Seniing Sive: ]

3, *Emier roperting date for flos: KMonth =] Y—I -
Hulp

4, O Hele

Submit | e | Bete SCHHome

Do one of the following in the Files to upload
box:

» Click Browse, locate and select the file
using the Look in list and box in the
Choose file dialog box, and click Open.

» Enter the path to the file.

Select your site from the Select Sending
Site list.

Select the reporting period from the Month

and Year lists.

Note: Only files that reflect the selected date
should be uploaded.

Enter any notes regarding the file in the

Comments box.

Note: These comments are included in the
e-mail automatically sent to the
certificate administrator.

Click Submit.

When the transfer of data is complete, the

browser displays the PEMS Program summary

table with details regarding the file upload,
including a transaction number.

Close the browser window after reviewing the

summary table.

Contact the SDN Help Desk at
1-800-532-9929 or cdcsdn@cdc.gov.

Contact the CCID customer support at
1-877-659-7725 or

dhapsupportgicdc.gov

For additional copies of the Quick Guide to
the Secure Data Network and PEMS
Activities, contact the PEMS Help Desk.
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Creating Users, Roles and Permissions in PEMS by PEMS Administrator

The CDC Super Administrator establishes each CDC directly funded agency in PEMS. The CDC Super Administrator
creates an Administrator for the directly funded agency and provides this person login information. This Agency
Administrator is responsible for the following:

= Resetting forgotten passwords

Adding all new PEMS users for the agency
Assigning roles for each user; creating user-defined roles for the agency
Creating PEMS administrators for contract agencies

= Revoking access to PEMS for users who have left the agency
=  Sending announcement messages to all agency end users

PEMS Login information

1.

2.

Follow instructions on previous page to obtain Digital Certificate and Challenge Phrase.

Follow instructions on previous pages to load Digital Certificate onto the workstation(s) you will use to access

PEMS.

Launch Internet Explorer and type https://sdn.cdc.gov in the address field of the browser.

You may be prompted to select your digital certificate. If this happens, a pop-up window titled “Choose a digital
certificate” will display, prompting you to select your digital certificate and click OK.

Identification

"'-, The Web site vwou want to view requests
L

identification. Please choose a certificate.

Mame
Jokn Doe

Issuer
COC Secure Daka Mebwark CA

[ Mare Info... ] [Eiew CertiFicate...]

[ Ok ][ Cancel ]
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The SDN Challenge Phrase screen displays.

'c_ Public Health Partners

WARMING

Thiz is a U.5. Government cormputer system, which may be accessed and used only for official government business by
authorized personnel. Unauthorized access or use may subject violators to criminal, civil, and/or adrinistrative action,
There is no right to privacy on this systern, All infarrmation on this corputer systern riay be monitored, intercepted,
recorded, read, copied, and shared by authaorized persannel for official purposes incduding criminal investigations, Access or

use of this systern, whether authorized or unauthorized, constitutes consent to these terms, (Title 18, LL5.C.)

Please enter your challenge phrase:

I |
_Submit

Forgot your challenge phrase? Click here

5. Inthe Please enter your challenge phrase: field, type your challenge phrase

6. Click SUBMIT.

You have three attempts to enter your challenge phrase. After three attempts you will be locked out and will need
to wait 20 minutes before attempting to log in again. If you continue to have problems, contact CCID Customer
Support (CCID ICS) for additional help.

Phone: 1-877-659-7725
Email: dhapsupport@cdc.gov
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The SDN screen displays.

-_ Public Health Partners

You are logged in as Partners Home | iy Preference|
My Applications Morbidity and Mortality Weekly Report
Program Evaluation and Monitoring System This Week in MMWR January 5, 2007 /%ol 55 / Mos. 51 & 52
== *  Mational Birth Defects Prevention Maonth and Mational Folic Avid Awareness YWeek
*  Folate Status in Yomen of Childbearing Age, by Race/Ethnicity — United States, 199320
FEMS Training and 2003--2004

*  Brief Repart: Latent Tuberculosis Infection Among Sailors and Civilians Aboard LS 5 Ran|
United States, January-July 2006

* Request Additional Activities

Contacts Directory Recommendations and Reports Decermber 15, 2006 / “aol. 55 / Mo. RR--17

*  Prewenting Tetanus, Diphtheria, and Pertussis Among Adults: Use of Tetanus Toxoid, Red
To locate HHS personnel, enter the search Toxoid and Acellular Pertussis Yaccine: Recommendations of the Advisory Cornrmittes on |
criteria below  (Note: partial names are Practices (ACIPY and Recommendation of ACIP, supported by the Healtheare Infection Co
acceptable): Advisary Committee (HICPAC), for Use of Tdap Among Health-Care Personnel

* Appendix A Summary of Recommendations for Tetanus Toxoid, Reduced Diphtheria Toxo
Fertussis Vaccine (Tdap) Use Among Adults

Last name:

| | * Appendix B, COC and Council of State and Territorial Epidemiolonists (CETE) Pertussis ©
First name: |:| » pAppendix ©. Abbreviations Used in This Report
Agency: I Download .pdf document of this issue

Search December 8, 2006 / Vol. 55 / No. RR-16

Health Departments Directory

* A Comprehensive Immunization Stratedy to Eliminate Transmission of Hepatitis B Wirus [0
United States: Recommendations of the Advisory Committee on Immunization Practices (4
Immunization of Adults

Appendix A Immunization Management Issues

To view a list of health departments for a
particular statefterritory, select fram below: B
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7. Under My Applications in the upper left corner, click PEMS Software.

8. The PEMS login screen displays.

Program Evaluation
and Monitoring System

(FRa.0)

r Login to PEMS

Username

Password

SUBMIT RESET

9. Type your Username and Password provided by your agency’s Administrator.

10. Click SUBMIT.

You have three attempts to enter your PEMS login and Password. If you enter your username and/or your
password incorrectly three times, your agency’s administrator will need to log in, view your user profile and

enable your log in before you can attempt to log in again. To avoid getting locked out, close the browser
window after two incorrect attempts and open a new browser to begin again.

The View Announcements screen displays. The modules and sub modules that display vary based on the user’s
roles and permissions. The person assigned the Administrator core role in PEMS has permission to add or modify
roles for users. See the Admin section of this document for more information.

The Last Name of the user and the agency they are logged into display in the upper right part of the screen.

All incomplete intervention sessions added by the user display at the bottom of the screen in the Incomplete

Intervention Sessions section. The user can click information in the Data Entry Details column to view the
session data that is incomplete.
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Approved
OME Control No.: 0920-069¢6
- Expiration Date: 11/30/2006
Program Evaluation —
- - Last Name Trainingl
and Monitoring System SOUTHERN STATE
Agency DEPARTMEMNT OF
HE&LTH
Help Logout

Home | Client Level Services | Aggregate Level Services | Program Information | Agency Information |

Community Planning | Data Transfer | Reports | Admin |

View Armovncerents

View Announcements

» Mo Incomplete Intervention Sessions found.

r Search for Messages

j(mmfddfww) j(mmfddf’ww)

SEARCH
0 items
| From | Agency | Date_____ | Subject ]

Mo records found.

r Incomplete Intervention Sessions

0 items

PEMS Client Program |Program Model| Intervention Session Session | Data Entry Session
Unique Key Name Mame Name Number Date Details Details

Mo records found,

TOP of PAGE
ICONS KEY: *¥ Indicates information is mandatory.
User Profile | WCAG Priority 1 Compliance | Yersion - R3.0

Public reporting burden of this collection of infy tion is estimated to 16 minutes per resp including the time for reviewing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. An agency may not conduct or sponsor and a person is not required to respond to a collection of information unless it displays a

currently valid OME Control Number. Send « ding this burden estimate or any other aspect of this collection of information, including
suggastions for reducing this burden to CDC/ATSDR Reports Clearance Officer, 1600 Clifton Road NE, MS D-74, Atlanta, Georgia 30333; ATTN: PRA
0920-0696,

To prevent compromising client data and placing your agency at risk of breaching the Memorandum of
Understanding/Rules of Behavior (MOU/ROB):

Do NOT share your digital certificate or digital certificate login information with others.
Do NOT distribute your PEMS Username or Password to others.

Do NOT write your PEMS Username or Password where it can be found by others.

Do NOT walk away from your computer with the PEMS browser still up. Log off before you leave your
computer unattended.

Do NOT close your browser or shutdown your computer before you log out.

PEMS will time out after 16 minutes of inactivity. If PEMS times out, you will receive an error message
that your session has timed out when interacting with the screen. You will have to log back in to continue.

Log in as a Proxy

Once a user has been assigned proxy permissions, he or she can log in on behalf of the other user and perform all
the functions the original user's PEMS permissions allow. Now that we have assigned John Johnson proxy
permissions for John Doe, John Johnson can log in on behalf of John Doe and use PEMS. John Johnson does not
receive John Doe’s username or password. He will log in as himself and use a proxy link to log in on behalf of John
Doe.

PEMS Core Roles Required

Users that have received proxy permissions can log in as a proxy.
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Step > Action
1. Log into PEMS with your username and Password.

The View Announcements screen displays.

0 items
[ From | Agency | Date | Subject

Mo recards found.

r Incomplete Intervention Sessions
0 items
PEMS Client Program |Program Model| Intervention Session Session Data Entry Session
Unigque ID MName Mame MName Number Date Details Details

Mo recards found.

TOP of PAGE

icates information is mandatory.
User Profile |JLogin As Proxy || WCAG Priority 1 Compliance | Yersion - R3.0

Public reporting burden of this collection of information is estimated to average 16 minutes per response, including the time for reviewing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. An agency may not conduct or sponsor, and a person is not required to respond to a collection of information unless it displays a
currenty valid OMBE Control Number. Send c ts g this burden estimate or any other aspect of this collection of information, including

suggestons for reducing this burden to COC/ATSDR Reporls Clearam:e Officer, 1600 Clifton Road NE, M5 D-74, Atanta, Georgia 30333; ATTN: PRA
0920-0696.

2. Click Log in as Proxy in the footer of the View Announcements screen.

The Choose Proxy screen displays.

- Last Name Johnson

Program Evaluation SOUTHERN STATE

- - Agency DEPARTMENT OF

and Monitoring System HEALTH

Logout

Help

ices | Aggregate Level Services | Program Information | Agency Information |

Community Planning | Data Transfer | Reports |

Choose Proxy

Choose Proxy

Choose User to Loqgin as Him/Her

User (login):

Juhnsun, John (jjohnson)
Dioe, John (johndoe)
ICOMS KEY: ¥ Indicates information is mandatory.

User Profile | Login As Proxy | WCAG Priority 1 Compliance | Yersion - R3.0

In the Choose User to Login as Him/Her section, click the User (login) drop-down list.

4. A drop-down list displays containing the users for which the participant is a proxy.

The drop-down list also displays the user’'s own name to allow the participant to log in as him or herself.
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5. Select the appropriate user from the User (login) drop-down list.

The View Announcements screen displays showing the participant is now logged on as a proxy user.

Approved
OMB Control MNo.: 0920-0696
Expiration Date: 11/30/2006
Program Evaluation Last Name Johnson,
= = SOUTHERM STATE
and Monitoring System Agency  DEPARTMENT OF
I Logged in as Proxy for johndoe
| Help | Logout |

Home | Client Level Services | Aggregate Level Services | Program Information | Agency Information |
Community Planning | Data Transfer | Reports |

Wiew Arnouncerments

View Announcements

* Mo Incomplete Intervention Sessions found.

c Search for Meoccanes

The Logged in as Proxy for section at the top right side of the screen displays the name of the person the user
is logged in as the proxy. The original user cannot monitor when a user is logged into PEMS using their proxy.

All system audit trails will display the original username and not that of the proxy.

Sections of the PEMS screen — User Interface Overview

The PEMS screen has three major sections: Header, body, and footer.

The Header section of the PEMS software screen contains the logo, title, and information about the current user. The

header also includes the module and sub module menu bar, navigation path, Help and Logout links.

- Last Mame Trainingl

Program Evaluation SOUTHERN STATE

- - Agency DEPARTMENT OF

and Monitoring System HEALTH

Logout

Module Menu Bar Help

Home | Client Level Services | Aggregate Level Services | Program Information | Agency Information |
Community Planning | Data Transfer | Reports | Admin |

Interventions | Referrals | Risk Profile | Demographics | HIV Status | Locating Info | Attempts to Locate |

PCRS Case | Session Templates | |Suh Module Menu Bar

Client Level Services = Interventions > Sefect Client | Navigation Path |

= The Module Menu Bar and Sub Module Menu bar provide the navigation for the PEMS software.

Modules and sub modules display based on the roles and permissions assigned to the user logged in.
These are the dark blue (module) and gray bars (sub module) at the top of the screen. Once the user is

within a module, the text on the module menu bar displays in yellow. When the user selects a sub
module, the text on the sub module menu bar displays in red. The sub modules vary based on the

module selected.
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=  The navigation path displays the three levels of depths contained within the PEMS software. The first
item is the name of the module. The second item is the name of the sub module. The last item is the
screen name.

=  The name of the user logged in and the name of the agency always display in the top right of the
screen.

= Help displays in the top right of the screen. This is a link to a help file that will display in a pop-up
window. The help file contains a definition for each variable on the screen in alphabetical order. The
help files also provide the email address and phone number to CCID Customer Support.

= Logout displays in the top right of the screen. This is a link the user should click to log out of PEMS.
When the user clicks Logout, the PEMS login screen displays.
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The Body section of the PEMS software screen contains the Screen Title, Section Header, Task Links, and
Information Fields.

Select Client

|Sec‘tiun Heade;l

— Search Client(s)

Mote: To perform a Wildcard Search on either the First or Last name,
enter up to four characters and zelec the Wildcard Search radio buttan,

Tao parfarmn a Search, enter at least one of the fallawing:

Last Name: ® Exact Search O wildcard Search

First MName: @ Exact Search O wildcard Search

Local Client ID:

PEMS Client Unique Key:

Show Advanced Search Options | Task Link

= A Screen Title is displayed within the body of every screen in PEMS. This allows users to confirm the
screen they are working on at any given time.

=  Section Headers are labeled on each screen in the body section to separate and group functionality.

= Task links display in the body section and take the users to other PEMS screens for additional
functionality.

= Mandatory variables display in the body section of various PEMS screens. These are variables that
require the entry of data into a field before being able to save and proceed to the next screen. These

mandatory variables are marked with a red asterisk x|

The Footer section of the PEMS software screen contains the User Profile and the Web Content Accessibility
Guidelines (WCAG) Priority 1 Compliance links. It also displays the current PEMS software version.

TOP of PAGE
ICONS KEY: ¥ Indicates information is mandatory.
User Profile | WCAG Priority 1 Compliance | Yersion - R3.0

1. TOP of PAGE provides an immediate link for the user to move to the top of the page without scrolling.

2. The User Profile link allows users to view more details of their assigned Roles within the PEMS software and
provides a way for the user to change their password.

3.  When the WCAG Priority 1 Compliance link is clicked, a pop-up window displays with a PEMS compliance
statement.

4. The current version of the software always displays in the bottom right of the footer.
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PEMS Data Entry Features

Type Wiew Description
Text Box ISingIe line text area allows data entry or display.,
Text Area E::zigizalme : allows data entry or display.
Check Boxes O Opiin# Allows selection of multiple options.
™ Option #2
Radio Buttons T Yes & No Allows selection of 1 or more options.,
Drop Box ’m allows selection of only 1 chaice,
Button Executes a PEMS software function.
Links Logout Mavigates users to another screen.
Labels Program Name: Text descriptions of data entry fields,

Description

Multiple | Allow Users to select one or more text options from a
Selection | main list and ‘Add’ them to ancther list. Likewise,
Controls | entries can be ‘Removed’ from the newly created list.

— Prevention Intervention Trabning

Fetedt tha Toaleafn te add W i bt Elad thae Tradengi W rerisve romm
e lipt

| ADD TO LiST |
MY prermnton counsaling-lssuos boryouh m
HY prireinitgn coungghng-ittuds o Chpats who bt poitag
Swperatony raning o H CT-qualty asiurance
DEBHFOL
CEB-Mp cratrman »

Indicates mandatory data variables that require
the entry of data in the input field in order to
Asterisk | sk save and/or proceed to the next screen.

Do NOT use Internet Explorer’s Browser Forward or Back Navigation Buttons to go forward or back in the
PEMS software. Using these buttons will cause an error and you will have to log out and log back into PEMS.

All navigation in PEMS must be done through the module menu bar, the sub module menu bar, or through
links on the screen.
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Saving Data in PEMS

Saving your work is important in PEMS. Data are not saved until the user clicks a button to save the data. Most
screens allow users different ways to save the data.

SAVE AND CONTINUE y , ,
] allows users the ability to save their work and move to the next logical screen to

continue entering data.

SAVE AND FINISH . . . . .
_ allows the user to save their work. At this point the user can either continue
entering data on other screens or log out.

= SAVE AND SUSPEND allows the user to save the data when they are in the middle of entering data for

a process and return to it at a later time (for example, entering client session data).

CANCEL . .
does not save any data entered and automatically moves the user back to the previous screen.

Changing Your Own Password

All users should change their password when they receive it and log into PEMS for the first time. PEMS requires
unique user names of at least six characters for each user.

1. Log into the PEMS application with current Username and Password.

2. Click User Profile in the footer of the screen.

TOP of PAGE

ICONS KEY: * Indicates information is mandatory.

I User Profile IrCMG Priority 1 Compliance | Yersion - R3.0

The User Profile screen displays with the user’'s name and agency.

Usar Profile

User Profile

— User Details

Home | Client Level Services | Aggregate Level Services | Program Information | Agency Information |

Community Planning | Data Transfer | Reports | Admin |

First Mame:
Middle Name:
Last MName:
Agency:

User Mame:

CHANGE PASSWORD

Training

Trainingl
SOUTHERM STATE DEPARTMENT OF HEALTH

Trainingl

3. Click Change Password.
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The Change Password screen displays

Change Password

— Change Your Password
Username: geargiahda

Old Password: %
Mew Password: %

Re-Enter New Password:

The password must be at least & characters in length;
should not be the same as your username (loginl;
and should not contain

wour first narme or last name.

It must contain at least 3 of the following 4 criteria:
(1) Lower Caze characters (a,. b, <)

(2] Upper Case characters (A, B, C)

(3] Digits (1, 2, 31

(4] Special Characters such 2= 1@#,

SAVE AND FINISH CANCEL

4. Inthe Old Password field, type the current password.

5. Inthe New Password field, type the desired new password (refer to the red text on the screen to verify that the
new password meets password guidelines).

6. Inthe Re-Enter New Password field, type the new password again for confirmation.
7. Click SAVE AND FINISH.

A message displays that the password has been successfully changed.

PEMS Customer Support

CCID ICS and PEMS Service Center

If you encounter any problems or have any questions you can contact PEMS customer support, which is comprised
of representatives from both the CCID ICS and PEMS Service Center. Someone will respond to you either by email
or phone and will help resolve your problem. Requests for enhancements to PEMS software should also be reported
through PEMS customer support.

Please note: NO SCREEN SHOTS are to be sent to CDC. All attachments to emails are automatically deleted
for security purposes. All information related to the problem or question should be submitted in the body of the

email requests and should not include any client level information.

Phone: 1-877-659-7725
Email: dhapsupport@cdc.gov
Fax: 404-639-8642
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Admin Module

The Admin Module allows the PEMS Administrator to add users and create permissions that determine the modules
each user is able to view and access. *Only users assigned the PEMS Administrator role have access to and may
make changes within the Admin Module.

In the Admin Module the PEMS Administrator can:

=  Add new users

= Assign roles to new and existing users
= Maintain roles for a user

= Maintain permissions for a role

= Send an announcement

Users Sub Module

The Users Sub Module allows the PEMS Administrator to:

= Add a new user

= View user information

= Reset forgotten passwords

= Revoke access to the PEMS software

=  Assign roles and permissions for a user

= View PEMS user roles and aggregate permission
= Add a PEMS Administrator for a contract agency
= Add and remove a proxy

Determining which PEMS Roles are Appropriate for each User

PEMS Roles define what functionality a user has access to in the system. A role is not a job description. One user
may have many roles and multiple users may be assigned the same role. Roles are assigned in PEMS at the module
and sub module levels. There are two types of roles in PEMS: PEMS core roles and user-defined roles. Associated
with each role in PEMS are permissions which define the level of access for each user.

Permissions

Within PEMS core roles and user-defined roles, there are four levels of permissions that grant users access to the
functions within specified modules and sub modules. The following pages show the PEMS core roles and level of
permissions assigned to each role. These levels are:

= View — allows the user to see information, but not add, edit or delete information

= Add/Edit — allows the user to add or edit existing information

= Delete — allows the user to edit or delete existing information

= Manage — allows the agency administrator to assign this role or modify permissions for users

User-Defined Roles

User-defined roles are created by the agency’s administrator. These may be created to view worker reports or when
existing core roles do not provide the level of access desired by the agency. User-defined roles cannot be duplicates
of the PEMS core roles. When creating user-defined roles, the administrator creates the nhame and selects the
modules and sub modules to which the user-defined role will have access. The user-defined role also identifies the
level of permission the role includes to utilize specific PEMS functionality.
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PEMS Core Roles

PEMS core roles are those roles that already exist in PEMS for specific modules with certain levels of permissions
built into them. PEMS core roles cannot be edited; however, these roles were designed with user needs in mind and
are likely to provide the appropriate levels of permissions for the majority of an agency’s needs. Core roles simplify
PEMS administration in that you simply select preset roles for particular users. The following table lists each of the
core roles in PEMS and provides a description of the functionality to which the role has access.

Core Roles

Functionality and Tasks

PEMS Administrator

Manages administration of users, roles, and permissions within an agency. The PEMS administrator
role can also create announcements and create contract agency administrators.

Agency Budget
Information

Maintains program award data for the agency

Agency Information

Maintains all agency information data (address, contacts, workers, sites, excluding the program awards
data)

Aggregate HC/PI

Maintains Aggregate HC/PI intervention data

Aggregate HERR/OR

Maintains Aggregate HERR/OR intervention data

Aggregate Services

Maintains all Aggregate intervention data

CRCS Maintains Comprehensive Risk Counseling and Service Intervention data (does not include CTR or
PCRS intervention data)

CTR Maintains Counseling, Testing and Referral data (does not include PCRS or CRCS intervention data).

Client HERR Maintains DEBI intervention data (does not include PCRS, CRCS or CTR intervention data)

Client Service

Maintains all Client Service intervention data (including CRCS, CTR, and PCRS)

Community Planning

Maintains all community planning data

Data Transfer

Maintains all data extract requests, data sharing permissions with other agencies and data submission
parameters to CDC; Also provides access to the Scanning Import Sub Module for those agencies that
have implemented a scanning solution

PCRS

Maintains PCRS intervention data (does not include to CRCS or CTR)

Program Budget
Information

Maintains program model budget information data that is entered at the end of the year to determine
how the program model funding was spent

Program Information

Maintains all program information data, including the program, program model, interventions, additional
target populations and program model templates

Quality Assurance

Under the Reports Module, allows the generation of two quality assurance reports for agency data,
and/or the data shared by contract agencies
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Descriptions of PEMS core roles, their permissions, and module/sub module access are provided below.

Agency Budget Role

Wiew Priority-1 Compliant Page
Role Mame: Agency Budget Role

Program Informationl ______________________|view|add/Edit|Delete[Manage]

Program Details Yes
Program Model Details Tes
Program Model Termplates Tes
Intervention Details Tes
additional Target Populations Tes

Program Model Budget Information  ves

Agency Information | |view|Add/Edit|Delete[Manage)

agency Details Tes
workers Tes
Sites Tes
Contract Agencies Tes

Program Awards Yes

Yes es
Community Planning | view|Add/Edit|Delete[Manage|

Comprehensive HIV Prevention Plan Yes

| Reports | |view|Add/EditDelete|Manage]

Agency and Program Plan Yes  Yes Yes
PCRS Case Tes  Tes Tes
Referral and Recruitrnent Yes  Yes Yes

Access Level for Interventions

Intervention Types | view | Add/Edit

Mo recards found.
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Agency Information Role

View Priority-1 Compliant Page

Rele Name: Agency Information Role

Program Information| _____________________[view/Add/Edit/DeleteManage]

Frogram Details

Frogram Model Details
Frogram Model Ternplates
Intervention Details
Additional Target Populations

Program Madel Budget Infarration

Agency Information | |vien|add/Edit|Delete|Manage)

Agency Details
Worliers

Sites

Contract Agencies

Metworl: Agencies

Community Planning|____________________[viewladd/Edit/Delete[Manage]

Tes

Tes

es

Tes

es

es

es

es

es

es

Tes

Comprehensive HIW Prevention Plan ves

[ Reports | lviewadd/Edit|Delete[Manage)

Agency and Pragram Flan

es

Yes

Yes

Yes

Access Level for Interventions

Mo records found.,
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Aggregate HC/PI

Wiew Priority-1 Compliant Page
Role Name: Aggregate HCPI Role

Interventions Tes Yes Tes
Referrals Yes Yes Ves
|_Program Information | |View|add/Edit/Delete|Manage)
Program Details Tes
Program Model Details Tes
Program Model Templates Tes
Intervention Details Yes
Additional Target Populations Tes

Program Model Budget Information  Yes

Agency Information | |view|add/Edit/Delete[Manage)

Agency Details res
Wwarkers Yes Yes
Sites Yes Tes
Contract Agencies Tes
Prograrm Awards es
Metwork Agencies Yes es

Community Planning | |vien|add/Edt|Delete|Manage]

Comprehensive HIV Prevention Flan Tes

" oatatranster | |view|add/Edit|Delete|Manage)

Extract Tes
[ Reports | lviewladd/Edi|elete|Manage)
Agency and Program Plan Tes  Tes
PCRS Case es  Yes
Referral and Recruitment res  Yes
Agagregate Level Services Yes  Tes

Access Level for Interventions

Health Communication/Public Information Tes Yes Tes
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Aggregate HERR/OR

Miew Priority-1 Compliant Page
Role Mame: Aggregate HERRSOR Role

Aggregate Level Services| ______________________|view|add/Edit/DeleteManage]

Interventions Tes Yes Tes
Referrals Yes Yes
e o ER————c e 15 e

Program Details res

Program Model Details Tes

Frogram Maodel Templates Yes

Intervention Details Ves

Additional Target Populations TEs

Program Model Budget Information  ves

Agency Information | |viewlAdd/EditDelete|Manage)

Agency Details TEs
Warkers Yes Yes
Sites Yes  Yes
Contract Agencies res
Program Awards Tes

MNetwork Agencies

Community Planning _m ndd!Ed-t

Comprehensive HIV Prevention Plan Tes

" oatatranster | lviewlndd/cdit|polete Manage

Extract Tes
[ Reports | lview/add/Edit/Delete|Manage]
Agency and Program Plan Yes  Yes
FCRE Case Tes  res
Referral and Recruitrment Yes Yes
Aggregate Level Services Tes  TeS

Access Level for Interventions

CQutreach Yes Tes Tes

Health Education/Risk Reduction Yes res Tes
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Aggregate Service Role

Miew Priority-1 Compliant Page
Role Name: Aggregate Service Role

L |viewlAdd/EditDeleteManage]

Interventions Tes
Referrals Tes
Risk Profile Tes
Cernographics Tes
HIWV Status Tes
Locating Info Tes
Atternpts to Locate Yes
PCRE Case Tes
Session Templates Tes  Yes
[agoregate Level services| __|view|add/EditlDelete|Manage
Interventions Tes  Yes Yes
Referrals Tes Yes Yes
|_Program Information | [view|Add/Edit|Delete|Manage|
Program Details Tes
Program Model Details Tes
Pragram Model Templates Tes
Intervention Details Tes
Additional Target Populations Tes

Program Model Budget Information  ves

Agency Information | |view|add/Edit|Delete|Manage

Agency Details Yes
workers Yes  Yes
Sites Yes Yes
Contract Agencies Tes
Prograrmn Awards Tes
Metwork Agencies Tes  Tes

Community Planning | ___________________|view|Add/Edit/Delete|Manage]

Comprehensive HIW Prevention Flan ves

[ patatransfer | |viewAdd/Edit|Delete|Manage]

Extract Yes Yes es
Data Sharing Tes Tes es
Data Subrission Tes Ves Yes
[ Reports | |view[add/Edit/Delete|Manage]
Agency and Prograrm Plan Tes Yes
Referral and Recruitment Yes Ves
Aggregate Level Services Tes  Tes

r Access Level for Interventions
[ InterventionTypes | View | Add/Edit [ Delete | Manage |
Counseling, Testing and Referral Tes
Health Communication/Public Infarmation Tes Yes TYes
Partner Counseling and Referral Services Tes
Prevention Case Management Tes
CQutreach Tes Tes Tes
Health Education/Risk Reduction Tes Tes Yes
Other Tes
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CRCS Role

\View Priority-1 Compliant Page
Role Name: CRCS Role

Client Level services| ————————|view|ndd/Edu|Delete|anage

Interventions Tes  Tes Tes
Referrals Yes Yes Tes
Risk Profile Yes  es Tes
Demuographics Tes  Tes Tes
HIV Status Tes Tes Tes
Locating Info Yes Yes Tes
atternpts to Locate Yes Yes Yes
Program Information| ________________|view|Add/Edit/Delete|Manage]

Program Details Tes

Program Model Details Tes

Program Model Termplates Tes

Intervention Details Tes

Additional Target Populations Yes

Program Model Budget Information  ves

Agency Information | |view|Add/Edit/Delete|Manage]

Agency Details Tes
Warkers Yes  Yes
Sites Tes Yes
Contract Agencies ACH
Program Awards Tes
Metworle Agencies Tes  Tes

Community Planning| ____________________|view|add/Edit|Delete|Manage)

Comprehensive HIV Prevention Plan Yes

|__DataTransfer | |view/add/Edit|Delete|Manage]

Extract Tes Tes Tes
Data Sharing Yes  Yes Tes
Data Subrnission Tes  Tes Tes
[ Reports | lview|Add/Edit/Delete|Manage]
agency and Program Plan Tes  TeES
Referral and Recruitment Yes Yes
Other Client Level Services Yes  Yes

Access Level for Interventions

Intervention Types | view | Add/Edit

Prevention Case Management Yes Yes es

PEMS User Manual Version 1 Page 38 of 339 06/01/2007



____/élmllth ]'Ium.m Services

CTR Role
Wiew Priority-1 Cornpliant Page

Role Name: CTR Role

Client Level services] ————————Jviewladd/cdrt[Delete|Manage)

Interventions
Referrals

Risk Profile
Demographics
HIW Status
Locating Info
Atternpts to Locate

Session Templates

TEs
Tes
Tes
Tes
Tes
Tes
Tes

Tes

Yes

Tes

Yes

Tes

Yes

Tes

Yes

Tes

Yes

Tes

Yes

Tes

Yes

Tes

es

Tes

Program Informationl ______________________lviewAdd/Edit

Program Details

Program Model Details
Program Model Templates
Intervention Details

Additional Target Populations

Tes

Tes

Tes

Program Model Budget Information  res

Agency Information | [view|add/Edit|Delete|Manage)

Agency Details
workers

Sites

Contract Agencies
Frogram Awards

Metwaork Agencies

Tes
Tes
Tes
Tes
Tes

e

Tes

Tes

e

T ——'c 71131 S50 ST

Comprehensive HIW Prevention Plan ves

“batatranster | lviewladd/EdiDelete|Manage]

Extract
Diata Sharing
Data Submission

Scanning Import

fgency and Program Plan
Referral and Recruitment
CTR

Other Client Level Services

Tes
Tes
Tes

Tes

Tes
Tes
Tes

Tes

Tes

Tes

Tes

TESs

Tes

Yes

Tes

Yes

Tes

Tes

Yes

Yes

| Reports | |view|Add/Edit/Delete|Manage]

Access Level for Interventions

Intervention Types __view | __Add/Edit

Counseling, Testing and Referral

Tes

Tes

Tes
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Client HERR Role
\iew Priority-1 Compliant Page
Role Name: Client HERR Role

Client Level Services | |view|add/Edit|Delete|Manage]

Interventions Tes
Referrals Tes
Risk Profile Tes
Demographics Tes
HIV Status Tes
Locating Info TeS
atternpts to Locate Tes
Session Templates Tes

Aggregate Level Services| ______________________|view|add/Edit|Delete|Manage]

Interventions Tes

Referrals Tes

Program Information | |view|add/Edit|Delete[Manage]

Program Details Tes
Program Model Details Tes
Program Model Templates Tes
Intervention Details Tes
additional Target Populations TeS

Program Model Budget Information  ves

Agency Information | |viewAdd/Edit/Delete|Manage]

agency Details TeS
Waorkers Tes
Sites Tes
Contract Agencies Tes
Program Awards Tes
Metwaork Agencies Tes

Community Planning |~ view|ndd/EdiDelete|Manage|

Zomprebhensive HIV Prevention Plan ves

| DataTransfer | |View|add/Edit|Delete[Manage]

Extract Tes

L Reports | |viewladd/Edit|Delete[Manage)

agency and Program Flan TeS
Referral and Recruitmment Tes
Other Client Level Services Tes

Tes

Tes

Tes

Yes

Tes

Tes

Yes

Tes

Yes

Tes

Tes

Tes

Tes

Tes

Access Level for Interventions

Mo recards found.
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Client Service Role

Miew Priority-1 Compliant Page
Role Name: Client Service Role

Interventions
Referrals

Risk Profile
Demographics
HIY Status
Lacating Info
Attermnpts to Locate
PCRS Case

Session Ternplates

Aggregate Level Services| _____________________lview/add/Edit

Interventions

Referrals

Program Information | lviow|add/Edi

Program Details

Program Model Details
Prograrn Madel Ternplates
Intervention Details

additional Target Populations

res

Yes

Tes

res

Program Maodel Budget Infarmation  ves

Agency Information _|___________________|view|add/Edit|Delete|Manage|

Agency Details
Workers

Sites

Contract Agencies
Program Awards

Metwork Agencies

Yes Tes
es es
Tes Tes
Tes Tes
Yes Tes
es es
Tes Tes
Tes Tes
Yes Yes
dd/Ed

Yes

Community Planning | |view|add/Edit|Delete|Manage

Comprehensive HIM Prevention Plan ves

| pataTransfer | lview|Add/Ed

Extract
Data Sharing
Data Submission

Scanning Import

[ Reports | |viewAdd/Edit

Agency and Program Plan
PCRS Case

Referral and Recruitrnent
CTR

Other Client Level Services

Tes

r Access Level for Interventions

Counseling, Testing and Referral

Health Cormmunication/Public Information
Partner Counseling and Referral Services
Prewvention Case Management

Outreach

Health Education/Risk Reduction

Other

Tes
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Community Planning Role

Wiew Priority-1 Compliant Page

Role Mame: Community Planning Role

Program Information] ______________________|View Add/Edit[Delete[Manage]

Program Details Yes
Program Model Details Tes
Prograrm Model Termplates Tes
Intervention Details Tes
additional Target Populations Tes

Program Model Budget Information  ves

Agency Information | view/Add/Edit|Delete|Manage]

agency Details Tes
workers Yes
Sites Tes

Contract Agencies

Community Planning _m Added-t

Comprehensive HIY Prevention Flan Tes  Tes

T eeports | lviculadd/Editlbelete Manage

fgency and Program Plan Tes  Tes Tes

Access Level for Interventions

Intervention Types | view | Add/Edit

Mo records found.

Data Transfer Role
Wiew Priority-1 Cormpliant Page
Role Name: Data Transfer Role

Data Transfer| _________|view|add/Edit|Delete]Manage]

Extract Tes  TES Tes
Ciata Sharing Tes  Tes Tes
Data Subrission Yes  Yes Tes
Scanning Import ves  Tes Yes

Access Level for Interventions

Mo records found.
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PRCS Role
Wiew Priority-1 Compliant Page

Role Mame: PCRS Role

Client Lovel services| ———————|view|ndd/EditDelete|anage

Interventions
Referrals

Risk Profile
Demuographics
HIW Status
Locating Info
atternpts to Locate
PCRS Case

Session Templates

AT T — 5 1 A€ (22 EETE

Program Details

Program Model Details
Program Model Templates
Intervention Details

Additional Target Populations

Yes

es

Tes

Tes

Tes

Tes

es

Tes

Tes

Tes

Tes

Tes

Tes

es

Program Model Budget Information  ves

Agency Information| ___________________|view|Add/Edit|Delete|Manage]

Agency Details
Workers

Sites

Contract Agencies
Program Awards

Metworl: Agencies

Community Planning| ——|view|add/Edt[Delete Manage

es

Tes

Tes

Tes

Tes

Tes

Comprehensive HIY Prevention Plan Tes

| DataTransfer | lviewadd/Edit|Delete|Manage]

Extract
Data Sharing

Data Submission

| Reports | |view/add/Edit|Delete|Manage]

agency and Program Plan
PCRS Case
Referral and Recruitment

Other Client Level Services

Tes

Tes

Yes

Tes

Tes

Tes

es

Yes

Yes

Tes

Tes

Tes

Tes

es

Tes

Tes

Tes

Tes

Tes

Tes

Tes

Tes

es

Tes

Yes

Tes

Tes

Tes

Access Level for Interventions

Intervention Types _view | __Add/Edit

Partner Counseling and Referral Services

Yes

Yes

Yes
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Program Budget Information Role

Migw Prionity-1 Comphant Page
Role Name: Program Budget Information Role

Program Information| _____________________view Add/Edit|Delete[Manage]

Program Details Tes

Prograr Model Details Yes

Prograr Maodel Terplates Yes

Intervention Details Tes

Additional Target Populations Tes

Program Maodel Budget Information ves Yes Tes

Agency nformation| —|view|Add/EditlDelete|Manage

Agency Details Tes

workers Tes

Sites Tes

Contract Agencies e

Community Planning _m Add/Edit|Delete|Manage |

Comprehensive HIV Prevention Plan Yes

S Reports | vicu|add/Editlbelete Manage

Agency and Program Plan Tes  Tes Tes

Access Level for Interventions

Mo records found.
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Program Information Role

Wiew Priority-1 Coropliant Page
Role Mame: Program Information Role

Program Information| —|view|add/Edit|Delete|Manage

Program Details Tes  Tes Tes
Program Model Details fes  res Tes
Program Maodel Templates Yes  Yes Tes
Intervention Details Yes  Yes Tes
Additional Target Populations fes  res Tes
| Agency Information | [View/Add/Edit|Delete|Manage]
Agency Details Yes
Wwarkers Ves
Sites Yes
Contract Agencies s

Community Planning | |view|AddjEdtDelote|Manage|

Comprehensive HIV Prevention Plan Tes

[ Reports | |viewAdd/Edit|Delete|Manage]

Agency and Program Flan Yes  Yes Yes

Access Level for Interventions

Mo records found.

QA role

Wiew Priority-1 Compliant Page
Role Mame: QA Role

Reports| ___________view|Add/Edit|Delete[Manage)

Zualty Assurance Yes  Yes Tes

Access Level for Interventions

Mo records found,
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Add a New User in Own Agency and Assign PEMS Roles

For a user to be able to access PEMS, the user must be added to PEMS, assigned roles and permissions and
receive a Username and Password. The roles and permissions assigned to the user will determine the specific
modules and sub modules the user will be able to view and access while working in PEMS. *Only users assigned the
PEMS Administrator role can add new users and assign roles.

Step > Action
1. Click Admin on the module menu bar.

The Maintain Users screen displays.

- Last Name Trainingl

Program Evaluation SOUTHERN STATE

- - Agency DEPARTMENT OF

and Monitoring System HEALTH

Help Logout

Home | Client Level Services | Aggregate Level Services | Program Information | Agency Information |
Community Planning | Data Transfer | Reports | Admin |

Users | Roles | Announcements | Agency Configuration Information |

Adrain = Users = Maintain Users

Maintain Users

Add User{s)— Search For Existing User(s}

Add MNew
Agenc
Qﬂfn!\,ff"zr SOUTHERM STATE DEFARTMENT OF HEALTH »
Contract
Agency SEARCH
— Users
1 through 10 of 10 items
Last First Logln
[ G [ seenr | moles ] 28R, Juserlerosicslroeslpermissions] sole |
Trainingld Training SOUTHERM STATE Agency Budget Role  Yes Edit Maintain Edit \Miew Remove

DEPARTMEMT OF HEALTH Agency Information
Role
Aggregate HCPI Role
Aggregate HERR/OR

Before a new user can be added into PEMS, the system demands that a search for users with the same first and
last name be performed to avoid a duplicate entry. Users are never deleted from the system. However, a user
can be inactive in the system and not have access to a digital certificate, username or password, but the user

record will always remain in PEMS. You can search for all users within an agency by selecting the agency name
from the drop-down list in the Search for Existing User(s) section and clicking SEARCH. All users for the
agency will display.

In the Search for Existing User(s) section, type first and last names of the user.
Click SEARCH.

If the search results show 0 items found, continue with step 6.

o r 0D

If the search returns a duplicate entry, determine if the user displayed is indeed the same. If it is, stop here. This
user already has a username and password. For more information on how to reset this user’s password, click
here. If not, continue to step 6.

6. Click Add New User For My Agency in the Add User(s) section.
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The Add User Details screen displays.

Add User Details

— User Information
User Agency: SOUTHERM STATE DEPARTMEMT OF HEALTH
First Mame: %

Middle MName:

Last Mame: %

Fax: (BEBBBRBEBE)
Phone: (Hussppssss)
Email:
— Login Information
Login: *

Password: %

Confirm Password: %

The password rust be at least § characters in length;
should not be the same as your username (loginl;
and zhould not contain

vour first narne ar last narme.

It rmust contain at least 3 of the following 4 criteria:
(1) Lower Case characters [a, b, c)

[2) Upper Case characters (A, B, <)

(=) Digits (1, 2, 2)

(4] Special Characters such as \@ 4.

Enable Login: ®ves O No

* |ndicates a mandatory field that must be completed.

7. Inthe First Name and Last Name fields, type the user’s first and last names.
8. Inthe Login field, type a unique login for the user. (The password must be at least 8 characters)
9. Inthe Password field, type a password.

10. In the Confirm Password field, type the password again.

PEMS login ID and passwords must meet the following guidelines:

The password rust be at least 2 characters in length;
should not be the zame as your uzername (logind:
and should not contain

vour first name aor last name,

It must contain at least 3 of the following 4 criteria:
[1) Lower Caze characters [a, b, )

[2) Upper Case characters (A, B, C)

(31 Digits (1, 2, 3]

(41 Special Characters such as /@#.
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11. Click Yes for Enable Login.

If a user enters their PEMS login and Password incorrectly three times, they will be locked out of the system.
This automatically defaults the user’s Enable Login status to “No” as a security measure. The PEMS

Administrator must log into PEMS, search for the user’s profile and click “Yes” for Enable Login. Once SAVE
has been clicked by the PEMS Administrator, the user can attempt to log in again.

— Contract Agencies

PEMS allows the capability to enter data on behalf of the contract agencies.
Choose the contract agencies for which thiz user can add data:

[ If you cannot select an agency, the contractual relationship is inacive.
Pleaze create an active contract using the Contract Agencies module.)

[1 Planned Prevention
O contract AIDS

[ outreach Awareness

Do you want to assign Roles for this user? ®ves O Mo
SAVE AND CONTINUE CANCEL

TOP of PAGE
ICOMS KEY: % Indicates information is mandatory.
User Profile | WCAG Priority 1 Compliance | Yersion - R3.0

12. If applicable, select the contract agency checkbox at the bottom of the screen allowing the user to enter data on

behalf of the contact agency. This only displays for those contract agencies that do not have PEMS
administrators.

13. Select Yes for Do you want to assign Roles for this user?
14. Click SAVE AND CONTINUE.

The Assign Roles to User screen displays, indicating the new user has been added successfully.

The Assign Roles User screen allows you to assign the PEMS Administrator role, core roles, and user-defined

roles.
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— PEMS Core Roles

Agency Budget Role
Agency Information Role
Aggregate HZPI Rale
Aggregate HERRAOR Role
Aggregate Service Role
CRCS Role

CTR Rale

Client HERR Role

Client Service Role
Cornrunity Planning Role
Diata Transfer Role

PCRS Role

Program Budget Information

Role

Program Information Role

| (] DDDDDDDDDDDDII

QA Role

]
]
=
]
]
]
=
]
]
=
=
]
H
]
]

[rormdddfyyyy]
Crornfddfyyyy]
(rarn/ ddfyyyy)
[rormdddfyyyy]
[rormdddfyyyy]
Crornddfyyyy]
(rarndddfywyy]
[rormdddfyyyy]
Crornfddfyyyy]
(rarn/ ddfyyyy)
(rnmmyddfyyyy)

(rarn/ ddf yyyy)

(rarn/ ddf yyyy)

(rarn/ ddf yyyy)

(rornd ddf yyyy)

E
=
=
=
=
=
=
=
=
=
=
=
H
=
=

[ ddfyyyy]
Crarnddfyyyy]
Crarn/ ddf wyyy)
[ ddfyyyy]
[ ddfyyyy]
Crornddfyyyy]
(P ddfyyyy]
[ ddfyyyy]
Crarnddfyyyy]
Crarn/ ddf wyyy)
[y ddfyyyy)

Crarn/ ddf wyyy)

Crarn/ ddf wyyy)

Crarn/ ddf wyyy)

Crornd ddf wyyy)

] Perwd Of Rale
Effective From

al

| (| ] | ]| (o) (]| ] { (O (O | (O (O | (O

15. Click the applicable role checkboxes. Multiple checkboxes may be selected. These roles will grant permission for
the user to access specific modules and sub module within PEMS. For more detailed information on the PEMS
core roles, see the Determining which PEMS Roles are Appropriate for each User section of this user

manual.
16. Click CONTINUE.

The View User Aggregate Permissions screen displays.

Miew Priority-1 Compliant Page
User Name: John Doe

View User Aggregate Permissions

r Display Permissions as-of

Effective Date:

j Crarnd ddl gyl

SUBMIT

Uze this field to preview Parmissions that would be effective an the date specified.

r Aggregate Permissions

Client Level Services

Interventions
Referrals

Risk Profile

Demographics

es  Yes
Tes Tes
Tes Tes
fes  Tes

L lviewladd/Edit/Delete/Manage]

17. Review and verify each of the permissions selected.
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r Aggregate Intervention Permissions

| ______Intervention Types _____|view|add/Edit|Delete|Manage|
Counseling, Testing and Referral Yes  Yes Yes Tes
Health Cormrmunication/Public Information Yes  Tes Tes Tes
Fartner Counseling and Referral Services ves  Tes Tes Tes
Prevention Case Management Yes  Yes Yes Tes
Qutreach Yes  Wes “fes es
Health Education/Risk Reduction es  res Yes Tes
Other Yes  Yes Tes Tes

SAVE AND FINISH CANCEL

TOP of PAGE
ICONS KEY: % Indicates information is mandatory.
User Profile | WCAG Priority 1 Compliance | Yersion - R3.0

If you do not click SAVE AND FINISH, the roles will not be assigned to the user and the user will not be able to
view any of the modules or sub modules when they log in. If roles and permissions are modified for a user, the

user must log back in to be able to view the modules and sub modules related to the new roles and functionality.

18. Click SAVE AND FINISH.

The Maintain Users screen displays, indicating the role has been assigned to the user successfully and that the user

can now login to the system.

Resetting a Login or Password for a User

For a user to be able to access PEMS, the user must be added to PEMS, assigned roles and permissions and
receive a Username and Password. If the user forgets either a login or a password, the PEMS Administrator at the
agency can log into their instance of the system and reset either the login or password. *Only users assigned the

PEMS Administrator role can edit passwords and logins for users at their agencies.

Step > Action

1. Click Admin on the module menu bar. The Maintain Users screen displays.

Add User(s)— Search For Existing User(s)
Add Mew

Agenc

ggsﬂ:\lljef\';r SOUTHERN STATE DEPARTMENT OF HEALTH &
Contract
— Users

1 through 10 of 10 itemns

I R I o S
Trainingld Training SOUTHERM STATE Agency Budget Role  Tes Edit M8intain Edit
DEPARTMENT OF HEALTH Agency Infarmatian
Raole
Aggregate HCPI Role
Agaregate HERR/OR

ﬁ Permissions m

Miew Remoave
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2. Inthe Search for Existing User(s) section, type first and last names of the user.

3. Click SEARCH. The user’s record should display at the bottom of the screen.

4. Click Edit in the User column of the user for whom you would like to change a login or password.

The Edit User Details screen displays

Edit User Details
—User Information
User Agency: SOUTHERN STATE DEPARTMENT OF HEALTH
First Name: ¥ |Sally
Middle Name:
Last Name: ¥ |May
Fax: (Busspsppa
Phone: (BEpEEBEEES)
Email:
—Login Information
Login: % |§500h123
Password: % essssssns
Confirm Password: % sssssssss
The password rust be at least 8 charackers in langth;
chould not be the same as vour uzarmame (lagin):
and should not contain
wour first narme or last name,
It rmust contain st least 3 of the following 4 criteria:
(1) Lower Caze characters (a, b, <)
(2] Upper Case charackers (4, B, C)
(2) Digits (1, 2, 2)
(4) special Characters such 25 |@4#,
Enable Login: @ ves O o

5. Under the Login Information section of the screen, type the login or password.

6. Click the Yes radio button to enable login.

7. Click SAVE AND FINISH.

The Maintain Users screen displays.

View a User’s PEMS Roles and Aggregate Permissions

PEMS roles and permissions dictate the level of access a user has in PEMS. There are four levels of permissions for
the PEMS modules and sub modules: view, add/edit, delete, and manage. (For more information on the difference
between PEMS core roles and user-defined roles, or a description of PEMS core roles and permissions, see the
Determining which PEMS Roles are Appropriate for each User section of this user manual. *Only users assigned

the PEMS Administrator role can view PEMS

roles and aggregate permissions.

The four levels of permissions within PEMS core roles and user-defined roles are:

= View — allows the user to see information, but not add, edit or delete information

= Add/Edit — allows the user to add or edit existing information

= Delete — allows the user to edit or delete existing information

= Manage — allows the agency administrator to assign this role or modify permissions for users
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Step > Action

1. Click Admin on the module menu bar.
2. Click Users on the sub module menu bar.
The Maintain Users screen displays.

3. Search for the user, if needed. (The ten most recently modified user records automatically display at the bottom
of the screen, but if the user is not displayed, you must conduct a search.)

- Last Name Trainingl

Program Evaluation SOUTHERN STATE

- - Agency DEPARTMENT OF

and Monitoring System HEALTH

Help Logout

Home | Client Level Services | Aggregate Level Services | Program Information | Agency Information |
Community Planning | Data Transfer | Reports | Admin |

Users | Roles | Announcements | Agency Configuration Information |

Admin = Users = Maintain Users

Maintain Users

Add User(s)— Search For Existing User(s)
Add New

Agency
Add New SOUTHERM STATE DERPARTMENT OF HEALTH »

Adrnin for
Contract

Agency SEARCH

— Users
1 through 10 of 10 items

Last First Login
Name Name Enabled
Trainingl& Training SOUTHERM STATE Agency Budget Role  Yes Edit Maintain Edit

DEPARTMENT OF HEALTH Agency Information
Role

Roles

Permissions
W

Vie

EMOYE

Aggregate HCPI Role
Aggregate HERR/OR

4. Inthe Users search result section, click View in the Permissions column.
The View User Aggregate Permissions screen displays.
5. Click BACK TO MAINTAIN.

The Maintain Users screen displays.

Add a PEMS Administrator for a Contract Agency

Funding agencies must determine if they will create an administrator for contract agencies or enter data on behalf of
contract agencies. Once the funding agency creates an administrator for the contract agencies, the funding agency
can no longer enter data on behalf of the contract agency. Contract agencies responsible for entering their own data
into PEMS will be assigned an administrator to manage their instance of PEMS. *Only users assigned the PEMS
Administrator role can add administrators for other agencies.

Step > Action
1. Click Admin on the module menu bar.

The Maintain Users screen displays.
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Before you add an administrator, you should check to determine if an administrator has already been set up for
the contract agency. If the contract agency displays in the drop-down list, an administrator has already been
added for the contract agency. If the contract agency name is not in the drop-down list, an administrator has not
been added to the contract agency.

As with all users, a PEMS administrator cannot be deleted once added for a contract agency; however, the
administrator role can be unassigned.

- Last Mame Trainingl

Program Evaluation SOUTHERN STATE

= - Agency DEPARTMEMNT OF

and Monitoring System HEALTH

Help Logout

Home | Client Level Services | Aggregate Level Services | Program Information | Agency Information |
Community Planning | Data Transfer | Reports | Admin |

Users | Roles | Announcements | Agency Configuration Information |

Adrain = Users = Maintain Usars

Maintain Users

Add User{s)— Search For Existing User(s)

Add Mew

Add Hew SOUTHERM STATE DEFARTMEMNT OF HEALTH
Adrnin for
Contract

Agency

Users
’71 through 10 of 10 items

2. Inthe Search for Existing User(s) section, click the Agency drop-down list. If the contract agency is not in the
drop-down list, continue with step 3.

The PEMS software allows you to add only one administrator for each contract agency. Once the contract
agency administrator logs into their instance of PEMS, he/she can add new administrators for the agency. Once

the contract agency administrator logs in, the funding agency can no longer enter data on behalf of the contract
agency.

3. Inthe Add User(s) section, click Add New Admin for Contract Agency.

The Add Administrator Details screen displays.
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Add Administrator Details

— User Information

User Agency: Contract AlDS
First Name: *

Middle Name:
Last Name: *

Fax: [RHEHHBBEBEE)

Phone: [CEEEET T ES)

Email:

4. Click the User Agency drop-down list and select the agency.

Only the user agencies that do not have a PEMS Administrator assigned will display in the drop-down list.

5. Inthe First Name and Last Name fields type the users first and last names.

— Login Information
Login: *

Password: *
Confirm Password: *®

The password must be at least & characters in length;
should not be the same as vyour username (loginl;
and zhould not contain

wour first name or last narme.

It must contain at least 3 of the fallowing 4 criteria:
(1) Lower Case characters (a, b, c)

[2) Upper Casze charackers (A, B, C)

(3) Digits (1, 2, 3)

[4) Specal Characters such as '@#,

Enable Login: ®ves ONo

SAVE AND FINISH CANCEL

6. Inthe Login field type a unique login.

7. Inthe Password field type a password.

8. Inthe Confirm Password field type the password again.

PEMS login ID and passwords must meet the following guidelines:

The password must be at least 8 characters in length; should not be the same as your username (login) and
should not contain your first or last name. It must contain at least 3 of the following 4 criteria:

Lowercase characters (a, b, c)
Uppercase characters (A, B, C)

1

2.

3. Digits (1, 2, 3)

4. Special Characters such as !|@ #.

9. Click Yes for Enable Login, to allow the Administrator to be able to log in.
10. Click SAVE AND FINISH.

The Maintain Users screen displays, indicating the administrator has been created successfully and that the
administrator can now log into the system.
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Add a Proxy

The proxy option was created in PEMS for users who needed to temporarily grant another user access to their
permissions. For example, if a PEMS user, John Doe, was going out on medical leave, he may grant another PEMS
user, John Johnson, proxy access to his permissions to cover for him while he was out. John Johnson would be able
to log in on behalf of John Doe and have access to the modules and sub modules he does. NOTE: All system audit
trails would record John Doe as the user for anything that John Johnson did in PEMS while logged in as John Doe’s
proxy.

Though one user grants the other user access, only the PEMS Administrator can assign tallow this in the system. It is
imperative that strict discretion is used when granting a proxy. If there is a permanent need for a user to have roles
and permissions, the agency administrator should add them to their PEMS roles and permissions. *Only users
assigned the PEMS Administrator role may add proxies.

Step > Action

1. Click Admin on the module menu bar.

The Maintain Users screen displays.

Maintain Users

Add User{s)— Search For Existing User(s}
Add New

Agenc

Add New SOUTHERM STATE DEFARTMEMNT OF HEALTH
&dmin for
Contract

— Users

1 through 10 of 10 tem=s

Last First Logln

Co John SOUTHERM STATE Agency Budget Role  Yes
DEPARTMENT OF HEALTH Agency Infarmation
Role

Aggregate HCPI Role
Aggregate HERR/OR

Role

Aggregate Service

2. Inthe Users search results section, click Maintain in the Proxies column for the user that the proxy will be
assigned.

The Maintain Proxies screen displays.
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Maintain Proxies

— User Information

First Name: John
Middle Name:
Last Name: Doe
User Agency: SCOUTHERM STATE DEPARTMENT OF HEALTH

Login: johndoe

— Assigned Proxy User(s)
0items

[ lathame | Firstname | oles | Permissions | Proxy |

Mo records found.

— Search For Existing User(s) For Adding As Proxy
nly User(s) who has not been added as Proxy to the user will be shown in the search result

First Name: Last Name:

SEARCH

SAVE AND CONTINUE BACK TO MAINTAIN

3. Inthe Search for Existing User(s) For Adding as Proxy section, type the first and last name of the user to
which the proxy access will be assigned.

Proxy status can only be assigned to someone who is already a PEMS user and has at least one role

assigned.

4. Click SEARCH.

The list of records matching the search criteria displays in the Assign Existing User(s) As Proxy section.

— Search For Existing User{s) For Adding As Proxy

Cnly User(z) who has not been added as Proxy to the user will be shown in the zearch rezult,

john johnsaon

— Assign Existing User({s) As Proxy
1 item

[ Assion | lastName | FirstName | _Roles | Permissions |

O Johnson John

SAVE AND CONTINUE J BACK TO MAINTAIN

5. Inthe Assign Existing User(s) As Proxy section, click the checkbox next to the name of the user to which
the proxy will be assigned.

6. Click SAVE AND CONTINUE.

The proxy is assigned to the desired user and displays in the Assigned Proxy User(s) section. For a user to be
assigned proxy permissions, they must be assigned at least one role in PEMS. Once granted proxy permissions and
logged in as a proxy, they then assume roles and permissions of the person for whom they are acting as proxy.
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Remove a Proxy

Once a proxy is granted, it must be removed when no longer needed or else it will remain in effect indefinitely. *Only
the users assigned the PEMS Administrator role can remove a proxy.

Step > Action

1. Click Admin on the module menu bar.

The Maintain Users screen displays.

2. Inthe User Search Result section, click Maintain in the Proxies column of the desired user.

The Maintain Proxies screen displays.

Maintain Proxies

— User Information

First Name: John

Middle Name:
Last Name: Doe
User Agency: SOUTHERM STATE DEPARTMENT OF HEALTH

Login: Johndoe

— Assigned Proxy User(s)

1item
[ __LastName | _ FirstName | Roles | Permissions
Johnson John Agency Budget Role Wiew Remove

Agency Information Role
Client Service Role

CTR Role

3. Inthe Assigned Proxy User(s) section, click Remove in the Proxy column of the appropriate user.

A confirmation box displays with the message “Proxy User Will be Permanently Deleted!”
4. Click OK.
5. Click BACK TO MAINTAIN.

The deletion will take effect after the user logs out of PEMS. When the user logs back in, the Log in As

Proxy link will no longer be available if the user has no other proxies assigned.
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Roles Sub Module

The Roles Sub Module allows administrators to:

= Create user-defined roles for their own agency
= View PEMS roles and aggregate permissions

Create a New User-Defined Role

PEMS has several core roles that include built-in permissions to allow users to access various modules and sub
modules of PEMS. However, agencies may find the core roles are either too broad or limiting for their agency’s
needs. Agencies can create user-defined roles that determine the specific permissions the role will have. Once they
are created, user-defined roles are added to user profiles from the same screen that PEMS core roles are added.
*Only the users assigned the PEMS Administrator role have permission to create a user-defined role.

Step > Action

1. Click Admin on the module menu bar.
The Maintain Users screen displays.

2. Click Roles on the sub module menu bar.

The Maintain Roles screen displays.

— PEMS Gore Roles
1 through 5 of 15 items First | Previous | Mext| Last

Prograr Inforrmation Role

Prograrn Budget Information Role

Agency Information Role

Agency Budget Role

Comrnunity Planning Role

— User Defined Roles
Add Mew User Defined Rale

1item
[ Roleame |
worker Change Rale Mame Edit Permissions Celete

3. Click Add New User Defined Roles in the User Defined Roles section.

The Add Role Details screen displays.

Add Role Details

Role Name: %

Use Template: »

ADD PERMISSIONS CANCEL

TOP of PAGE

4. Type a descriptive name (e.g., “Worker Training Manager”) in the Role Name field.
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You can base a user-defined role on a template of an existing core role. If you select a template, the
Add Permissions to Role screen will display with the permissions for the core role of the template you
have selected. You will need to modify the permissions as needed for your user-defined role. PEMS will
not allow you to create a duplicate of a core role.

5. Click ADD PERMISSIONS.

The Add Permissions to Role screen displays.

Add Permissions to Role

Role Mame: Reports

Client Level Services | [None|view Add/Edit/Delete
Interventions &)

Referrals

Risk Profile

Cermographics

HIW Status

Locating Info

Atternpts to Locate

PCRS Case

o o/ Rel ¢ foN o o) ¢ Re
o o/ Rel ¢ foN o o) ¢ Re

Session Templates

O
O
O
O
O
O
O
O
Aggregate Level Services| ____________________[None|view|add/Edit/Delete
O
O
view]
O
O
O
O

Interventions

o O
o O

Referrals

Program Information | __________________|

Program Details

Program Model Details
Program Maodel Templates

Intervention Details

O 0000
O 0000

O

Additional Target Populations

6. Select desired permissions by clicking the radio buttons for None, View, Add/Edit, or Delete.

PEMS does not allow you to create a user-defined role that is a duplicate of existing roles (core role or user-
defined role). If you try to create a role that has duplicate permissions, you will receive an error message.

When creating a role with Program Information permissions, the same level of permissions must be assigned to

the role because the sub modules are interdependent. For example, if you assign “add/edit” permissions for
Program Details, you must also assign “add/edit” permissions to Program Model Details and Interventions. If
you grant “add/edit/delete” permissions to Program Model Details functionality and “none” to Program Details,
PEMS will give you an error message and ask you to modify the level of permissions you have set.

7. Click SAVE AND FINISH.

The Maintain Roles screen displays, indicating the user-defined role has been created successfully. The Admin can
now add this user-defined role to any PEMS user.
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Announcements Sub Module

If an agency’'s PEMS Administrator has an update for PEMS users, the administrator can create an announcement.
The administrator selects the PEMS users that should receive the message by PEMS roles. For example, the
administrator could send an announcement to all users who have the Client Level Services Core role to let them
know they need to enter their data in the next two weeks to meet the deadline for reporting. When those users log
into PEMS, the announcement displays on the View Announcements screen. Only those users with the Client Level
Services core role would see this announcement. The administrator determines who will be able to view the
announcement by selecting specific roles to receive the announcements. *Only users with the PEMS Administrator
core role can send announcements. NOTE: Announcements are not sent like email; announcements are only
viewable from the View Announcements screen by the roles to which they are posted.

The Announcements Sub Module allows the Administrator to:

=  Create announcements to users within their own agency
= Create announcements to their agency’s contract agencies

Send a New Announcement
Step > Action

1. Click Admin on the module menu bar.
The Maintain Users screen displays.

2. Click Announcements on the sub module menu bar.

The Create Announcements screen displays.

Create Announcements

— PEMS Core Roles

i Program Infarmation Role
] Program Budget Information Role
i Agency Information Role
] Agency Budget Role

i Caomrnunity Planning Rale
[ client service Rale

i Aggregate Service Role
[ pcrs Role

O cTr Role

O cres Role

i Aggregate HCPI Role

[ agaregate HERR/OR Role
[ pata Transfer Rale

[ client HERR Rale

[ oa Rrole

3. Click the checkbox next to the desired role(s) that will be able to view the announcement.

Announcements are viewable by each role to which it is addressed. Announcements are not sent to individuals
like email. Announcements display on the View Announcements screen so the user can view the announcement

when they log in. Any user that has the role selected is able to view the announcement. Once announcements
are created and sent, they always remain in that agency’s instance of PEMS.
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— PEMS Administrator Roles
[ pEMS Administrator

— Gontractor Agency(s)
Selac Agency(s)

to add and click ADD TO LIST, Select Agencyl(s)
Choose all that apply. to remowve and click REMOWE,
Choaose all that apply.
Aflanta HIY Prevention ~
Contract Agencyl ADD TO LIST
Contract Agency10
Contract Agency11
REMOVE
Contract Agency12 -

Contract Agency13

Contract Agency14

Contract Agency15

Contract Agency?

Contract Agency3 b

— Announcement 1

4. If the Admin would like to send an announcement to one or more of the agency’s contract agencies, each agency
name must be selected under the Contractor Agency(s) section and the Admin must click ADD TO LIST.

If the PEMS Administrator sends an announcement to a contract agency, it will only be sent to the contract
agency’s PEMS Administrator role. However, the contract agency PEMS administrator can elect to distribute

the update. The first step would be to select each role within the contract agency that should receive the
message. Then, the administrator should retype the message into the subject text field and click SEND
ANNOUNCEMENT.

5. If the Admin would like to receive a copy of the announcement, the PEMS Administrator checkbox must be
checked. Otherwise the admin will not receive a copy of the announcement.

— Announcement

Subject: *

Message:

SEND ANNOUNCEMENT

6. Complete the Subject and Message fields.
7. Click SEND ANNOUNCEMENT.

A confirmation displays, indicating the Announcement has been created successfully.
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Once an announcement is created, it will always remain in PEMS and cannot be deleted. You can search for

all announcements on the Home screen.

8. Click Home on the module menu bar.

The View Announcements screen displays.

View Announcements

r Search for Messages

j (rornd ddi wyyy)

SEARCH

[ From | Agency | Date | Subject ________|

j (rnrnd ddi wyyy)

1 item

Training Trainingl SOUTHERKM STATE DEFPARTMEMT OF HEALTH 11/14/2006 PEMS Training Moverber 258 - Decemnber 1, 20061

9. Click the announcement subject link in the Subject column of the Message Search Result section. The
Message box displays the announcement details.

10. Click CLOSE WINDOW to close the message box.
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Agency Information Module

The Agency Information Module allows each agency to maintain all information related to their agency. This includes
information on the agency budget, workers, sites, contract agencies and network agencies. From this module you
can:

=  Edit and view agency information

= Add a new agency contact

= Add a new site, worker, and contract agency information

= Add and view annual contract agency information

= Add a new annual agency HIV prevention budget

= Maintain funding sources for an annual agency HIV prevention budget

= Add and view CDC HIV program awards and distribution information

= Add yearly Program Award Budget information

=  Add Network Agencies

PEMS Core Roles Required

Users assigned any of the following roles have either view, add/edit, and/or delete permissions to access the Agency
Information Module:

= Agency Information Role

=  Agency Budget Role

= Program Information Role

=  Program Budget Information Role
=  Community Planning Role

= Client Service Role

=  Aggregate Service Role

= PCRS Role
= CTRRole
= CRCSRole

=  Aggregate HC/PI Role
= Aggregate HERR/OR Role
= Client HERR Role

Agency Details Sub Module

The Agency Details Sub Module allows the Agency Information role to maintain agency details and contact
information and the Agency Budget role to maintain the agency budget.

PEMS Core Roles required
The following core roles have access to the Agency Details Sub Module:

= Agency Information
=  Agency Budget

Edit Your Agency Details

Agency Details contains general information about the agency such as the address, website and fiscal start and end
month dates.
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Only CBOs can edit the community plan jurisdiction for their agency on the Edit Agency Details screen.

Jurisdictions are automatically assigned for Health Departments.

PEMS Core Roles required

Users assigned the Agency Information role have permission to edit agency details.
Step > Action

1. Click Agency Information on the module menu bar.

The View Agency Details screens displays.

View Agency Details

Edit &gency Details
Maintain Agency Budget
Maintain &gency Contacts

Agency Mame: SOUTHERM STATE DEPARTMENT OF HEALTH

EIN: 551130678

2. Under the Agency Information section, click the Edit Agency Details.

The Edit Agency Details screen displays.

Edit Agency Details

— Agency Information

Agency Name: SOUTHERMN STATE DEPARTMENT OF HEALTH
EIN: 581130675
Dunn and Bradstreet No.: 135970951
Agency Type: State Health Department
Directly Funded Agency: Ves
Community Plan Jurisdiction: Georgia

Agency Website:
Race /Ethnic Minority Focused: MNfd [Applies to non-governmental agencies)

Faith-Based: N."IA > [Applies to non-governmental agencies)

Fiscal Year Start Month: ®  Jan +

Fiscal Year End Month: % Dec v

3. Edit or add the new information regarding your agency.

The agency name, EIN, DUNS, agency type and funding status cannot be edited. If your agency needs changes to
this information, the PEMS implementation coordinator should contact the help desk and request the CDC

Superadmin make these changes.

4. Click SAVE AND FINISH.

The View Agency Details screen displays, indicating that the agency detail is modified successfully.
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Add a New Agency Contact

Each agency in PEMS is required to have one primary point-of-contact. A contact can include the Executive Director,
PEMS Implementation Coordinator or the Director for HIV Prevention.

PEMS Core Roles Required

The Agency Information role contains the permissions to add a new agency contact.

Step > Action

1. Click Agency Information on the module menu bar.

The View Agency Details screen displays.

2. Click Maintain Agency Contacts.

View Agency Details

— Agency Information

Edit Agency Details

| Maintain Agency Contacts I

Agency Mame: SOUTHERN STATE CEPARTMENT OF HEALTH

EIN: S51130673

The Maintain Contacts screen displays.
3. Click Add New Contact.
The Add Contact Details screen displays.

Add Contact Details

— Contact Information
First Name: %
Last Name: %

Title: *

Specify one or rore of the following fields

Phone: (HEBBHEHBHE)
Email:
Fax: EEEEEEEEEE)]

SAVE AND FINISH CANCEL

4. Add the information for the new contact.

5. Type the First Name, Last Name, Title, Phone, Email and Fax.

At least one of the three contact fields (Phone, Email, and Fax) must be entered to save and continue.

6. Click SAVE AND FINISH.

The Maintain Contacts screen displays a confirmation message that the contact information was saved successfully.
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Add a New Annual Agency HIV Prevention Budget

Each year all HIV prevention funds received from ALL funding sources are entered into PEMS. The Annual Agency
Budget includes all funds used to conduct community planning, HIV prevention services, evaluation, capacity
building, and STD prevention specifically to enhance HIV prevention efforts and reduce HIV transmission (as
approved by CDC). The annual budget period is based on the agency's fiscal year.

PEMS Core Roles Required

Users assigned the Agency Budget role have permission to add new annual agency HIV prevention budget.

Step > Action
1. Click Agency Information on the module menu bar.

The View Agency Details screen displays.

View Agency Details

— Agency Information

Maintain Agency Budget

Maintain Agency Contacts

Agency MName; SOUTHERN STATE DEPARTMEMT OF HEALTH

EIN: 561130678

2. Click Maintain Agency Budget.

The Maintain Annual Agency HIV Prevention Budget Information screen displays.

Maintain Annual Agency HIV Prevention Budget Information

— Existing Budqet Information
Add Budaet Information for & New Fiscal Year
1through 3 of 3 items
Fiscal Year Start | Fiscal Year End Annual Agency Funds fron1 Federal Budget Funding
Date Date Budget Sources Information IEEs
{mm/yyyy) {mm/yyyy) {$) { %)
01/2005 12/2005 1000000,00 0 Edit View Edit Add
01/2006 12/2006 1000000.00 30 Edit View Edit Add
01/2007 12/2007 1000000,00 a5 Edit View Edit Add

BACK TO AGENCY DETAILS

3. Click Add Budget Information for a New Fiscal Year.

PEMS User Manual Version 1 Page 66 of 339 06/01/2007



_:/é'['e'ﬁﬂii,“ Do

uman Services

The Add Annual Agency HIV Prevention Budget Information screen displays.

Add Annual Agency HIV Prevention Budget Information

— Annual Aqency HIV Prevention Budget

Fiscal Year Start Date: * 1/

[y
Fiscal Year End Date: % 12/ (yyyy)
Annual Agency Budget for HI¥Y *
HEGHEGES G
Prevention from all sources ($): ¢ )
Percent Funds from Federal Sources {%): % (#8#)

Note:

SAVE AND FINISH CANCEL

4. Inthe Fiscal Year Start Date field, type the starting year.

5. Inthe Fiscal Year End Date field type the ending year.

6. Inthe Annual Agency Budget for HIV Prevention from all sources, type the total amount of the agency’s
budget for HIV Prevention from all sources. Do not include a dollar sign.

7. Inthe Percent Funds from Federal Sources field, type the number for the percentage of funds received from
federal sources. Do not include a percent sign.

8. Click SAVE AND FINISH.

The Maintain Annual Agency HIV Prevention Budget Information screen displays a confirmation message that the
agency budget is added successfully.

9. Under the Funding Sources column, click ADD.

The Add Funding Sources screen displays.

Add Funding Sources

— Add Federal Funding Sources for Fiscal Period 01/2007 to 1272007

[ co¢ - DHAP (Division of HIY¥/AIDS Prevention)

[ coc-psTD (Division of Sexually Transmitted Diseases)

[] coC - DASH (Division of Adolescent and School Health)

] HRSA (Health Resources and Services Administration)

[ saMHSA (Substance Abuss and Mental Health Ssrvices Administration)
[ ora (Office of Population Affairs)

[ o1 (Department of Justice)

[ other (specify)

— Add Non-Federal Funding Sources for Fiscal Period 012007 to 12/2007
Federal

State

Local Government

Private Sources
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10. Under Add Federal Funding Sources, click the checkbox next to each federal source of HIV Prevention
funding.

11. Under Add Non-Federal Funding Sources, type name of the funding agency that is a source of HIV Prevention
funding for your agency, if applicable.

12. Click SAVE AND FINISH.

The Maintain Annual Agency HIV Prevention Budget Information screen displays with the confirmation message that
the funding sources have been successfully added.

Maintain Funding Sources

Each year the Federal and Non-Federal source(s) of funding that the agency receives for HIV prevention are entered
into PEMS. Funding sources can be maintained throughout the year if additional funding is added or if funding is
rescinded.

PEMS Core Roles Required

Users assigned the Agency Budget role have permission to maintain funding sources.

Step > Action
1. Click Agency Information on the module menu bar.
The View Agency Details screen displays.

2. Click Maintain Agency Budget.

The Maintain Annual Agency HIV Prevention Budget Information screen displays.

Maintain Annual Agency HIV Prevention Budget Information

— Existing Budget Information

Add Budget Information for a Mew Fiscal Year

1 through 3 of 3 tems

Fiscal Year Start | Fiscal Year End Annual Agency Funds from Federal .
Date Date Budget Sources Inf?:ll:'ﬂ'lg:éun Ezz:‘;gg
(mm/yyyy) (mm/yyyy) ($) (%)

01/2005 12/2005 1000000.00 E
01/2006& 12/2006 1000000.00 30 Edit Miew Edit Add
01/zo07 1272007 1000000.00 85 Edit View Edit Add

BACK TO AGENCY DETAILS

3. Under the Funding Sources column for your contract agency, click Edit.

The Edit Funding Sources screen displays.
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Agency Information = Agency Detalls = £t Funding Sources

Edit Funding Sources

Update Funding Sources for Fiscal Period 01 /2007 to 1272007

Funding Category Funding Source Other Federal Funding Source
Federal Funding Sources Cther (specify) P

Delete

BACK TO MAINTAIN

4. Click Delete to delete the funding agency.

The Edit Funding Sources screen displays with the confirmation message that the funding source was successfully

deleted.
5. Click BACK TO MAINTAIN.

The Maintain Annual Agency HIV Prevention Budget Information screen displays.
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Sites Sub Module

A site is any location where services are delivered. Sites can be specific to an address or as broad as a zip code.
Each site is entered into PEMS and is specified when entering service delivery data. The Sites Sub Module in PEMS
allows a user to:

= Add a new site
=  Make a site active or inactive
= Edit a site

Sites should be entered into PEMS before workers are entered. Each worker is associated with the anticipated

sites they will deliver services at when they are entered into PEMS.

PEMS Core Roles Required
The following PEMS core roles have access to the Sites Sub Module:

=  Agency Information Role

= Agency Budget Role

=  Program Information Role
=  Program Budget Information Role
=  Community Planning Role
=  Client Service Role

=  Aggregate Service Role

= PCRS Role

= CTRRole

= CRCS Role

=  Aggregate HC/PI Role

= Aggregate HERR/OR Role
= Client HERR Role

Add a New Site

Step > Action
1. Click Agency Information on the module menu bar.
2. Click Sites on the sub module menu bar.

The Maintain Sites screen displays.

Maintain Sites

= Existing Sites

Add Mew Site

1 through & of 6 items

| Siterp | SiteName | PhoneNumber | Status | |
73 30035 Active Edit Delete
24 Sth and Main Active Edit Delete
22 Blood Bank Active Edit Delete
71 CTR Site Active Edit Delete
3 SOUTHERM STATE DEPARTMEMT of HEALTH Active Edit Delete
10 South Side Clinic Active Edit Delete

3. Click Add New Site.
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The Add Site Details screen displays.

Add Site Details

— Enter New Site Information

Site Name of Service Delivery: *
Site Type: ¥ -
Legacy Site ID:
Street Address 1:
Street Address 2:
City:
State: * w

County: ¥ |

Zip Code: % (HEBHE-FHEH)
Phone Mumber: [CLEr ey
Fax Number: [HBHREBERBR)

4. Inthe Site Name of Service Delivery field, type a name of the site that will be recognizable to your agency.

Click the Site Type drop-down list and select the type of services provided at this site.
In the Legacy Site ID field, type the legacy site ID, if appropriate.

In the Street Address 1 and 2 fields, type the street address of the site.

In the City field, type the city in which the site is located.

© © N o »

Click the State drop-down list and select the state in which the site is located. The screen will refresh and the
County drop-down list will populate.

10. Click the County drop-down list and select the county in which the site is located.
11. Inthe Zip Code field, type the zip code of the site.

12. In the Phone Number field, type the main phone number of the site.

13. In the Fax Number field, type the fax number of the site.

14. In the Contact First Name field, type the first name of the main contact for the site.
15. In the Contact Last Name field, type the last name of the main contact for the site.

16. Click the Use of Mobile Unit drop-down list and select Yes or No to indicate whether a mobile unit is used at
this site.

Use of Mobile Unit indicates that the mobile unit is used at that site. A mobile unit itself is not a site. The places

the mobile unit stops and delivers services are sites.

17. Check the Is Active checkbox to indicate that the site is active and currently available for delivering services.

If the Is Active checkbox is not checked, the site will not be active and will not display as an option of sites to
select to indicate where services were delivered. Sites should only be made inactive when they are no longer in

use. A site cannot be deleted if it has been associated with an intervention session.

18. Click SAVE AND FINISH.

The Maintain Sites screen displays with the confirmation message that the site is successfully added.
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Workers Sub Module

Workers can be either paid or volunteer employees that deliver prevention services for clients. Each worker’s
information should be entered into PEMS. When entering service delivery data for a client, the workers that delivered
the services are included in the intervention session record.

PEMS Core Roles Required
The following PEMS core roles have permissions to the Workers Sub Module:

= Agency Information Role

= Agency Budget Role

=  Program Information Role

=  Program Budget Information Role
= Client Service Role

= Aggregate Service Role

= PCRS Role
= CTRRole
= CRCSRole

=  Aggregate HC/PI Role
= Aggregate HERR/OR Role
= Client HERR Role

The Workers sub module under Client Level Services requires the roles listed above. The Workers sub

module under the Reports Module requires a user-defined role and will be discussed in a later lesson.

Add a New Worker

Each worker who delivers HIV prevention services must be entered into PEMS. (Worker names are not reported to
the CDC). However, each worker's name must be provided to generate a worker ID in the system and for agency
identification purposes (i.e., to generate a Worker report).

PEMS Core Roles Required

The following PEMS core roles have permissions to add new workers:

= Agency Information Role

= Agency Budget Role

=  Program Information Role
=  Program Budget Information Role
=  Client Service Role

= Aggregate Service Role

= PCRS Role

= CTRRole

= CRCS Role

= Aggregate HC/PI Role

= Aggregate HERR/OR Role
= Client HERR Role
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Step > Action
1. Click Agency Information on the module menu bar.

2. Click Workers on the sub module menu bar.

The Maintain Workers screen displays.

Maintain Workers

Search For Existing Worker{s)

Add Mew Worker

SEARCH

Worker Type

SelectWorker Type %

— Existing Worker({s)
1 through 6 of 6 items

PEMS Worker Local 'W'orker Last First worker Type
Name Name

7435 3452 Torres Laura Educataor, Peer, HIV test administrator Active Edit Delste
7437 3246 wfilliarms Joe Counselor, HIV test administrator Active Edit Delete
3. Click Add New Worker.
The Add Worker Details screen displays.
— Add Worker Information
First Name: %
Middle Initial:
Last Name: %
Local Worker ID:
— Worker Type
[ counselor b (yywy) v (yyew)
[ Educatar hd Coyyyd hd [y
[] Health care warker A Cwyyyld hd Cywyy]
[ Cutreach worker hd Cowyyd h [STTT)]
[ Peer e Cwyyy) hd [ywwe]d
[] HI¥ test administrator v (wyny) - Copyyd
[] PCRS Provider hd Cowyyd h [STTT)]
[ other (specify) v Cywwy) he (yyew)
If you have selected Other, please specify the type name
— Employment Status
Employment Status: O valunteer O Paid Staff
4. Inthe First Name field, type the first name of the worker.
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5. Inthe Last Name field, type the last name of the worker.

6. Under Worker Type, click each checkbox for the type of services the worker will perform. Include any
certifications each worker may have for each role.

Certification Start and End dates refer to the dates that an agency worker is authorized to begin or end
providing a specific service. This information is not required to be entered, but can be captured to track the
worker's certification.

7. Under Employment Status click the Volunteer or Paid Staff radio button.
8. Click the Education Level drop-down list and select the appropriate education level for the worker.

9. Click the Worker Start Date drop-down list and select the month the worker began at your agency. Type the
year the worker began.

10. Click the Worker End Date drop-down list and select the month the worker stopped working at your agency.
Type the year the worker stopped working for your agency.

If the worker is currently working at your agency and does not have an end date, enter the end date of the
program award contract with CDC. Remember to come back to this later and update this information. If
a worker’s end date is earlier than the current date, the worker's name will not display as an option to select
during service delivery. The worker will remain in PEMS, but will remain inactive until the Worker End Date
is modified.

11. Under Select Site of Service Delivery, select at least one site where the worker may deliver services.

A worker must be associated with at least one site. Sites must be entered in PEMS before entering

workers.

12. Click ADD TO LIST.

13. Under Prevention Intervention Training, select each training activity in which the worker has participated.
14. Click ADD TO LIST.

15. Click SAVE AND FINISH.

The Maintain Workers screen displays with the confirmation message that the new worker has been successfully
created.
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Program Awards Sub Module

CDC directly awards funds to Health Departments and Community Based Organization agencies through Program
Announcement (PA) numbers. Agencies may be assigned one or more PA awards. This information is entered into
PEMS annually and modified throughout the year as appropriate. When an agency “goes live” for the first time with
PEMS, this information is already entered in their instance of PEMS for the first year. Each year thereafter the agency
receives funding, the agency has to enter this information.

Each award granted through a specific CDC PA number is assigned a program award number by CDC. This
program award number is unique to each agency. The program awards are used by agencies for prevention

services, community planning, evaluation, capacity building, STD prevention and treatment, and indirect costs.

PEMS Core Roles Required

Users assigned the Agency Budget role have permissions to access the Program Awards Sub Module.

Add CDC HIV Program Award Information

The CDC HIV Prevention Program Award allows a user to add the CDC HIV Prevention Program Award information
for a specified budget period.

PEMS Core Roles Required

Users assigned the Agency Budget role have permissions to add CDC HIV Program Award information.
Step > Action
1. Click Agency Information on the module menu bar.

2. Click Program Awards on the sub module menu bar.

The Maintain CDC HIV Prevention Program Awards screen displays.

Agency Information = Frogram Awards = Maiptain COC HIV Frevention Program Avards

Maintain CDC HIV Prevention Program Awards

— Existing CDC HIY Prevention Program Awards

CDC HI¥ Prevention PA Number: 04012 Add Program Award
N, A CDC HIY¥ Prevention PA CDC HI¥ Prevention PA Annual Award

udgetstortpate | mudgetendDate | TIGon | Ament

423504 01,2007 12/2007

423504 01/2008 1272006 Miew Edit Miew Edit

423504 0172004 1272008 View Edit View Edit

3. Click Add Program Award.
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The Add CDC HIV Prevention Program Award screen displays.

Add CDC HIY Prevention Program Award

CDC HIY Prevention PA Mumber: *
CDC HIY¥ Prevention PA Award Number # 423504

CDC HI¥ Prevention PA Budget Start Date: % w Fuyun]

CDC HI¥ Prevention PA Budget End Date: * W gy

Program Award Budget Amount {$}): *

Note:

" SAVE AND ADD AWARD DISTRIBUTION

4. Click the CDC HIV Prevention PA Number drop-down list and select the PA number, if applicable.
In the CDC HIV Prevention PA Award Number field type the CDC HIV Prevention PA Award Number.

6. Click the CDC HIV Prevention PA Budget Start Date drop-down list and select the month the Prevention
Budget begins and type the year.

7. Click the CDC HIV Prevention PA Budget End Date drop-down list and select the month the Prevention Budget
ends and type the year.

8. Click the Program Award Budget Amount field and type the amount of the program award your agency will
receive. NOTE: Do not include a dollar sign.

9. Click either SAVE AND FINISH or SAVE AND ADD AWARD DISTRIBUTION.

The Maintain CDC HIV Prevention Program Awards screen displays with the confirmation message indicating that
the new program award has been successfully created.

Add CDC HIV Program Award Distribution

Once CDC HIV Prevention Program Award data are entered, the data can be updated throughout the year to capture
how it is being spent. This data must be entered before the end of the program award year and data are reported to
CDC.

PEMS Core Roles Required

Users assigned the Agency Budget role have permissions to the add CDC HIV Program Award Distribution.

Step > Action

1. Click Agency Information on the module menu bar.

2. Click Program Awards on the sub module menu bar.

The Maintain CDC HIV Prevention Program Awards screen displays.

3. Inthe Existing CDC HIV Prevention Program Awards section, locate the program award.
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Agency Irformation = Frograre Awards = Maintain COC HIV Frevention Frogram Awards

Maintain CDC HIV Prevention Program Awards

— Existing CDC HIY Prevention Program Awards

CDC HI¥ Prevention PA Number: 04012 Add Program Award

el s e o o
{(mm/yyyy) {(mm/yyyy) st

423504 01/2007 12/2007 Wiew Edit Wi

423504 01/2006 12/2006 Wiew Edit

423504 01/2004 12/2005 Wiew Edit Wiew Edit

4. Inthe Annual Award Amount Distribution column, click Edit.

The Add/Edit CDC HIV Prevention Program Award Amount Distribution screen displays.

Add/Edit CDC HIV Prevention Program Award Amount Distribution

CDC HI¥ Prevention PA Number: 04012
CDC HIY Prevention PA Award Number: 42350
CDC HIY Prevention PA Budget Start Date:  01/2008 (rmmdyyyy)
CDC HIY¥ Prevention PA Budget End Date: 12/2008 [rardyyyy]

Total CDC HI¥ Prevention Award Amount ($): 1000000.00

CDC HIY Prevention Award Amount Expended {$): * (SR RE B

— Budqet Allocation

Program Award Budget Armount ($) % Of Total Amount
Amount Allocated For Community Planning:
Amount Allocated for Prevention Services:
Amount Allocated for Evaluation:
Amount Allocated for Capacity Building:
Amount Allocated for STD Prevention and Treatment:
Amount Allocated for Other:

Amount Allocated for Indirect Costs:

5. Inthe CDC HIV Prevention Award Amount Expended ($) field, type the total contract amount expended.

This field can be entered and modified throughout the year but should be completed at the end of the program

award year before data are reported to CDC.

6. Inthe Budget Allocation section click the $ Amount or % of Total Amount radio button.
7. Type the distribution amount in the appropriate fields by either $ Amount or % Of Total Amount.
8. Click VALIDATE.

If you specify the distribution in dollars, “Validate” auto populates the associated % fields. The specified
amounts must equal the total award amount.

If you specify the distribution by percent, “Validate” auto populates the associated dollar fields. The specified

percentages must total 100%.

If you try to save the program award distribution amount without validating, the PEMS software will prompt
you to validate.

9. Click SAVE AND FINISH.

The Maintain CDC HIV Prevention Program Awards screen displays a confirmation message that the program award
has been successfully updated.
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Contract Agencies Sub Module

Contract agencies are those agencies that receive CDC HIV prevention funding from your agency. Each contract
agency is required to be entered into PEMS. Once each contract agency has been entered into PEMS and an active
contract is created, each agency will have their own instance of PEMS. If a PEMS administrator has been assigned,
the contract agency can begin to enter their service delivery data.

If the contract agency is a new agency to PEMS, funding agencies may determine if they want to create an
administrator at the contract agency to allow the contract agency the ability to enter data — or — enter data on behalf
of the contract agency. Once a contract agency receives administrative access to their own instance of PEMS, the
funding agency can no longer enter data on behalf of the contract agency or view any data of the contract agency.
The Contract Agencies Sub Module allows contractual relationship information to be maintained and viewed.

An active contract for the agency (Add Contract Details) must be entered into PEMS. If an active contract is

not added, a user will not be able to enter data on behalf of the agency or create an administrator for the
contract agency.

PEMS Core Roles Required

Users assigned the Agency Information role have permission to access the Contract Agencies Sub Module.

Add a New Contract Agency

Each agency that receives CDC HIV prevention funds from your agency needs to be entered into PEMS as a contract
agency.

PEMS Core Roles required

Users assigned the Agency Information role have permissions to add new contract agencies.
Step > Action
1. Click Agency Information on the module menu bar.

2. Click Contract Agencies on the sub module menu bar.

The Maintain Contract Agencies screen displays.
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Maintain Contract Agencies

Search for Existing Contract Agencies

Add Mew Contract &gency

Contract Agency EIN Contract Agency DUNS

Contract Agency Name

(HEBBBEBEY) (HHBBBBERE)

SEARCH

— Existing Contract Agency(s)

1 through 10 of 22 items First | Previous | Mext| Last
Contract l:ontract Agency Euntract Euntact
Southside Camrmunity Based
Active Ed elete Maintain Maintain
Agency Organization (CBOY
Contract Caommunity Based . X L L
139 Active Edit Delete Maintain Maintain

3. Click Add New Contract Agency.

The Search Contract Agencies screen displays.

Before adding a contract agency, a search should be done to see if the contract agency already exists in PEMS
to avoid duplicate entry. The search functionality on the Maintain Contract Agencies screen searches in your

own instance of PEMS. The search functionality on the Search Contract Agencies screen searches across all
instances of PEMS to determine if the agency has already been entered. You may search for contract agencies
by partial Contract Agency Name, partial EIN, or partial DUNS.

Search Contract Agencies

— Search for Existing Contract Agency to Associate

Contract Agency Name Contract Agency EIN Contract Agency DUNS

South Central 234
(HHSHHBRHH) (HHSHHBREH)
— Add Agency

This contract agency does not exist in PEMS
Add This Agency

BACK TO MAINTAIN

4. If the contract agency does not currently exist after searching, then click Add This Agency. If this agency does
exist, click Associate Agency and continue to adding contract information.

If the contract agency has already been entered into PEMS, your agency will be unable to modify the agency
address or contact information. The funding agency that first enters a contract agency is the only agency that
is able to make changes to contract agency information. Agencies may contact PEMS Customer Support to

determine which agency first entered the contract agency into PEMS and has the ability to modify contract
agency data.
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The Add Contract Agency Details screen displays.

Add Contract Agency Details
Contract Agency Name: %
EIN: % (eupupapsr
Please Re-Enter EIN: % (espspepss
Dunn and Bradstreet Mo.: ® (HEHBEEEES)
Please Re-Enter Dunn and Bradstreet No.: % (HEHBEEEEE)
Agency Type: pv
If Other Please Specify:
Contract Agency Website:
RacefEthnic Minority Focused: MN/A % | (applies to non-governmental agencies)
Faith-Based: iAo (#pplies to non-governmental agencies)
— Contract Agency Address

In the Contract Agency Name field, type the name of the contract agency.
In the EIN field, type the EIN for the contract agency.
In the Please Re-Enter EIN field, type the EIN for the contract agency.

In the Dunn and Bradstreet No. field, type the Agency’s Dunn and Bradstreet Number.

© © N o u

In the Please Re-Enter Dunn and Bradstreet No. field, type the Agency’s Dunn and Bradstreet Number.
10. Click the Agency Type drop-down list and select the type of agency.

11. Complete the Contract Agency Website, Race/Ethic Minority Focused, Faith-Based, Street Address 1 and
2, State, County, and City fields, if appropriate.

12. Inthe Zip Code field, type the zip code of the contract agency.

13. Inthe Contract Agency Activities section, click each checkbox that applies for the activities the contract
agency will perform for your agency.

14. Click SAVE AND FINISH.

The Maintain Contract Agencies screen displays with the confirmation message that the contract agency has been
added to your agency.

Another option is to click SAVE AND ADD CONTACT.
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Add a New Contract Agency Contact

Each agency is required to have one contact.

PEMS Core Roles Required

Users assigned the Agency Information role have permission to add a new contract agency contact.

Step > Action
1. Click Agency Information on the module menu bar.
2. Click Contract Agencies on the sub module menu bar.

The Maintain Contract Agencies screen displays.

Maintain Contract Agencies

— Search for Existing Contract Aqencies

Add Mew Contract Agency

Contract Agency Name Contract Agency EIN Contract Agency DUNS

(BHSBEEBEY) (BHEBEEBES)

— Existing Contract Agency(s)

1 through 10 of 22 items First | Breyin =
Contract Euntral:t ngency Euntral:t Contact
Southside Cornmunity Based o
Active Edit Delete Maintain Maintain
Agency Qrganization (CBO)
Contract Caommunity Based . . o o
139 o Active Edit Delete Maintain Maintain
foaneard Ciraanizatian CCRC

3. Inthe Existing Contract Agencies section, click Maintain in the Contact Information column.
The Maintain Contacts screen displays.
4. Click Add New Contact.

The Add Contact Details screen displays.
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Add Contact Details

— Contact Information

Contract Agency Name: Southside Agency

First Name: 3k
Last Name:

Title: *

Specify one or more of the following fields

Phone: T T
Email:
Fax: (BEBSEBESSE)

In the First Name field, type the first name of the contract agency contact.
In the Last Name field, type the last name of the contract agency contact.

In the Title field, type the title of the contact at the contract agency.

© N o o

Enter a Phone number, Email, or Fax for the contract agency.

At least one of the three contact fields (phone, email or fax) must be entered to save and continue.

9. Click SAVE AND FINISH.

The Maintain Contacts screen displays the confirmation message that the contact was successfully added.

Add Annual Contract Information

Once contract agencies are created, contracts have to be added to the contract agencies’ records to make them
active. Contract agencies require active contracts before an administrator can be created for the contract agency or
before the funding agency can enter data on their behalf.

PEMS Core Roles Required

Users assigned the Agency Information role have permission to create annual contract information.
Step > Action
1. Click Agency Information on the module menu bar.

2. Click Contract Agencies on the sub module menu bar.

The Maintain Contract Agencies screen displays.
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Maintain Contract Agencies

— Search for Existing Contract Agencies

Add Mew Contract Agency

Contract Agency Name Contract Agency EIN Contract Agency DUNS
(Hesasssss) (Hesadssss)

SEARCH

— Existing Contract Agency(s)

1 through 10 of 22 items

Amareed

Contract Contract Agency Contract
Southside Cormmunity Based X X . X
284 o Active dit Delete Maintain
Agency Organization (CBO)
Contract Cormmunity Based X X ) X
132 Active dit Delete Maintain

First | Previous | Mext| Last

Contact
Information

Maintain

Maintain

3.
contract agency.

The Maintain Contracts screen displays.

In the Existing Contract Agency(s) section, click Maintain in the Contract Information column of the desired

Maintain Contracts

Contract Agency Mame: Southside Agency

— Existing Contract Information

Add Mew Contract

0items

Total Contract Amount
Awarded
($)

Mo records found.

Contract Start
Date

(mm/yyry)

Contract End
Date
(mm/yyyy)

Percent of Contract Funds

from CDC Funds
(%)

CDC HIY Prevention PA
Number

BACK TO MAINTAIN

4. Click Add New Contract.

The Add Contract Details screen displays.
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Add Contract Details

Contract Agency Name: Southside Agency

Contract Start Date: * w Cyywy]

Contract End Date: * hd [yyyy)

Total Contract Amount Awarded (%) :
iy

Percentage of Contracts From CDC Funds

(%) : * [Ha#)

CDC HI¥ Prevention PA Number :

*
<

CDC HI¥ Prevention PA Budget Period : ¥ |

Method Of Selection : v

You can only add contract information to a contract agency that is being directly funded by your agency. Contract

information must be entered annually, even if a contract agency is being funded across multiple years.

5. Click the Contract Start Date drop-down list and select the month the contract begins. Type the Year.

6. Click the Contract End Date drop-down list and select the month the contract ends. Type the Year.

The contract start and end dates should not span more than 12 months. The contract start and end dates should
fall between the Program Announcement (PA) budget period.

7. Inthe Total Contract Amount Awarded ($), type the contract amount awarded for that year.

8. Inthe Percentage of Contracts from CDC Funds (%) type the percentage of contract agency funds coming
from CDC funding.

9. Click the CDC HIV Prevention PA Number drop-down list and select the PA Number. The screen will refresh
and populate the CDC HIV Prevention PA Budget Period.

10. Click the CDC HIV Prevention PA Budget Period drop-down list and select the budget period.
11. Complete any appropriate additional fields.
12. Click SAVE AND FINISH.

The Maintain Contracts screen displays a confirmation message that the new contract has been successfully created.
The contract agency’s status should display as Active if the contract is the same as the current date.

The Contract Status field will display InActive if an Active Contract has not been entered, or if the contract has not
began. An active contract must exist between a contract agency and funding agency for the status to display as
Active.

A contract may exist between the two agencies, and the status can still be InActive. This is because the contract

status is calculated based on the contract ending date. If the current date is outside the time span (Contract start
date and contract end date + 63 days), then the status is InActive.

PEMS will allow data to be entered into a contract agency’s instance of PEMS 63 days before the start of their
contract, and 63 days after the end of their contract.
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Add Annual Contract Information for Non-CDC Funded Agencies

PEMS allows agencies to enter contract information for agencies funded with non-CDC funds. This allows agencies
to enter and track all of their HIV prevention service data in one place.

The process to follow is the same as adding contracts for CDC contracts. First, the contract agency must be added

through the Maintain Contract Agency screen. The other processes to maintain agency details and contract contact
information are also the same.

PEMS Core Roles Required

Users assigned the Agency Information role have permission to add annual contract information for Non-CDC funded
agencies.

Step > Action

1. Click Agency Information on the module menu bar.
2. Click Contract Agency on the sub module menu bar.
The Maintain Contract Agencies screen displays.

3. Inthe Existing Contract Agency(s) section, click Maintain in the Contract Information column of the desired
agency.

The Maintain Contracts screen displays.

4. Click Add New Contract.

The Add Contract Details screen displays.

5. Click the Contract Start Date drop-down list and select the month the contract begins. Type the Year.

6. Click the Contract End Date drop-down list and select the month the contract ends. Type the Year.

The contract start and end dates should not span more than 12 months. The contract start and end dates should

fall between the PA budget period.

7. Inthe Total Contract Amount Awarded ($), type the contract amount awarded for that year.

8. Inthe Percentage of Contracts from CDC Funds (%) type O for the percentage of contract agency funds
coming from CDC funding. (Entering “0” indicates that no CDC funds were given to this contract agency.)

9. Complete any appropriate additional fields.
10. Click SAVE AND FINISH.

The Maintain Contracts screen displays with the confirmation message that the new contract has been successfully
created. The contract agency'’s status should display as Active if the contract start date is the same as the current
date.
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View Existing Contract Agency and Annual Contract Information

After contract agency information has been entered into PEMS, the details can be viewed.

PEMS Core Roles Required

Users with the Agency Information core role have permissions to view existing contract agency and annual contract
information.

Step > Action
1. Click Agency Information on the module menu bar.
2. Click Contract Agency on the sub module menu bar.

The Maintain Contract Agencies screen displays.

Maintain Contract Agencies

— Search for Existing Contract Agencies

Add Mew Contract Agency

Contract Agency Name Contract Agency EINM Contract Agency DUNS

(Hasasass) (Hssauasss)

SEARCH

— Existing Contract Agency(s)
1 through 10 of Z2Li

First | Previous | Mext| Last

Contract Agency 0 3 0

Community Based

Qrganization (CBO)

Contract
Agency ID

Southside
Agency

284 Bictive Edit Delete Maintain Maintain

oS Community Based . . o o
139 o Active Edit Delete Maintain Maintain

The 10 most recently updated or created contract agencies will display on the Maintain Contract Agencies screen.

If there are more than 10 agencies, First, Previous, Next and Last will display in the upper right corner of the
Existing Contract Agency(s) section. These links will take the user to the remaining contract agencies, displaying
10 per screen.

3. If your contract agency is not displayed in the Existing Contract Agency(s) section, then you could also use the
SEARCH function.

4. Once you have located the contract agency, in the Name column, click the contract agency name for the desired
agency.

The View Contract Agency Details screen displays in a pop-up window showing the agency’s EIN, DUNS, and
Address.

5. You can also view Contract information by clicking Maintain in the Contract Information and/or the Contact
Information columns.

6. Click BACK TO MAINTAIN.

The Maintain Contract Agencies screen displays.
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Log In on Behalf of a Contract Agency

When a funding agency creates a contract agency in PEMS, the funding agency can decide to enter data on behalf of
the contract agency. NOTE: This can only be done if the contract agency does not already have an instance of
PEMS. The contract agency would not be provided login information. If a contract agency does not have access to
their own instance of PEMS, the funding agency can enter data on the contract agency’s behalf.

If a funding agency creates an administrator for a contract agency, the funding agency can no longer enter data on
behalf of the contract agency. Additionally, they can no longer view the contract agency’s data. Only funding

agencies that enter data on behalf of their contract agencies have the ability to view their contract agencies data.
Once an agency receives its own instance of PEMS and has administrative rights, no other agency has access to
view the agency’s data.

PEMS Core Roles Required

Users of the funding agency who have been assigned permissions (by the funding agency’s Administrator) have the
roles and permissions required to enter data on behalf of the contract agency. This does not require a separate login

and password.

Step > Action
1. Login to PEMS with the username and password for the funding agency.

The View Announcements screen displays. Scroll to the bottom of the screen.

TOP of PAGE

TCONG RET: ¥ Indicates ihformation is mandatory.

User Profile | Add Data for Contract Agency ||WCAG Priority 1 Compliance | Yersion - R3.0

1E mainaads inclading dha #ins £a

|n ki A5 | N ] & 4

2. Click Add Data for Contract Agency at the bottom of the screen.

The Add Data for Contract Agency link only displays at the bottom of the screen for those users that have

been assigned permissions to enter data on behalf of their contract agencies.

The View Contract Details screen displays.
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- Last Name May

Program Evaluation SOUTHERN STATE

- - Agency DEFPARTMENT OF

and Monitoring System HEALTH

Help Logout

Home | Client Level Services | Aggregate Level Services | Program Information | Agency Information |
Community Planning | Data Transfer | Reports |

View Contract Agency Details

View Contract Agency Details

User Agency:

’7 Add Data for Contract Agency

SOUTHERN STATE DEFPARTMENT OF HEALTH
Flanned Frewvention
ICONS KEYContract AIDS

User Profile | Add Data for CorfOutreach Awareness
Southside Agency

rsion - R3.0

If you are the first user assigned to enter data on behalf of this contract agency, the Edit Agency Details screen

displays requiring you to add the jurisdiction, fiscal start and end dates, and street address for the contract
agency.

3. Click the User Agency drop-down list and select the desired contract agency.

The View Announcements screen displays agency in the upper right corner of the screen indicating you are logged in
for that contract agency. You may begin entering data for the contract agency.

4. To switch back to entering and accessing data in your agency’s instance of PEMS, repeat step 3 and select the
name of your agency. The screen will refresh and you will be logged into your agency’s instance of PEMS.

Check the upper right corner of the screen to verify the agency that a user is logged into and entering data on

behalf of. You will have the access to all the PEMS roles and permissions for the contract agency, except the
Admin role.
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Network Agencies Sub Module

Network agencies are those agencies that belong to a referral network or coalition of service providers for your
agency. Network agencies are used to facilitate the tracking and verification of client referrals to services outside of
the agency. Network agencies do not require an exchange of funding for referrals to be made.

Add a Contract Agency as a Network Agency

Agencies that are directly funded by your agency to deliver services can also be added as network agencies if your
agency makes client referrals to these agencies.

PEMS Core Roles Required
The following PEMS core roles have access to add a contract agency as a network agency:

=  Agency Information Role
= Client Service Role
= Aggregate Service Role

=  PCRS Role
= CTRRole
= CRCSRole

=  Aggregate HC/PI Role
= Aggregate HERR/OR Role
= Client HERR Role

Step > Action
1. Click Agency Information on the module menu bar.
2. Click Network Agencies on the sub module menu bar.

The Maintain Network Agencies screen displays.

Maintain Network Agencies

Search For Existing Network Agency(s)

Agency Mame Agency Type
“

— Network Agency(s)

&dd New Metwork Agency

1 through 5 of 5 items

Network

Southern State Department of
15510 Health 581130673 State Health Department Wiew Edit Delete
ea

3. Under the Network Agency(s) section, click Add New Network Agency.
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The Add Network Agency screen displays.

Add Network Agency

Select an existing contrack agency to create ar a new network agency:
Contract Agency: X v
Or, create a new network agency below:
Agency Mame: *
Agency EIN:
Agency DUNS:
Agency Type: W

If Other, Specify:

Service Type(s)

Select Service Type(s) Select Service Type(s)
to add and click ADD TO LIST. to remove and click REMOWE,

[HI testing ~

4. Click the Contract Agency drop-down list and select the name of your contract agency you want to add as a
network agency.

5. The screen will refresh and the Agency Name, Agency EIN, Agency DUNS and Agency Type fields will be
populated.

6. Select each Service Type(s) the network agency provides.
7. Click ADD TO LIST.

8. Click Active or InActive radio button for Network Activity Status to indicate whether the agency is currently a
network agency.

Only active network agencies will display as options to select for referrals in Client Level Services. Network

agencies cannot be deleted if they have been associated with a client record through a referral activity.

9. Inthe Address Line 1 and 2 fields, type the address of the network agency.

10. Click the State drop-down list and select the state in which the network agency is located. The screen will
refresh and populate the County drop-down list.

11. Click the County drop-down list and select the county in which the network agency is located.
12. In the City field, type the city in which the network agency is located.

13. Inthe Zip Code field, type the zip code of the network agency.

14. Add any contact information you have for the network agency.

15. Click SAVE AND FINISH.

PEMS User Manual Version 1 Page 90 of 339 06/01/2007



____/élledlrti'l ; Human Services

Add a Non-Contract Agency as a Network Agency

Agencies that are not directly funded by your agency to deliver services also need to be added as a network agency
in PEMS to populate the network agency list that displays when adding a referral for services. Network agencies do
not require an exchange of funding for service delivery.

PEMS Core Roles Required
The following PEMS core roles have access to add a contract agency as a network agency:

=  Agency Information Role

=  Client Service Role

= Aggregate Service Role

= PCRS Role

= CTRRole

= CRCS Role

=  Aggregate HC/PI Role

= Aggregate HERR/OR Role
= Client HERR Role

Step > Action
1. Click Agency Information on the module menu bar.
2. Click Network Agencies on the sub module menu bar.
The Maintain Network Agencies screen displays.
3. Under Network Agency(s) section, click Add New Network Agency.
The Add Network Agency screen displays.
In the Agency Name field, type the name of the network agency.

In the Agency EIN field, type the EIN number of the network agency.

4.
5.
6. Inthe Agency DUNS field, type the DUNS number of the network agency.
7. Click the Agency Type drop-down list and select the agency type of the network agency.
8. Select each Service Type(s) the agency provides.

9. Click ADD TO LIST.

10. Click Active or InActive radio button for Network Activity Status to indicate whether the agency is currently a
network agency.

Only active network agencies will display as options to select for referrals in Client Level Services. Network

agencies cannot be deleted if they have been associated with a client record through a referral activity.

11. Inthe Address Line 1 and 2 fields, type the address of the network agency.

12. Click the State drop-down list and select the state in which the network agency is located. The screen will
refresh and populate the County drop-down list.

13. In the City field, type the city in which the network agency is located.

14. Click the County drop-down list and select the county in which the network agency is located.
15. In the Zip Code field, type the zip code of the network agency.

16. Add any contact information you have for the network agency.

17. Click SAVE AND FINISH.
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Community Planning Module

The Community Planning process is intended to improve HIV prevention programs by increasing meaningful
community involvement in prevention planning, to improve the scientific basis of program decisions, and to target
resources to those communities at highest risk for HIV transmission/acquisition.

The Advancing HIV Prevention (AHP) Initiative is focused on reducing the number of new HIV infections in the US by
emphasizing counseling, testing and referral for people unaware of their infection. AHP also focuses on partner
notification, partner counseling and referral services and prevention services for people living with HIV to prevent
further transmission once they are diagnosed. AHP impacts the community planning priority setting process.
Because of its potential to substantially reduce HIV incidence, Community Planning Groups are required to prioritize
HIV-infected people as the highest priority population for appropriate prevention services. This target population will
be ranked 1.1 — 1.10 in the community plan. Uninfected, high-risk populations such as sex and needle-using partners
should be prioritized based on local epidemiology and community needs. These target populations will be ranked 2.0
— 99 in the community plan.

The Community Planning Module in PEMS allows you to:

=  Enter or update priority populations in the PEMS software that will populate the priority populations for each
agency in the jurisdiction

=  Add a new priority population worksheet (HIV+ and other priority populations)

=  Add new priority population worksheets based on previous community plans

=  View all information relevant to current and prior community plans

The Community Planning Module is only available to Health Departments.

PEMS Core Roles Required

The Community Planning Core Role is the only core role with access to the Community Planning Module. This
module is only available to Health Departments. CBOs can view target populations through the Program Model
Details Sub Module in Program Information, or through data extracts. CBOs can also create additional target
populations in the Program Information Module if the target populations available in their jurisdiction do not meet their
agency'’s specific needs.
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Comprehensive HIV Prevention Plan Sub Module

Enter a Community Plan Year

Community plans must be entered into PEMS yearly and should be entered by mid-January. Each agency in the
jurisdiction is unable to create their yearly program models until the yearly community plan data are entered. The
community plan year must be created before target populations are identified.

Step > Action
1. Click Community Planning on the module menu bar.

The Maintain Comprehensive HIV Prevention Plans screen displays.

Maintain Comprehensive HIY Prevention Plans

Add New Community Plan
Search Existing Worksheets

Community Plan Year: 2005 fyyyyy To (2008 (yyuy)

SEARCH

2. Click Add New Community Plan.

The Add Community Plan screen displays.

Add Community Plan

Community Plan Year: % o]

SAVE AND FINISH CANCEL

3. Inthe Community Plan Year field, type the community plan year.

If the community plan year already exists, the PEMS software will not allow you to add a community plan year for

the same year.

4. Click SAVE AND FINISH.

The Maintain Comprehensive HIV Prevention Plans screen displays, indicating that the community plan year has
been added.
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Add a New HIV+ Priority Population Worksheet

Each community plan must target an HIV positive population to deliver prevention services. The New HIV+ Priority
Population worksheet captures the risk and demographic information for the positive population that will be targeted
for prevention services. All HIV positive populations should be ranked 1.1 — 1.10.

Step > Action
1. Click Community Planning on the module menu bar.

The Maintain Comprehensive HIV Prevention Plans screen displays.

Maintain Comprehensive HIV Prevention Plans

Add Mew Comrmunity Plan
— Search Existing Worksheets

Community Plan Year: 2005 [yyyyy To 2006

[EXTT)]

— Community Plan Year 2006
&dd Mew Worksheets Based on Previous Cormrnunity Flan
&dd Mew Priority Population worksheet

Priority Population: HI¥ Positives Rank 1 Add Mew HI¥ Positive Population Worksheet

Priority Population: MSH Rank 1.1 Edit D

Prevention Intervention Worksheets
Add Mew Prevention Intervention Worksheet

MSM positives and their partners Edit Delet

2. Inthe Search Existing Worksheets section, type the year in the Community Plan Year From and To fields to
which you want the HIV+ Priority Population worksheet added.

3. Click SEARCH.

The screen refreshes and the Maintain Comprehensive HIV Prevention Plans screen displays with the Community
Plan Year you selected.

4. Inthe Community Plan Year section, click Add New HIV Positive Population Worksheet.

If the priority population is not HIV+, click Add New Priority Population Worksheet. The subsequent steps will

remain the same.
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The Add HIV Positive Population Worksheet screen displays.

Add HIV Positive Population Worksheet

Community Plan Year | ®Priority Population Priority ['upulation Priority Population Size that is
Size Reachable

2006 11 4

- Characteristics of the Priority Population

— Transmission Risk %
[ Mot risk focused

[ sexual Contact with Transgender and unsafe injection drug practices
[ male to male sexual contact and unsafe injection drug practices

[ sexual Contact with Transgender

[J Male to male sexual contact

[ unsafe drug injection practices

|:| Heterosexual contact

]

5. Inthe Priority Population field, type a unique name to identify the HIV+ priority population.

6. Click the Rank drop-down list and select the rank for the populations.

The HIV+ Priority population will always have a Rank of 1.1 — 1.10. Additional priority populations (those that are

not HIV positive) will have a rank of 2.0 — 99.

7. Inthe Transmission Risk section, click each checkbox that applies to the HIV+ priority population.

8. Inthe Race section, click each checkbox that identifies the race targeted for the HIV+ priority population.

9. Inthe Ethnicity section, click each checkbox that identifies the ethnicity targeted for the HIV+ priority population.
10. In the Gender section, click each checkbox that identifies the gender targeted for the HIV+ priority population.
11. Inthe Age section, click each checkbox that identifies the age range targeted for the HIV+ priority population.

12. In the HIV Status section, click the appropriate radio button for Positive, Positive and their partners,
Negative/Unknown, or Mixed to identify the HIV Status of the HIV+ priority population.

13. In the Geo Location section, click each checkbox that identifies the geographic location targeted for the HIV+
priority population.

14. Enter any text appropriate for the HIV/AIDS Prevalence, Prevalence of Risky Behavior or Description of
Community’s Input on Priority Population.

15. Click SAVE AND FINISH.

The Maintain Comprehensive HIV Prevention Plans screen displays, indicating the Priority Population Worksheet has
been added successfully.
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Add a New Prevention Intervention Worksheet
Step > Action
1. Click Community Planning on the module menu bar.

The Maintain Comprehensive HIV Prevention Plans screen displays.

Maintain Comprehensive HIV Prevention Plans

Add Mew Comrmunity Plan
— Search Existing Worksheets

Community Plan Year: 2005 [yppyy Too 2006 Cyywyd

SEARCH

— Community Plan Year 2006

! i omrnunity Plan
Add New Priority Population Worksheet

Priority Population: HIY Positives Add Mew HIY Positive Population Worksheet

Priority Population: MSM Rank 1.1 Edit Delete

Prevention Intervention Worksheets
Add New Prevention Intervention Worksheet

MSM positives and their partners Edit Delete

2. Inthe Community Plan Year section, click Add New Priority Population Worksheet.
The Add Priority Population screen displays.
3. Inthe Priority Population field, type a unigue name to identify the priority population.

4. Click the Rank drop-down list and select the rank for the populations. Priority population ranks begin at 2 and
continue through 99.

The HIV+ Priority population will always have a Rank of 1.1 — 1.10. Additional priority populations (not

necessarily positives) will have a rank of 2.0 — 99.

5. Inthe Transmission Risk section, click each checkbox that applies to the priority population.

6. Inthe Race section, click each checkbox that identifies the race targeted for the priority population.

7. Inthe Ethnicity section, click each checkbox that identifies the ethnicity targeted for the priority population.
8. Inthe Gender section, click each checkbox that identifies the gender targeted for the priority population.

9. Inthe Age section, click each checkbox that identifies the age range targeted for the priority population.

10. In the HIV Status section, click the appropriate radio button for Positive, Positive and their partners,
Negative/Unknown, or Mixed to identify the HIV Status of the priority population.

11. Inthe Geo Location section, click each checkbox that identifies the geo location targeted for the priority
population.

12. Enter any text appropriate for the HIV/AIDS Prevalence, Prevalence of Risky Behavior or Description of
Community’s Input on Priority Population.

13. Click SAVE AND FINISH.

The Maintain Comprehensive HIV Prevention Plans screen displays, indicating that the prevention intervention
worksheet has been updated successfully. Agencies within your jurisdiction can now begin to create program models
for the community plan information created for this year.
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Add New Worksheets Based on Previous Community Plans

When information within the community plan does not change on a yearly basis or may be similar from year to year,

an existing community plan can be used for adding a new worksheet.
Step > Action
1. Click Community Planning on the module menu bar.

The Maintain Comprehensive HIV Prevention Plans screen displays.

Maintain Comprehensive HIY Prevention Plans

Add Mew Comrnunity Plan

Search Existing Worksheets

Community Plan Year: 2005 (yyyy) To |2006

(yyyl

Community Plan Year 2006
&dd Mew Worksheets Based on Previous Comrmunity Plan

Priority Population: MSM Rank 1.1

Priority Population: HIY Positives Rank 1 Add New HIY¥ Positive Population Worksheet

Prevention Intervention Worksheets
add Mew Prevention Intervention Worksheet

MSM positives and their partners

2. Inthe Community Plan Year section, click Add New Worksheets Based on Previous Community Plans.

The Add New Worksheets Based on Previous Community Plan screen displays.

Add Worksheets Based on Previous Community Plan

— Search Existing Worksheets

Community Plan Year: 2005 vy

— Community Plan yYear 2006

B Priority Population:

— Prevention Intervention Name

MEM positives and their partners

M rriority Population: Women

|— Prevention Intervention Name

3. Inthe Search Existing Worksheets field, type the desired community plan year.

4. Click SEARCH.
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The screen will refresh with the search results displaying under the Community Plan Year section.

5. Click the Priority Populations and Prevention Interventions checkboxes that you want to add to your current
community plan.

6. Click SAVE AND FINISH.

The Maintain Comprehensive HIV Prevention Plans screen displays, indicating that the worksheets have been copied
successfully.

Maintain Comprehensive HIV Prevention Plans

s The selected worksheet({s) have been copied successfully.

Add Mew Community Flan

— Search Existing Worksheets

Community Plan Year: 2005 [yppyy TO 2006 (yeyyd

— Community Plan Year 2006
Add Mew Worksheets Based on Previous Cornrmunity Plan

Add Mew Priority Population Worksheet

Priority Population: HIY Positives Add New HIY Positive Population Worksheet

Priority Population: MSM Rank 1.1 Review [Delete

Prevention Intervention Worksheets
Cannot add Prevention Intervention Worlisheets until Priority Population reviewed,

BL
@
=+
i

MSM positives and their partners Review [

Priority Population: Women Reviev Delete

Prevention Intervention Worksheets
Cannot add Prevention Intervention Warksheets until Priority Population reviewed,

Mo worksheets Present

You must click Review for each worksheet, verify each worksheet and save before the community plan is updated.

7. Onthe Maintain Comprehensive HIV Prevention Plans screen, click the Review link that is associated with
the worksheet(s) you have added.

8. Review the worksheet information, and make applicable changes.
9. Click the checkbox that indicates the worksheet has been reviewed.
10. Click SAVE AND FINISH.

The Maintain Comprehensive HIV Prevention Plans screen displays, indicating that the prevention intervention
worksheet has been updated successfully.
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Program Information Module

The Program Information Module is where agencies define the components of the program services they intend to
deliver. These programs are based on prevention funding requirements. The Program Information Module was
designed as a planning activity for agencies to define the services it intends to deliver. This information will display
when entering intervention sessions for clients in PEMS, which reduces data entry burden for agency staff; and these
data are critical for comparing what was planned for a program to what was actually delivered. A program can have
one or more program models within it. The term “program model” refers to the scientific or operational rationale that
serves as the foundation for the development of an intervention. An intervention is the prevention approach being
used, such as CRCS, CTR, HC/PI, HE/RR, Outreach, and PCRS. The planned number of sessions and activities are
defined within an intervention. A program model can contain one or more interventions (e.g. outreach and HE/RR).
Some interventions are delivered to individuals and some are delivered to couples, or groups (large or small). PEMS
refers to this distinction as the “unit of delivery,” or the number of clients that intervention will reach for each session.

The Program Information Module allows a user to:

=  Add new program

= Add a new program model

= Add a new intervention and session

= Select activities for a session or intervention

=  View all information relevant to existing programs

= Add and view end-of-year budget information

=  Complete and view an additional target population worksheet

PEMS Core Roles Required
The following core roles have access to the Program Information Sub Module:

= Agency Information Role

=  Agency Budget Role

= Program Information Role

=  Program Budget Information Role
= Community Planning Role

= Client Service Role

= Aggregate Service Role

= PCRS Role
= CTRRole
= CRCSRole

=  Aggregate HC/PI Role
= Aggregate HERR/OR Role
= Client HERR Role
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Program Details Sub Module

A program consists of one or many program models, interventions, sessions and activities. An agency may have one
or more programs in the same calendar year. The Program Details Sub Module is where each agency will create their
program, program models, interventions, sessions, and activities that define the prevention services their agency
intends to deliver.

PEMS Core Roles Required
The following core roles have access to the Program Details Sub Module:

=  Program Information Role
=  Program Budget Information Role

Add New Program Details

Add Program Details allows a user to create the program for prevention services and identify the community plan
year to which the program relates. Programs must be created first. Program models are created second and must be
created annually, based on the funding cycle of the program award. Programs are used by agencies to organize one
or more program models designed to provide HIV prevention services to clients and the interventions that comprise
them. The first step in creating a program is to give it a unique name. The program name links the agency name with
the program model and distinguishes it from similar programs provided within the same agency.

Programs, Program Models, and Interventions should each be uniquely named, even across years. For
example, if your agency delivers CTR each year, the program, program model and interventions should be

uniquely named each year. (e.g. CTR 2006, CTR 2007). This will make it easier to identify the specific program,
program model and interventions when working with Monitoring and Evaluation Reports.

PEMS Core Roles Required
Users assigned the Program Information role have permission to add new program details.
1. Click Program Information on the module menu bar.

The Maintain Programs screen displays.

Maintain Programs

c_Fuisting Programi s

Add Mew Prevention Program

1 through 10 of 25 items First | Previous | Mext | Last
Community Planning Jurisdiction
Counseling and Testing 2005 Geargia 2005 Edit Delete
Counseling Testing and Referral 2007 Georgia 2007 Edit Delete
CRCS 2007 Geargia 2007 Edit Delete

2. Inthe Existing Program(s) section, click Add New Prevention Program.

3. The Add Program Details screen displays.
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Add Program Details

Program Mame: ¥

Community Plan Year: %

[The comrmunity plan year cannot be changed after the program is saved)

Gommunity Plan Jurisdiction *
D Georgia

[The community plan jurisdiction cannot be changed after the program is saved)

* |ndicates a mandatory field that must be completed to save the record.

4. Inthe Program Name field, type a unique name for your prevention program.

5. Inthe Community Plan Year field, type the year (YYYY) to reference. This will pull all of the target populations
identified for the community plan for that year and display them when creating the program model.

Community Plan Data must be entered annually. The information entered in program information should support
the jurisdiction’s community plan. PEMS draws upon the information that was entered into the Community
Planning Module. Agencies within a jurisdiction will not be able to enter their annual program models or
intervention data until the Health Department enters the community plan data. Once created, this will
automatically update for all agencies within the jurisdiction. NOTE: The community plan year and jurisdiction
cannot be edited after the program model details are saved.

6. Click the checkbox next to the applicable Community Plan Jurisdiction.
7. Click SAVE AND FINISH.
The Maintain Programs screen displays, indicating the program has been added successfully.

Another option is to click SAVE AND ADD PROGRAM MODEL. This would automatically take you to the next
screen and allow you to create the program model for the program you just created.

Programs can be deleted only if they do not have any associated client intervention sessions and:

All related activities have been deleted

All related sessions have been deleted
All related interventions have been deleted
All related program models have been deleted
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Program Model Details Sub Module

A program model is the scientific or operational basis that serves as the foundation for the development of a program.
A program can have multiple program models. Agencies should create multiple program models for a program when
they want to track referrals from one program model to another. Currently, there are three program model categories
in PEMS: 1) Evidence-based study (i.e., the DEBIs); 2) CDC Recommended Guidelines (i.e., CTR, CRCS, PCRS);
and 3) Other Basis.

Counseling, Testing, and Referral (CTR) should always be set up as a separate program model. CTR should

not be delivered as an intervention under a non-CTR program model. This allows the tracking of referrals into
CTR services and facilitates the generation of CTR reports.

‘ Southside Program

l

Qutreach CTR
Program Model Program Model

Referral

A 4

CTR Intervention
Outreach ol - sessions
- activities

The Program Details Sub Module allows program models to be added and maintained.

Program models must be entered annually in PEMS. Program models can only be entered after annual
Community Planning data have been entered for the jurisdiction. If the community plan does not include the

desired target population, you should first create an Additional Target Population before creating a program
model. Once the target population is defined for a program model, it cannot be modified. The program model

has to either be deleted — or a new program model has to be created.

If an agency is dually funded by CDC and a funding agency to provide the same prevention service, the agency

has the option of creating one program model or two separate program models. [f the agency creates one
program model, when sharing the data with their funding agency, the funding agency would receive all the
program model data, including that funded by CDC. When reporting data to CDC, CDC would receive all the
program model data, including that funded by the funding agency. If an agency does not want both CDC and the
funding agency to have access to all their program model data, they can create two separate program models
and track services for each funding source. When creating sharing and submission parameters, the agency will
be able to only select the program model appropriate for the specific funding source.

PEMS Core Roles Required

Users assigned the Program Information role have permission to access the Program Model Details Sub Module.
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Add a New Program Model

Once Programs are created, agencies can identify the basis for the services that will be delivered, the timeframe the
program model will be delivered within, and identify the populations that will receive the service delivery.

Step > Action
1. Click Program Information on the module menu bar.
2. Click Program Model Details on the sub module menu bar.

The Maintain Program Models screen displays.

Maintain Program Models

Choose Proqrapm
’7 Program: CTR Frogram 2007 b

— Existing Programs Models

Add Mew Program Model Use Program Model Template: L

Ho records found.

TOP of PAGE

3. Inthe Choose Program section, click the Program drop-down list and select the name of the program to which
you want to add the program model.

4. Under the Existing Program Models section, click Add New Program Model.
The Add Program Model Details screen displays.

Another option is to add a new program model using a Program Model Template, which is discussed in the Program
Model Templates Sub Module section.

Add Program Model Details

— Program Model and Budqget Details

Program Name: CTR Program 2007

Community Plan Year: 2007

Program Model Mame: %

Proposed Annual Budget ($): (Hegae B
Program Model Start Date: % w Cyyyyd
Program Model End Date: % v [ywyyl
Motes:

[The Target Population((s) for Program Model cannot be changed after the prograr model is saved)

— Select Target Population{s) %

Community Plan q § -
Target Population Subtarget Population

Georgia [ vmsm

[ Female Sex Warkers
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The Program Name and Community Plan Year fields are already populated from when the Program was created.

5. Inthe Program Model Name field, type a unique name for the program model.

Program, program models, and interventions should each be uniquely named, even across years. For example,
if your agency delivers CTR each year, the program, program model and interventions should be uniquely
named each year (e.g. CTR 2006, CTR 2007). This will make it easier to identify the specific program, program
model and interventions when working with Monitoring and Evaluation Reports.

6. Inthe Proposed Annual Budget ($) field, type the proposed budget for the program model.

7. Click the Program Model Start Date drop-down list and select the month the program begins. Type the year
(YYYY).

8. Click the Program Model End Date drop-down list and select the month the program ends. Type the year
(YYYY).

The program model start date or end date must fall within the community plan year. If the program model start
and end date fall outside of the community plan year, you will receive an error message.

The Program Announcement funding for the year has to be entered by the agency before the program data can
be entered. The system checks the start date of the program to see if it falls within the period of funding. This

information is entered by CDC the first year the agency goes live. Each year thereafter, the agency is required
to enter the information themselves.

9. Inthe Select Target Population(s) section, click the appropriate checkboxes for each population the program
model will target.

When you are entering program model data, you must specify a target population for the program model. The
target population(s) that display are from the community plan data of the jurisdiction(s) to which the agency
belongs. If the agency is targeting a population that is not represented in the community plan target populations,

Additional Target Populations can be created in the Additional Target Populations sub module in Program
Information. These Additional Target Populations must be created before creating the program model so they
display in the list of Target Populations.

— Basis for Program/Intervention Model {choose one of the following) %
[(The Basis for Program Model cannot be changed after the program model iz saved)

() Evidence Base
Study

O Procedural
Guidance

Other Basis
O

< for Specify:
Intervention

SAVE AND FINISH SAVE AND ADD AN INTERVENTION CANCEL

TOP of PAGE

10. Inthe Basis for Program/Intervention Model (choose one of the following) section, click the radio button for
Evidence Base Study, Procedural Guidance, or Other Basis for Intervention.

As with target populations, the Basis for Program/Intervention Model cannot be modified once the program

model is saved.
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11. Click the related Evidence Base Study, Procedural Guidance, or Other Basis for Intervention drop-down list
and select the appropriate program model basis.

12. Click SAVE AND FINISH.

Another option is to click SAVE AND ADD INTERVENTION. This would automatically take you to the next screen
and allow you to create the intervention for the program model you just created.

Once a program model has been created, target populations within the program model cannot be edited. Program

models can be deleted only if it does not have any associated client intervention sessions and:

= All related activities have been deleted
= All related sessions have been deleted
= All related interventions have been deleted

View Existing Program Model Information

Once Program Models are created, the program model data can be viewed.

PEMS Core Roles Required
The following core roles have permissions to view existing program model information:

= Agency Information Role

= Agency Budget Role

=  Program Information Role
=  Program Budget Information Role
=  Community Planning Role
=  Client Service Role

= Aggregate Service Role

= PCRS Role

» CTRRole

= CRCS Role

=  Aggregate HC/PI Role

= Aggregate HERR/OR Role

Step > Action
1. Click Program Information on the module menu bar.

2. Click Program Model Details on the sub-module menu.

The Maintain Program Models screen displays.
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Maintain Program Models

— Choose Program

Program: CTR Prograrm 2007 v
— Existing Programs Models
&dd Mew Program Model Use Program Model Template: v
1 item
Program Model Name “ Program Model Details
CTR Program 2007 Counseling and Testing Ongoing Edit Delete

3. Click the Program drop-down list and select the applicable program to display the associated
program model.

The screen will refresh and each related program model will display in the Existing Program Models section.

4
5. Inthe Existing Programs Models section click the program model name in the Program Model Name column.
6. The View Program Model Details screen will display with a summary of the program model data.

7

Click BACK TO MAINTAIN.

The Maintain Program Models screen displays.
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Intervention Details Sub Module

The Intervention Details Sub Module allows an agency to define specific intervention details to be delivered under
programs and program models. An intervention includes activities intended to change the knowledge, attitudes,
beliefs, behaviors, or practices of individuals and populations to reduce health risk. The Intervention Details Sub
Module allows each agency to specify the intervention and the specific activities to take place in each session of that

intervention.

Counseling, Testing and Referral program models can only have one intervention associated with the program

model
= HIV Testing can only be selected as an activity under a Counseling, Testing and Referral program

model.

Partner Counseling and Referral Services program models can only have one intervention associated with the

program model.
= Elicit Partners can only be selected as an activity under Partner Counseling and Referral Services.
= Notification of Exposure can only be selected as an activity under Partner Counseling and Referral

Services.

PEMS Core Roles Required

Users assigned the Program Information role have permission to access the Intervention Details Sub Module.

Add a New Intervention

A program model can contain one or multiple interventions. Interventions specify the number of sessions and core
components of services to be delivered to clients. These data include the specification of delivery methods, sites, and
session activities planned for an intervention. The intervention also defines the level of data collection. If Individual is
selected, service data can only be entered through the Client Level Services Module. If Aggregate is selected,
service data can only be entered through the Aggregate Level Services module. Add Intervention Details allows a
user to add one or more interventions to a program model.

Step > Action
1. Click Program Information on the module menu bar.
2. Click Intervention Details on the sub module menu.

The Maintain Interventions screen displays.

Maintain Interventions

— Select Program and Program Kodel

Program: CTR Program 2007 hd

Program Model: CTR Program 2007 |+

= Existing Intervention{s)

Add Mew Intervention

0 items

Intervention Intervention Intervention Planned Number of Date Intervention
D WETT: Type Cycles Created Details

Mo records found,

TOP of PAGE
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3. Click the Program drop-down list and select the program to which you want to add the intervention.

4. Click the Program Model drop-down list and select the program model to which you want to add the
intervention.

Once a program is selected, the Program Model drop-down list populates with each of the program models

contained in the program.

5. Inthe Existing Intervention Section, click Add New Intervention.

The Add Intervention Details screen displays with the Program Name, Program Model Name, and Recommended
Intervention Type(s).

Add Intervention Details

Program Name: CTR Program 2007

Program Model Name: CTR Program 2007
Recommended Intervention Type(s): Counseling, Testing and Referral
Intervention Type: ¥ Counseling, Testing and Referral

Intervention Name: *

Planned Number of Cycles: [l check if Mumber of cycles is Ongoing

Duration of Intervention Cycle: w

HIY¥ Positive Intervention: ¥ & yo O ves
Perinatal Intervention: @ No O ves
Level of Data Collection: @ 1ndividual O Aggregate
Language of Intervention Delivery: 1 English
D Spanish
[ arabic
[ cambadian
[ cantonese
D Creole/French
[ Farsi
[ Haika
[ Hindi

6. Click the Intervention Type drop-down list and select Health Communication/Public Information, Health
Education Risk Reduction, Outreach, Comprehensive Risk Counseling and Services, or Other. NOTE: If
CTR or PCRS is selected (under CDC recommended guidelines in Program Model Basis) when adding a new
program model, the intervention type will automatically display in the Intervention Type field on this screen.

7. Inthe Intervention Name field, type a unique intervention name. This will allow you to easily identify the
intervention when generating monitoring and evaluation reports.

8. In Planned Number of Cycles field either type a number for the planned number of cycles for the program
model, or click the checkbox for Check if Number of cycles is Ongoing.

Cycle is the amount of time it takes to deliver all of the sessions and activities within an intervention. Planned
number of cycles is the number of times that cycle is to be repeated over the course of a year. Typically, HERR
interventions have a planned number of cycles with discrete sessions in each.

Ongoing is typically chosen for interventions that are delivered on a continuing basis and the number of sessions
is not always known. CRCS, CTR, Outreach and PCRS are examples of cycles that are ongoing.
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9. If you entered a number in the Planned Number of Cycles field, type a number in the Duration of Intervention
Cycle field and click the drop-down list to select days or months.

10. In HIV Positive Intervention, click Yes or No.
11. In Perinatal Intervention, click Yes or No.

12. In Level of Data Collection click Individual or Aggregate.

The Level of Data Collection selection will determine if data are entered under the Client Level Services module
or the Aggregate Level Services module. If Individual is selected, service data can only be entered through the

Client Level Services Module. If Aggregate is selected, service data are only able to be entered through the
Aggregate Services module.

13. In Language of Intervention Delivery, click each checkbox applicable for the language(s) in which the
intervention will be delivered.

Number of Sessions: % [0 check if number of sessions is unknown

Behavior Details Data Collection: O na O ves

— Unit of Delivery(s)

Unit of delivery can only be selected at the intervention level if number of sessions is unknown, If the number of sessions is known
unit of delivery rust be entered at the zession lewel,

Select Unit of Delivery(s) to add to your list Select Unit of Delivery(s) to rermove fram your list
Choose all that apply. Choose all that apply.

— ADD TO LIST
el [ ADD TO LIST |
Couple —
Srnall group REMOVE

Large group
Cornrmunity

— Specify Total Number of Clients for Following Target Population(s) %

Total Number of Clients:

YMSM:

Female Sex Workers:

VALIDATE

Delivery Method(s)
’7 Select Delivery Methaod(s) o add to yaour list Select Delivery Methaod(s) to remove from your list
L n 1

al oo 1 T

14. In the Number of Session field, type a number for the planned number of sessions to be delivered, or click the
checkbox for Check if number of sessions is unknown. NOTE: When CTR or PCRS is selected as the
intervention type, the Check if number of Sessions is Unkonwn checkbox is automatically selected and the
Number of Sessions field cannot be edited.

15. In the Behaviors Details Data Collection section, click Yes or No.

16. For the Unit of Delivery section, if you select the number of sessions as Unknown, select each delivery method
for the intervention. If the number of sessions is known, you will specify the delivery methods for each individual
session on the next screen for adding session details.

17. For Specify Total Number of Clients for Following Target Population(s) section, type the Total Number of
Clients intended to be reached by this intervention.

18. For each target population, type the number intended to be reached for that population by this intervention.

19. Click VALIDATE. If you do not click validate, you will receive an error message.
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Target populations must include at least one integer. You can enter 0 for the target population if you are

delivering multiple interventions for a program model and are not targeting each population within an
intervention.

20. In the Delivery Method(s) section, select each delivery method planned for the intervention.
21. Click SAVE AND CONTINUE.

22. If you entered a number in the Number of Sessions field, the Add Session Details screen displays. Continue to
step 29. If you selected Number of Sessions Unknown, the Add Service Plan Activity(s) screen displays.

23. Under Service Plan Activity(s), select each activity to be delivered in the Intervention.
24. Click SAVE AND CONTINUE.

Add Service Plan Activity(s)

« The Intervention has been added successfully.

Program Name: ©CTR Program 2007
Program Model Name: CTR Program 2007

Intervention Name: CTR Program 2007

— Service Plan Activity(s) %

Selac Service Plan Activity(s) to add to vour list Selec Service Plan Activity(s) to remove from your list
Choosze all that apply, Choose all that apply.
HI' testing ”~
Referral
Fersonalized risk assessment
Elicit partners
Motification of exposure
Information-HIV/AIDS transmission

Information-Abstinence/postpone sexual activity
Information-Other sexually transmitted diseases
Information-Yiral hepatitis

Information-Awailability of HV/STD counseling anc s

Other:

25. Under Service Plan Activity(s), select each activity to be delivered during the session.
26. Click ADD TO LIST.

27. Click SAVE AND CONTINUE.

The Intervention Summary screen displays with a summary of intervention information.

28. Click BACK TO MAINTAIN.

The Maintain Interventions screen displays with the Intervention displaying under the Existing Intervention(s)
section of the screen.

29. If you entered a number in the Number of Sessions field, the Add Session Details screen displays with the
Program Name, Program Model Name, Intervention Name and Session Number already populated.

A session is a planned span of time when the client is engaged in prevention services. The Session field will
indicate how many sessions are planned for the intervention and the current session for which you are entering
data. Session details are added until you have entered what you plan to deliver in each of the sessions you have

specified. Each session must be entered individually. For example, if there are five sessions for a group-
delivered intervention (e.g., SISTA), the Add Session Details screen displays to automatically continue with
adding session details for each of the five sessions specified.
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Add Session Details

# The Intervention has been added successfully.

Program Mame: Condom Skills Education 2007

Program Model Name: Condomn Skills Education 2007

Interveng i cation 2007
Session: 1of 1

Unit of Delivery: % v

— Service Plan Activity(s) %

Select Service Plan Activity(s) to add to your list Select Service Plan Activity(s) to remoaove fram your list
Choose all that apply. Choose all that apply.
Feferral -
Personalized risk assessment
Elicit parners
Motification of exposure
Information-HW/AIDS transmission
Infarmation-Abstinence/postpone sexual activity

Information-Other sexually transmitted diseases
Information-Yiral hepatitis

Infarmation-Awvailahility of HV/STD counseling anc
Infarmation-Awvailability of partner notification and re v

Other:

30. Click the Unit of Delivery drop-down list and select Individual, Couple, Small Group, Large Group, or
Community. (NOTE: If you enter a specific number of sessions, you will specify the delivery methods for each
individual session on this screen.)

31. Under Service Plan Activity(s), select each activity to be delivered during the session.

To select multiple activities, hold the shift key down and click on each item to select. Each selected item will be

highlighted in blue.

32. Click ADD TO LIST.
33. Click SAVE AND CONTINUE.

34. The Add Session Details screen will continue to display until you have completed entering the unit of delivery
and activity data for each session.

The Intervention Summary screen displays with a summary of intervention information.
35. Click BACK TO MAINTAIN.

The Maintain Interventions screen displays with the Intervention displaying under the Existing Intervention(s)
section of the screen. The Intervention ID displays at the bottom of the screen in the first column.

An intervention can be deleted only if it does not have any associated client intervention sessions and:

= All related activities have been deleted
= All related sessions have been deleted

NOTE: Consider adding Session Templates for stable interventions with a known number of sessions and little
variation in delivery. Session templates are located in Client Level Services and are useful tools to reduce data
entry burden.
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View Existing Intervention Details

Users should review intervention details annually to determine if modifications are needed.

PEMS Core Roles required

The following core roles have permissions to view intervention details:

Agency Information Role
Agency Budget Role
Program Information Role
Program Budget Information Role
Community Planning Role
Client Service Role
Aggregate Service Role
PCRS Role

CTR Role

CRCS Role

Aggregate HC/PI Role
Aggregate HERR/OR Role

Step > Action

1. Click Program Information on the module menu bar.

2. Click Intervention Details on the sub module menu bar.

The Maintain Interventions screen displays.

Maintain Interventions

— Select Program and Program Model
Program: CTR Program 2007 v

Program Model: CTR Program 2007 »

— Existing Intervention{s)

Add Mew Intervention

1 item

Intervention Intervention Planned Number of Date Intervention
- Interventlon Trpe

Counseling, Testing and
22465 CTR Program 2007 ongoing 11/zz/z006 dit Cele

B efarral

3. Click the Program drop-down list and select the name of the program.

4. Click the Program Model drop-down list and select the nhame of the program model.

5. Inthe Existing Intervention(s) section, click the intervention name in the Intervention Name column.

The View Intervention Details screen displays.

6. Inthe Existing Session(s) section, click the Session to view session details, if a discrete number of sessions
was specified.

7. Click BACK TO VIEW INTERVENTION.

The View Interventions screen displays.
8. Click BACK TO MAINTAIN.

The Maintain Interventions screen displays.
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Program Model Templates Sub Module

Program model templates can be created to make it easier to create program models year after year. To create a
program model template, a program model must first be created. When a program model template is created, any
interventions, sessions and activities associated with the program model are also included in the template. The
program model template also copies the estimated budget information and program model details, excluding the plan
year information. Program model templates must be uniquely named.

PEMS Core Roles Required

Users assigned the Program Information role have access to the Program Model Templates Sub Module.

Add a New Program Model Template

Step > Action

1. Click Program Information on the module menu bar.

2. Click Program Model Templates on the sub module menu.

The Maintain Program Model Templates screen displays.

Maintain Program Model Templates

wdd Mew Program Model Template

— Existing Program Model Template{s)
1 through 4 of 4 items

TemplateName | Basis _|Program Model Template Details

CRCS Prevention Case Management Delete
CTR Counseling and Testing Delete
Mpowerrment Termmplatel Mpowerment Delete
PCRS FPartner Counseling and Referral Services Delete

9. Click Add New Program Model Template.
The Add Program Model Template screen displays.

Add Program Model Template

— Add New Program Model Template
Choose an Existing Program Model: % | Mpowerment 2007 A

Program Model Template Name: %

SAVE AND FINISH CANCEL

10. Click the Choose an Existing Program Model drop-down list and select an existing program model for the
template.

11. Inthe Program Model Template Name field, type a unique template name.

12. Click SAVE AND FINISH.

The Maintain Program Model Templates screen displays, indicating the program model template has been added
successfully. You can now create program models using the new template.

Any interventions, sessions, or activities included under the program model are included in the template and will

display when the program model template is applied. A program model template can be deleted if it has not
been associated with a proaram model.
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Create a Program Model Using a Program Model Template

Once Program Model Templates are created, they can be used when creating new program models to save time.

PEMS Core Roles Required

The following core roles have permissions to create program models using Program Model Templates:

= Agency Information Role

=  Agency Budget Role

= Program Information Role

=  Program Budget Information Role
=  Community Planning Role

= Client Service Role

=  Aggregate Service Role

= PCRS Role
= CTRRole
= CRCSRole

=  Aggregate HC/PI Role
= Aggregate HERR/OR Role

Step > Action

1. Click Program Information on the module menu bar.

2. Search for the program to add a program model template to — or create a new program.

3. Inthe Program Name column, click the name of the Program to which you want to add a program model.

The View Program Model Details screen displays.

— Existing Programs Models

Add Mew Program Model | Use Program Model Template: v
1 item

Program Model Name . Basis | Status | Program Model
CTR Program 2007 Counseling and Testing ongoing Edit Delete

4. Scroll down to the Existing Program Models section.

Click the Use Program Model Template drop-down list and select the name of the program model template you
want to use.

6. Click Add New Program Model.

7. The Add Program Model Details screen displays with the program model data already populated. Review the
information and modify as appropriate.

8. Click SAVE AND FINISH.

The Maintain Program Models screen displays.
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Program Model Budget Information Sub Module

Program Model Budget Information allows the user to manage a program model’s existing budget information
throughout the year and before reporting data to CDC.

Add End-of-Year Budget Information

End-of-year budget information should be entered for each program model before data are reported to CDC. This can
be modified throughout the year; however the data are intended to identify how much of the program model budget
was spent by year end.

PEMS Core Roles Required

Users assigned the Program Model Budget Information role have access to the Program Model Budget Information
Sub Module.

Step > Action
1. Click Program Information on the module menu bar.
2. Click Program Model Budget Information on the sub module menu bar.

The Maintain Program Model Budget Information screen displays.

Maintain Program Model Budget Information

— Existing Budqget Information

1 through 10 of 26 items First | Previous | Next| Last
Program Name Program Model Eommunlty Planning Program Model Budget Data Entry
Names Year Information Status

CTR Prograrn 2007 CTR Prograrn 2007 2007 Ed Incomplete
Counseling Testing and :

CTR 2007 2007 Wiew Edit Incomplete
Referral 2007
Counseling and Testing 2006 CTR 2006 2006 Wiew Edit Incomplete
CRCS 2006 CRCS 2006 Z006 Wiew Edit Incomplete

If the Data Entry Status column displays an Incomplete, the end-of-year budget information has not been added.

3. Inthe Existing Budget Information section, click Edit in the Program Model Budget Information column.

The Edit Program Model and Budget End of Year Information screen displays.

Edit Program Model and Budget End of Year Information

Program Mame: CTR Prograrm 2007

— Existing Program Models

Program Program Percentage
Qnoonam Model Start| Model End y Incl_udes CcDC Program Program Model
Model Funds Expended (%) |Indirect| - .
Date Date 3 Contribution| Model Status | Termination Date
Name Costs o
(mmfyyyy)|{mmiyyyy) (%)

CTR
Prograrn  01/01/2007 12/31/2007 O es Ongoing M
2007 [CXITTr TNy O Mo (#&8) Cewyyd

For each pragrarm model, completion of the following information is required prior to data submission to CDC
Funds Expended ()

Includes Indirect Costs

Percentage CDC Contribution (%)

SAVE AND FINISH CANCEL
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In the Funds Expended ($) field, type the amount of funds spent on the program model.

In the Includes Indirect Costs column, click Yes or No.
In the Percentage CDC Contribution (%) type the percentage of funds that came from CDC.

If the program model has not ended, click the Program Model Status drop-down list and select Ongoing.

© N o 0 A

If the program is ending, in the Program Model Termination Date, enter the month and year the program model
is ending.

9. Click SAVE AND FINISH.

The Maintain Program Model Budget Information screen displays showing the Data Entry Status as complete.
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Additional Target Populations Sub Module

Target populations are identified through the community plan. If an agency is targeting a population not identified in
the community plan, an additional target population needs to be created so it can be specified in a program model.

Additional Target Populations need to be created before creating program models so they can be included within

program models. Once program models are created, the target populations in them cannot be modified.

PEMS Core Roles Required

Users assigned the Program Information role have permissions to the Additional Target Populations Sub Module.

Add and Complete a New Additional Population Worksheet

Add Additional Population Worksheet allows a user to add population worksheets that were not included in their
associated agency’s community plan. The worksheet is included so that appropriate resources are allocated for this
additional target population and to ensure that agencies can select the most appropriate target population for
services.

Step > Action
1. Click Program Information on the module menu bar.
2. Click Additional Target Populations on the sub module menu.

The Maintain Additional Population screen displays.

Maintain Additional Populations

— Existing Population(s)

Add Mew ddditional Population Worksheet

Mo Additional Population Worksheets found

3. Click Add New Additional Population Worksheet.
The Add Additional Population Worksheet screen displays.

Add Additional Population Worksheet

XTarget Population Additional Population Size Additional Population Size that is
reachable

— Characteristics of the Additional Population

— Transmission Risk %
[ Mot risk focused
[ sexual Contact with Transgender and unsafe injection drug practices
[] male to male sexual contact and unsafe injection drug practices
[1 sexual Contact with Transgender
[ Male to male sexual contact
[ unsafe drug injection practices

[ Heterasexual contact

=]

PEMS User Manual Version 1 Page 117 of 339 06/01/2007



____/élledlrti'l ; Human Services

4. Inthe Target Population field, type a unique name to identify the priority population.
5. Inthe Additional Population Size field, type the number or size of the population for the jurisdiction.

6. Inthe Additional Population Size that is reachable field, type the number for the size of the population the
agency thinks it will be able to reach through service delivery.

7. Inthe Transmission Risk section, click each checkbox that applies to the population.

8. Inthe Race section, click each checkbox that identifies the race targeted for the population.

9. Inthe Ethnicity section, click each checkbox that identifies the ethnicity targeted for the population.
10. In the Gender section, click each checkbox that identifies the gender targeted for the population.
11. Inthe Age section, click each checkbox that identifies the age range targeted for the population.

12. In the HIV Status section, click the appropriate radio button for Positive, Positive and their partners,
Negative/Unknown, or Mixed to identify the HIV Status of the priority population.

13. Inthe Geo Location section, click each checkbox that identifies the geo location targeted for the priority
population.

14. Enter any text appropriate for the HIV/AIDS Prevalence, Prevalence of Risky Behavior or Description of
Community’s Input on Priority Population.

15. Click SAVE AND FINISH.

The Maintain Additional Populations screen displays, indicating the worksheet has been added successfully. This
additional target population will display as a population option to select in program models that are created.
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Client Level Services Module

The Client Level Services Module in PEMS is where all client records and all service delivery details are entered for
clients. PEMS is a client driven system. The majority of service delivery records are linked to client records. The
Client Level Services module is also where an agency specifies what was delivered, by selecting data from what was
identified in Program Information Planning. In this module you can:

= Add a new client and add client demographics

= Add updated client demographics

=  Add client interventions session details
=  Add and track referrals

=  Add HIV test activities and outcomes

=  Add client risk profiles

=  Add client locating information

= Add PCRS intervention data

= Add CTR intervention data

= Add CRCS intervention data

= Add DEBI intervention data

PEMS Core Roles required

The following core roles have access to the Client Level Services Module:

=  Client Service Role
= Client HERR Role
= PCRS Role

= CRCS Role

= CTR Role

The flow chart below walks through each of the major steps required to add an intervention session to a client in

PEMS.
1. Search for ~ P 2a. Select client &
Client If client | click add new
exists session link
If client ]
does not 3. Click session
exist details: workers,
sites, activities

4

information required for

activities: Referral, HIV —»|
Test, Elicit Partners,

Notification of Exposure

Recruitment, Risk
Profile and Behavior

Details as appropriate

: 2c. Click Intervention
e Aggn:;\gtg“em’ sub mogule and .:add
demoaraphics. and ——» anew mtervent-lon
Iocgatir?g inf£) sessio.n for this
) client
4. Add additional 6. Click SAVE AND
5. Complete

FINISH. The
intervention session
has been added to
the client’s record.
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Demographics Sub Module

The Demographics Sub Module allows the user to add demographic information for a client and displays a historical
list of demographic data collected for a client.

PEMS Core Roles required to
The following core roles have access to the Demographics Sub Module:

= Client Service Role
=  Client HERR Role

= PCRS Role
= CRCS Role
= CTR Role

Add a New Client

Any client who receives prevention services may be entered into PEMS. This includes clients who test anonymously.
Client names are not required in PEMS. The PEMS generated ID (and local client ID, if used by the agency) identifies
clients in the system. Each client receives a unique PEMS generated client ID, which cannot be edited. In addition,
agencies may decide to enter a unique local client ID of up to 12 characters. This local client ID is editable. Clients
cannot be deleted once entered into PEMS.

Client Intervention Sessions can be deleted only if:
=  Any activities (referral, HIV Testing, etc) associated with the session are deleted

=  Any session details associated with the session are deleted

Step > Action
1. Click Client Level Services on the module menu bar.
2. Click Demographics on the sub module menu bar.

The Select Client screen displays.

— Search Client{s)

Mote: To perform a Wildcard Search on either the First or Last nare,
enter up to four characters and select the Wildcard Search radio button,

To perform a Search, enter at least one of the following:
Last Name: ® Exact search O wildcard Search

First Name: ® Exact Search O Wildcard Search

Local Client ID:

PEMS Client Unique ID:

Show Advanced Search Options

SEARCH

— Client{s) - Search Results

add Mew Client

0 items

I Local Client ID | PEMS Client Unique Key | Date of Birth{(mm/dd/yyyy) |Current Gender

Mo records found.

CHOOSE CLIENT
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PEMS is a client based system. All data are added to client records. Therefore, PEMS will always require a
user to search for a client record to see if it exists in PEMS or to see if a new record must be created. This
prevents duplicate client records from being entered inadvertently.

To search for a client, the user can:
Search by First Name, Last Name, Local Client ID, or PEMS Client Unique ID
Conduct an advanced search by Program Model and Intervention, Session Date Range,
Demographics, Referral Codes, or Form 1D
Conduct a wildcard search by clicking the Wildcard Search radio button and entering up to four
characters in either the Last Name or First Name fields and clicking SEARCH

3. Type the client’s first name, last name or unique key into the appropriate fields.

4. Click SEARCH.

Icon next to a field in PEMS requires data to be entered for that field before the screen may be saved. Not all

' . * .
fields that are required to be reported to CDC have an ~ next to them. Refer to the Data Variables document to
identify those variables that are Reported to CDC-Yes.

The Client Search Results display at the bottom of the screen.
5. Click Add New Client.
The Add New Client screen displays.

Add New Client

— Client Demoqraphics

Date Collected: * E (rarndddiwyyy)

Local Client ID: * [J check to use PEMS Client Unique ID

Local PCRS ID:

Last Name:
First Name:
Middle Initial:
Nick Name:

Aliases:

Birth Date - Month: R
Birth Date - Day: [dd)

Birth Date - Year: % (wynu)

Ethnicity: * v

Ethnicity Expanded:
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6. Inthe Date Collected field, type the date the client demographics were collected by the agency.

7. Inthe Local Client ID field, type a unique client ID that your agency generates, or click the Check to use PEMS
Client ID checkbox.

The Local Client ID field accepts a maximum of 12 alpha/numeric characters and no dashes or underscores.
(NOTE: client-identifying data such as initials should not be used.) The Local Client ID field can be edited. If a

PEMS generated Client ID is selected, the PEMS Client ID will become both the PEMS Client ID and the Local
Client ID. The PEMS client ID cannot be edited.

8. Inthe Birth Date — Year field, type the birth year of the client.

9. Click the Ethnicity drop-down list and select the ethnicity of the client.

10. Click ADD/EDIT ETHNICITY EXPANDED to select additional information for ethnicity, if appropriate.
11. Click the appropriate Race checkboxes.

12. Click ADD/EDIT RACE EXPANDED to select additional information for race, if appropriate.

13. Click the State/Territory of Residence drop-down list and select the client’s state of residence.

14. Click the Assigned Sex at Birth drop-down list and select the sex the client was assigned at birth.
15. Click the Current Gender drop-down list and select the current gender for the client.

16. Add in any additional information you have for the client in the other fields

17. Click SAVE AND FINISH.

18. To begin entering Intervention Session details for a client, click Interventions on the sub module menu bar. The
Maintain Intervention Sessions screen will display with the client’s record at the top of the screen.

Add Updated Demographics

Any new information or changes to a client's demographic information can be made through the Demographics Sub
Module. If existing information is being modified (e.g., due to a data entry error), you should select Edit. The original
Date Collected date will remain the same and the system will display the time stamp in the Last Modified By
section in the audit trail at the bottom of the screen. If you are adding new demographic information, you should
select Add to enter a new Date Collected record for the client. The Demographics Sub Module will keep a historical
record of each added or edited demographic.

Step > Action
1. Click Client Level Services on the module menu bar.

2. Click Demographics on the sub module menu bar.
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The Select Client screen displays.

— Search Client{s)

Mote: To perform 2 Wildcard Search on either the First or Last name,
enter up to four characters and select the Wildcard Search radio buttan,

To performn & Search, enter at least one of the following:

Last Name: ® Exact Search O Wildcard Search

First Name: ® Exact Search O Wildcard Search
Local Client ID:

PEMS Client Unique 1ID:

Show &dvanced Search Options

— Client(s) - Search Results

Add Mew Client

0 items

I Local Client ID | PEMS Client Unique Key | Date of Birth{mm/ddfyyyy) |Current Gender

Mo records found,

CHOQOSE CLIENT

3. Type the client’s first name, last name or unique key into the appropriate fields.
4. Click SEARCH.

The Client Search Results displays at the bottom of the screen.
5. Click CHOOSE CLIENT.

The Maintain Client Demographics screen displays.

Maintain Client Demographics

Change Client
--/--1989 View Demographic Details

Local Client 1D | PEMS Client Unigue ID | Date of Birth
290

Coe John 19324

+ Demoqraphic History

&4dd Updated Demographics

1 item
Date Collected niographic Jetails
02/02/2006 Miew Edit

6. Click Add Updated Demographics.
The Add Updated Client Demographics screen displays.

7. Complete at least the mandatory fields.

8. Click SAVE AND FINISH.
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Risk Profile Sub Module

The Risk Profile Sub Module allows the user to add risk profiles outside of an intervention (for example: when a client
first comes to an agency and risk profile information is collected during intake). This sub module also allows users to
review existing risk profiles for a client, including those entered through an intervention.

PEMS is a client based system and all service data are linked to client records. For a risk profile to be linked to
an intervention, it must be added through the interventions sub module. This links the risk profile to the
intervention services delivered.

Risk profiles added through the Risk Profile sub module menu bar are NOT linked to an intervention and typically
should be used for entering risk profile data captured during agency screening and/or intake. (NOTE: Agencies
can also add an intake session to their intervention plans to ensure that extracts and reports on the intervention
include these data.)

All risk profiles can be viewed and maintained through Risk Profile on the sub module menu bar.

PEMS Core Roles Required
The following core roles have access to the Risk Profile Sub Module:

=  Client Service Role
= Client HERR Role
= PCRS Role

= CRCSRole

= CTRRole

Add a Risk Profile for a Client on Intake (Outside of an Intervention)

All risk profiles added through the Risk Profile Sub Module will be added outside of an intervention, which means that
these data would not be associated with an intervention and would not be included in intervention-specific extracts.
To add a risk profile linked to an intervention, it must be added through the Interventions Sub Module.

Step > Action

1. Click Client Level Services on the module menu bar.

2. Click Risk Profile on the sub module menu bar.

The Select Client screen displays.

3. Search for the client record that you want to add risk profile information to.

The search results display at the bottom of the screen.

4. Click the radio button next to the client's name you would like to select.

5. Click CHOOSE CLIENT.
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The Maintain Client Risk Record displays.

Maintain Client Risk Profiles

Local Client ID | PEMS Client Unique ID | Date of Birth

Change Client

Doe John 19324 290 --/--/1959 View Derographic Details
&dd Updated Risk Profile
— Search Risk Profiles
Date Collected: w Loy o £ Cyw)

— Existing Risk Profiles

0items

Date Collected

Mo records found.

Point of Service Delivery

Intervention Name Risk Profile Details

6. Click Add Updated Risk Profile.

The Add Updated Risk Profile screen displays. The Most Recent Risk Profile displays at the top of the page. Scroll

down to Current Risk Profile.

— Current Risk Profile

Incarcerated:

Sex Worker:

Date of Last Negative HI¥ Test:
Date of First HI¥ Positive Test:

In Medical CarefTreatment:
Pregnant:

In Prenatal Care (only if pregnant):
Recent STD (not HI¥):

Internet Sex Partners:

Local Recall Period:

Date Collected: *

Previous HI¥ Test: *

Self Reported HIY Test Result: *

(wyny)

Cyayyd

[in days)

— Housing Status
Seleck Housing status(s)

Choose all that apply.

to add and dlick ADD TO LIST.

Seleck Housing status(s)
to remove and dick REMOWE,
Choosze all that apply.

Fermanent housing
Mon-permanent housing
Institution

Mot asked

Fefused to answer

ADD TO LIST
REMOVE
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10.
11.
12.

13.

14.

15.
16.

17.

18.

In the Date Collected field, type the date the risk profile information was collected.
Click the Incarcerated drop-down list and select from the options listed.

Click the Sex Worker drop-down list and select from the options listed.

Click the Previous HIV Test drop-down list and select Y from the options listed.
Click the Self Reported HIV Status drop-down list and select from the options listed.

If the client reported he/she had a previous HIV test, complete the Date of Last Negative HIV Test or Date of
First Positive Test fields.

Complete any applicable information for In Medical/Care Treatment (only if the client is HIV positive), Pregnant,
In Prenatal Care (only if pregnant), Recent STD (not HIV), and Internet Sex Partners.

The risk profile is for a 90 day recall (3 months). If you have asked your client to recall a timeframe in addition to
the 90 days, enter that in the Local Recall Period field.

Under Housing Status, select each status that applies to the client.
Click ADD TO LIST.

Injection drug use
Sex with transgender
Sex with female

Sex with male

Mo risk identified

Mot asked

Refused to answer

OO0 0=x0«
O ok oioyoig

Other (Specify)

If Other, Specify: I

Sex Relations: Last 3 Months Local Period
] T

F M F T
Exchange sex for drugs/money/or something they needed I I r r r r
Wihile intoxicated and for high on drugs O ~ |
With person who is an IDU I [ [ A
with persan who is HIW positive | . | i
With person of unknown HIV status v [ r r r ]
With person who exchanges sex for drugs/money - O 0O O
With person who is an MSM [ r r ]
With anonyrnous partner O ~ O | i
:‘::p:l::son who has hemophilia or transfusion/transplant - - - - - -
Mo additional risk information specified O 0O O O 0O O
Mot asked ] ] r (I (I ]
Refused to answer | |

In the Client Risk Factors section, click each checkbox that the client reported for the past 90 days. If you
selected a local recall period, enter any risk factors that apply for the recall period.

In the Sex Relations section, click each checkbox (related to the risk factors above), the client reported for the
past 90 days. If you selected a local recall period, enter any sex relations that apply for the recall period.
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19. Inthe Injection drugs/Substances section, click each checkbox (related to the risk factors above), the client
reported for the past 90 days. If you selected a local recall period, enter any injection drug use that applies for
the recall period.

The Risk factors selected in the Client Risk Factors section dictate what you can enter for the remainder of the

risk profile. For example: If Sex with male is chosen as a risk factor, any sex relations selected can only be with
males. If Injection drug use is not selected as a risk factor, no checkboxes in the Injection drugs/substances

section may be selected.

20. Click SAVE AND FINISH.

If the client already has a risk profile, the most recent risk profile will display at the top of the screen. You can
click the Check to Use Most Recent Risk Profile and Update as of This Session Date checkbox and update
the appropriate information. Be sure to click the checkbox at the bottom before saving to verify that you have
reviewed and updated the data.

If a user is adding a risk profile through Interventions, the user will be prompted to check the Date collected
valid as of Session date checkbox before saving. This checkbox must be selected regardless if a previous risk
profile is being used. This checkbox does not display if the user adds risk profile outside of an intervention.

NOTE: PEMS is designed to only directly capture those factors associated with IDU/Substance Use and the
associated risk for HIV/AIDS transmission. The categories of risk for transmission correspond to those used by
Surveillance and other groups within CDC. While important to know for targeted services to clients, non-injection
drug/substance use is not captured as a client risk factor in PEMS. However, you may choose to select “Other” and
specify non-injection drug/substance use in the text box provided. A client’s non-injection drug use may only be
specified if “sex with transgender,” “sex with female,” or “sex with male” is chosen as a risk factor. You have the
opportunity to further specify these sexual activities under Add Behavior Details without an Intervention Session
whereby you may indicate the number of unprotected sex events (with a transgender/female/male) while intoxicated
and/or high on non-injection drugs/substances. PEMS allows you to further specify the non-injection drugs under the
“What Drugs? Section of Add Behavior Details. Please keep in mind that the intention of “What Drugs” is to allow for
the specification of non-injection drugs/substance use associated with unprotected sexual activity and is NOT to be
used to solely capture non-injecting drug/substance use alone.

Update to Self-Reported HIV Test Result Variable

In prior releases of PEMS, the variable Self Reported HIV Test Result was mandatory when completing a client risk
profile, even if the response choice to Previous HIV Test was “No.” In release 3.0.3, Self Reported HIV Test Result
was changed to be conditionally mandatory based upon whether the response of “Yes” is selected for Previous HIV
Test. Records in PEMS entered prior to this patch release that contain a value in Self Reported HIV Test Result
when Previous HIV Test is “No” will be changed to “Not Asked” in the database.
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Interventions Sub Module

The Interventions Sub Module is where all intervention details are added to client records. Most client level data
should be added through this sub module in PEMS. The Interventions Sub Module displays first on the sub module
menu bar because it is the most frequently used. The other sub modules in Client Level Services serve as a quick
links to modify or update data entered through the Interventions Sub Module. Using the Interventions Sub Module,
you can add the following to client records to capture service delivery:

=  Add recruitment details

=  Add risk profile information

=  Add behavior detalils for a client
=  Add local variables

=  Add session details

= Add activities

=  Add and update referrals

=  Add HIV test activities

When first adding intervention session data for a client, data are entered through an Add Intervention Sessions
screen. Once the session data, worker, site, delivery method and activities have been entered and the user clicks
SAVE AND FINISH, the Maintain Intervention Session screen displays.

The Maintain Interventions screen allows you to Add additional data that was not included when the intervention
session record was first created. Additionally, it allows you to Edit existing data. The Maintain Interventions
screen is where all data for that intervention session record can be accessed. From a Maintain Intervention
Sessions screen you can:

Edit intervention sessions

Add/Edit/Delete activities

Add/Edit/Delete recruitment details (can be added after the intervention session is created)
Add/Edit/Delete risk profile information (can be added after the intervention session is created)
Add/Edit/Delete behavior details for the client (if appropriate for the intervention)
Add/Edit/Delete local variables (if applicable)

Some activities require you to enter additional information from the Maintain Intervention Sessions screen.
When you scroll to the Activities section of the screen, these activities requiring additional information display with
a message “No activities found” and a link to additional information (see the screen shot below for an example).
If you do not add the additional information, the intervention session record will be considered “incomplete” when it
is saved. This record will display in the two Quality Assurance Reports (Report of Incomplete Variables
Reported to CDC and Report of Sessions with Incomplete Data). Additionally, this record will display on the
Home screen as Incomplete for the user that first entered it into PEMS. The following activities in PEMS require
you to enter additional information from the Maintain Intervention Session screen:

=  HIV Test

= Referral

Elicit Partners
= Notification of Exposure

Activity({s)

Add MNew Sctivity

Referrals Activity Delete Referral Activity

Referral Details

Add Mew Referral

PEMS Referral | Local Referral
Code Code

Mo Referral Activity(s) found

Referral Service Type

HIV Test Activity Delete HIW Test Activity

Add Mew Test

Mo HIY Test Activity(s) found
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PEMS Core Roles required
The following core roles have access to the Interventions Sub Module:

= Client Service Role
= Client HERR Role

= PCRS Role

= CRCS Role

= CTR Role

Add an Intervention Session for a Client

Step > Action
1. Click Client Level Services on the module menu bar.

2. Click Interventions on the sub module menu bar.

The Select Client screen displays.

— Search Client(s)

Mote: To perform a Wildcard Search on either the First or Last name,
enter up to four charackers and select the Wildcard Search radio button,

To perform a Search, enter at least one of the fallowing:
Last Name: & Exact search O wildcard Search

First Name: (&) Exact Search O wildcard Search

Local Client ID:

PEMS Client Unique ID:

Show Advanced Search Options

SEARCH

— Client(s) - Search Results

Add Mew Client

0 itemns

I Local Client ID | PEMS Client Unique Key | Date of Birth{mm/fdd/fyyyy) |Current Gender

Mo records found.

CHOOSE CLIENT

3. Search for the client record to which you want to add intervention session information.
4. Click CHOOSE CLIENT.

The Maintain Intervention Sessions screen displays. If no recent interventions are available for the client, the
message No Recent Intervention Sessions found for the client will display at the top of the screen.
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Maintain Intervention Sessions

# MNo Recent Intervention Sessions found for the Client.

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
Coe John 19324 290 --/--/1989 Wiew Dermographic Details

— Search Sessions

Tao performn a Search, enter all of the following:

Year: -
Program Name: w
Program Model Name: -
Intervention Name: e

AHD/ OR enter at least one of the following:

Session Date Range: - (wwwwl to e [yl

Form ID:

Test ID:

SEARCH

Intervention Session{s)

Add New Session

5. Under the Intervention Session section, click Add New Session.

The user will select the Year, Program Name, Program Model Name, and Intervention Name from which the client
received services. These data were entered under the Program Information module. The Program Model data
must be entered annually before service data can be entered. For more information on how to enter Program
Information, click here.

To add an intervention session for a client, the user must complete the fields sequentially as they appear on the

screen (top to bottom). For example, the user must begin by clicking the Year drop-down list and selecting the
year the program was delivered. The screen will refresh and the Program Name drop-down list will include
programs for that year. The user must click the Program Name drop-down list and select the appropriate Program
Name. The screen will refresh and the Program Model Name drop-down list will include program models for that
program. The user must click the Program Model Name drop-down list and select the appropriate program model.
The screen will refresh and the Intervention Name drop-down list will include interventions for that program
model. The user must click the Intervention Name drop-down list and select the appropriate intervention.

The Add Intervention Session screen displays.
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Add Intervention Session

Local Client ID | PEMS Client Unigue ID | Date of Birth Change Client
290

Doe John 19324 --/--{1989 Wiew Dermographic Details

Search Session Template: SEARCH

Session Template: -
Year:

Program Mame:
Program Model Mame:

Intervention Name:

* ¥ K *

Session Date: g j (e ddfyyyyd
Session Number: 4
Form ID:

Check to enter information for the fallowing:
Recruitment Details: [ ]

Risk Profiles: [

Behavior Details: [ ]

Local ¥ariables: []

SAVE AND CONTINUE | CANCEL

Click the Year drop-down list and select the year of the program.
Click the Program Name drop-down list and select the name of the program.

Click the Program Model Name drop-down list and select the name of the program model.

. Click Session Date (MM/DD/YYYY) and type the date of the session that the client received services.
11.

12. Click SAVE AND CONTINUE.

The Add Session Details screen displays.

Click the Intervention name drop-down list and select the name of the intervention from which the client
received services.

If you want to add Recruitment Details, Risk Profiles, Behavior Details or Local Variables, check those boxes.
This will automatically direct you to those screens before you enter session data. You will also have the option to
enter this information after the session data has been entered, from the Maintain Intervention Details screen.
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Add Session Details

* The Session has been saved.

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client

Doe John 19324 za0 --/--/1939 Wiew Dermographic Details
Intervention Name [___SessionNumber | ___sessionDate | __Form 1D ]
CTR 2006 1 11/14/2006

Maote: You must save your data prior to navigating away from this screen.  If you navigate away from this screen without saving, any

and all entered data will be lost,

— Worker(s)

Sort by: (& Last Mame ) PEMS worker ID ) Local worker 1D

Select Worker(s)
to add and click ADD TO LIST,
wou rmay choose all that spply.

Select Worker(s)
to rermove and click REMOWE,
ou rmay chooze sll that spply.

Doe. Joe-5283 - 4653
Silverstein, Sue-74358-132
Smith . Vincent- 7434 - 6435

Smith, Tom - 7436 - 657

Torres, Laura- 7435 - 3452

Williams . Joe - 7437 - 3246

(Last Mame,First Marme - PEMS Worker ID - Local Warker ID)

(Last Marme,First Marme - PEMS Warker ID - Local Worker ID)

13. From the Workers section, click the workers that delivered the services.

14. Click ADD TO LIST.

Worker and Site data have to be entered before entering service delivery information. These data were

entered under the Agency Information module. For more information on how to enter Agency Information,
click here.

— Worker(s)

Sortby: (& Last Mame O PEMS warker ID O Local Warker ID

Select Warker(s) Select Worker(s)
to add and dlick ADD TO LIST, to rermove and dick REMOVE,
rou may choose all that apply, ou ray choose all that apply,
Doe. Joe-5283 - 4653
Silverstein, Sue-7438-132
Smith, Vincent- 7434 - 6435

Sith, Torn - 7436 - 657 _
Torres, Laura- 7435 - 3452 AU 1L Lt

Williams . Joe - 7437 - 3246

[Last Mame,First Mame - PEMS Worker ID - Local Worker ID) [Last Mame,First Marme - PEMS Warker ID - Local Waorker ID)

Site: g ¥ |Search for Site Mame:

Duration of Session: (In Minutes)

Unit of Delivery: v

— Delivery Method(s}

15. Click the Site drop-down list for and select the site where services were delivered.

16. Click the Duration of Session field and type the total number of minutes the session lasted.

17. Click the Unit of Delivery drop-down list and select Individual, Couple, Small Group, Large Group, or

Community for the intervention.
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— Delivery Method{s)

Select Delivery Method(s] Included in Program Plan
to add and dick ADD TO LIST.
Chooze all that apply,

In person

Printed Materials

Frinted Materials-pamphlets/brochures
Telephone

Select Delivery Method(s] Mot
Included in Pragram Plan
to add and click ADD TO LIST.

Chooze all that apply,

Internet

Frinted Materials-magazines/newspapers
Printed haterials-posters/billboards
Radio

Telewvision

Yideo

Other (specify)

Included in Program Plan
Select Delivery Method(s)

Included in Program Plan
to remove and click. REMOWE,
choose all that apply,

ADD TO LIST
REMOVE

Not Included in Program Plan
Select Delivery Method(s] Mot

Included in Pragram Plan
to rermove and dick REMOWE,
Choose all that apply,

ADD TO LIST
REMOVE

18. Click each of the Delivery methods for Included in Program Plan that were created in the Program

Information module.

To select multiple records, hold the shift key down and click on each item to select. Each selected item will

be highlighted in blue.

19. Click ADD TO LIST.

20. Click any Delivery Methods for Not included in Program Plan to capture session details that were delivered

but not included in the original program plan.

21. Click ADD TO LIST.

PEMS User Manual Version 1

Page 133 of 339

06/01/2007



_:/é[l_sllrti'l ]']umdn Services

— Activity({s) %

Select Activity(=) Included in Program Plan
to addand dick ADD TO LIST,
Choose all that apply.

Information-Living with HMNAIDS
Information-Awailability of social services
Infarmation-Aswailability of medical services
Distribution-tale condoms
Distribution-Safe sex kits
Information-Sexual risk reduction

Select Activity(s) Mot Included in Pragram Plan
to add and click ADD T LIST.
Choose all that apply.

Information-2wailability of HY/STD counseling and te

Included in Program Plan

Select Activity(s) Included in Program Plan
to rermowe and click REMOVE,
Choose all that apply.

ADD TO LIST
=

Mot Included in Program Plan

Select Activity(s) Mot Included in Program Plan
to rermove and click REMOVE,
Choose all that apply.

HIY testing -~

Feferral

Fersonalized risk assessment

Elicit partners
Information-HAID S transmission

Information-Abstinence/postpone sexual activity

Information-Other sexually transmitted diseases
Infarmation-Viral hepatitis

Information-Awailability of partner notification and re
Infarmation-DU risk reduction i

If Other, Specify :

22. Click each of the Activities for Included in Program Plan that were delivered during the session.
23. Click ADD TO LIST.

24. Click any Activities for Not Included in Program Plan that were delivered during the session to capture
session details which were delivered but not included in the original program plan.

25. Click ADD TO LIST.
26. Click SAVE AND FINISH.

The Maintain Existing Session screen displays.

The Maintain Existing Session screen allows you to add additional session details or activities to the
intervention session. You can also add recruitment details, risk profile or local variables if they were not

added when the session was created. Any updates to referrals or HIV Test activities can also be made
through this screen. Once an intervention session is created for a client, each time you want to review or
modify session details, you will do so from the Maintain Existing Session screen.

PEMS User Manual Version 1 Page 134 of 339 06/01/2007



____/élledlrti'l ; Human Services

Update to Adding Intervention Session Data

In prior releases of PEMS, a worker in PEMS who was currently inactive (ineligible to deliver services based on
worker start/end dates) was not able to be selected within the intervention session details, irrespective of when the
intervention session took place. Only active workers could be selected. With the release of 3.0.3, the multi-select
box that allows the addition of workers to various interventions will be populated with active workers based on the
date of the intervention session. Therefore, if a worker is currently inactive in PEMS but was active in PEMS based
on the date the session was delivered, that worker will appear and be able to be selected for that particular
intervention.

Add Recruitment Details

The Recruitment Details for a client identifies how the client gained knowledge about an intervention and the type of
service and site related to the intervention where the recruitment was made. In some cases, the recruitment source
is within the same agency as the intervention. Recruitment details can be added during the first entry of intervention
session details for a client or separately when updating or maintaining intervention session details. When first
entering intervention session details for a client, if the Recruitment Details checkbox is selected the Add
Recruitment Details screen will automatically display.

Add Intervention Session

Last First A PEMS Client Date of f

3 . - g
Name MEmE Local Client ID Unique ID Birth Change Client
Doe 3

——f--/1057 Wiew Dermographic

John null -
Details

Search Session Template:
Session Template: '_L|
Year: g |2005 ~
Program Name: s ,ﬁ‘
Program Model Name: s ’m
Intervention Name: 'm

Session Date: 4 j [ramnd ddf ypyy)
Session Number: g
O]

Check to enter information for the following:

Recruitment Details:

Risk Profiles:

Behavior Details:

OoOmoga

Local ¥Yariables:

SAVE AND CONTINUE | CANCEL

If the checkbox is not selected, follow the steps below to add recruitment details.

Step > Action

1. Click Client Level Services on the module menu bar.

2. Click Interventions on the sub module menu bar.
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The Select Client screen displays.

3. Search for the client record to which you want to add recruitment details.

4. Click CHOOSE CLIENT.

The Maintain Intervention Sessions screen displays.

5.

The Maintain Existing Session screen displays.

6.

Maintain Existing Session

Local Client ID | PEMS Client Unique ID | Date of Birth
3

Doe Johin null

--/--f1957

Change Client
Miew Dermnographic Details

Intervention Name Cycle Number | __session Number | _session Date | _FormID_|

07/05/2005

Get Tested |

Recruitment Details:

Risk Profile Details: Add
Local ¥ariables: Add
— ion Details
Edit Session Details
Intervention Name: OstTested!
Form 1D:
Intended Number of Sessions:
Cycle Number:
Session Number:
Session Date: 07052005

Worker({s) {PEMS ID, Local ID):
Site:

Duration of Session:

Unit of Delivery:

Delivery Methods:

Test, Testy (53003,
wherever

&0 Minutes

Zmall group

Printed Materials-pamphlets/brochures

In persaon

Click the Add link for Recruitment Details.

The Add Recruitment Details screen displays.

Under the Intervention Session section, select the Maintain link for the Intervention that you want to add
recruitment details.

PEMS User Manual Version 1

Page 136 of 339

06/01/2007



____/éllulrti'l ; Human Services

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Add Recruitment Details

Local Client ID | PEMS Client Unique 1D | Date of Birth Change Client
Doe John null 3 --/--/1957 Wiew Demographic Details

Intervention Name

Get Tested! 07/05/2005

Incentive Provided: Mo =

—Recruitment Source

Recruitment Source: ¥ IAgency j
If Other ,Specify: I—
Linkage Code: I—
Linkage DUNS: I—
MNetwork Agency Mame: I j
Program/Intervention Name: I—
Service fIntervention Type: I j
Site Type: | =l
If Other, Specify: I—
Site Type Location: I—

Notes: tesat =

SAVE AND FINISH CANCEL

Select Yes or No from the Incentive Provided drop-down list. This field refers to anything offered or given to a
client to encourage participation in the intervention.

Click the Recruitment Source drop-down list and select the source of recruitment. These options reference the
way in which the client became informed of and/or entered the intervention.

Complete the If Other, Specify field if there is another source of recruitment.
In the Linkage Code field, type the referral code provided by the agency that referred the client.

In the Linkage DUNS field, type the nine-digit DUNS (Data Universal Numbering System) identification number
for the network agency. This field should be completed only if ‘Agency’ is selected as the recruitment source.

Click the Network Agency Name drop-down list and select the name of the agency. This field should be
completed only if ‘Agency’ is selected as the recruitment source.

In the Program / Intervention Name field, type the name of the program / intervention provided by the agency
at the time the client was referred. This field should be completed only if ‘Agency’ is selected as the recruitment
source. This variable is commonly used for referrals for another program within the same agency.

Click the Service / Intervention Type drop-down list and select the type of service provided by the agency when
the client was referred. This service is recorded at the first session only. This field should be completed only if
‘Agency’ is selected as the recruitment source.

Click the Site Type drop-down list and select the type of site from which the referral was given. This field should
be completed only if ‘Agency’ is selected as the recruitment source. This field is not applicable if ‘PCRS’ is
selected as the intervention.

Complete the If Other, Specify field if there is another site type.

In the Site Type Location field, type the location information of the site from which the referral was given.

Complete the Notes field if there is additional information that should be captured for the recruitment.

Click SAVE AND FINISH.
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Add Behavior Details

Behavior Details identify the types of actions taken in a specific situation and the related risk factors. A client’s
behavior details can be collected at intake, the final session, and intermittently during an intervention or at a follow-
up. Behavior details can be added during the first entry of intervention session details for a client or separately when
updating or maintaining intervention session details. When first entering intervention session details for a client, if the
Behavior Details checkbox is selected the Add Behavior Details screen will automatically display.

Add Intervention Session

Last First A PEMS Client Date of

- h g
Name Name Local Client ID Unique 1D Birth Change Client
Doe 3

John null -/ #1057 Wiew Demographic

Details

Search Session Template: SEARCH

Session Template: -

Year: g 2005 =

Program Name: % [T-Park T
Program Model Name: % |test i

Intervention Name: % |Get Tested! =

Session Date: g ’— j Crarmd ddiyyyyd
Session Number: 4 l—
Form ID: ’—

Check to enter infarmation far the fallawing:

Recruitment Details:

Risk Profiles:

Behavior Details:

Localxaciables:

SAVE AND CONTINUE | CANCEL

0 0 0
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If the checkbox is not selected, follow the steps below to add behavior details.

Step > Action

1. Click Client Level Services on the module menu bar.

2. Click Interventions on the sub module menu bar.

The Select Client screen displays.

3. Search for the client record to which you want to add behavior details.
4. Click CHOOSE CLIENT.

The Maintain Intervention Sessions screen displays.

5. Under the Intervention Session section, select the Maintain link for the Intervention in which behavior details
will be added.

The Maintain Existing Session screen displays.

Maintain Existing Session

Local Client ID | PEMS Client Unigue ID | Date of Birth change Client
Doe John null 3 --f--/1957 Wiew Demographic Details

Get Tested! 07/05/2005

Recruitment Details: Wiew Edit Delete

o

Risk Profile Details: ad

I+

Local ¥ariables: Wiew Edit Delete

— i Details
Edit Session Details

Intervention Mame: Get Tested!
Form ID:
Session Number:
Session Date: 07/05/2005
Worker{s) (PEMS ID, Local ID):
Site:
Duration of Session:

Unit of Delivery:

—Behavior Detail{s)

IAdd Mew Behavior Detsils I

6. Click the Add New Behavior Details link under the Behavior Details section.

The Add Behavior Details screen displays.
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10.

Add Behavior Details

Local Client ID | PEMS Client Unigue 1D | Date of Birth Change Client
Doe John null 3 --/--/1957 Wiew Demographic Details

Get Tested! 07/05/2005

—Client Risk Factors

Behavior Recall Period: % I j
If Local Period, Specify: I (o)

—Client Risk Factors for Recall Period *®

Injection drug use:
Sex with transgender:
Sex with female:

Sex with male:

No risk identified:
Refused to answer:
Other (specify):

Not Asked:

If Other, Specify:

‘|‘|‘|'|‘|‘| oono

CONTINUE CANCEL

Click the Behavior Recall Period drop-down list and select a recall period. This refers to a time period for which
the client is asked to remember engage specific behaviors.

If a locally defined recall period is being used, type that information in the If Local Period, Specify field.

Select one or more of the Client Risk Factors for Recall Period by clicking the appropriate checkboxes. These
risk factors represent the activities that the client was involved in during the specified recall period which could
bring risks for exposure or transmission of HIV. These variables are the same variables that were identified in
the Risk Profile.

Click Continue. The client risk factors are added. Additional behavior detail options display based on the client
risk factors identified.

NOTE: For the Behavior Details, if the client refused to answer or did not know the answer, click the checkboxes for
those respective fields.
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Add Client Behavior Details

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
57573 57573 --/--/1968 Miew Demographic Details

Intervention Name Cycle Number | __Session Number | _session Date | _Form 1D ]
1

HR Buckhead 05/03/2006
— Client Risk Factors
Edit Client Risk Factors
Behavior Recall Period: 30 days
If Local Period, Specify:
Client Risk Factors for Recall Period
Injection drug use: Tes
Sex with female: Ves
Sex with male:  Tes
—Sex Partners
| ____Number ____|Refused to answer|Don't know]
Number of sex partners: m m
Serodiscordant or HI¥ status unknown: m m
HI¥ status unknown that are Anonymous: m m

11. In the Number of sex partners field, type the total number of partners the client had anal or vaginal sex with
during the specified recall period. If the client refused to answer or does not know, click the checkboxes for the

respective fields.

12. To complete the Serodiscordant or HIV status unknown field, use the overall total number of sex partners
identified by the client, and indicate how many of those sex partners were serodiscordant with the client (i.e. one
sex partner is HIV negative and the other is HIV positive) or the HIV status of the partner was unknown during
the specified recall period. If the client had both types of partners (serodiscordant and HIV status unknown), type
the total number of both types of partners. If the client refused to answer or does not know, click the checkboxes

for the respective fields.

13. To complete the HIV status unknown that are Anonymous field, use the total number of serodiscordant or HIV
status unknown sex partners given by the client, and indicate how many of those sex partners with an unknown
HIV status also were anonymous or could not be identified by the client during the specified recall period. If the

client refused to answer or does not know, click the checkboxes for the respective fields.
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14.

15.

16.

17.

18.

19.

20.

21.

—Sex Events
Total number of sex events: I Il Il

Number of sex events with serodiscordant or l— r

HIY¥ status unknown partners:

Number of unprotected sex events: I Il
Unprotected Sex Events with a

serodiscordent or HI¥ status unknown I - O

partner (Total):

Unprotected Sex Events with a

serodiscordent or HI¥ status unknown I O O

partner {Male):

Unprotected Sex Events with a

serodiscordent or HI¥ status unknown I O O

partner (Female}:

Unprotected Sex Events with a

serodiscordent or HI¥ status unknown I - O
partner {Transgender):
Unprotected Sex Events with Injection Drug
I— O O
User:
Unprotected Sex Events with Partner Who l— - -
Exchanged Sex for Drugs or Money:
Unprotected Sex Events while intoxicated l— - -

andjfor high on non-injection drugs:

In the Total number of sex events field, type the total number of times the client had anal or vaginal sex
(protected and unprotected) during the specified recall period.

In the Number of sex events with serodiscordant or HIV status unknown partners field, type the number of
times the client had (protected and unprotected) anal or vaginal sex with a person who was serodiscordant with
the client or whose HIV status was unknown to the client at the time of the sex event.

In the Number of unprotected sex events field, type the total number of times the client had unprotected anal
or vaginal sex during the specified recall period.

To complete the Unprotected Sex Events with a serodiscordant or HIV status unknown partner (Total)
field, use the total number of unprotected sex events given by the client, and indicate how many of those sex
events (anal or vaginal) were with partners who were serodiscordant or had an HIV status of unknown during the
specified recall period.

To complete the Unprotected Sex Events with a serodiscordant or HIV status unknown partner (Male) field,
use the total number of unprotected serodiscordant / HIV unknown sex events given by the client, and indicate
how many of those sex events were with a male partner who was serodiscordant or had an HIV status of
unknown during the specified recall period.

To complete the Unprotected Sex Events with a serodiscordant or HIV status unknown partner (Female)
field, use the total number of unprotected serodiscordant / HIV unknown sex events given by the client, and
indicate how many of those sex events (anal or vaginal) were with a female partner who was serodiscordant or
had an HIV status of unknown during the specified recall period.

To complete the Unprotected Sex Events with a serodiscordant or HIV status unknown partner
(Transgender) field, use the total number of unprotected serodiscordant / HIV unknown sex events given by the
client, and indicate how many of those sex events (anal or vaginal) were with a transgender partner who was
serodiscordant or had an HIV status of unknown during the specified recall period.

In the Unprotected Sex Events with Injection Drug User field, type the total number of times the client had
unprotected anal or vaginal sex with a partner who was an injection drug user during the specified recall period.
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22. In the Unprotected Sex Events with Partner Who Exchanged Sex for Drugs or Money field, type the total
number of times the client had unprotected anal or vaginal sex with a partner who exchanges sex for drugs or
money.

23. In the Unprotected Sex Events while Intoxicated and/or high on non-injection drugs field, type the total
number of times the client had unprotected anal or vaginal sex while intoxicated or high on non-injection drugs.

specify What Drugs?

Select What Drugs Select What Druns
to add and dick ADD TO LIST. o rermouve and dick REMOVE,
Choose all that spply, Choosze all that apply,

Amphetamine. meth. speed. crystal. crank. etc. o
Cocaine (smoked, snored)

Downers (Walium, Ativan, Xanax)
Pain killers (Oxycontin, Percocet) =

If Other, Specify: I

—Meedle Sharing Events
Needle Sharing Events Refused to ans\uer
Number of Needle Sharing Events: I O -

With a serodiscordant or HI¥ status unknown I— r -

partner:

Motes: E

SAVE AND FINISH | CANCEL

24. If the client reported unprotected anal or vaginal sex events while high on non-injection drugs during the
specified recall period, complete the Specify What Drugs section. Click each option identified by the client.

25. Click ADD TO LIST.
26. If ‘Other’ is selected from the list, complete the If Other, Specify field by typing the name of the drug in this field.

27. If the client reported using injection drugs, type the total number of times the client has shared needles/syringes
during the specified recall period in the Number of Needle Sharing Events field.

28. To complete the With a serodiscordant or HIV status unknown partner field, use the total number of times the
client has shared needles/syringes, and indicate the number of times the client shared needles/syringes with a
partner who was serodiscordant or whose HIV status was unknown to the client during the specified recall
period.

29. Complete the Notes field if there is additional information that should be captured in the behavior details.

30. Click SAVE AND FINISH.
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Add Local Variables

Local variables are available for agencies who define their own data variables for local use within their agency. For
example, an agency may use Local Variable 1 to identify how a provider administered the client-level data collection
form. The options for this variable could include: (1) In person, (2) by phone, or (3) by e-mail. The number that
corresponds to the appropriate option would be entered into the Local Variable 1 field. An agency can identify up to
32 local variables. Local variables can be added during the first entry of intervention session details for a client or
separately when updating or maintaining intervention session details. When first entering intervention session details
for a client, if the Local Variables checkbox is selected the Add Local Variables screen will automatically display.

Add Intervention Session

Last First n PEMS Client Date of .

. h g
Name MName (oea) Elhen Ay Unigue ID Birth Change Client
Doe 3

——f--/1987 Miew Demographic

John null B
Details

Search Session Termplate:
Session Template: '_L|
Year: % | 2005 -
Program Name: s ’m

Program Model Name: 3 'm

Intervention Name: % | Get Tested! -

Session Date: ’— H Crarnd ddiyyny)
Session Number: 4
Form ID: ’—

Check to enter information for the following:

Recruitment Details:

pop

=
Risk Profiles: [
=
-

Local Yariables:

SAVE AND CONTINUE CANCEL

If the checkbox is not selected, follow the steps below to add local variables.
1. Click Client Level Services on the module menu bar.

2. Click Interventions on the sub module menu bar.

The Select Client screen displays.

3. Search for the client record to which you want to add local variables.

4. Click CHOOSE CLIENT.
The Maintain Intervention Sessions screen displays.
5. Under the Intervention Session section, select the Maintain link for the Intervention that you want to add

recruitment details.

The Maintain Existing Session screen displays.
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Maintain Existing Session

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
3

Doe Jaohn null --f--f1957 Miew Demographic Details

Get Tested | OF0S/2005

Recruitment Details: Add

Risk Profile Details: Add

Local Yariables: E

— S ion Details
Edit Session Detsils

Intervention Name: ©st Tested!
Form ID:

Int ded b of

Cycle Number:
Session Number:
Session Date: 07052005
Worker{s) (PEMS ID, Local ID): Test, Testy {53003, )
Site: Wherever
Duration of Session: 60 Minutes
Unit of Delivery: =mall group

Delivery Methods: Printed Materials-pamphlets/brochures
In person

6. Click the Add link for Local Variables.

The Add Local Variables screen displays.

Add Local Variables

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
z

[oe John null --f--/1957 Wiew Demographic Details

Intervention Name |___SessionNumber | SessionDate | _FormID |

Get Tested! 07/05/2005

Local ¥ariable 1:

Local ¥ariable 2:

Local ¥Yariable 3:

Local Yariable 4:

Local ¥ariable 5:

Local ¥ariable 6:

Local Yariable 7:

Local ¥ariable 8:

Local ¥ariable 9:

Local ¥ariable 10:

Local ¥ariable 11:

Local ¥ariable 12:

Local ¥ariable 13:

Local ¥ariable 14:

Local ¥Yariable 15:

7. Type the data variable information defined by your agency in the fields provided.

8. Click SAVE AND FINISH.
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Planning and Delivering a Counseling, Testing, and Referral Intervention in
PEMS

Many PEMS agencies plan and deliver Counseling, Testing, and Referral Services (CTR). The instructions in the
chart below help walk an agency through how to create their CTR program and begin to enter service delivery data
into PEMS for the CTR program.

The following information must be completed before completing the steps below:

=  Community Planning data for the year must be entered.
=  Program Award Information must be entered.
= If applicable, additional target populations must be defined.

The following flow chart outlines the major steps required to plan and deliver a CTR Intervention in PEMS.

Planning CTR Intervention

2. Create CTR 4. Create CTR
1. Create CTR Program Model 3. Create CTR N sessions as “ongoing”
Program and define Target Intervention and add HIV Test and
Populations Referral as Activities

Entering Service Delivery Data for CTR Intervention

2a. Select client,
If click Intervention

1. Search for —eclient»| sub module and

Sl exists | Add New Session
for this client
3. Select Year, .
If client Program, 4. Aldd Seslflon
does not Program Model Detel SS(V\ior e|_r|f\,/
exist and Intervention ﬁ»snes_)r. te e%t
for the CTR Re?tirrzras
A prtz:g:;z?irtr:aé/ou Activities
2b. Add new client, 2c. Click Intervention
complt_ate sub module gnd Add
demographics, and New Session for
locating info. this client
5. Add specific details 6. Complete 7. Click SAVE AND
for HIV Test and : P FINISH. The

Recruitment, risk
profile and behavior
details as appropriate

intervention session
has been added to
the client’s record.

Referral Activities from —»
the Maintain
Intervention screen.

PEMS Core Roles Required
The following core roles have access to the Program Information and Client Level Services modules:
=  Program Information Role

=  Client Service Role
= CTRRole
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Step > Action

Create CTR Program

1.

Click Program Information on the module menu bar.

The Maintain Programs screen displays.

2.

Click Add New Prevention Program.

The Add Program Details screen displays.

3.
4.
5.
6.

In the Program Name field, type a unique name that identifies the program as CTR.
In the Community Plan Year field, type the year (YYYY).

Click the checkbox next to the applicable Community Plan Jurisdiction(s).

Click SAVE AND ADD PROGRAM MODEL.

The Add Program Model Details screen displays with the message that the program has been added successfully.
The Program Name field and Community Plan Year field are populated with the information entered on the
previous screen.

7.
8.
9.

10.
11.
12.
13.
14.

15.

In the Program Model Name field, type a unique name that identifies the program model as CTR.

In the Proposed Annual Budget ($) field, type the annual budget for the program model.

Click the Program Model Start Date drop-down list and select the month the program model begins.
Click the Program Model Start Date (YYYY) year field and type the year of the program model.
Click the Program Model End Date drop-down list and select the month the program model ends.
Click the Program Model End Date (YYYY) year field and type the year of the program model.
Under Select Target Populations, click the checkbox next to the appropriate population(s).

Under Basis for Program/Intervention Model section, click the Procedural Guidance radio button and select
Counseling, Testing and Referral from the drop-down list.

Click SAVE AND ADD AN INTERVENTION.

The Add Intervention Details screen displays with the message that the Program model has been added successfully.
The Program Name, Program Model Name, Recommended Intervention Type, and Intervention Type fields are
populated with the information entered on previous screens.

16.
17.

18.

19.

20.

21.
22.

23.

24.
25.
26.
27.

Click the Intervention Name field and type a unique name that identifies the intervention as CTR.

In the Planned Number of Cycles field, either type the planned number of cycles, or click checkbox for Check if
Number of Cycles is Ongoing. Typically CTR interventions would have an ongoing number of cycles.

In the Duration of Intervention Cycle field, type the duration of the intervention cycle. This is only filled out if the
number of cycles to be delivered was previously identified.

Click the Yes or No radio button for HIV Positive Intervention. This is an intervention that primarily or
exclusively targets persons living with HIV/AIDS and their sex and/or injection drug using partners.

Click the Yes or No radio button for Perinatal Intervention. This is an intervention that primarily or exclusively
targets pregnant women to reduce the risk of perinatal HIV transmission.

Click Individual for the Level of Data Collection.

Under Language of Intervention Delivery, click the appropriate checkboxes for the languages the intervention
will be delivered in. Multiple checkboxes can be selected.

In the Number of Sessions field, either type the number of sessions or click the checkbox for Check if number
of sessions is ongoing.

Under Unit of Delivery(s) click Individual.
Click ADD TO LIST.
In the Total Number of Clients field, type the total number of clients planned to be reached by the intervention.

For each population, type the number of clients intended to be reached for that population.
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28. Click VALIDATE.

29. Select the appropriate Delivery Method(s) that your agency plans to use to deliver the interventions.
30. Click ADD TO LIST.
31. Click SAVE AND CONTINUE.

The Add Service Plan Activity(s) screen displays with the message that the intervention has been added successfully.
The Program Name, Program Model Name and Intervention Name fields display populated with information
entered on previous screens.

32. Under Service Plan Activity(s), select HIV Testing and other activities that apply for your agency. If the user
has chosen to define CTR with a specific number of sessions, then the user will be asked the activities for each
discrete session.

33. Click ADD TO LIST.
34. Click SAVE AND CONTINUE.

The Intervention Summary screen displays with all of the intervention information your agency plans to deliver. Your
CTR program, program model, intervention sessions and activities have now been created. You can begin entering
CTR intervention sessions in PEMS for clients under Client Level Services.

To Add CTR Intervention Session Data for a Client
1. Click Client Level Services from the module menu bar.

2. Click Demographics from the sub module menu bar.

The Select Client screen displays.

PEMS is a client based system. All data are added to client records. Therefore, PEMS will always require a user
to search for a client record to see if it exists in PEMS or to see if a new record must be created. This prevents
duplicate client records from being entered inadvertently.

To search for a client, the user can:
Search by First Name, Last Name, Local Client ID, or PEMS Client Unique ID
Conduct an advanced search by Program Model and Intervention, Session Date Range, Demographics,
Referral Codes, or Form ID
Conduct a wildcard search by clicking the Wildcard Search radio button and entering up to four
characters in either the Last Name or First Name fields and clicking SEARCH
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— Search Client(s)

Mote: To perform a Wildcard Search on either the First or Last name,
enter up to four characters and seleck the Wildcard Search radio button,

To parform a Search, enter at least ane of the following:
Last Name: ® Exact Search O wildcard Search

First Name: (&) Exact Search ) wildcard Search

Local Client ID:

PEMS Client Unique ID:

Show Advanced Search Options

SEARCH

— Client{s) - Search Results

Add New Client

0 items

I Local Client ID | PEMS Client Unique Key | Date of Birth{mm/dd/yy¥y) |Current Gender

Mo records found.

CHOOSE CLIENT

Type the client’s first name, last name or unique key into the fields.
4. Click SEARCH.

The Client Search Results display at the bottom of the screen. If your client displays in the search results, click
the radio button next to your client’'s name and click CHOOSE CLIENT. Proceed to step 19.

6. If your client does not display in the search results, click Add New Client.
The Add New Client screen displays.
7. In Date Collected, type the date the worker collected the information from the client.

8. Inthe Local Client ID field, either type a unique local client ID (alphanumeric) or click the checkbox to Check to
use PEMS Client Unique Key.

9. Fillin the appropriate information for the Last Name, First Name, Middle Initial, Nick Name, Aliases, Birth Date —
Month, and Birth Date — day fields.

10. Inthe Birth Date — Year field, type the year the client was born.

11. Click the Ethnicity drop-down list and select the appropriate option for the client.

12. Click ADD/EDIT ETHNICITY EXPANDED to select additional information for ethnicity, if appropriate.
13. Check the appropriate boxes for Race.

14. Click ADD/EDIT RACE EXPANDED to select additional information for race, if appropriate.

15. Click the State/Territory of Residence drop-down list and select the state in which the client lives.
16. Click the Assigned Sex at Birth drop-down list and select the sex the client was assigned at birth.
17. Click the Current Gender drop-down list and select current gender for the client.

18. Fill the in appropriate information for Physical Description, Relationship Status, Level of Education, Primary
Occupation, Employer and Notes.

19. Click SAVE AND FINISH.
The View Demographic Details screen displays with the message The Client has been added.

20. Click Interventions on the module menu bar.
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The Maintain Intervention Sessions screen displays with the client record at the top of the screen.

Maintain Intervention Sessions

* No Recent Intervention Sessions found for the Client.

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
290

Doe John 19324 --f--/1989 Wiew Demographic Details

— Search Sessions

To performn a Search, enter sll of the following:

Year: R4
Program Name: L
Program Model Name: "
Intervention Name: w

AMDFOR enter at least one of the following:

Session Date Range: v

(yyyyd to Cryyyd

Form ID:

Test ID:

SEARCH

Intervention Session{s)

IAdd Mew Session

21. Click Add New Session.

The Add Intervention Session screen displays.

Add Intervention Session

Last Name Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
B 290

Do John 19324 --f--f1939 View Dermographic Details

Search Session Templata: SEARCH

Session Template: v
Year: ¥ A
Program Mame: | ¥
Program Model Name: % | v
Intervention Name: % | v
Session Date: g H (rarndddfvpe)

Session Number: g

Form ID:

Check to enter information for the following:

Recruitment Details:

Behavior Details:

O
Risk Profiles: [
O
O

Local ¥ariables:

SAVE AND CONTINUE | CANCEL

22. Click the Year drop-down list and select the year for the program.

23. Click the Program Name drop-down list and select the name of the CTR program.
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24. Click the Program Model Name drop-down list and select the name of the CTR program model.

25. Click the Intervention Name drop-down list and select name of the CTR intervention.
26. Click the Session Date field and type the date the session was delivered.

27. In the Session Number field, type the number for the session.

28. Click SAVE AND CONTINUE.

The Add Session Details screen displays with the Client Header Information and Intervention Name.

Add Session Details

* The Session has been saved.

Local Client ID | PEMS Client Unigue ID | Date of Birth Change Client
Doe John 19324 290 --f--f/1989 Migw Demographic Details
Intervention Name

CTR 2006 1 11/14/2006

Mote: You rnust save your data prior to navigating away from this screen.  If you navigate away from this screen without saving, any
and all entered data will be lost,

— Worker(s)

Sortby: @& Last Mame O PEMS worker ID O Local Worker ID

Select Warker(s] Select Worker(s)
to add and click ADD TC LIST. to rernove and click REMOWE.
“rou may chooze all that apply, Wou may choose all that apply,
Doe. Joe-5263 - 4653
Sikverstein, Sue - 7435 - 132
Smith . Yincent- 7434 - 6435
Smith . Tam - 7436 - 57
. ADD TO LIST
Tarres ., Laura- 7435 - 3452
Williams , Joe - 7437 - 3248 REMOVE
[Last Mame,First Mame - PEMS Waorker ID - Local Warker ID) [Last Marne,First Marme - PEMS Warker ID - Local Waorker ID)

29. Click each worker that delivered the CTR services to a client.

30. Click ADD TO LIST.

31. Enter the appropriate information for Site, Duration of Session and Unit of Delivery.

32. Select Activities for Included in Program Plan that were delivered during the session (including HIV Testing).
33. Click ADD TO LIST.

34. Select any Activities for Not Included in Program Plan that were delivered during the session (if applicable).
35. Click ADD TO LIST.

36. Click SAVE AND FINISH.

Activities are specific components of an intervention in which the client participated or received during a
particular session. Activities are entered in PEMS when entering session data. Once activities are selected,
they display on the Maintain Existing Session screen. Some activities (e.g. HIV Testing, Referral, Elicit

Partners, and Notification of Exposure) require additional information be added to each activity. If this
information is not added, the data entry for the session is considered “Incomplete” and the session will display on
the home page of PEMS for that user until the details are entered.

The Maintain Existing Session screen displays.

37. Scroll to Activity(s) section of the screen.
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— Activity(s)

Add Mew Activity

HIW Test Activity Delete HIY Test Activity

Add Mew Test

Mo HIW Test Activity(s) found

38. Under the HIV Test Activity section, click Add New Test.
The Add HIV Test Details screen displays.

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client

Cioe lohn 19324 290 --f--1989 Wiew Demoqraphic Details

Intervention Name
1

CTR 2006 11/14/2006

— Initial Test Data

Test ID Mumber:
Test Sequence Mumber:
Test Technology:

HIW Test Election: v

* X X

Sample Collection Date: H (rarnd ddf yyyy]

Confirmatory Test: O yes O Mo

Type of Specimen: *® v

— Provision of HIV Test Results

HIV Test Result: * v

Frovision of Fesult: ® O ves O Mo

Frovision of Result Date: * H [rarnd ddf yyyyl
Reason Results Mot Provided: v
Other, Specify:

If rapid reactive, did client provide w
confirmatory sample:

39. In the Test Sequence Number field, type the sequence number of this test for this client.
40. Click the Test Technology drop-down list and select Conventional, Rapid, or Other.

41. Click the HIV Test Election drop-down list and select the appropriate value: Tested Anonymously, Tested
Confidentially, or Refused Testing.

42. Inthe Sample Collection Date (MM/DD/YYYY) field, type the date the test sample was taken.

43. In the Confirmatory Test field, select the Yes or No radio button to indicate whether or not this was a
confirmatory test.

44. Click the Type of Specimen drop-down list and select Blood-finger stick, Blood-venipuncture, Blood-spot,
Oral mucosal transudate, or urine.
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Once the test results are available, they are entered in the Provision of HIV Test Results section of the screen.

45. Click the HIV Test Result drop-down list and select Positive/Reactive, NAT-Positive, Negative,
Indeterminate, Invalid, or No result.

46. Click SAVE AND FINISH.
The Maintain Existing Session screen displays.

47. Click BACK TO MAINTAIN.

NOTE: HIV tests conducted at any site within an agency should ONLY be entered in the HIV Test Activity section
within a CTR intervention and NOT under the HIV Status Sub Module, which is intended to capture confirmed

HIV status with documentation from outside the agency.
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Session Templates Sub Module

Session Templates allow for the creation of a template with the core elements of the session stored on the template.
Once created, the user can search for clients and individually apply the template, modify and save. Session
templates can only be created for Client Level Interventions. Session templates can be helpful when multiple clients
attend the same intervention session. The session template can be used to avoid entering each piece of information
separately for each client who attended. Session templates are also helpful in ensuring data integrity when they are
created during the planning stages of program creation. Because the template contains the core components of the
intervention session, there is little room for data entry error.

NOTE: Session templates cannot be created for aggregate level service delivery, only client level service delivery.
Also, it is ideal to create session templates during the planning process and not during service delivery to prevent too
many templates from being entered (requiring a search through multiple templates). Keep in mind that interventions
with an associated session template cannot be deleted until each session template is deleted.

In the Session Templates Sub Module you can:

= Create Session Templates
=  Modify Existing Session Templates
= Delete Session Templates

PEMS will prevent the creation of duplicate session templates (with the same name and data). Only one session

template per session for each intervention can be created. For example, SISTA is an HERR intervention that
typically contains five sessions. A session template can be created for each of the 5 sessions within SISTA.

PEMS Core Roles Required
The following core roles have access to the Session Templates Sub Module:

=  Client Service Role
= Client HERR Role
= PCRS Role

= CRCS Role

= CTR Role

Create a New Session Template

Session templates can be created to expedite data entry. Session templates should be created when program plans
are added annually.

Step > Action
1. Click Client Level Services on the module menu bar.

2. Click Session Templates on the sub module menu bar.

The Maintain Session Templates screen displays. You should first search to make sure your session template does
not exist.
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Maintain Session Templates

r Search Session Template

To performn a Search, enter all of the following:

Year: ¥
Program Name: L3
Program Model Name: w
Intervention Name: “

AND/OR enter at least one of the following:

Session Template Name:

SEARCH

r Session Template{s)

Add Hew Session Ternplate

3. Click Add New Session Template.

The Add Session Template screen displays.

Add Session Template

Session Template Name:
Year:
Program Name:

Program Model Mame:

* %K X X ¥
$

Intervention Mame:

Session Number:

Duration of Session: [In Minutes)

Check to enter infarrmation for the following:

Recruitment Details: 1
Risk Profiles: L.}
Behavior Details: [ ]

L]

Local Yariables:

SAVE AND CONTINUE CANMNCEL

4. Inthe Session Template Name field, type a unique name for the session template.

Session templates should be named using the intervention name and the session nhumber. For example:
SAFETY COUNTS2.

Consider assigning one person in your agency to create session templates so your agency doesn’t have too
many templates to manage.

5. Click the Year drop-down list and select the year of the program model for which the session template is to be
created.
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Click the Program Name drop-down list and select the name of the program.

Click the Program Model Name drop-down list and select the name of the program model.

Click the Interventions drop-down list and select the name of the intervention.

© © N o

In the Session number field, type the number of the session.
10. Inthe Duration of Session field, type the planned duration of the session.

11. If you intend to enter Recruitment Details, Risk Profile, Behavior Details or Local variables as a part of this
session, click the appropriate checkboxes. This will automatically supply those screens when the template is
applied to a client record.

12. Click SAVE AND CONTINUE.

The Add Session Template Details screen displays.

Add Session Template Details

» Session template has been added.

Intervention Name Session Template Name Cycle Number

CTR 2006 CTR1 45

— Worker{s)

Sortby: & Last Mame O PEMS Worker 1D O Local Worker ID

Select Warker(s) Select Worker(s)
to add and click ADD TO LIST, to rermove and click REMOWE,
vou rmay choose all that apply. rou may chooze all that apply,
Doe, Joe-5283 - 4653
Sikverstein, Sue-7435-132
Smith, Vincent- 7434 - 6435
Smith, Tom - 7436 - 657 FADD 70 L1sT |
: ADD TO LIST
Torres, Laura - 7435 - 3452
Williams . Joe - 7437 - 3246 REMOVE
[Last Marne,First Marme - PEMS Warker ID - Local Warker ID) (Last Marne,First Marne - PEMS Warker ID - Local Warker ID)
Site: w | Search for Site Hame: SEARCH
Linit of Neli ¥3

13. Under the Worker(s) section, click each worker that is planned to deliver the session.

14. Click ADD TO LIST.

15. Enter the appropriate planned information for Site, Duration of Session and Unit of Delivery.

16. For Activity(s) Included in Program Plan, select each activity that was delivered during the session.
17. Click ADD TO LIST.

18. For Activity(s) Not Included in Program Plan, select any activity delivered during the session but was not
included in the program plan (if applicable).

19. Click ADD TO LIST.
20. Click SAVE AND FINISH.

The Maintain Session Templates screen displays with the message that the template has been added. The session
template displays in the Session Template(s) section of the screen and can now be applied to a client record.
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* Session template has been added.

r Search Session Template

To perfarmn a Search, enter all of the follawing:

Year: v
Program Mame: L
Program Model Name: w
Intervention Name: v

AMD/OR enter at least one of the following:

Session Template Name:

—
- Session Template(s)

Add Mew Session Ternplate

1 through 10 of 10 items

Session Template Program Name Program Model Intervention Session Session Template
Name Name Name Number Details
Edit De

Counseling and
CTR1 CTR 2006 CTR 2006 45
Testing 2006

Apply a Session Template to a Client

Session templates can be applied to client records individually to expedite data entry. Session templates contain the
core components of a session. Once applied, the session template can be modified as needed and saved
Step > Action

1. Click Client Level Services on the module menu bar.

The Select Client screen displays.

— Search Client{s)

Mote: To perfarm a Wildcard Search an either the First or Last namea,
enter up to four characters and select the wildcard Search radio button

To perform a Search, enter at laast one of the following

Last Mame:

@ Exact Search O wildcard Search
First Name: @ Exact Search O wildeard Search
Local Client ID:

PEMS Client Unique ID:

Show Advanced Search Options

SEARCH

— Client(s) - Search Results

Add Mew Client

Oitems

[[Last Name | First Name [Local Client ID | PEMS Client Unique Key | Date of Birth(mm/ddfyyyy) | Current Gender

Mo records found.

CHOOSE CLIENT

2. Search for the client record for which you want to apply the session template.
3. Click the radio button next to the client’'s name.
4. Click CHOOSE CLIENT.
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The Maintain Intervention Sessions screen displays.

Maintain Intervention Sessions

+ No Recent Intervention Sessions found for the Client.

Local Client ID | PEMS Client Unique ID | Date of Birth
200

N
Doe John 19324

--/--/1989 View Demographic Details

Change Client

— Search Sessions

To perform a Search, anter all of the following:

Year: ¥
Program Name: v
Program Model Mame: ~
Intervention Name: v

AMDFOR enter at least one of the following:

Session Date Range: - -

(yyyy) to Coyyy)

Form ID:

Test ID:

SEARCH

— Intervention Session{s)

Add Mew Session

5. Click Add New Session.

The Add Intervention Session screen displays.

Add Intervention Session

Local Client ID | PEMS Client Unique ID | Date of Birth

Doe John 19324 290 --f--/1989

Change Client
Wiew Demographic Details

Search Session Template: SEARCH

Session Template: tpowermentl( 2006, Mpowerment]  |v
Year: x| 2006
Program Name: x | bMpowerment 2006 v
Program Model Name: %  Mpowsrment 2006 -
Intervention Name: % | Mpowerment

Session Date: 4 H (rnrnd ddfgywg )
Cycle Number:
Session Number: 4 |3
Form ID:

Check to enter informmation for the following:

Recruitment Details: [ ]
Risk Profiles: [
Behavior Details: []

Local ¥ariables: []

SAVE AND CONTINUE | CANCEL
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6. Click the Session Template drop-down list and select the name of the session template.

The screen will refresh and the data will populate with the Year, Program Name, Program Model Name, and
Intervention Name.

7. Inthe Session Date field, type the date the session was delivered.

8. Inthe Cycle field, type the cycle in which the intervention session was delivered. A cycle is considered the “full
dose of the intervention,” or a complete delivery of intervention sessions and activities to its intended audience.

Cycle will only display for those intervention sessions that had a discrete number of cycles entered in Program

Information. Cycle is not relevant for “ongoing” interventions with unknown session numbers.

9. Modify any remaining data.

10. Click SAVE AND CONTINUE.

The Add Session Details screen displays with the data from the session templates populating the fields.
11. Review and modify the fields as needed.

12. Click SAVE AND FINISH.

The Maintain Existing Session screen will display with the message the session has been saved.
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Referrals Sub Module

A referral is a process by which immediate client needs for prevention, care, and supportive services are assessed
and prioritized, and clients are provided with information and assistance in identifying and accessing specific
services. Referrals can also be tracked to determine if the client accessed services. Referrals are made within
intervention sessions as a part of activities and services delivered. Referrals are entered in PEMS as a part of the
intervention session by selecting referrals as one of the activities that was delivered during the intervention session.

Referrals are activities delivered in a session and are entered in PEMS through the Interventions sub module.
Referrals can be tracked in PEMS by a unique referral code to determine whether the client accessed services.
In the referrals sub module you can:

= Update the outcomes of referrals for clients added as a part of interventions
Search for all referrals made for a client
= Review all referrals made for a client

There are two types of referral codes that can be used to track referrals for an agency: a PEMS generated referral
code, or a locally generated referral code. PEMS generated referral codes can be created through the Reports
Module > Referral and Recruitment Sub Module > Referral Label Report. PEMS will only accept one referral
code per referral. PEMS referral codes are entered in the PEMS Referral Code field and locally generated referral
codes are entered in the Local Referral Code field. Local referral codes may be up to 12 characters and may
contain dashes (-) and underscores (_). Keep in mind that client-identifying information should never be used to
create locally generated codes. In summary, either the PEMS generated referral code or the local referral code can
be used, but not both. PEMS will verify that the PEMS generated or locally generated referral code entered is
unique.

PEMS Core Roles Required
The following core roles have access to the referrals services module:

=  Client Service Role
= Client HERR Role
= PCRS Role

= CRCS Role

= CTR Role

Add a Referral for a Client

Referrals are activities that are a part of sessions delivered for clients. Therefore, referrals can only be made as a
part of an intervention. Referrals are captured within session details for clients through the Interventions Sub
Module.

Step > Action
1. Click Client Level Services on the module menu bar.
2. Click Interventions on the sub module menu bar.

The Select Client screen displays. Search for the client record to which you want to add intervention session
information. The search results display at the bottom of the screen.

3. Click the radio button next to the name of the client.
4. Click CHOOSE CLIENT.

The Maintain Intervention Sessions screen displays.
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5. Click Add New Session under the Intervention Session(s) section of the screen.

The Add Intervention Session screen displays.

Add Intervention Session

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
Doe John 19324 z80 --/--/1989 Miew Demographic Details
Search Session Ternplate: SEARCH
Session Template: -
Year: % A
Program Name: |
Program Model Name: % | v
Intervention Name: s |
Session Date: 4 j (ramndddfyyyy)

Session Number: g
Form ID:

Check to enter infarmation for the following:
Recruitment Details: [ ]

Risk Profiles: [

Behavior Details: [

Local ¥Yariables: [ |

SAVE AND CONTINUE | CANCEL

Click the Year drop-down list and select the year of the program.
Click the Program Name drop-down list and select the name of the program.

Click the Program Model Name drop-down list and select the name of the program model.

© © N o

Click the Intervention name drop-down list and select the name of the intervention from which the client
received services.

10. Inthe Session Date (MM/DD/YYYY) field, type the date of the session the client received services.

11. If you want to add recruitment details, risk profile, behavior details or local variables, check those boxes. This will
automatically direct you to those screens before you enter session data. You will have the option to enter this
information after the session data have been entered, from the Maintain Intervention Details screen.

12. Click SAVE AND CONTINUE.

The Add Session Details screen displays.

PEMS User Manual Version 1 Page 161 of 339 06/01/2007



____/élulrti'l ; ]']umdn Services

Add Session Details

* The Session has been saved.

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
Doe John 19324 290 --f--/1989 Miew Dernographic Details
Intervention Name [___Session Number | __SessionDate___| _FormID ]

CTR 2006 1 11/14/2006

Mote: You rmust save your data prior to navigating away from this screen.  If you navigate away from thizs screen without zaving, any
and all entered data will be lost,

— Worker{s)

Sortby: & Last Mame O PEMS worker ID O Local worker ID

Seleck Warker(s) Select Waorker(s)
to add and click ADD TC LIST, to rermove and click REMOWVE,
“fou may choose all that apply. “fou may choose all that apply.
Doe. Joe- 5283 - 4653
Silverstein, Sue- 7438 -132
Smith, Vincent- 7434 - 6435
Smith, Tarm - 7436 - 57
: ADD TO LIST
Tarres . Laura - 7435 - 3452
Williams , Joe - 7437 - 3246 "REMOVE
[Last Mame,First Name - PEMS Worker ID - Local Warker ID) (Last Mame,First Mame - PEMS Warker ID - Local Waorker ID)

13. Click each worker that delivered services during the session.

14. Click ADD TO LIST.

15. Click the Site drop down list and select the site where the session was delivered.

16. For Delivery Methods Included in Program Plan, select each of the delivery methods used during the session.
17. Click ADD TO LIST.

18. For Delivery Methods Not Included in Program Plan, select each of the delivery methods delivered during the
session that were not included in the program plan.

19. Click ADD TO LIST.
20. For Activity(s) Included in Program Plan, click Referral (and any other applicable activities).
21. Click ADD TO LIST.

22. For Activity(s) Not Included in Program Plan, select any activities that were delivered during the session, but
were not included in the program plan.

23. Click ADD TO LIST.
24. Click SAVE AND FINISH.
The Maintain Existing Session screen displays.

25. Scroll to the Activity(s) section of the screen.

— Activity(s)

Add Mew Activity

eferrals Activity Delete Referral Activity

Add Mew Referral

PEMS.ReferraI Local.ReferraI Referral Service Type Referral Details
Code Code

Mo Referral Activity({s) found

26. Under Referrals Activity, click Add New Referral.
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The Add Referral screen displays with the referral date already included (from the date of the session).

27.

28.
29.

30.
31.

32.
33.

Add Referral

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
Coe John 19324 290 --#--f1989 Miew Dernographic Details
CTR z0d6 11,-"14,-"2006
Mote: ‘fou must save your data prior to navigating away from this screen,  If you nawvigate away from this screen without saving,

any and all entered data will be lost

— Referral Initiation

Referral Date:  11/14/2006

PEMS Referral Code:

Local Referral Code:

Referral Service Type: * w
Internal Agency Site Name(s)
Select Internal Agency Site(s) Select Internal Agency Sitels)
ta add and click ADD TO LIST, ta rermove and click REMOWE,
Choose all that apply. Choose all that apply.

30035 -
Eth and Main ADD TO LIST
Blood Bank
TR Sita REMOVE

In the Referral Initiation section of the screen you can either:

a. Enter a PEMS generated referral code (generated from the Reports Module > Referral and Recruitment Sub
Module > Referral Labels Report) in the PEMS Referral Code field.

Or

b. Enter a unique, locally generated referral code in the Local Referral Code field.

Click the Referral Service Type drop-down list and select the type of service to which the client was referred.

If the client is being referred internally to a site within your agency, select the names of the site(s) they are being
referred to under the Internal Agency Site Name(s) section.

Click ADD TO LIST.

If the client is being referred externally to a network agency, select the names of the network agency(s) they are
being referred to under the Network Agency Site Name(s) section.

Click ADD TO LIST.

Click the Referral Follow-up drop-down list and select from None, Active, Passive-agency verification, or
Passive-client verification to indicate how you plan to follow up on the outcome of the referral.

The Referral Outcome drop-down list in the Referral Follow Up section of the screen automatically defaults to
Pending. This referral will remain in the Pending state for 60 days. At the end of 60 days, if no changes are
made to the Referral Outcome drop-down list, the status of the referral will automatically default to Lost to

Follow-up. Agencies can go in at any time and change the status of a referral, even after 60 days. The
Referrals Made report can be used to identify the status of each referral.

34.

Click SAVE AND FINISH.
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Add a Referral Follow-up for a Client

Referral follow-up should be used to track the outcomes of referrals for each agency. Outcomes of referrals are
tracked and entered on the same screen the initial referral was made for each client. Users can also search for
referrals from the sub module menu bar for each client and update referral outcomes there.

Step > Action
1. Click Client Level Services on the module menu bar.
2. Click Interventions on the sub module menu bar.

The Select Client screen displays. Search for the client record to which you want to add intervention session
information. The search results display at the bottom of the screen.

3. Click the radio button next to the name of your client.
4. Click CHOOSE CLIENT.
The Maintain Intervention Sessions screen displays.

5. Click Referrals on the sub module menu bar.

The Maintain Client Referrals screen displays with 10 most recent referrals displaying at the bottom of the screen.

Maintain Client Referrals

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client

Doe John 19324 z90 --f--£1989 Wigw Dernographic Details

— Search Referrals

To performn a search, enter at least one of the following:

PEMS Referral Code:

Local Referral Code:

Form ID:
Metwork Agency Name: R
Referral Date Range: v Cyyyyl to v Cyyyy)
Service Type: R
Referral Outcome: -

Show Advanced Search Options

SEARCH
— Referral(s)
1 item
PEMS Referral | Local Referral Intervention Referral
HIYW medical .
23423 CTR 2006 11/14/2006 View Edit Dele
care/fevaluationftreatment

6. If the referral you want to update does not display, search by PEMS Referral Code, Local Referral Code, Form
ID, Network Agency Name, Referral Date Range, Service Type, or Referral Outcome.

7. Under Referral Details in the Referral(s) section, click Edit for the referral to which you want to add follow up
information.
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The Edit Referral Details screen displays.

10.

11.

12.
13.
14.
15.

— Referral Follow-Up

Referral Dutcome: Fending -
Confirmed Internal Agency Site Name: -
Confirmed Network Agency Name: w
Confirmed Metwork Agency DUNS:

Confirmed Network Agency EIN:

Referral Close Date: j Crarnd ddfyyyy)
Reason{s) Referral Not Accessed
Select Reason(s) Referral Mot Accessed Select Reason(s) Referral Mot Accessed
ta add and click ADD TO LIST, to rernove and dick REMOVE,
Choose all that apply, Choose all that apply,
Mo Reasonfjust didn't try s

Matime/too busy/put it off

Did not like agency referred to

Agency hours not good

Mewer filled out forms et

If Other, Specify:

Other Referral Facilitation Activity({s)

Select Other Refarral Facilitation Adctivity(s] Select Other Refarral Facilitation Activity(s]
ta add and click ADD TO LIST, to rernove and dick REMOVE,
Choose all that apply, Choose all that apply,
Made an appointrment for client s

Satwiclient while telephoned agency

Prowvided general referral agency info.

Provided referral slip

Frovided referral to specific agencyperson %

Scroll down to the Referral Follow-Up section of the screen.

Click the Referral Outcome drop-down list and select from Pending, Confirmed-Accessed service,
Confirmed-Did not access service, Lost to follow-up, or No follow-up.

If the client accessed service at an internal site within your agency, click the Confirmed Internal Agency Site

Name drop-down list and select the name of the internal site the client accessed services.

If the client accessed service at a network agency, click the Confirmed Network Agency Name drop
and select the name of the network agency where the client accessed service. The screen will refresh

-down list

and the

Confirmed Network Agency DUNS and Confirmed Network Agency EIN will automatically populate.

In the Referral Close Date (MM/DD/YYYY) field, type the date the referral was confirmed or lost to follow-up.

If they client did not access services, click each of the reasons the referral was not accessed.
Click ADD TO LIST.
Click SAVE AND FINISH.

The Referrals Made Report can be generated monthly to determine how many referrals are in need of follow up.
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HIV Status Sub Module

The HIV Status Sub Module is used to capture Confirmed HIV Status, as evidenced by lab results, prescriptions, or
other documentation, from clients who have been tested by another agency. Confirmed HIV Status is often captured
during intake for an intervention and can be entered under the HIV Status Sub Module. This sub module will also
allow you to view all HIV Test activities that have been conducted by your agency as a part of interventions. This sub
module should not be used to enter HIV tests conducted by your agency. Each HIV test activity conducted by your
agency should be entered as an activity within a CTR intervention in the Intervention Sub Module of Client Level
Services.

PEMS Core Roles required
The following core roles have access to the HIV Status Sub Module:

=  Client Service Role
=  Client HERR Role

= PCRS Role
= CRCS Role
= CTR Role

Add Confirmed HIV Status

You can add Confirmed HIV Status for clients outside of an intervention. Confirmed status could be a result of the
client testing at another agency or at another site within your agency. Confirmed HIV Status should not be confused
with HIV Test Activity. HIV Test Activity is the actual act of providing a client with an HIV Test and results. All HIV
Test Activities should be entered under Counseling, Testing and Referral programs in your agency. Confirmed HIV
Status is used only when the client was given an HIV test and results by someone else. Confirmed HIV Status could
be entered for a new client who presents Confirmed HIV Status documentation from another agency. Additionally,
HIV status could be entered for a client referred for services within an agency and the agency provides the Confirmed
HIV Status documentation.

Step > Action
1. Click Client Level Services on the module menu bar.
2. Click HIV Status on the sub module menu bar.

The Select Client screen displays.

— Search Client{s)

Mote: To perform a Wildcard Search on either the First or Last nare,
enter up to four characters and select the Wildcard Search radio button,

To perforrn 2 Search, enter at least one of the following:
Last Name: @& Exact Search O wildcard Search
First Name: @& Exact Search O wildcard Search
Local Client ID:

PEMS Client Unique ID:

Show Advanced Search Options

SEARCH

— Glient{s) - Search Results

Add New Client

0 tems

I Local Client ID | PEMS Client Unique Key | Date of Birth{imm/dd/yyyy) |Current Gender

Mo records found,

CHOOSE CLIENT
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3. Search by Last Name, First Name, Local Client ID, or PEMS Client Unique ID for the client record to which
you want to add HIV Status information.

The search results display at the bottom of the Select Client screen under the Client(s) - Search Results section.
4. Click the radio button next to the client you want to select.
5. Click CHOOSE CLIENT.

The Maintain Confirmed HIV Status screen displays.

Maintain Confirmed HIY Status

¢« No Confirmed HIY¥ Status records were found.

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
Doe Jahn 19324 290 --f--f1989 Wiew Dermographic Details

— Search Confirmed HIVY Status

Date Collected: v (yyyy) to ~ Cyyey)

— Confirmed HIY Status{s)

&dd Confirmed HIW Status

0 items

Date Collected m Confirmed HIY Status Details

Mo records found.

6. Click Add Confirmed HIV Status under the Confirmed HIV Status(s) section.
The Add Confirmed HIV Status screen displays.

Add Confirmed HIV Status

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
Doe Jahn 19324 290 --f--f1989 Miew Demographic Details

— Current Confirmed HIV Status

Source: Cther

Date Collected: 3 Crnrnd ddd yywy)

Confirmed HIY Test Result:
HIY Test Date: j Crarnd ddfyyywy)

Confirmed Documentation Source: v

* % % X *

Confirmation Date: E (rarnd ddfyywy)

Notes:

SAVE AND FINISH | CANCEL

7. Inthe Date Collected field, type the date that the information was collected from the client.

8. Click the Confirmed HIV Test Result drop-down list and select Positive/Reactive, NAT-Positive, Negative,
Indeterminate, Invalid, or No result.
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9. Inthe HIV Test Date field, type the date the HIV test date was administered.

10. Click the Confirmed Documentation Source drop-down list and select from Within Agency, External Test
Result — Agency Provided, or External Test Result — Client Provided.

11. In the Confirmation Date field, type the date that the confirmed test results were received.

12. Click SAVE AND FINISH.
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Locating Info Sub Module

When a client is added into PEMS the first time, the user has the opportunity to enter locating information for the
client as a part of the Demographics screen. Once the client has been added, the only way to add or update locating
information for a client is through the Locating Information Sub Module. This sub module will keep a historical
record of all locating information for a client.

PEMS Core Roles Required

The following core roles have access to the Locating Info Sub Module:

Client Service Role
Client HERR Role
PCRS Role

CRCS Role

CTR Role

Add Locating Information for a Client

Locating information can be added or updated with address or contact information for a client. This information is
used by workers when they need to contact a client.

Step > Action

1. Click Client Level Services on the module menu bar.

2. Click Locating Info on the sub module menu bar.

The Select Client screen displays.

Select Client

—Search Client({s)

Mote: To perforrn a Wildcard Search on either the First or Last name.,
enter up to four characters and select the Wildcard Search radio button,

To performn a Search, enter at least one of the following:

Last Name: |5 7 Exact Search © wildeard Search

First Name: I @ Exact Search 0 wildsard Search

Local client ID: I
PEMS Client Unigque ID: I

Show Advanced Search Options

SEARCH

— Client{s) - Search Results

Add New Client

1 through 2 of 2 items

| [Last Name |First Name | Local Client ID PEMS Client Unique ID |Date of Birth | Current Gender [Site |

0 srnith Jo 117-2-62-241-207-180-156-69 &1 --f--/1978 Male Wiew
*  Srnith Mister 211-126-252-4-5-152-237-192 67 --f--/1966 Male Migw
CHOOSE CLIENT

3. Search by Last Name, First Name, Local Client ID, or PEMS Unique Client ID for the client record to which
you want to add locating information.

The search results display at the bottom of the Select Client screen under the Client(s) - Search Results section.

4. Click the radio button next to the client you want to select.
5. Click CHOOSE CLIENT.
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The Maintain Client Locating Information screen displays.

Maintain Client Locating Information

» Mo client locating information found.

Local Client ID | PEMS Client Unigue ID | Date of Birth Change Client
Doe John 19324 290 --/--/1989 Miew Demographic Details

Existing Locating Information

Add Mew Client Locating Information

Date Collected Address Type mmm Locating Details

No records found,

TOP of PAGE

6. Under the Existing Locating Information section, click Add New Client Locating Information.

The Add Client Locating Information screen displays.

Add Client Locating Information

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
Doe John 19324 290 --/--/1989 View Dermographic Details
Date Collected: % H (rormy ddifyypyd
Address Type: w

Street Address 1:
Street Address 2:
State: o4
County: v
City:
Zip Code: (HBHEBSEY)
Phone Number {(Day): (HEHBREBRI)
Phone Number (Evening}: (HHBBBEES)

Notes:

7. Inthe Date Collected field, type the date (MM/DD/YYYY) the locating information was collected from the client.

8. Click the Address Type drop-down list and select from House/Home, Apartment/Dorm, Business/Office,
Postal address/Mailing, Nursing Home, Correctional facility/Jail, Migrant camp, or Other.

9. Inthe Street Address 1 and Street Address 2 fields, type the address the client provided.

10. Click the State drop-down list and select the state in which the client resides.

The screen will refresh and the County drop-down list will populate.

11. Click the County drop-down list and select the county in which the client resides.

12. In the City field, type the name of the city in which the client resides.

13. Inthe Zip Code field, type the zip code in which the client resides.

14. Inthe Phone Number (Day) and Phone Number (Evening) fields, type the phone numbers the client provided.
15. Click SAVE AND FINISH.
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Attempts to Locate Sub Module

The Attempts to Locate Sub Module allows the user to view all “Attempts to Locate” information. The user can:

=  Add a new attempt to locate
= Choose to edit or delete an existing attempt to locate
=  View the case detail information for the current client

Add Attempts to Locate

Each attempt to locate a client can be tracked in PEMS. The Attempts to Locate Sub Module can be used to track
clients who did not receive their HIV Test results or clients who did not show up for an intervention.

The Attempts to Locate Sub Module should not be used to capture attempts to locate clients or partners

for PCRS. Those attempts to locate are embedded in the data entry process for PCRS in PEMS.

PEMS Core Roles required
The following core roles have access to the Attempts to Locate Sub Module:

=  Client Service Role
=  Client HERR Role

=  PCRS Role
= CRCS Role
= CTRRole

Step > Action
1. Click Client Level Services on the module menu bar.
2. Click Attempts to Locate on the sub module menu bar.

The Select Client screen displays.

— Search Client{s)

Mote: To perform a Wildcard Search on either the First or Last name,
enter up to four characters and select the Wildcard Search radic button,

To perfarm a Search, enter at least one of the following:
Last Name: *) Exact Search O wildcard Search
First Name: *) Exact Search O wildcard Search
Local Client ID:

PEMS Client Unique ID:

Show Advanced Search Options

— Client{s) - Search Results

Add New Client

0 items

I Local Client ID | PEMS Client Unique Key | Date of Birth(mm/fdd/yyyy) |Current Gender m

Mo records found.

CHOOSE CLIENT
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3.

Search by Last Name, First Name, Local Client ID, or PEMS Client Unique ID for the client record to which

you want to add an attempt to locate.

The search results display at the bottom of the Select Client screen under the Client(s) Search Results section.

4.
5.
6.

7.

Click the radio button next to the client you want to select.
Click CHOOSE CLIENT.

The Maintain Attempts to Locate screen displays.

Maintain Attempts to Locate

* No Attempts to Locate found.

Local Client ID | PEMS Client Unique ID | Date of Birth

Dioe John 19324 290 --/--/1989

View Demographic Details

Change Client

— Attempt(s) to Locate

Add Mew dtternpt to Locate

0 items

Mo records found.

Attempt Date Attempt Outcome Intervention Name Attempt Details

£ OACE

Click Add New Attempt to Locate.

The Add New Attempt to Locate screen displays.

8.

Add New Attempt to Locate

Local Client 1D | PEMS Client Unique ID | Date of Birth

Change Client

Attempt Date: 3 H (rmddddyyyy)
Worker ID: v
Locate Method: v
If Other, Specify:
Attempt Dutcome: w
Reason for Unsuccessful Attempt: -

If Other, Specify:

Motes:

Coe John 19324 290 --f--1989 Wiew Demographic Details
Year: % ~
Program Mame: |
Program Model Name: |
Intervention Mame: |

Click the Year drop-down list and select the year of the program for which you are attempting to locate the client.
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10.

11.

12.
13.
14.
15.
16.

17.

Click the Program Name drop-down list and select the name of the program for which you are attempting to
locate the client.

Click the Program Model Name drop-down list and select the name of the program model for which you are
attempting to locate the client.

Click the Intervention Name drop-down list and select the name of the intervention for which you are attempting
to locate the client.

In the Attempt Date field, type the date (MM/DD/YYYY) that you attempted to locate the client.

Click the Worker 1D drop-down list and select the name of the worker who attempted to locate the client.
Click the Locate Method drop-down list and select the method used to attempt to locate the client.
Click the Attempt Outcome drop-down list and select whether or not the client was located.

If the client was not located, click the Reason for Unsuccessful Attempt drop-down list and select the reason
why the attempt to locate the client was unsuccessful.

Click SAVE AND FINISH.
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PCRS Case Sub Module

PCRS Case Sub Module is where all information about PCRS cases are entered in PEMS. PCRS Case data can be
entered both when an agency is working with an index client to elicit partners and when an agency is only working

with the partners.
The following core roles have access to the PCRS Case Sub Module:

=  Client Service Role
= PCRS Role

The following flow chart outlines the steps for entering PCRS data in PEMS when the index client is known.

PCRS — When the Index Client is known

1s h If 2a. Select client,
: gﬁm t Of | client » Click PCRS case |
1en exists and Open Case. o
: 3. Complete | e C ¢ d
If client does »  Attemptsto | »| nterventions and|
not exist Locate. el PORS
‘ intervention.
\ 4
2b. Add new client, 2¢. Click PCRS
complete
X » Case and Open
demographics, and
L Case.
locating info.
5. Elicit Partners 6. Click PCRS 7. Add Partner 8. Click SAVE AND
andenter | | Caseandadd | | Session Details | | FINISH. This record
partner Attempts to and Notification has been added to
information. Locate partner. of Exposure. the PCRS case.
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Open a PCRS Case, Add a PCRS Intervention and Elicit Partners When the
Index Client is Known

Step > Action

1. Click Client Level Services on the module menu bar.
2. Click PCRS Case on the sub module menu bar.

The Select Client screen displays.

— Search Client({s)

Mote: To performn a Wildcard Search on either the First or Last narme,
enter up to four charackers and select the Wildcard Search radic button.

To perform a Search, enter at least one of the following:
Last Name: @ Exact Search O wildcard Search

First Name: & Exact Search O wildcard Search

Local Client ID:

PEMS Client Unique ID:

Show Advanced Search Options

SEARCH

— Client{s) - Search Results

Add New Client

0 items

I Local Client ID | PEMS Client Unique Key | Date of Birth{mmfdd/yyy¥)} |Current Gender

Mo records found,

CHOOSE CLIENT

3. Type Last Name, First Name, Local Client ID, or PEMS Client Unique ID for the client record to which you
want to add PCRS information.

4. Click SEARCH.

The search results display at the bottom of the Select Client screen under the Client(s) - Search Results section. If
your client displays in the system, continue to step five. If your client does not display in the system, continue to step
seven.

5. Click the radio button next to the client you want to select.

6. Click CHOOSE CLIENT. Continue to step 21.

7. If the client is not already in the system, click Add New Client.

The Add New Client screen displays.

8. Inthe Date Collected field, type the date the individual became a client at the agency.

9. Inthe Local Client ID field, type a unique client ID that your agency generates, or click the Check to use PEMS
Client ID checkbox.

The Local Client ID field accepts a maximum of 12 alpha/numeric characters with no dashes or underscores.
The Local Client ID field can be edited. If a PEMS generated Client ID is selected, the PEMS Client ID will

become both the PEMS Client ID and the Local Client ID. The Local Client ID may be edited later; however, the
PEMS client ID cannot be edited.
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

20.
21.

In the Birth Date — Year field, type the birth year of the client.

Click the Ethnicity drop-down list and select the ethnicity of the client.

Click ADD/EDIT ETHNICITY EXPANDED to select additional information for ethnicity, if appropriate.
Click the appropriate Race checkboxes.

Click ADD/EDIT RACE EXPANDED to select additional information for race, if appropriate.

Click the State/Territory of Residence drop-down list and select the client’s state of residence.
Click the Assigned Sex at Birth drop-down list and select the sex the client was assigned at birth.
Click the Current Gender drop-down list and select the current gender for the client.

Add in any additional information you have for the client in the other fields

Click SAVE AND FINISH.

Maintain PCRS Cases

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client

Doe John 19324 290 --/--/1989 View Diemographic Details

— PCRS Case(s)
add Mew PCRS Case

Mo PCRS Cases were found for this client,

Click PCRS Case on the sub module menu bar.
Click Add New PCRS Case.

The Add PCRS Case screen displays.

Add PCRS Case

Lacal Client 1D | PEMS Client Unigue ID | Date of Birth Change Client
Cioe John 19324 290 --f--/1989 Miew Dermographic Details

— Open Case
Year:

Program Mame:
Program Model Name:

Intervention Mame:

Case Number: * I:I Default to Systern Generated PCRS Case Mumber

Case Open Date: j (rmnd ddd wypgd

— Close Case

The following data should be entered anly if the caze iz being cosed,
Case Close Date: 4 H (rarnd ddiwyyy)

Case Close Reason:
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22. Click Year drop-down list and select the appropriate year of the PCRS Intervention.

23. Click the Program Name drop-down list and select the appropriate program name.

24. Click the Program Model Name drop-down list and select the PCRS program model name.

25. Click the Intervention Name drop-down list and select the name of PCRS intervention.

26. Click the field for Case Number and either type in a unique PCRS case key for your agency, or click the
checkbox for Default to System Generated PCRS Case Number.

27. In the Case Open Date field, type the date (MM/DD/YYYY) the PCRS case was opened.

28. Click SAVE AND FINISH.

The Maintain Existing Case screen displays with the PCRS case and index client information displaying at the top of
the screen. From this screen you can add, edit or delete index client information and partner information for a PCRS

case.

Maintain Existing Case

« The PCRS case has been added.

Case Open Date | Case Close Date Intervention Name | Case Status

22481 06/01/2006

Change Case

PCRS 2006 Qpen Wiew Case Details

Doe John 19324

Local Client ID | PEMS Client Unique ID | Date of Birth
200

Change Client

--/--f1989 View Demagraphic Details

Edit Case

— Attempt(s) to Locate

Add Mew Atternpt

0 items

At[l):u;:;pt Attempt Outcome | Attempt Details

Mo records found.

— Partner{s)

&dd New Partner

0 itemns

Mo records found.

Elicit Date Partner ID Partner Type MNotification Plan Partner Details

BACK TO MAINTAIN

29. Under the Attempt(s) to Locate section, click Add New Attempt. This will capture enroliment into PCRS for the

Index Client.
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The Add New Attempt to Locate screen displays.

Add New Attempt to Locate

Case Open Date Case Close Date Intervention Name | Case Status Change Case

22481 06/01/2006 PCRS 2006 Open Wiew Case Details
Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
Doe John 19324 290 --f--f1989 Wiew Demographic Details
Attempt Date: g4 j (g ddfyyye)
Worker ID: “
Locate Method: v

If Other, Specify:
Attempt Outcome: -
Reason for Unsuccessful Attempt: w
If Other, Specify:
Enrollment Status: v
Reason for Service Refusal:

Notes;

30. Inthe Attempt Date field, type the date (MM/DD/YYYY) the attempt was made to locate the client.
31. Click the Worker ID drop-down list and select the worker who attempted to locate the client.
32. Click the Locate Method drop-down list and select the method that was used to locate the index client.

33. Click the Attempt Outcome drop-down list and select Locate.

If you do not select Locate, PEMS will not allow you to continue entering PCRS information after saving the

Attempt to Locate.

34. Click the Enroliment Status drop-down list and select Accept.

If you do not select Accept, PEMS will not allow you to continue entering PCRS information after saving the

Attempt to Locate. Enrollment Status indicates that the client has accepted PCRS.

35. Click SAVE AND FINISH.
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The Maintain Existing Case screen displays.

Maintain Existing Case

& Attempt to locate has been added.

Case Open Date | Case Close Date | Intervention Name | Case Status Change Case

22481 06/01/2006 PCRS 2006 Open Wiew Case Details
Local Client ID | PEMS Client Unigue ID | Date of Birth Change Client

Doe John 19324 290 --/--f1989 View Dernographic Details
Edit Case

— Attempt(s) to Locate

Add Mew Atternpt

1 item
Attempt Attempt Outcome Attempt Details
Date
06/01/2006 Locate Miew Edit Celete

36. Click Interventions on the sub module menu bar. Because you are working with the index client, you must enroll

the client into a PCRS Intervention and conduct the Elicit Partners Activity.

The Maintain Intervention Sessions screen displays with the index client’'s name at the top of the screen.

37. Scroll down to Intervention Session(s) section of the screen.

38. Click Add New Session.

The Add Intervention Session screen displays.

Add Intervention Session

Local Client ID | PEMS Client Unique ID | Date of Birth

Change Client

Session Number: 4

Form ID:

Check to enter information for the following:

Recruitment Details:

Behavior Details:

O
Risk Profiles: F
O
O

Local ¥ariables:

Doe Jahn 19324 --f--f1989 Wiew Dermographic Details
Search Session Template:
Session Template: -
Year: % | 2006 +
Program Name: % FCRS 2006 v
Program Model Mame: % | FCES 2006
Intervention Name: s | FCRES 2006 +
PCRS Case Number: x| 22481 h
Session Date: 4 j Crornd ddfwywy)
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39. Click the Year drop-down list and select the year of the PCRS program.

40. Click the Program Name drop-down list and select the name of the PCRS program.
41. Click the Program Model Name drop-down list and select the name of the PCRS program model.

42. Click the Intervention Name drop-down list and select the name of the PCRS intervention from which the client
received services.

43. Click the PCRS Case Number drop-down list and select the PCRS Case number for the PCRS case opened for
the client.

44. In the Session Date field, type the date of the session that the client received services.
45. In the Session Number field, type the number of the session with the index client.

46. If you want to add recruitment details, risk profile, behavior details or local variables, check those boxes. This will
automatically direct you to those screens before you enter session data. You will have the option to enter this
information after the session data has been entered from the Maintain Intervention Details screen.

47. Click SAVE AND CONTINUE.

The Add Session Details screen displays.

Add Session Details

* The Session has been saved.

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client

John 19324 290 --f--f1989 View Demographic Details

Case Number | Case Open Date | Case Close Date Intervention Name | Case Status Change Case

22481 06/01/2006 PCRS 2006 Open View Case Details

PCRS 2006 1 06/01/2006

Mote: vou must save vour data prior to navigating away frorm this screen. If you navigate away from thizs screen without saving, any
and all entered data will be lost

— Worker(s)

Sortby: & Last Name O PEMS worker ID O Local Warker ID

Selec Worker(s) Select Worker(s)
to add and dick ADD TO LIST. to remnove and dick REMOVE,
“fou may choose all that apply, “fou may choose all that apply,
Doe. Joe-5283 - 4653
Sikverstein, Sue - 7438 -132
Sith . Wincent- 7434 - 6435

Smith, Torm - 7436 - 657 _7
Torres, Laura- 7435 - 3452 A
Williams . Joe - 7437 - 3246

48. Under the Worker(s) section, select the Worker(s) who delivered PCRS services to the client for this session.

Worker and Site data have to be entered before entering service delivery information. These data were entered

under the Agency Information module. For more information on how to enter Agency Information, click here.

49. Click ADD TO LIST.
50. Click the Site drop-down list and select the name of the site of service delivery.
51. Inthe Duration of Session field, type the number of minutes the intervention session lasted.

52. Click the Unit of Delivery drop-down list and select Individual.
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53.
54.
55.

56.
57.

For Activity(s) Included in Program Plan, click Elicit Partners (and any other applicable activities).
Click ADD TO LIST.

For Activity(s) Not Included in Program Plan, select any activities that were delivered during the session but
were not included in the program plan.

Click ADD TO LIST.
Click SAVE AND FINISH.

The Maintain Existing Session screen displays.

58.
590.

— Activity(s)

Add New Activity

Elicit Partners Activity Delete Elicit Partner &ctivity

Add Mew Elicit Partner

Mo Elicit Partner Activity(s) found

Scroll down to the Activity(s) section.

Under Elicit Partners Activity, click Add New Elicit Partner.

The Add Elicit Partner Details screen displays.

60.
61.
62.

Add Elicit Partner Details

Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
Doe John 19324 290 --f--#1989 Wiew Demographic Details
Intervention Name | SessionNumber | ___Session Date | __FormID |

PCRS 2006 1 06/01/2006

Case Dpen Date Case Close Date Intervention Name | Case Status Change Case

2eda1 06/01/2006 PCRS 2006 Qpen View Case Details

Partner Information Provided: % | Mo-glicit again v

Time Period For Recall: (in months)

— Number of Partners

Total Mumber of Partners:
Number of Male Partners:
Mumber of Female Partners:

Number of Transgender Partners:

Total Number of Anonymous Partners:

Number of Social Metwork Contacts:

Click the Partner Information Provided drop-down list and select Yes, No-elicit again or No-closed.
In the Time Period for Recall field, type the number of months the partner is recalling.

In the Total Number of Partners field, type the total number of sex or needle sharing partners the client had
during the recall period.
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63. Fill in any information that you have for the total number of partners (including anonymous), number of social
network contacts, if the elicitation was done at a venue — and if so, the date of the week, time of day and venue

type.
64. Click SAVE AND ADD PARTNER DETAILS.

The Add Partner screen displays.

Add Partner

# Elicit Partner Details have been saved.

Case Open Date Case Close Date Intervention Name | Case Status Change Case

22481 06/01/2006 PCRS 2006 Open Miew Case Details
Local Client ID | PEMS Client Unique ID | Date of Birth Change Client
Coe John 19324 290 --/--/1989 Miew Demographic Details
Motification Plan: * L
Spouse: ¥ ) ves & Mo
Partner Type: * W

— Partner Details

Date Collected: * H {rnrnd ddiwyyy)

Local PCRS ID:

Last Name:
First Name:
Middle Initial:

Nick Name:

65. Click the Notification Plan drop-down list and select Provider, Client, Dual or Contract.
66. Click the Yes or No for Spouse to indicate if the partner is a spouse of the index client.

67. Click the Partner Type drop-down list for and select from Sex partner, needle-sharing partner, both sex and
needle sharing partner or a Social network partner.

68. In the Date Collected field under Partner Details, type the date (MM/DD/YYYY) that the Partner information
was collected.

69. Click the State/Territory of Residence drop-down list and select the state in which the partner resides.
70. Click SAVE AND FINISH. If the index client recalls multiple partners, select SAVE AND ADD ANOTHER.
The Maintain Existing Session screen displays.

71. Click PCRS Case on the sub module menu bar.
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The Maintain PCRS Cases screen displays.

Maintain PCRS Cases

Local Client ID | PEMS Client Unigue 1D | Date of Birth Change Client

Coe John 19324 290 --f--/1989 Wiew Demographic Details

— PCRS Case(s)

&dd Mew PCRS Case

1 item
Interuention Name|Case Open Date|Case Close Date Case Details
22481 PCRS 2006 06/01/2006 Open Miede Maintain Belete

72. Under the PCRS Case(s) section in the Case Details column, click Maintain.

The Maintain Existing Case screen displays.

Maintain Existing Case

Case Open Date Case Close Date Intervention Mame | Case Status Change Case
22481 06/01/2006 PCRS 2006 Open View Case Details
Local Client ID | PEMS Client Unlque ID | Date of Birth Change Client
John 19324 --/--/1989 View Dernographic Details

Edit Case

— Attempt(s) to Locate

Add Mew Atternpt

1 item
Attempt i
Attempt Dutcome Attempt Details
06/01/2006 Locate Miew dit Delete
— Partner(s)

Add Mew Partner

1item
Elicit Date Partner ID Partner Type MNotification Plan Partner Details
06/01/2006 Bob z91 Sex partner Provider Frarrreai

BACK TO MAINTAIN

73. Scroll to the Partner(s) section of the screen. The partner name added under Interventions displays in this
section.

74. Click Maintain under Partner Details.
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The Maintain Partner Details screen displays.

Maintain Partner Details

= No Attempts to Locate were found.
* Mo sessions found.

Case Open Date | Case Close Date | Intervention Name | Case Status Change Case

22481 06/01/2006 PCRE 2006 Open View Case Details

Partner ID | Partner Type | MNotification Plan | Elicit Date RUEREFTant=laint=E1k

Bob 291 Sex partner Provider 06/01/2006

Edit Partner Details

Attempt(s) to Locate

Add New Atternpt

0 items

Attempt Attempt Locate

Mo records found.

75. Under Attempt(s) to Locate, click Add New Attempt.

Th

76.
77.
78.
79.

e Add New Attempt to Locate (for Partners) screen displays.

Add New Attempt to Locate(for Partners)

Case Open Date | Case Close Date | Intervention Name | Case Status Change Case

22481 06/01/2006 PCRS 2008 Open View Case Details

Partner ID | Partner Type | Motification Plan | Elicit Date JEIONaElal=IanI=111

Bob 291 Sex partner Frovider 06,/01/2006
Attempt Date: 4 j (rm{ ddfpuyu)
Worker ID: w
Locate Method: v

If Other, Specify:
Attempt Dutcome: w
Reason for Unsuccessful Attempt: 4

If Other, Specify:

In the Attempt Date field, type the date (MM/DD/YYYY) the attempt was made to locate the partner.
Click the Worker ID drop-down list and select the worker who attempted to locate the partner.
Click the Locate Method drop-down list and select the method that was used to locate the partner.

Click the Attempt Outcome drop-down list and select Locate.

If you do not select Locate, PEMS will not allow you to continue entering PCRS information after saving the

Attempts to Locate.
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80. Click the Enrollment Status drop-down list and select Accept.

If you do not select Accept, PEMS will not allow you to continue entering PCRS information after saving the

Attempts to Locate. Enrollment Status is what indicates that the partner has accepted PCRS.

81. Click SAVE AND FINISH.

The Maintain Partner Details screen displays with the message “Attempt to locate has been added.”

Maintain Partner Details

» Attempt to locate has been added.

Case Open Date Case Close Date Intervention Name | Case Status Change Case

22481 06/01/2006 PCRS 2006 Open Wiew Case Details

Partner ID | Partner Type | MNotification Plan | Elicit Date JIEREFlad-TaR=ETH

Bob z91 Sex partner Provider 06/01/2006

Edit Partrer Details

— Attempt(s) to Locate

Add New Atternpt

1 item

At[:';;';pt Attempt Outcome Attempt Locate Details

07/01/2006 Locate View Edit Delete

— Session{s)

Add Mew Session

0 items

m Worker{s) {(PEMS ID, Local ID} Session Details

Mo records found,

82. Scroll to the Session(s) section of the screen.
83. Click Add New Session.

The Add Session Details (for Partner) screen displays.

PEMS User Manual Version 1 Page 185 of 339 06/01/2007



_:/é[l_sllrti'l ]']umdn Services

84.
85.
86.
87.
88.
89.

Add Session Details (for Partner)

Case Open Date | Case Close Date | Intervention Name | Case Status Change Case

22481 06/01/2006 PCRS 2006 Qpen View Case Details

Partner ID | Partner Type | Notification Plan | Elicit Date RN Tadl=-Tainl=-y¢11H

Bob 291 Sex partner Provider 06/01/2006

Session Date: j Crarng ddf weyy)

— wWorker({s)

Sortby: ® Last Name O PEMS worker ID O Local Worker ID

Select Warker(s) Select Worker(s)
to add and click ADD TO LIST, to rermove and click REMOWVE,
Wou may choose all that apply. “ou rmay choose all that apply.

Doe. Joe-5283 - 4653
Silverstain, Sue - 7438-132
Stith . Vincent- 7434 - 6435

Smith, Tam - 7436 - B&7
Torres, Laura - 7435 - 3452

Williams . Jog - 7437 - 3246

[Last Marme,First Marme - PEMS Worker ID - Local Warker ID) (Last Mame,First Harme - PEMS Warker ID - Local Warker ID)

Site: % * | Search for Site Marme:

SEARCH

Click ADD TO LIST.
Click the Site drop-down list and select the site the services were delivered.
In the Duration of Session field, type the length of the session in minutes.

Click SAVE AND FINISH.

The Maintain Partner Details screen displays.

In the Session Date field, type the date (MM/DD/YYYY) of the session delivered to the partner.

Under the Worker(s) section, select the names of the workers who delivered the PCRS session.

Case Open Date | Case Close Date | Intervention Name | Case Status Change Case

22461 06/01/2006 PCRS 20086 Cpen View Case Details

Partner ID | Partner Type | Notification Plan | Elicit Date EEETaulTas= 1k

Bob 201 Sex partner Provider 0&/01/2006

Edit Partner Details

— Attempt(s) to Locate

Add Mew Atternpt

1 item

ﬂt[gl;?'lept Attempt Outcome Attempt Locate Details

07/01/2006 Locate Wiew Edit Delete

— Session{s)

Add Mew Session

1item

Worker(s) (PEMS 1D, Local 10) So--ron Details

07/01/2006 Blood Bank Tom,Smith {7436, 657) Maintain Melete

BACK TO CASE DETAILS
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90. Under the Session(s) section in the Session

Details column, click Maintain.

The Maintain Existing Partner Sessions screen displays.

Lase Number
22461

Lase Upen Date
06/01/2006

Lase Llose Date

Intervention Name
PCRE 2006

Lase Status

Change Tase

Qpen Wiew Case Details

Bob 291

Partner ID | Partner Type | Notification Plan | Elicit Date JIERRETadt-Tan=E1E

Sex partner

Pravider 06/01/2006

— Session Details

Edit Session Details

Partner Risk Profile:

Site: Blood Bank
Worker{s) (PEMS ID, Local ID):
Session Date: 07/01/2006

Duration of Session:

dd

Smith, Tom (7436, 657)

Activity(s)

Add Mew Activity

Other Activities

Mo Other Activity(s) found

91. Scroll to the Activity(s) section of the screen.

92. Click Add New Activity.

The Add New Activity (for Partner) screen displays.

Case Open Date | Case Close Date Intervention Name | Case Status

22481 06/01/2006

Change Case

PCRS 2006 View Case Details

Cpen

Partner ID | Partner Type | Notification Plan | Elicit Date [SEMNFIatsl-Ialnl=1e111
Bob

]
291 Sex partner

Provider 06/01/2006

PCRE 2006

07/01/2006

|7 Existing Activity(s)

— Activity(s) %

Select Activity(=) Included in Program Rlan
to add and dick ADD TO LIST,
Choose all that apply.

Included in Program Plan

Select Activity(=) Included in Program Flan
to rernove and dick REMOWE,
Choose all that apply.

Elicit partners

Motification of exposure
Practice-Disclosure of HIV status
Practice-Fartner notification

Selec Adtivity(s) Mot Included in Prograrn Plan
to add and click ADD TO LIST.
Choaose all that apply.

MNotification of exposure

ADD TO LIST
REMOVE

Not Included in Program Plan

Select Activity(s) Mot Included in Prograrn Plan
to remove and click REMOWE,
Choose all that apply.

[Eotarral s
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93. For Activity(s) Included in Program Plan, select Notification of exposure (and any other applicable
activities).

94. Click ADD TO LIST.

95. For Activity(s) Not Included in Program Plan, select any applicable activities.
96. Click ADD TO LIST.

97. Click SAVE AND FINISH.

The Maintain Existing Partner screen displays.

— Activity(s)

Add Mew Activity

Motification Activity Delete Motification of Exposure

Add New Motification

Notification Method Notification Details
Mo Motification of Exposure found

98. Scroll to the Activity(s) section and click Add New Notification.

The Add Notification of Exposure screen displays.

Add Notification of Exposure

Case Open Date | Case Close Date Intervention Name | Case Status Change Case

22481 06/01/2006 PCRS 2006 Qpen View Case Details

Partner ID | Partner Type | MNotification Plan | Elicit Date REESEETaGETERREIE

Bob 291 Sex partner Provider 0&6/01/2006
Motification Method: * w
Previous HI¥ Test: W
Self Reported HI¥ Test Result: W
Date of Last HI¥ Test: T (e ddryyyy)
Motes:

SAVE AND FINISH | CANCEL

99. Click the Notification Method drop-down list and select from the options listed.

100.Click the Previous HIV Test drop-down list and select from the options listed.

101.Click the Self Reported HIV Test Result drop-down list and select from the options listed.
102.In the Date of Last HIV Test, type the date (MM/DD/YYYY) the client last took an HIV test.
103.Click SAVE AND FINISH.
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The Maintain Existing Partner screen displays with the note Notification of exposure has been added.

104.Under Session Details, click Add for Partner Risk Profile.
The Add Partner Risk Profile screen displays.

Add Partner Risk Profile

Case Number | Case Open Date Case Close Date Intervention Name | Case Status Change Case

22481 06/01/2006 PCRS 2006 Open View Case Details

Partner ID | Partner Type | MNotification Plan | Elicit Date RIEESla(l=1a0I=1H

Bah 291 Sex partner Provider 06/01/2006
— Risk Profile
Date Collected: *® H
Local Recall Period: (in days)

Injection drug use
Sex with transgender
Sex with fernale

Sex with male

Mo risk identified

W T (] Y
W T (] Y

Mt asked

105.1In the Date Collected field, type the date (MM/DD/YYYY) the risk profile was collected for the partner.
If there is a Local Recall Period, type the number of days for that period in the field provided.

106.Under Partner Risk Factors, check the appropriate checkboxes for the risk behavior information the partner
provided.

107.Under Sex Relations, check the appropriate checkboxes for the sex relations behaviors the partner provided.

Information in Sex Relations and Injection Drugs/Substances can only be selected if it was selected as a risk

factor. For example, if the partner reported to having a sex with male, the sex relations can only be checked for
Male.

108.Click SAVE AND FINISH.
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Open a PCRS Case and Add Partner When the Index Client is Unknown

The following flow chart outlines the steps for entering PCRS data in PEMS when the index client is unknown.

PCRS — When the Index Client is Unknown

2a. Select client,
i Sgﬁ‘;? el |'If »| Click PCRS case
= '?"t and Open Case.
exists
- 3. Click
J;: Je: ct}t Interventions and 4. Enter partner |
e;ﬂ add PCRS information.
+ intervention.
2b. Add new 2c. Click PCRS
client, complete
. »| Case and Open
demographics, Case
and locating info, ’
6. Add Partner 7. Click SAVE AND
5. Enter Attempts .| Session Details _| FINISH. This record
to Locate partner. “land Motification of "| has been added to the
Exposure. PCRS case.

Step > Action

1. Click PCRS Case on the sub module menu bar.

The Select Client screen displays.
2. Click the Case radio button.

The Select Case screen displays.

Select Case

Search By: O Cliert @ Case

= No records were found. Please search again.

— Search Case
Case Number:

Case Status:

Case Open Date:

[123 |

_"1 Crarmd dddwyyn)
=3

ol [ E ey

Case(s) - Search Results
&4dd Mew PCRS Case

0 items

Mo records found.

I Intervention Name|Case Open Date|Case Close Date E:ase Details

PEMS
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3.
4.
5.

Complete at least one field for Case Number, Case Status, or Case Open Date.
Click SEARCH.
Under the Case(s) — Search Results section, click Add New PCRS Case.

The Add PCRS Case screen displays.

6
7
8.
9

10.

11.
12.

Add PCRS Case

— Open Case

Year:
Program Name:

Program Model Name:

* X X ¥
<

Intervention Name:

Case Number: g [ pefault ta Systern Generated PCRS Case Mumber

Case Dpen Date: g j Cromy ddfvyend

— Close Case

The following data should be entered anly if the case iz being closed.
Case Close Date: H (rammd ddfypyy)

Case Close Reason:

Click Year drop-down list and select the appropriate year of the PCRS intervention.

Click the Program Name drop-down list and select the appropriate program name.

Click the Program Model Name drop-down list and select the name of the PCRS program model.

Click the Intervention Name drop-down list and select the name of the PCRS intervention.

Click the field for Case Number and either type in a unique PCRS case key for your agency or click the

checkbox for Default to System Generated PCRS Case Number.
In the Case Open Date field, type the date (MM/DD/YYYY) the PCRS case was opened.
Click SAVE AND FINISH.

The Maintain Existing Case screen displays with the PCRS case information displaying at the top of the screen. From
this screen you can add, edit or delete partner information for a PCRS case.

Maintain Existing Case

#» The PCRS case has been added.

Case Open Date Case Close Date Intervention Name | Case Status Change Case

22499 05/01/2006 PCRS 2006 Cpen View Case Details

Edit Case

Link Index Client to Case

— Partner{s)

Add Mew Partner

ems

Mo records found.

Elicit Date Partner ID Partner Type Motification Plan Partner Details

BACK TO MAINTAIN
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13. Under the Partner(s) Section, click Add New Partner.

The Add Partner screen displays.

Add Partner

Case Open Date | Case Close Date Intervention Name | Case Status Change Case

22499 05/01/2006 PCRS 2006 Cpen View Case Details

Notification Plan: * L

Spouse: ¥ O ves @ Mo

Partner Type: ¥ -

— Partner Details

Date Collected: #* 3 (rarmnd ddfywwy)

Local PCRS ID:

Last MName:
First Name:
Middle Initial:

Nick Name:

Birth Date - Month: v

14. Click the Notification Plan drop-down list and select how the client would like the partner notified of potential
exposure.

15. Click Yes or No for Spouse to indicate if the partner is a spouse of the client.

16. Click the Partner Type drop-down list and select Sex partner, needle-sharing partner, Both sex and needle
sharing partner or a Social network.

17. Inthe Date Collected field in Partner Details, type the date that the Partner Details were collected.
18. Click the State/Territory of Residence drop-down and select the state in which the partner resides.
19. Click SAVE AND FINISH.

The Maintain Existing Case screen displays.

Maintain Existing Case

* Partner Details have been added.

Case Dpen Date | Case Close Date Intervention Name | Case Status Change Case

22499 05/01/2006 PCRS 2006 Open View Case Details

Edit Case

Link Index Client to Case
— Partner{s)

Add Mew Partner

1item
Elicit Date Partner ID Partner Type Motification Plan Partner Details
06/01/2006 Harry 292 Sex partner Provider Maintain
[Sac ~n asarairara |

20. Under the Partner(s) section, click Maintain.
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The Maintain Partner Details screen displays.

Maintain Partner Details

+ No Attempts to Locate were found.
* No sessions found.

Case Open Date | Case Close Date | Intervention Name | Case Status Chanae Case

22499 05/01/2008 PCRE 2006 Open View Case Details

Partner ID | Partner Type | Motification Plan muiew Partner Details

Harry 292 Sex partner Provider 06/01/2006

Edit Partner Details

— Attempt(s) to Locate

Add Mew Atternpt

0 items

Attempt Attempt Locate

Mo records found.

— Session(s)

Add Mew Session

0itemns

m Worker(s) (PEMS ID, Local ID) Session Details

Mo records faond

21. Under the Attempt(s) to Locate section, click Add New Attempt to enter attempts to locate for the partner.

The Add New Attempt to Locate (for Partners) screen displays.

Add New Attempt to Locate(for Partners)

Case Open Date Case Close Date Intervention Name | Case Status Change Case

22499 05/01/2008 PCRE 2006 Open View Case Details

Partner ID | Partner Type | MNotification Plan | Elicit Date BUIEEa=latl=TaI8=IETIE

Harry 29z Sex partner Provider 06/01/2006
Attempt Date: g j Crnrnd ddf wyyy)
Worker ID: v
Locate Method: v

If Other, Specify:
Attempt Outcome: % A
Reason for Unsuccessful Attempt: w
If Other, Specify:
Enrollment Status: v
Reason for Service Refusal:

Notes:

22. In the Attempt Date field, type the date (MM/DD/YYYY) the attempt was made to locate the partner.
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23. Click the Attempt Outcome drop-down list for and select Locate. NOTE: If you do not select Locate, PEMS will

not allow you to continue entering PCRS information after saving the Attempts to Locate.

24. Click the Enrollment status drop-down list and select Accept or Refused. If you do not select Accept, PEMS

25. Click SAVE AND FINISH.

The Maintain Partner Details screen displays.

26. Scroll to the Session(s) section of the screen.

Partner ID | Partner Type | Motification Plan | Elicit Date FEEREElaat-TdNEETE

Harry 29z Sex partner Provider 06/01/2006

Edit Partner Details

— Attempt(s) to Locate

Add New Atternpt

1 item

At[l):t;g;pt Attempt Outcome Attempt Locate Details

11/01/2006 Locate View Edit Delete

— Session{s)

Add Mew Session

0 tems

Mo records found.

Worker(s) (PEMS ID, Local ID) Session Details

27. Click Add New Session.

The Add Session Details (for Partner) screen displays.

28.

29. Under the Worker(s) section, select the names of the workers who delivered the PCRS session.

Add Session Details (for Partner)

Case NMumber | Case Open Date | Case Close Date Intervention Name | Case Status Change Case

22499 05/01/2006 PCRS 2006 Open Wiew Case Details

Partner ID | Partner Type | Motification Plan | Elicit Date JUERFladlETdn=ETIE

Harry 2oz Sex partner Provider 06/01/2006

Session Date: j (rnrndddiyyyy)

— Worker(s)

Sortby: & Last Name O PEMS worker ID O Local Worker 1D

Select Warker(s) Select Worker(s)
to add and dlick ADD TO LIST, to rermove and cick REMOVE,
“ou rmay choose sl that apply. “ou rmay choose sl that apply.

Doe, Joe-5283 - 4653
Silverstein, Sue-7438-132
Srith, Vincent- 7434 - 6435

Srith, Torn - 7436 - 657 —_—
Torres, Laura - 7435 - 3452
Williams , Joe - 7437 - 3246

will not allow you to continue entering PCRS information after saving the Attempts to Locate. Enrollment
Status is what indicates that the partner has accepted PCRS.

In the Session Date field, type the date (MM/DD/YYYY) the session was delivered to the partner.

30. Click ADD TO LIST.
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31. Click the Site drop-down list and select the site where the services were delivered.

32. In the Duration of Session field, type the length of the session in minutes.
33. Click SAVE AND FINISH.

The Maintain Partner Details screen displays.

— Session(s)

4dd Mew Session

1 item

Worker(s) (PEMS ID, Local ID) Session Details

. Vincent,Srnith (7434, 6435) o
07/01/2006 Sth and Main i Maintain Delete
Tam,Smith {7436, 657)

BACK TO CASE DETAILS

34. Under the Session(s) section of the screen in the Session Details column, click Maintain.

The Maintain Existing Partner Session screen displays.

35. Scroll down to the Activity(s) section of the screen.
36. Click Add New Activity.
The Add New Activity (for Partner) screen displays.

37.

38.
39.

Add New Activity (for Partner)

Case Dpen Date | Case Close Date Intervention Name | Case Status Change Case

22499 05/01/2006 PZRS 2006 Cpen View Case Details

Partner ID | Partner Type | Motification Plan | Elicit Date BNl du-elE

Harry zaz Sex partner Provider 06/01/2006
FCRS 2006 07/01/2006

’7 Existing Activity(s)

Motification of exposure
Fractice-Disclosure of HIV status

Fractice-Fartner notification "ADD TO LIST

— Activity(s) %
Included in Program Plan
Select Activity(=) Included in Program Plan Select Activity(=) Included in Pragram Plan
to add and click ADD TO LIST. to rermove and cick REMOWE,
Choose all that apply. Choose all that apply.
Elicit partners MNotification of exposure

Under the Activity(s) Included in Program Plan section, select Notification of exposure (and any other
applicable activities).

Click ADD TO LIST.

Under the Activity(s) Not Included in Program Plan section, select any applicable activities that were not part
of the program plan.
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40. Click ADD TO LIST.
41. Click SAVE AND FINISH.

The Maintain Existing Partner Session screen displays.
42. Under Session Details, click Add for Partner Risk Profile.

The Add Partner Risk Profile screen displays.

Add Partner Risk Profile

Case Open Date | Case Close Date Intervention Name | Case Status Change Case

22499 05/01/2006 PCRS z006 Open Wiew Case Details

Partner ID | Partner Type | MNotification Plan | Elicit Date EUICNE I8N

Harry zoz Sex partner Provider 06/01/2006

— Risk Profile

Date Collected: % H

Local Recall Period: (in dayz)

Injection drug use O
Sex with transgender
Sex with female

Sex with male

Mo risk identified

Mot asked

Refused to answer

(I (] T (o
O = @ o O [ O

Cther (Specify)

If Other, Specify:

43. In the Date Collected field, type the date (MM/DD/YYYY) the risk profile was collected for the partner.

44. Under Partner Risk factors, check the appropriate checkboxes for the risk behavior information the partner
provided.

45. Under Sex Relations, check the appropriate checkboxes for the sex relations behaviors the partner provided.

Information in Sex Relations and Injection Drugs/Substances can only be selected if it was selected as a risk

factor. For example, if the partner reported to having a sex with male, the sex relations can only be checked for
Male.

46. Click SAVE AND FINISH.
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PCRS - Elicitation Process

Agencies that only work with the index client to identify their partners that need to be notified of potential exposure
deliver the Elicitation part of PCRS. Agencies (or DIS) that work to locate partners and notify them of exposure but
do not know who the index client is deliver the Notification part of PCRS. Some agencies deliver both the Elicitation
and Notification parts of PCRS. The process for entering Elicitation information in PEMS is different from the process
for entering the Notification information. The next two pages provide flow charts of the high level process for the
steps involved in each. These steps are also covered earlier in this sub module with Entering PCRS Information
When the Index Client is Known and Entering PCRS Information When the Index Client is Unknown in this user
manual.

PCRS may differ from jurisdiction to jurisdiction and the services may or may not be offered in one location. The
steps depicted below assumes that the index client is managed at a community-based organization (CBO) and
partners are managed by the Health Department/DIS. NOTE: If your agency does both elicitation and notification,
follow this process and then refer to the PCRS — Notification Process steps for the notification steps.

Step 1 Step 2 Step 3
Search for a client in Add Attempt(s) Through
PEMS. to Locate and Interventions,
complete Add New
Open a PCRS case for enroliment Session and
the client. (Generate a status enter
unique case number or accepting the program
enter own number.) PCRS service. information.
Step 4 Step 5 Step 6
Add the Elicit Reports — Generate Close Case
Partner activity. the PCRS Partner
Information report. Note: Close
Add Partner the case
Details. Mail, fax or deliver when all your
the report to the agency
You are complete PCRS/DIS worker guidelines
with your data that performs the have been
entry notification process. followed.
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PCRS — Notification Process

PCRS may differ from jurisdiction to jurisdiction and the services may or may not be offered in one location. This
outline of steps assumes that the index client is managed at a community-based organization and partners are
managed by the Health Department/DIS. NOTE: If your agency does both elicitation and notification, refer to the
PCRS - Elicitation Process handout for the elicitation steps first. Then start with step 2a, skip step 2b, continue with
step 3, and then skip step 7 on this handout to complete the notification process.

Step 1

Health department will
receive the Partner

Step 2

a. Search by case.
(Use the case # on the

Information report from

Partner Information

the CBO. report.)
b. Open a case and
manually enter the
case number from the
report.

Step 4 Step 5

Add Attempt(s) to Add New

Locate and Session and

complete enroliment enter program

status. information.

Step 7 Step 8

Generate the PCRS Case
Status Report. The Health
Department/DIS can forward
the partner notification process
results back to the CBO to
enable them to close the case.

Step 3

Enter the information
from the PCRS
Partner Information
report and enter into
PEMS.

Step 6

—»

Add Referral
and Notification
of Exposure
activities.

Close Case.

Note: Close the
case when all your
agency guidelines
have been followed.
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Aggregate Level Services

In the Aggregate Level Services Module you can:

=  Add an HC/PI intervention

= Add an Outreach intervention

= Maintain an Aggregate intervention

= Add a referral resulting from an Aggregate intervention

PEMS Core Roles Required
The following PEMS core roles have permissions to access the Aggregate Level Services Module:

=  Aggregate Service Role
= Aggregate HERR/OR Role
=  Aggregate HC/PI Role

Interventions Sub Module

The Interventions Sub Module allows users to enter data for each aggregate service delivery, including Health
Communication/Public Information (HC/PI), Outreach or Health Education/Risk Reduction (HE/RR). The program
models are created the same way as they are for capturing Client Level Service data; however, the Level of Data
collection is Aggregate. In the Interventions Sub Module you can enter:

= HC/PI Interventions

= Outreach Interventions

= Referrals from outreach interventions

=  Demographic information for outreach interventions

=  Number of contacts made during an outreach intervention

=  Types and numbers of materials distributed during an intervention

PEMS Core Roles Required
The following PEMS core roles have access to the Interventions Sub Module:

=  Aggregate Service Role
= Aggregate HERR/OR Role
=  Aggregate HC/PI Role

Add HC/PI Intervention Session/Event Data

Health Communication/Public Information (HC/PI) events are delivered to groups of individuals during a specific
period of time (e.g. a single lecture or a series of Public Service Announcements) or as ongoing interventions (e.g.
hotline, website). HC/PI interventions typically include some type of media (billboard, television, website, hotline,
public service announcement, radio broadcast, etc). The following flow chart outlines the process for entering HC/PI
Intervention data in PEMS.
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Aggregate HC/PI Interventions

2. Enter Year,
Program, Program
Model Name,
Intervention for HC/PI|
Intervention.

1. Click Aggregate
Level Services on the
module menu bar.

3. Enter Aggregate

™™ HC/PI Event Data.

4. Enter Delivery
Methods.

6. Enter Delivery
Method and Material
Distribution Details

(if applicable).

7. Enter Referral and
referral details (if
applicable).

5. Enter Activities (if
applicable).

|

8. Click SAVE AND
FINISH. The
Aggregate HC/PI
Intervention has been

=

created and saved.

PEMS Core Roles Required

The following PEMS core roles have access to add an HC/PI intervention:

=  Aggregate Service Role
=  Aggregate HERR/OR Role
= Aggregate HC/PI Role

The roles also have view access for Aggregate HC/PI interventions: Client Service and Client HERR/OR.

Step > Action
1. Click Aggregate Level Services on the module menu bar.
2. Click Interventions on the sub module menu bar.

The Maintain Aggregate Intervention Session/Events screen displays.

Maintain Aggregate Intervention Sessions/Events

— Search Sessions

To perform a Search, enter all of the following:

Year: L
Program Mame: b
Program Model Mame: -
Intervention Name: w

AMDYOR enter at least one of the following:

Session Date Range: v (O to
Form ID:
SEARCH

(rywyd

— Aqqreqate Intervention Session{s)/Event{s)

Add Mew Session/Event

Program Program Model | Intervention |Event Start| Event End Session Delivery Intervention
Name Name Name Date Date Date Method Details

Cutreach o
— Outreach zooa Outreach 06/02/2006 In person Maintain Delete
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3. First you must search for the name of the Aggregate Intervention you want to enter to make sure it has not
already been entered in PEMS. Search results will display in the Aggregate Intervention Session(s)/Event(s)

section of the screen.
4. Click Add New Session/Event.

The Add Aggregate Intervention Session/Event screen displays.

Add Aggregate Intervention Session/Event

Year: % v
Program Mame: §
Program Model Name: % | +
Intervention Name: %

Form ID:

CONTINUE | CANCEL

5. Click the Year drop-down list and select the year that the program was created.

6. Click the Program Name drop-down list and select the name of the program associated with the intervention.

The user will select the Year, Program Name, Program Model Name, and Intervention Name from which the
client received services. These data were entered under the Program Information Module. The program model

data must be entered annually before service data can be entered. For more information on how to enter Program
Information, click here.

7. Click the Program Model Name drop-down list and select the name of the program model associated with the
intervention.

8. Click the Intervention name drop-down list and select the name of the intervention. NOTE: If you do not see the
intervention(s) you expect, you may need to return to Program Details to verify that Aggregate was selected as
the level of data collection. Only interventions with Aggregate level data collection selected at the planning level

will display here.
9. Click CONTINUE.

The Add HC/PI Event Details screen displays.
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Add HC/PI Event Details

HCPI 2006 s

- Event/Session Date
Intervention Mame Form ID
_ (mm/dd/yyyy - mm/dd/yyyy) -

Key Message:

Event Start Date: ¥
Event End Date: *&

Data Reported as of Date:

EE trarnsddrupyy)
Tl (oo delvyyy)

v [CTTTY]

10. Inthe Key Message field, type the message of your HC/PI event.

11. Inthe Event Start Date field, type the date (MM/DD/YYYY) on which the event started.
12. In the Event End Date field, type the date (MM/DD/YYYY) on which the event ended.

13. Click the Data Reported as of Date drop-down list and select the current month. Type the year (YYYY). NOTE:
The Data Reported as of Date must occur within the event start/end dates. If it does not, an error message will

display.

14. For Delivery Methods Included in Program Plan, select each method that was used based on the program

plan.

15. Click ADD TO LIST.

16. For Delivery Methods Not Included in Program Plan, select any method that was used but was not part of the

program plan.
17. Click ADD TO LIST.

18. Under the Activity(s) Included in Program Plan section, select any that were delivered during the session.

19. Click ADD TO LIST.

20. Under the Activity(s) Not included In Program Plan section, select any that were delivered during the session
but were not included in the program plan (if applicable).

21. Click ADD TO LIST.
22. Click SAVE AND FINISH.

The Maintain Existing HC/PI Event screen displays.

— Materials Distributed Details

Add/Edit Delivery Methods and Materials Distributed Details

Delivery Method Details

Materials Distributed Details

Total Number of Web Hits:
Number of Materials Distributed:

Total Number of Attendees:

Distribution-Male condoms:

Number
1]

]

]

Number
1]
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23. Scroll to the Materials Distributed Details section and click Add/Edit Delivery Methods and Materials
Distributed Details.

Materials distributed will only display if Material Distribution was selected as an activity (e.g., educational
materials, condoms, or safe sex kits)

The Materials Distributed Section will also capture:
The Total Number of Attendees if In Person was selected as a delivery method
The Total Number of Web Hits if Internet was selected as a delivery method
The Number of Materials Distributed

The Materials Distributed Details grouped by specific materials distributed

The Add/Edit Delivery Methods and Materials Distributed Details screen displays.

Add/Edit Delivery Methods and Materials Distributed Details

- EventfSession Date
Intervention Name (mm/dd/yyyy - mm/dd/yyyy) m

HCPI 2006 01/01/2006 - 03/03/2006

— Delivery Method Details
Number

Estimated total Exposures:

Number of Callers:

Total Number of Web Hits:

Total number of Airings:

Number of Materials Distributed:

Mumber of Callers Referred:

Total Number of Attendees:

— Materials Distributed Details
Number

Distribution-Male condoms:

SAVE AND FINISH CANCEL

24. Scroll to the Delivery Method Details section of the screen.

25. In the Estimated total Exposures field, type the estimated number of persons exposed to the radio broadcast,
televised event or to the printed materials distributed during the HC/PI event, if applicable. This will only display
if Radio, Television or Printed Materials were selected as a delivery method.

26. Inthe Number of Callers field, type the number of callers who received HIV prevention intervention from a
hotline for the HC/PI event, if applicable. This will only display if Telephone was selected as a delivery method.

27. In the Total Number of Web Hits field, type the total number of web hits for the HC/PI event, if applicable. This
will only display if Internet was selected as a delivery method.

28. In the Total Number of Airings field, type the number of times the key message for the event aired via radio or
television during the HC/PI event period, if applicable. This will only display if Television or Radio were selected
as a delivery method.
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29. In the Number of Materials Distributed field, type the total number of materials distributed for the HC/PI event,
if applicable. This will only display if Printed Materials is selected as a delivery method.

30. Inthe Number of Callers Referred field, type the total number of callers who were referred to other services
through the hotline for the HC/PI event, if applicable. This will only display if Telephone was selected as a
delivery method.

31. Inthe Total Number of Attendees field type the total number of attendees for the HC/PI event, if applicable.
This will only display if In Person was selected as a delivery method.

32. In the Materials Distributed Details section, type the number of Materials distributed for any materials
distributed. This will only display if you selected Materials in the Activity(s) section, such as condoms,
education materials or safe sex Kkits.

33. Click SAVE AND FINISH.

The Maintain Existing HC/PI Event screen displays with the message that the delivery methods and material details
have been added/updated.

34. Click BACK TO MAINTAIN.
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Add Outreach/HERR Intervention Session/Event Data

Outreach and Health Education/Risk Reduction events are delivered in a specific site at a specific time. Demographic
data can be captured and entered into PEMS for the group receiving the intervention. These data can be entered as
a count or percentage. The following flowchart outlines the steps required to enter an Outreach/HERR Aggregate

Intervention into PEMS.

Aggregate Outreach/HERR Interventions

2_ Enter Year, Program,
Program Model Name,
Intervention for
Outreach/HERR
Intervention.

1. Click Aggregate
Level Services on the |-
maodule menu bar.

3. Enter Agagregala
Outreach/HERR Event
Data.

e

4. Enter Delivery
Methods and number
of contacts.

. Enter Delivery
. Method and Material
Distribution Details
{if applicable),

7. Enter Refamral and
refemal details (if
applicable),

5. Enter Activities [if
applicabla),

¥

8. Click SAVE AND
FINISH. The
#| OutreachHERR
Intervention has been
created and saved.

PEMS Core Roles Required

Users with the following PEMS core role have permissions to add outreach interventions:

=  Aggregate Service Role
=  Aggregate HERR/OR Role

Step > Action
1. Click Aggregate Level Services on the module menu bar.
2. Click Interventions on the sub module menu bar.

The Maintain Aggregate Intervention Sessions/Events screen displays.

Maintain Aggregate Intervention Sessions/Events

— Search Sessions

To perform a Search, enter all of the fallowing:

Year: b
Program Name: w
Program Model Name: v
Intervention Name: A

AMDY OF enter at least one of the following:
session Date Range: - (yyyn) to w
Form ID:

Cyywyd

— Aqqreqate Intervention Session{s)/Event(s)

Add New Session/Event

1 through 3 of 3 items

CQutreach

OQutreach 2006 Outreach

06/02/2008
2006

Program |Program Model| Intervention |Event Start| Event End Session Delivery Intervention
Name Name Name Date Date Date Method Details

In person

Maintain Delete
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3. Search for the Aggregate Intervention you want to add to ensure there are no duplicates.

4. Scroll to the Aggregate Intervention Session(s)/Event(s) section and click Add New Session/Event.

The Add Aggregate Intervention Session/Event screen displays.

Add Aggregate Intervention Session/Event

Year: % -
Program Name: g | +
Program Model Name: % | +
Intervention Name: |

Form ID:

CONTINUE | CANCEL

5. Click the Year drop-down list and select the year of the program.

6. Click the Program Name drop-down list and select the name of the program.

The user will select the Year, Program Name, Program Model Name, and Intervention Name from which the client
received services. These data were entered under the Program Information module. The Program Model data

must be entered annually before service data can be entered. For more information on how to enter Program
Information, click here.

7. Click the Program Model Name drop-down list and select the program model.

8. Click the Intervention Name drop-down list and select the name of the intervention. NOTE: If you do not see the
intervention(s) you expect, you may need to return to Program Details to verify that Aggregate was selected as
the level of data collection. Only interventions with Aggregate Level Data Collection selected at the planning
level will display here.

The Session Number field displays.

9. Inthe Session Number field, type the number of the session, if applicable.
10. Click CONTINUE.

The Add Event/Session Details displays.
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Add Event/Session Details

- Session Date
Intervention Name
| wewemename [ g, [ oo |

Qutreach

Incentive Provided: O ves @ no

Date of EventfSession: % 3 (rnmd ddiyyyy)
Duration of Event/Session:

(in rinutes)

Number of Client Contacts: %

Site Name: | Search for Site Mame: SEARCH

— Worker{s)

sortby: & Last Mame O PEMS worker ID O Local Worker ID

Select worker(s) Select Worker(s)
to add and click ADD TO LIST. to rermove and click REMOVE,
‘fou may chooze all that apply.

Doe. Joe - h283-4653 -~

Siverstein Sue - 7436-132 ["ADD 7O LTST |

Smith.Vincent- 7434-6435

Smith Tam - 7436-657

Torres Laura - 7435-3452 b

“rou may choose all that apply,

[Last Marne - PEMS Warker ID - Local Worker ID) (Last Mame - PEMS Warker ID - Local Warker ID)

11. Inthe Date of Event/Session field, type the date (MM/DD/YYYY) the session was delivered.
12. Inthe Duration of Event/Session field, type the length of the session (in minutes).

13. Inthe Number of Client Contacts field, type the total number of client contacts reached in this particular
outreach session/event.

Once the Number of Client Contacts field is populated, this number will automatically display in the Total Clients

fields for Client Primary Risk, Client Gender, Client Race, Client Ethnicity, Client Age, and Client HIV Status.

14. Click the Site Name drop-down list and select the site where the session was delivered.

Worker and Site data have to be entered before entering service delivery information. These data were entered

under the Agency Information Module. For more information on how to enter Agency Information, click here.

15. Under the Worker(s) section, select each worker who delivered the service.
16. Click ADD TO LIST.
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— Client Primary Risk

Total clients : |100 @ number O Percent
Indicate client contacts whose Primmary Risk is the following:

MSM:

1Du:

MSM/IDU:

Sex Involving Transgender:
Heterosexual Contact:

Other/Risk Not Identified:

VALIDATE

— Client Gender

Total clients : |100 @ number O Percent
Indicate client contacks whose Gender is the following:

Male:
Female:
Transgender MTF:

Transgender FTM:

17. For the following information, enter any that is applicable:

a. Under Client Primary Risk, click the Number or Percent radio button. Type a number or percentage for any
of the primary risk categories that apply to data collected for your outreach session/event.

b. Click VALIDATE.

c. Under Client Gender click the Number or Percent radio button. Type a number or percentage for any of the
gender categories that apply to data collected for your outreach session/event.

d. Click VALIDATE.

e. Under Client Race, click the Number or Percent radio button. Type a nhumber or percentage for any of the
race categories that apply to data collected for your outreach session/event.

f. Click VALIDATE.

g. Under Client Ethnicity, click the Number or Percent radio button. Type a number or percentage for any of
the ethnicity categories that apply to data collected for your outreach session/event.

h. Click VALIDATE.
i. Under Client HIV Status, click the Number or Percent radio button. Type a number or percentage for any of
the HIV Status categories which apply to data collected for your outreach session/event.

j- Click VALIDATE.

The Total Clients fields are already populated from the number entered in the Number of Client Contacts. If you do
not have any data for one or more of the Client Primary Risk, Client Gender, Client Race, Client Ethnicity, Client
Age, Client HIV Status categories, click the Total Clients field for that category and delete the humber. Make sure

there are no spaces left in the field. Click VALIDATE, and you will be able to leave that category blank.
You must click VALIDATE for each category before clicking SAVE AND FINISH.

18. For Delivery Methods Included in Program Plan, select each method that was used based on the program
plan.

19. Click ADD TO LIST.
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20.

21.
22.

23.
24.

25.
26.

Under the Delivery Methods Not Included in Program Plan section, select any method that was used but was
not part of the program plan.

Click ADD TO LIST.

Under the Activity(s) Included in Program Plan section, select each activity that was delivered during the
session.

Click ADD TO LIST.

For Activity(s) Not Included in Program Plan, select any activity that was delivered during the session but was
not part of the program plan.

Click ADD TO LIST.
Click SAVE AND FINISH.

The Maintain Existing Event/Session screen displays.

27.

Scroll to the Materials Distributed Details section and click Add/Edit Materials Distributed Details.

The Add/Edit Materials Distributed Details screen displays.

28.
29.

30.

31.

32.

33.

Add/Edit Materials Distributed Details

- Session Date
Intervention Name
| weewenname | GRS, | rem |

Outreach 03/01/2006
— Delivery Method Details
Number
Total number of Airings:
Total Number of Attendees:
Total Number of Web Hits:
Number of Callers Referred:
Number of Callers:
Estimated total Exposures:
Number of Materials Distributed:
— Materials Distributed Details
Number
Distribution-Education materials:
Distribution-Male condoms:

SAVE AND FINISH ] CANCEL

Scroll to the Delivery Method Details section of the screen.

In the Estimated total Exposures field, type the estimated number of persons exposed to the radio broadcast,
televised event or to the printed materials distributed during the outreach event, if applicable. This will only
display if Radio, Television or Printed Materials were selected as a delivery method.

In the Number of Callers field, type the number of callers who received HIV prevention intervention from a
hotline for the outreach event, if applicable. This will only display if Telephone was selected as a delivery
method.

In the Total Number of Web Hits field, type the total number of web hits for the outreach event, if applicable.
This will only display if Internet was selected as a delivery method.

In the Total Number of Airings field, type the number of times the key message for the event aired via radio or
television during the outreach event period, if applicable. This will only display if Television or Radio were
selected as a delivery method.

In the Number of Materials Distributed field, type the total number of materials distributed for the outreach
event, if applicable. This will only display if Printed Materials is selected as a delivery method.
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34. Inthe Numbers of Callers Referred field, type the total number of callers who were referred to other services
through the hotline for the outreach event, if applicable. This will only display if Telephone was selected as a
delivery method.

35. Inthe Total Number of Attendees field, type the total number of attendees for the outreach event, if applicable.
This will only display if In Person was selected as a delivery method.

36. Inthe Materials Distributed Details section, type the number of materials distributed for the specific materials
selected. This will only display if you selected materials in the activities section, such as condoms, education
materials or safe sex kits.

The Materials Distributed Details screen may not include all the materials mentioned above but rather will include the

materials that were marked as distributed in the specific intervention.

37. Click SAVE AND FINISH.

38. The Maintain Existing Session screen displays with the message that the delivery methods and material details
have been added/updated.

39. Click BACK TO MAINTAIN.
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Add a Referral Resulting from an Aggregate Intervention

Referral is a process by which immediate client needs for prevention, treatment, and supportive services are
assessed and prioritized and clients are provided with information and assistance in identifying and accessing
specific services. Just as in Client Level Services, Aggregate Referrals are captured as activities delivered during an
intervention session. The user may enter a unique referral code generated by PEMS or locally by their agency.

PEMS Core Roles Required
Users with the following PEMS core roles have permissions to add outreach interventions:

=  Aggregate Service Role
= Aggregate HERR/OR Role
=  Aggregate HC/PI Role

Step > Action

1. Click Aggregate Level Services on the module menu bar.

2. Click Interventions on the sub module menu bar.

The Add Aggregate Intervention Sessions/Events screen displays.

3. First, search for the Aggregate Intervention you want to add to ensure there are no duplicates.
4. Click Add New Session/Event.

The Add Aggregate Intervention Session/Event screen displays.

5. Click the Year drop-down list and select the year of the program.

6. Click the Program Name drop-down list and select the name of the program.

7. Click the Program Model Name drop-down list and select the program model.

8. Click the Intervention name drop-down list and select the name of the intervention.

9. Inthe Session Number field, type the number of the session for the intervention session/event, if applicable.
10. Click CONTINUE.

The Add Event/Session Details displays.

11. For the Delivery Method(s) Included in Program Plan section, select each method that was used based on the
program plan.

12. Click ADD TO LIST.

13. For the Delivery Methods Not Included in Program Plan section, select any method that was used but was not
part of the program plan.

14. Click ADD TO LIST.
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— Activity{s) %

Selec Ackivity(s) Included in Prograrm Plan
to add and click ADD TO LIST,
You may select all that apply.

Included in Program Plan

Selec Acivity(s) Included in Prograrn Plan
to rermove and dick REMOVE,
‘rou may selec all that apply.

Feferral
Information-HIVAAIDS fransmission
Distribution-Education materials

ADD TO LIST
REMOVE

Mot Included in Program Plan

Select Activity(s) Mot Included in Program Plan Select Activity(s) Mot Included in Pragram Plan
to add and click ADD TO LIST, to remove and click REMOVE,

You may select all that apply., ‘rou may selec all that apply.,
Fersonalized risk assessment -~
Elicit partners
Information-Abstinence/postpone sexual activity
Information-Other sexually transmitted diseases
Information-Viral hepatitis
Information-Awailability of HIV/STD counseling ant
Information-Awailability of parner notification and re
Information-Living with HNVAAIDS
Information-Awailahility of social services
Information-Awailability of medical services hd

ADD TO LIST
REMOVE

If Other, Specify:

15. For the Activity(s) Included in Program Plan section, select all that were delivered during the session. Make
sure you select Referral as one of the activities.

A Referral must be added as an activity either through the program plan or not included in the program plan.

16. Click ADD TO LIST.

17. For the Activity(s) Not Included in Program Plan section, select all that were delivered during the session but
were not part of the program plan.

18. Click ADD TO LIST.
19. Click SAVE AND FINISH.

The Maintain Existing Event screen displays with a message that the Event/Session Details have been added
successfully.

20. Under the Activity(s) section, click Add New Referral.

The Add Referral screen displays.
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Add Referral

- Session Date
Intervention Name
T T

COutreach 11/06/2006

Mete:  You must sawe your data prior to navigsting awsy from this screen.  If you navigats away from this screen without saving,
any and all entered dats will be lost,

— Referral Initiation

Referral Date:  11/06/2006

PEMS Referral Code:

Local Referral Code:

Referral Service Type: ¥ ~
Select Internal Agency Site(s) Select Internal Agency Site(s)
to add and click ADD To LIST. ta rernove and click REMOVE,
choose all that apply. choose all that apply.
30035 -~
ath and hMain
Blood Bank
CTR Site
South Side Clinic hd

Network Agency Name(s)

lect Watuael 4 lect Watuael 4

The referral date is already populated on the screen from the session date.

21. Inthe PEMS Referral Code field, type the PEMS generated referral code from the Referral Labels report. (To
access go to : Reports > Referral and Recruitment > Referral Labels Report.)

Or

In the Local Referral Code field, type a unique, locally generated referral code.

Only one referral code may be added per referral, either a locally generated referral code or a PEMS generated

referral code. PEMS will check to make sure each referral code is unique in an agency’s instance of PEMS.

22. Click the Referral Service Type drop-down list and select the type of service to which the client is being
referred.

23. If the client is being referred internally within your agency, click the site they are being referred to under Internal
Agency Site Name(s).

24. Click ADD TO LIST.

25. If the client is being referred externally to a network agency, click the click the site they are being referred to
under Network Agency Site Name(s).

26. Click ADD TO LIST.

27. Click the Referral Follow-up drop-down list and select how you intend to follow up on the referral.
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— Client Demoqraphics
Date of Birth-Year: Cowyw)
Ethnicity: w
Race:
[ refused
[ con't Know
[ american Indian or &laska Mative
[ asian
[ elack or african American
[] wWative Hawaiian or Pacific Islander
[T wihite
Current Gender: v
Risk Category: ¥ v
Self Reported HIY Test Result: w
— Referral Follow-Up
Referral Dutcome: Fending b

28. In the Client Demographics section, type the year of birth (YYYY ) for the client being referred.

29. Click the Ethnicity drop-down list and select the appropriate ethnicity.

30. Click the appropriate checkbox(s) for Race.

31. Click the Current Gender drop-down list and select the appropriate gender.

32. Click the Risk Category drop-down list and select the appropriate risk category.

33. Click the Self Reported HIV Test Result drop-down list and select the appropriate self reported HIV Test result.
34. Click SAVE AND FINISH.

The Maintain Existing Event/Session screen displays with the message that your referral has been saved.
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Referral Sub Module

The Referral Sub Module in PEMS can be used to review and update referrals made as a part of aggregate
interventions. Referral is a process by which immediate client needs for prevention care, and supportive services are
assessed and prioritized, and clients are provided with information and assistance in identifying and accessing
specific services.

PEMS Core Roles Required
Users with the following PEMS core role have permissions to access the Referrals Sub Module:

=  Aggregate Service Role
= Aggregate HERR/OR Role
=  Aggregate HC/PI Role

Add a Referral Follow-up for an Aggregate Intervention

Once referrals are added through an aggregate intervention, they can be reviewed and updated through the Referrals
Sub Module.

Step > Action
1. Click Aggregate Level Services on the module menu bar.

2. Click Referrals on the sub module menu bar.

The Maintain Aggregate Referrals screen displays.

Maintain Aggregate Referrals

— Search Referrals

To perform a search, enter at least ane of the fallowing:

PEMS Referral Code:

Local Referral Code:

Form ID:
Network Agency Name: w
Referral Date Range: w Cwyyy) to v (wyyyl
Service Type: w
Referral Outcome: v

Show Advanced Search Options

SEARCH
— Referral(s)
1 item
PEI‘IS[Eei;erral Local Referral Code|Intervention Name|Referral Service Type|Referral Date|Referral Details
34233 Outreach Mental health services  11/06/2006 View Edit
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The 10 most recently added or updated referrals will display in the Referral(s) section at the bottom of the
screen. If you do not see the referral you want to update, you can search by PEMS Referral Code, Local
Referral Code, Form ID, Network Agency Name, Referral Date Range, Service Type or Referral Outcome.

This will only search for Aggregate referrals. To view, add or update referrals to clients receiving client level
services, you must go to the Client Level Service sub module.

3. Once you locate the referral you want to update, click Edit under the Referral Details column.
The Edit Referral Details screen displays.

4.  Scroll to the Referral Follow-Up section.

— Referral Follow-Up

Referral Outcome: Fending 4
Confirmed Internal Agency Site Name: w
Confirmed Network Agency Name: “
Confirmed Network Agency DUNS:
Confirmed Network Agency EIN:

Referral Close Date: H (rarndddfyuuy)

Reason{s) Referral Not Accessed

Select Reaszonls) Refarral Mot Accessed
to add and click ADD TO LIST.
Choose all that apply.

Mo Reasonfjust didn'ttry ~
Mo timeftoo busy/put it off

Did not like agency referred to

Agency hours not good

Mever filled outforms w

ADD TO LIST
REMOVE

If Other, Specify:

Select Other Refarral Facilitation Activity(s)
to add and click ADD TO LIST.
Choose all that apply.

Select Reason(s) Refarral Mot Accesszed
to remove and click REMOWE,
Choaose all that apply.

Other Referral Facilitation Activity(s)

Select Other Referral Facilitation Activity(s)
to remove and click REMOWVE,
Choose all that apply,

Made an appointrment far client ~
Satwclientwhile telephoned agency

ADD TO LIST

5. Click the Referral Outcome drop-down list and select Pending, Confirmed-Accessed Service, Confirmed-Did
Not Access Service, Lost to follow up, or No follow up.

6. If the client accessed services at an internal agency, click the Confirmed Internal Agency Site Name drop-
down list and select the name of the site where the client accessed service.

7. Ifthe client accessed services at a network agency, click the Network Agency Name drop-down list and select
the name of the network agency where the client accessed service.

8. Inthe Referral Close Date field, type the date the referral was closed.

9. Complete any additional information you have for Reason(s) Referral Not Accessed, or Other Referral
Facilitation Activity(s).

10. Click SAVE AND FINISH.

The Maintain Existing Event/Session screen displays with the message that your referral has been updated
successfully.
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Data Transfer Module

The Data Transfer Module allows you to:

= View data transfer permissions

= Request a data extract

= Download and view a data extract

= Add, view and remove sharing permissions

= Add, view and remove submission parameters
=  Search, view and edit scanned data imports

=  Filter program models

PEMS Core Roles Required

Only the Data Transfer core role has permission to access the Data Transfer Module.

Data Extract Sub Module

Maintain Data Extracts allows the user to request data extracts for their own agency or contract agencies, access
completed data extract files, and manage pending data extract requests.

PEMS Core Roles required

Only the Data Transfer core role has permission to access the Data Extract Sub Module.

Add a New Data Extract Request

Add Data Extract Request allows the user to submit a data extract request for either their agency’s data or for the
shared data of a contract agency. These data extracts can be requested for a specified dataset for a specified start
(From Date) and end (To Date) time period.

It is recommended that users assigned a role with the data extract permission should be granted access to all

PEMS program and client data to facilitate requests for any data extract.

Step > Action
1. Click Data Transfer on the module menu bar.
2. Click Extract on the sub module menu bar.

The Maintain Data Extracts screen displays.

Maintain Data Extracts

Add Mew Data Extract Request for Your Agency
[ata extracts requested for your agency's data will be processed nightly

Add Mew Data Extract Reguest for Contract Agency(s)
[rata extracks requested for your contrack agency's data will be processed waekly
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3. Click Add New Data Extract Request for Your Agency or click Add New Data Extract Request for Contract
Agency(s).

The Add Data Extract Request screen displays.

Add Data Extract Request

Selaced datazets will be filtered by the associated date field(s) dizplayed to the right of the Datasets, Datasets with start date or end
date falling within or spanning the zpecified date range will be extracted.

From Date: H (e ddf ey

To Date: % E (rarnd dddywyw)

Agency Mame X

Data extracts requested for your contract agency's data will be processed weekly

Selac Agency Marme(s)
to remove and click REMOWVE,
Choaose all that apply.

Selac Agency Marme(s)
to add and click ADD TO LIST.
Choaose all that apply,

Contract Agencyd ”~
Prevention Plus CBO
Contract Agencyl

Contract Agencyl3
Atlanta HIY Prewention bt

Agency Information
O Agency Details Wiew File Forrnat
O Agency Budget (Fiscal Year Start Date/End Date) Wiew File Format

[ sites Wiew File Farmat

[ workers (Worker Start Date/End Date) View File Format

biocd i U AR WA TS B ¥ 1 Cile T x

4. Inthe From Date field, type the date from which you want to begin data extraction.

5. Inthe To Date field, type the end date for the data extraction.

Data extract requests for your own agency can be requested for up to a 6 month date range (e.g., 01/01/2007 —
05/31/2007). Requests for your agency’s data process nightly. If you need a year’s worth of data for your agency,
you would submit two data extract requests (e.g., 01/01/2007 — 05/31/2007, 06/01/2007 — 12/31/2007).

Data extract requests for your contract agencies can be requested for up to a 3 month date range (e.g., 01/01/2007
— 03/31/2007). Requests for your contract agency’s data process weekly. If you need six month’s worth of data for

your contract agency, you would submit two data extract requests (e.g., 01/01/2007 — 03/31/2007, 04/01/2007 —
06/30/2007).

Data extract requests older than 14 days will automatically be deleted regardless of status. Agencies should save
processed data extracts locally in a secure folder so they are not lost. Each agency can have up to 25 pending
requests. Requests must be unique. An error message will be returned if the exact request is made twice.

6. If you are requesting a data extract for a contract agency, in the Agency Name section, select each contract
agency from which you would like to extract data.
7. Click ADD TO LIST.

8. Click the checkbox next to the desired datasets for Agency Information, Program Information, Client Level
Services, Aggregate Level Services, and Community Planning. The red text next to each dataset indicates
the criteria that will be used to extract the data based on the date ranges for the extract.

9. Click View File Format next to a dataset to view the variables included in the dataset and the names of the
columns in the extract.
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— File Format For : General Agency Information
Column Header Data Variable
Al0la SY5_GEN Agency ID
a1l Agency DUNS Number
AQLl Agency Mame
A3 Employer Identification Mumber (EIN)
aAdz Cormrmunity Plan Jurisdiction
A1Z2_WC Agency Type Code
A1z DESC Agency Type Descriptor
A13 Faith-based
aAld Race/Ethnicity Minority Focused
Alg Directly Funded Agency
Al0 Agency Website
aDg Street Address 1
A0S Street Address 2
County FIPS Code SYS_GEN County FIPS Code
County County
a06 City
ADS_WC State Code
A08_DESC State Descriptor
ang in Code

A View File Format hyperlink is provided next to each dataset and displays in a pop-up window that provides the
data variables included in the data set and their variable numbers. Column headers will either display with:

Variable Number (i.e. A11)

System Generated Variables (i.e. AOla Sys_Gen)
Value code (A12_VC)

Descriptions for Value Codes (A12_DESC)

10. Click SAVE AND FINISH.

The Maintain Data Extract screen displays and the request displays in the Data Extract Requests section indicating
a Pending status.

If the number of data extract requests for an agency reaches the 25 active data extract request limit (pending

and/or In Progress status), the user will not be allowed to submit a new data extract until the active request total
subsides to below the maximum level.
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Request Status of Data Extract

Once data extracts have been requested, they are processed in a nightly (own agency) or weekly (contract agency)
batch according to their position in the queue (date and time requested). Agencies cannot have multiple identical data
extract requests for the same date ranges and datasets. A data extract is determined to be a duplicate if it matches
exactly (same datasets and same dates) to an existing request in the Pending, In Progress, or Extract(s) Available
status. To request the same datasets and dates, click Resubmit on the initial request.

Step > Action
1. Click Data Transfer on the module menu bar.
2. Click Extract on the sub module menu bar.

The Maintain Data Extracts screen displays.

Maintain Data Extracts

Add Wew Diata Extract Reguest for vour Agency
Data extracks requested for vour agency's data will be processed nightly

Add New Data Extract Request for Contract Agency(s)
Data extracts requested for vyour contract agency's data will be processed weekly

r Data Extract Requests

1 through 10 of 13 items First | Previous | Mext | Last

Date 2 From 2

Agency Information:Agency Details
Program Information:Frogram Details,Additional Priority
Populations .
. . ) Lo ) Training )
11/17/2006 Client Characteristics:Demographic Details,Risk Profile 02/02/2006 05/01/2006 Trainingls Pending
rainin
Client Session Information:Session Details g
Aggregate Level Services:Aggregate Session

Details, Aggregate Referrals

3. Inthe Data Extract Requests section, locate the desired extract and view the Status.

The Data Extract Request status will display as either Pending, In Progress, Extract(s) Available, or Failed.
Following are the descriptions of each status:

IN PROGRESS - This status indicates the request has already begun processing. The request cannot be canceled
while it is in progress.

PENDING - This status indicates that the request is submitted but the server has not started processing the request.
The request can be canceled while it is still in the pending state by clicking the Pending status link, and then clicking
Cancel in the status window.

FAILED — This status indicates the request has failed during offline processing. The request can be resubmitted by
clicking the Failed status link, and then clicking Resubmit in the status window. Failed extracts should only result
from items outside the user’s control. (e.g., burden on the SDN, power outage, network problem, etc.).

EXTRACT(S) AVAILABLE — This status indicates that the request has been successfully processed and a data
extract(s) is available for downloading.

PEMS User Manual Version 1 Page 220 of 339 06/01/2007



_:/é[l_sllrti'l ]']um.m Services

Data extract requests older than 14 days will automatically be deleted regardless of status. Agencies should save

processed data extracts locally in a secure folder so they are not lost.

Downloading Data Extracts

Once Extracts are processed, they are ready to be downloaded. Agencies can save them locally onto their
workstations.

Agencies should apply local security measures to any locally saved data extracts (e.g., password protect any

folders in which the extracts are saved).

Step > Action
1. Click Data Transfer on the module menu bar.
2. Click Extract on the sub module menu.

The Maintain Data Extracts screen displays.

Maintain Data Extracts

&dd Mew Data Extract Request for Your Agency
Cata extracts requested for your agency's data will be processed nightly

Add Mew Data Extract Request for Contract Agency(s)

Drata extracts requested for your contract agency's data will be processed weekly

r Data Extract Requests

11 through 13 of 13 items First | Previous | Mext | Last
Date § From Requested §
. . Geargia .
11/02/2006 Client Characteristics:Risk Profile 03/01/2006 08/27/2006 — Fending

Agency Information:Contracts,Program Awards )
Georgla

11/02/2006 Program Information:Program Details 03/01/2006 05/01/2006 J—. Pending
Client Session Information:Session Details,Referral Details
Client Characteristics:Demographic Details,Risk
Profile,Detailed Behavior Details, Confirmed HIY Status
Client Session Information:Session Details,Recruitment
Details,Referral Details, HIV Test Activity Details - CT Geargia Extract({s}
10/29/2006 ! ! ! 03/01/2006 09/01/2006 -
PCRS Case:Case Details,PCRS Partner Demographics,PCRS GDHA Available

Partner Session Details PCRS Atternpts To Locate,Motification
of Exposure,Elicit Partners,PCRS Partner Risk Profile

Aggregate Level Services:aggregate Session Details
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3. Inthe Data Extract Request section for the requested dataset, click Extract(s) Available for the extract to
download.

The Download Data Extract screen displays in a pop-up window.

Download Data Extract

Resubmit

r Extract{s) Available

1 through 10 of 18 items First | Previous | Mext | Last
Parent Dataset Dataset(s)
Client Characteristics Demaographic Details
—
I Risl Profile I

Detailed Behavior Details

Confirmed HIV Status
Client Session Information Session Details

Recruitrnent Details

Referral Details

HIW Test Activity Details - CT

FCRS Case Case Details

PCRS Partner Demographics

4. In the Dataset column, click the name of the dataset to download.

The File Download window displays.

| x|

Do you want to save this fle?

] Mame: Risk_Profile_18037

Type:  Unknown File Type
From: ©6.134.0.188

Save Cancel

“While filez from the Internet can be uzeful, this file type can
o potentially harm pour computer. [F pou do not tust the zource, do not

zave thiz software. What's the risk?

5. Select the desired location to save the extract and click Save.
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The Save As window displays.

Save in: |h'j} Daownloaded Extracts V| 0 ? 5.4 '

My Recent
Documents

E

Dezktop

My Documents

%‘1

by Computer
.g File name: |Risk_Profile_18037 v [ save |
My Mebwork, Save a3 lype: | Document w | [ Cancel J

Always click Save, never click Open.

6. Click Save.

The Download Complete pop-up window displays.
7. Click Close.

Open and View Data Extracts in Excel

Data extracts from the PEMS database are stored using the Semicolon Separated Values (SSV) format. Any tool that
supports SSV format can be used to open and view data extracts (e.g., Excel, Access, or SPSS). These instructions
demonstrate how to open and view an extract in Excel.

Step > Action
1. Launch Microsoft Excel.
2. Click File > Open.
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Look in:

| |5) Downloaded Extracts

v @-@| Q@ X Cu &~ Tools-
Risk_Profils_1a037

@u

My Recent
Docurments

&

Deskkop

My Docurnents

My Computer

-
File pame: 7
Qpen -
My Mebwork
Places Files af type: | all Files (*.*)

3.

In the Files of type drop-down list, click All Files (*.*), and locate the downloaded extract.
4.

Select the downloaded extract and click Open.

Step 1 of the Text Import Wizard displays.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that wour data is Delimited.

If this is correct, choose Mext, or choose the data bype that best describes wvour data.
Criginal data tvpe

= e that best describes vour data;
(%) Delimited

- Characters such as commas or tabs separate each field,
il - Fields are aligned in columns with spaces between each Field,

Start import ak rowe: File origin: 437 1 OEM United States ~
Preview of file Cii\Documents and Settingsikeber\Deskiop! Downlo.  \Risk_Profile_15037.
11 Extract Name: 12037 Pisk Profile 2006-10-30 12:33:37 &
|2 From DateTime: Z00&6-032-01 00:00:00 i
|2 [Te DateTime: Z00&-02-01 O0:00:00
|4 | 20la Y3 GEN ; A0l ; A1l ; GlOZ_SY3 GEN ; DRisk Profile ID SYH
|5 11 :30UTHEEN STATE DEPARTHMENT OF HEALTH;135370351:588;17626,;07/23] o0
= 3|
< Back L et = ] [ Einish J
5. Verify Delimited is selected as the file type.
6.

Click Next to go to step 2 of the Text Import Wizard.
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This screen lets you set the delimiters vour data contains. You can see
hows wour text is affected in the preview below,

[] Treat consecutive delimiters as one
Semicolon [ comma

2[x]

[space  [] other: Texk gualifier: toe!

Daka presview

Extract MName: 18037 Risk Profile Z006-10-30 12:33:37 £y
From DateTime: ZO00&6-03-01 00:00:00

To DateTime: Z005-05-01 00:00:00

A0la SYS GEN a0l

L EOUTHERN STAL o
< >

Cancel H < Back ”_ Mexk = ]I Einish

7. Inthe Delimiters section, click the Tab checkbox to deselect, and then click the Semicolon checkbox to select

It.

8. Click Next to go to step 3 of the Text Import Wizard.

‘General converts nurmeric values to numbers, date O Text
values ko dates, and all remaining walues to bext, ) Date: | MDY

Daka preview

This screen lets vou select each column and set Column data Format
the Data Format, (%) General

?)x

W

() Do nat import column (skip)

Cancel ][ < Back

A0l
EOUTHEEN STA

¥

Finish

9. Click Finish.

The downloaded extract opens in Excel. The columns may need to be resized to view all of the data optimally.

Instructions on how to resize columns in Excel follow on the next page.
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To Resize Excel Columns

Step > Action
1. Press Crtl + A to select the entire worksheet.

2. Click Format =Column - AutoFit Selection. The columns resize based on the longest cell data for each

column.

A [ B ] C | D | E [ F [ G ] H | |
| 1 |Extract Name: 18037 _Risk_Profile_2005-10-30 12:33.37
| 2 |From DateTime: 2006-03-01 00:00:00
| 3 |To DateTime: 2005-03-01 00:00:00
| 4 | AD1a_SY¥S_GEM A1 Al G102_S¥5_GEM | Risk_Profile_| G200 G201 WG | GZO1_DESC | G202 WC
15 | 11/ S0OUTHER 135970351 a8 17626 7/23/2006 1 ¥es 1
| B | 11/ SOUTHER 135970951 146 17681 4/9/2006 1 ¥es 1
17 | 11 SOUTHER 135970351 146 17894 | 4/23/2006 1¥es 1
= 11/ S0OUTHER 135970351 150 10045 54/2006
19 | 11/ SOUTHER 135970951 150 17662 4/10/2006 1 ¥es 1
|10 | 11/ SOUTHER 135970351 151 9956 | 4/10/2006 ]
|11 | 11/ S0OUTHER 135970351 151 17635 4/11/2006 1 ¥es 1
112 | 11/ SOUTHER 135970951 152 17696 4/12/2006 1 ¥es 1
113 | 11/ SOUTHER 135970351 152 17924 | 4/25/2006 1¥es 1
|14 | 11/ S0UTHER 135970951 1583 17718 4/13/2008 1 ¥es 1
|15 | 11/ SOUTHER 135970951 154 17722 4A14/2006 1 ¥es 1
| 16 | 11/ SOUTHER 135970351 155 10117 | 4/21/2006
|17 | 11/ S0UTHER 135970951 195 17726 41152008 1 ¥es 1
| 16 | 11/ S0OUTHER 135970951 156 17728 4/16/2006 1¥es 1
REN 11/ SOUTHER 135970351 157 17754 4/18/2006 1 ¥es 1
| 20 | 11/ S0OUTHER 135970951 158 17765 4/19/2006 1 Ves 1

Updates to Data Extracts

As part of release 3.0.4 (also known as the fourth patch to release 3.0), the variable “Cycle” was added to the
variables available for data extracts. This addition allows agencies to determine which sessions were completed for
particular intervention cycles. For example, if an agency delivered four full cycles of SISTA in one year, with the
improved extract, agency staff will be able to link sessions and their appropriate cycle. Before this change was made,
it was difficult to decipher the correct order and timing of sessions, particularly if multiple cycles (perhaps delivered by
different workers) were taking place concurrently within an agency.

In addition, as part of release 3.0.1, the Local Client ID was unencrypted to allow the Local Client ID variable to
display on data extracts.

Analyzing Data Extracts

To help you identify data, the data extract file displays column header names as data variable numbers. You can
refer to the Data Extract Request screen within PEMS by selecting View File Format to identify the data variable
information.

=  Data displays uniquely by row

= Columns with O in it mean “no”

=  Columns with 1 in it mean “yes”

There are five possible types of data that can display in columns:

Column Header Description Column Contents

Variable Numb .g. . — .
Aﬂ? & Number (e.g Data Variable Numbers and Definitions Data related to that variable (e.qg.,

EIN # - 135970081)
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Column Header

Description

Column Contents

System Generated
Variable Numbers

(e.g., AOla Sys_Gen)

Some of the variables are generated by
PEMS and do not have an actual number in
the Data variables. These are indicated with a
Sys_Gen after the variable number.

Data related to the variable. AOla
Sys_Gen is the PEMS client ID, so
the column contents are the PEMS
client ID

Value code (G201_VC)

Indicates the value code for the item the user
selected when entering data in PEMS.

G201_VC

Descriptions for Value
Codes (G201_DESC)

Immediately follows any columns with VS and
provides the definition for the value code
selected.

G201_DESC is the description for
the G201_VS displaying in the
previous column: Yes

G203_Permanent_Housing

The user can select multiple options on a
screen for the same variable. Each will
display in its own column with a unique name
and a 0 or 1 in the column to indicate if the
user selected the option

0 = No, or did not select
1 =Yes, or did select

Blank = nothing entered
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Data Sharing Sub Module

Data sharing allows contract agencies to create sharing permissions with the agencies that provide them with funding
for prevention services. To create sharing permissions, each contract agency will first identify an agency that provides
them with funding for HIV prevention services. Next, each contract agency will identify the program models to share
with their funding agencies. Sharing permissions cannot be created with CDC; CDC cannot access shared data.

For more information on submitting data to CDC, refer to the Data Submission section of this user manual.

Sharing permissions require an active contract between a contract agency and funding agency. Sharing permissions
should be created and reviewed annually and as program models are added.

Once data sharing permissions are created, the funding agency can generate quality assurance reports, monitoring
and evaluation reports and data extracts on the contract agency data shared with their agency.

Funding agencies are those which provide direct funding to another agency for the delivery of prevention

services. For example, a Health Department that provides funding to a CBO is a funding agency.

PEMS Core Roles Required

Only the Data Transfer Core Role has access to the Data Sharing Sub Module.

Search for Sharing Permissions

Agencies should first search for sharing permissions before creating new permissions.
Step > Action

1. Click Data Transfer on the module menu bar.

2. Click Data Sharing on the sub module menu.

The Maintain Sharing Permissions screen displays.

r Search Ssharing Permissions

To perform a Search, enter st least one of the following:

Funding Agency: w
Source Agency: i3
Sharing Setup Date: j (rommdddfyyyy) o j Cramd ddfyeuyd

Program Model Name:
Program Model ID Number:
Community Plan Year: R

Program Model Basis: v

SEARCH

— Sharing Permission{s)

Add Mew Sharing Permissions

1 through & of 8 item=

Sharing Setup R Program Model{Name -| Setup Source Program Model
PG GgemEy ID#) By Agency Details

SOUTHERM STATE . Atlanta HIV .
1042442006 Cutreach 2006 - 9990 rfranklin X Wiew Delete
DEPARTMENT COF HEALTH Prevention
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3. Inthe Search Sharing Permissions section, type the desired criteria in the search fields to locate the funding
agency with which you want to share your agency program models. At least one field is required to search.

4. Click SEARCH.

The search results display in the Sharing Permission(s) — Search Results section. If the search does not result in
locating the sharing permissions, click Add New Sharing Permissions to add a sharing permission.

Add New Sharing Permissions

Sharing permissions are added by a contract agency. An active contract is required before sharing permissions can
be created. Once the contract agency creates sharing permissions, they will display immediately in that agency’s
instance of PEMS. However, it may take up to 24 hours for the sharing permissions to process and display in the
funding agency'’s instance of PEMS.

Step > Action
1. Click Data Transfer on the module menu bar.
2. Click Data Sharing on the sub module menu.

The Maintain Sharing Permissions screen displays.

r Search Sharing Permissions

To perform a Search, enter at least one of the follawing:

Funding Agency: i
Source Agency: b4
Sharing Setup Date: j (rarmdddiyyyy)  to j Crrnd ddf yyyy)

Program Model Name:
Program Model ID Number:
Community Plan Year: v

Program Model Basis: w

SEARCH

— Sharing Permission{s)

Add Mew Sharing Permissions

1 through 8 of § items

Sharing Setup Program Model(Name -| setup Source Program Model
Funding Agency By Agency Details

SOUTHERM STATE Atlanta HIY
10/24/2006 CQutreach 2006 - 9330 mfranklin Miew Delete
DEPARTMENT OF HEALTH Prevention

3. Inthe Sharing Permission(s) section, click Add New Sharing Permissions.

The Add Sharing Permissions — Select Funding Agency screen displays.

Add Sharing Permissions - Select Funding Agency

Funding Agency: ¥ w

CONTINUE CANCEL
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The Funding Agency drop-down list is populated by each agency that funds the user’s agency. CDC is not
included as a funding agency within Data Sharing. The drop-down list is only populated after the funding agency

creates a contract and the contract is active.

4. Click the Funding Agency drop-down list, and then select the desired funding agency.
5. Click CONTINUE.

The Add Sharing Permissions — Select Program Models screen displays showing the available program model(s) in
the Select Program Model(s) to Share section.

Add Sharing Permissions - Select Program Models

Funding Agency: SOUTHERM STATE DEPARTMENT OF HEALTH

— Filter Program Models
Ta perfarr a Filter, antar at lzast ane of the fallawing:
Source Agency: -

Community Plan Year: w

Program Model Basis: L

— Select Program Model{s) to Share %

1 through 10 of 12 items First | Previous | Next| Last
[ [Community Plan Year] — Program Model( Name - 1D#) | Source Agency _|Program Model Details

[ zoo7 SISTA 2007 - 7151 Atlanta HIV Prevention Yiew

[ zoo7 Qutreach - 7137 Atlanta HIV Prevention Yiew

The program models displayed are either from the user’'s agency or from other agencies that have shared their

program models with the user’s agency.

6. Click the checkbox next to each program model to share with the funding agency.

Multiple program models can be selected. To select all the program models, click the Check to select all
displayed Program Models checkbox. Click View under the Program Model Details column to display

additional information about a particular program model.

7. Click ADD TO LIST.

The Add Sharing Permissions — Select Program Models screen refreshes and displays the Program Model(s) to
Share section.
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Add Sharing Permissions - Select Program Models

Funding Agency: SCOUTHERM STATE DEPARTMENT OF HEALTH

— Filter Program Models

To perform a Filker, enter at least ane of the follawing:

Source Agency: w
Community Plan Year: L

Program Model Basis:

— Program Model{s) to Share

l::ommunity Plan Year|Program Model{Name-ID#) Source Agency Program Model Details

[ zoo7 SISTA 2007 - 7151 Atlanta HIV Prevention View

[ zooz Qutreach - 7137 Atlanta HIV Prevention Wiew

[ check to select all displayed Pragram Models

REMOVE

CONTINUE CANCEL

Click the checkbox next to a program model and click REMOVE to deselect a program model. (Clicking CANCEL
will not save the update.)

8. Click CONTINUE.

The Add Sharing Permissions — Confirm screen displays.
9. Click SUBMIT.

Add Sharing Permissions - Confirm

Select Program Models

Funding Agency: SOUTHERMN STATE DEPARTMENT OF HEALTH

Community Plan Year|Program Model{Name-ID#) Source Agency Program Model Details

z007 SISTA 2007 - 7151 Atlanta HIW Prevention Wiew

2007 Outreach - 7137 Atlanta HIW Prevention Wiew
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Filter Program Models

If an agency has a long list of program models, they can be filtered to narrow results. Program models can be filtered
by source agency, community plan year and program model basis.

If your agency originated the program model, your agency is the source agency. If your contract agency
originated the program model, the contract agency is the source agency.

Step > Action
1. Select the desired filter criteria.

2. Click Filter.

The screen refreshes and the filtered program models display under the Select Program Models to Share section.

View Sharing Permissions

Sharing permissions should be reviewed yearly and updated as needed.

Step > Action
1. Click Data Transfer on the module menu bar.

2. Click Data Sharing on the sub module menu.
The Maintain Sharing Permissions screen displays
3. Search for the sharing permissions, if applicable.

4. Inthe Sharing Permission section, click View under the Program Model Details column for the desired
program model.

The View Program Model Details window displays.
5. Click CLOSE WINDOW.

Remove Sharing Permissions

Data sharing permissions can only be removed by the contract agency. Once the sharing permissions are removed, it
takes up to 24 hours for the sharing permissions to be removed from the funding agency’s instance of PEMS.

Sharing permissions cannot be removed if the funding agency has shared the program model with another
agency. Sharing permissions must be removed hierarchically before the contract agency will be able to remove
the sharing permissions.

Scenario for creating sharing permissions:

Prevention Plus is an indirectly funded CBO.

H.E.R.O. funds Prevention Plus to deliver Outreach.

Prevention Plus shared the Outreach program model information with H.E.R.O.

Once Prevention Plus shares information, H.E.R.O. shares that information with the local health department
who funds H.E.R.O.

Scenario for removing sharing permissions:

Prevention Plus would like to remove sharing permissions with H.E.R.O.

Prevention Plus first needs to contact H.E.R.O to have them remove the sharing permissions with the local
health department.

Once H.E.R.O. removes sharing permissions with the local health department, Prevention Plus can remove
the sharing permissions from H.E.R.O.

Sharing permissions cannot be deleted if the funding agency has shared the shared data with another agency. If
the contract agency tries to delete the sharing permissions, they will receive an error message that the sharing
permissions must be removed at the hiahest level before they are able to remove them at the contract level.
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2. Click Data Sharing on the sub module menu.

The Maintain Sharing Permissions screen displays.

r Search Sharing Permissions

Tao performm a Search, enter at least ane of the following:

Funding Agency:
Source Agency: w
Shering S ez ] Crarnf ddfyyyy) 1o ] (rornf dddyyyy)
Program Model Name:
Program Model ID Number:

Community Plan Year: b

Program Model Basis:

SEARCH

— Sharing Permission{s)

&dd Mew Sharing Permissions

1 through § of § items

Sharing Setup R Program Model{Mame - | Setup Source Program Model
Funding Agency ID#) By Agency Details

SOUTHERN STATE Atlanta HIV

10/24/2006 Cutreach 2006 - 9990 rfranklin .
DEPARTMENT OF HEALTH Prevention

Misw Delete

3. Inthe Sharing Permission(s) section, click Delete under the Sharing column for the agency from which you

want to remove sharing permissions.

The delete confirmation pop-up window displays.

Microsoft Internet Explorer

2P Are vou sure that vou want to remove data sharing permissions? The funding agency will no longer be able to view
H-'(" ary of the data associated with this Program Model.

[ o | [ Cancel

4. Click OK.

The Maintain Sharing Permissions screen refreshes and the funding agency is no longer listed. It will take up to 24
hours for the sharing permissions to be removed from the funding agency’s instance of PEMS.

Once sharing permissions are deleted, the funding agency will no longer be able to generate reports or extracts

on contract agency data.
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Data Submission Sub Module

The Data Submission Sub Module allows each agency to specify the program model data that is to be reported to
CDC. Submission parameters should be created annually and as program models are added. Submission
parameters require an active contract be in place. The Data Submission Sub Module allows users to:

= Search for submission parameters
=  Create submission parameters
= Remove submission parameters

PEMS Core Roles Required

Only the Data Transfer Core Role has access to the Data Submission Sub Module.

Search Submission Parameters

Agencies should search for existing submission parameters before creating new ones.
Step > Action

1. Click Data Transfer on the module menu bar.

2. Click Data Submission on the sub module menu bar.

The Maintain Submission Parameters screen displays.

Maintain Submission Parameters

R

r Search Submission Parameters

To perform = Search, anter at least one of the following:

Source Agency: L
Submission Setup Date: 3 (ramdddiveny] o H (rarndddivey
Program Model Name:
Program Model ID Number:
Community Plan Year: v

Program Model Basis: v

SEARCH

Submission Parameter(s)

Add Mew Submission Parameters

1 through 6 of 6 items

Submission Setup Fundlng Program Model{Name - Setup Program Model

Counseling and Testing 2006 Atlanta HIY
10/03/2006 cDC rfranklin Vie Edit De
- 5219 Prevention

3. Inthe Search Submission Parameters section, type the desired criteria in the search fields to locate the
funding agency with which you want to share your agency program models.

4. Click SEARCH.

The search results display in the Submission Parameter(s) — Search Results section.

If the search does not result in the submission parameters, click Add New Submission Parameters to add a

new submission parameter.
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Add New Submission Parameters

Add Submission Parameters is the process to select the program model data to be reported to CDC. Submission
parameters cannot be created with any agency other than CDC. Once submission parameters are created, data are
automatically reported to CDC 30 days after the end of each month.

Step > Action
1. Click Data Transfer on the module menu bar.
2. Click Data Submission on the sub module menu bar.

The Maintain Submission Parameters screen displays.

Maintain Submission Parameters

B

r Search Submission Parameters

To petforrn a Search, anter at least ane of the fallawing:

Source Agency: “

Submission Setup Date: j (rarmdddipypy)  to j Cramdddi vy
Program Model Name:
Program Model ID Number:

Community Plan Year: -

Program Model Basis: R

—Submission Parameter(s)

Add Mew Subrission Parameter

1 through & of & items

Submission Setup Fundlng Program Model{Name - Setup Program Model
Counseling and Testing 2006 Atlanta HIV

10/03/2006 mfranklin Miew Edit Delete
- 5219 Prevention

3. Inthe Submission Parameter(s) section, click Add New Submission Parameters.

The Add Submission Parameters — Select Program Models screen displays showing the available program models in
the Select Program Model(s) to Submit section.
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Add Submission Parameters - Select Program Models

Funding Agency: CDC

— Filter Program Models
To perform a Filter, enter at least one of the following:
Source Agency: w

Community Plan Year: w

Program Model Basis: w

— Select Program Model{s) to Submit %
1 through 10 of 10 itemns

l::ommunity Plan Year Program Model{ Name - ID#) Source Agency Program Model Details

[ zo0s Test - 22120 Atlanta HIV Prevention Wiew

[ =006 CQutreach 2006 - 9990 Atlanta HIV Prevention Wiew

4. Inthe Select Program Model(s) to Submit section, click the checkbox of each program model to report to CDC.

Multiple program models may be selected. To select all the program models click the Check to select all displayed
Program Models checkbox. Click View under the Program Model Details column to display additional information

about a particular program model.

5. Click ADD TO LIST.

The Add Submission Parameters — Select Program Models screen refreshes and displays the Program Model(s) to
Submit section.

Add Submission Parameters - Select Program Models

Funding Agency: CDC

— Filter Program Models
To perform a Filter, enter at least ane of the follawing:
Source Agency: w

Community Plan Year: w

Program Model Basis: i

— Program Model{s) to Submit

- Community Plan Year(Program Model{ Name - ID#) Source Agency Program Model Details

[ zoos Outreach 2006 - 2990 Atlanta HIY Prevention Miew
[ zoos SISTA 2006 - 9974 Atlanta HIV Prevention Miew
[ zoos Know rour Risk 2006 - 5252 Atlanta HIV Prevention Miew

D Check to select all dizplayed Pragram Mocels

CONTINUE CANCEL
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6. Click CONTINUE.

The Add Submission Parameters — Select Optional Datasets screen displays. This screen allows an agency to select

optional variable datasets to submit to CDC

Select Program Models

— Select Optional Yariable Datasets

Add Submission Parameters - Select Optional Datasets

Select Optional Variable Datazet(s)
to add and click ADD TO LIST.
“fou ray choose all that apply

Select Optional Yariable Dataset(s)
to rermove and click REMOVE,
Choose all that apply,

Agency Information - Workers

Agency Information - Sites

Agency Information - Contract Agencies
Agency Infarmation - Frogram Awards

Agency Information - Netwaork Agencies
Caornrnunity Planning - Comprehensive HIY Plan
Frogram Infarmation

Aggregate Level Services - Interventions
Aggregate Level Services - Referrals

Client Lewvel Services - Client Details

CONTINUE CANCEL

ADD TO LIST
=0

Optional variables are those variables identified as “Reported to CDC — No” in the data variables. They are not

required to be included in data reported to CDC.

7. Click the desired variable(s) from the Select Optional Variables Datasets list on the left.

Tip: Hold down the Shift or Control key to select multiple variables.

8. Click ADD TO LIST.

The variables are added to the Select Variables Datasets list on the right.
9. Click CONTINUE.

The Add Submission Parameters - Confirm screen displays. To make revisions to the program models selected, click
Select Program Models. To go back and make revisions to optional datasets, click Select Optional Datasets.

Add Submission Parameters - Confirm

Select Program Models

Select Optional Datasets

Funding Agency: cDC

Optional Yariable Datasets:

Community Plan Year|Program Model{ Name - ID#) Source Agency Program Model Details

2006 Outreach 2006 - 9990 Atlanta HIV Prevention Miew

2006 SISTA Z006 - 9974 Atlanta HIY Prevention Wiew

2006 Know Your Risk 2006 - 5252 Atlanta HIV Prevention Wiew

10. Review the submission parameters details, and then click SUBMIT.

The Maintain Submission Parameters screen displays showing the new submission parameter(s) listed under the
Submission Parameter(s) section.
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If an agency has a long list of program models, they can be filtered to narrow results. Program models can be filtered
by source agency, community plan year and program model basis.

Step > Action
1. Select the desired filter criteria.
2. Click Filter.

The screen refreshes and the filtered program models display under the Select Program Models to Submit section.

View Submission Parameters

Submission parameters should be reviewed annually and modified throughout the year. Submission parameter
details can be reviewed through the View link.

Step > Action

1. Click Data Transfer on the module menu bar.

2. Click Data Submission on the sub module menu.
The Maintain Submission Parameters screen displays
3. Search for the submission parameters, if applicable.

4. Inthe Sharing Parameters section, click View under the Program Model Details column for the desired
program model.

The View Program Model Details pop-up window displays.
5. Click CLOSE WINDOW.

Remove Submission Parameters

Agencies can remove submission parameters to stop reporting data to CDC when funding ends. Once an agency
removes submission parameters, it will automatically display as removed in the agency’s instance of PEMS.
However, it will take 24 hours to process and remove the parameters from CDC.

Step > Action
1. Click Data Transfer on the module menu bar.
2. Click Data Submission on the sub module menu bar.

The Maintain Submission Parameters screen displays.
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Maintain Submission Parameters

B

r Search Submission Parameters

To petforrn a Search, anter at least ane of the fallawing:

Source Agency: “

Submission Setup Date: j (rarmdddipypy)  to j Cramdddi vy
Program Model Name:
Program Model ID Number:

Community Plan Year: -

Program Model Basis: R

— Submission Parameter{s)
Add Mew Subrnission Parameters
1 through & of & items
Submission Setup Fundlng Program Model{Name - Setup Program Model
Counseling and Testing 2006 Atlanta HIV ]
10/03/2006 mfranklin Miew dif Celete
- 5219 Prevention

3. Inthe Submission Parameter(s) - Search Results section, click Delete under the Submission column for the
desired program model.

The delete confirmation window displays.

Microsoft Internet Explorer, E|

Are wou sure that wou want to remove data submission parameters? COC will no longer receive updaked data

‘*{r/ submissions associated with this Program Model, but COC will still have access to data that has already been
submitted.

[ ok i [ Cancel

4. Click OK.

The Maintain Submission Parameters screen refreshes with a message that the submission parameters have been
successfully removed.

If you search for the program model, it will no longer display under the Submission Parameters — Search

Results section.
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Scanning Import Sub Module

The Scanning Import Sub Module is only for those agencies that have implemented a CTR scanning solution. Data
that are scanned and stored locally are imported into PEMS weekly as an XML file through PHIN-MS. XML stands for
Extensible Markup Language and is a flexible specification for structuring data. Due to this flexibility, XML is the
industry standard for data exchange between applications. Once data are imported, they display in PEMS as if they
were entered through the PEMS interface. Users can search for and view the status of scanned forms as a result of

the import process. Scanned data can be modified as needed.

Search Scanned Data Imports

In the Scanned Data Imports section, users can click the desired status to view additional information. The status

definitions are as follows:

= Pending - indicates the form has been submitted and the server has not started processing the request.

= In Progress - indicates the form has already begun processing.
= Failed - indicates that the form has failed during the offline batch processing.

= Completed - indicates the form has successfully been scanned and imported into PEMS. The information from
the scan import can now be found under the Scanning Import Sub Module. Users can search by Form ID under

Client Level Services, locate the imported record, and modify if needed.

If the form returns a Failed status, the user should review the Error Message of Failure Import on the Status of
Failed Scanned Data Imports pop up window to determine the reason why the import failed. The user may need

to work with the admin that maintains the local database (who can access the error folder and review the error

message details and user error log) to diagnose the problem.

Step > Action
1. Click Data Transfer on the module menu bar.

2. Click Data Submission on the sub module menu bar.

The Maintain Scanned Data Imports screen displays with the 10 most recently scanned data imports displaying in the

Scanned Data Import(s) section.

Maintain Scanned Data Imports

— Search Scanned Data Imports

To perforrn a Search, enter at lzast ane of the following:

Import Date : From T8 tmmiddiyyey) to
Form ID :
Source Agency: w
Status : v
SEARCH

T trmensddiyvpwy)

— Scanned Data Import(s)

0 items

Import Date m Scanning Agency|Source Agency M

Mo records found,

3. Inthe Search Scanned Data Imports section, search by Import Date, Form ID, Source Agency or Status.

4. The search results will display in the Scanned Data Import(s) section.
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View/Edit Scanned Data Import Information
Step > Action

1. Click Data Transfer on the module menu bar.

2. Click Scanning Import on the sub module menu bar.

The Maintain Scanned Data Imports screen displays.

Maintain Scanned Data Imports

— Search Scanned Data Imports

To perform a Search, enter at least one of the following:

Import Date : From H Crrmnd dddveey]) to H Crarnd ddfyyyy)
Form ID :
Source Agency: hd
Status : w
SEARCH

— Scanned Data Import{s)

0 items

Import DateScanning Agency|Source Agency m

Mo records found,

3. If applicable, search for the desired scanned data import. The search results display under the Scanned Data
Import(s) section.

4. Take note of the Form ID for the form you would like to view. In step #6 below, you will use this ID to locate the
client record in PEMS.

5. Click Client Level Services on the module menu bar.

The Select Client screen displays.

6. Click Show Advanced Search Options. The screen expands to display additional search fields.

7. Inthe Form ID field, type the Form ID.

8. Click SEARCH.

The Select Client screen refreshes to display the search results under the Client(s) — Search Results section.
9. Click the radio button next to the desired client.

10. Click CHOOSE CLIENT.

The Maintain Intervention Sessions screen displays with the scanned data that can now be viewed and edited
through PEMS.
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Reports Module

Reports allow agencies to view selected groupings of aggregated PEMS data. There are three types of reports in
PEMS: Program Management, Quality Assurance and Monitoring and Evaluation.

= Program Management reports provide a summary of information about the agency, programs and contract
agencies. These reports can be generated at any time with current data.

= Quality Assurance reports provide a summary of data completeness and can be used to determine where
additional sessions need to be completed or where additional variables need to be completed before reporting
data to CDC. QA reports can be generated both on your agency’s data and contract agency’s data if appropriate
sharing permissions have been created. These reports can be generated at any time, but the data may be up to
one week old.

There are two types of data completeness that the Quality Assurance reports address. The Report of Sessions
with Incomplete Data displays information about any session data that the user needs to enter in order to make the
session “complete” in PEMS. For example, a session may have referral specified as an activity, but if no referral

details are saved for the session, the session will be incomplete. The Report of Incomplete Variables Reported to
CDC provides information on any missing variable that is identified as “Reported to CDC-Yes.” Agencies will need to
review this report and determine locally what variables they may revisit as a result of analyzing this report.

= Monitoring and Evaluation reports can be generated on your agency’s data and most can be generated on
contract agency’s data if appropriate sharing permissions have been created. All reports can be generated at any
time, but the data may be up to one week old. These reports can help directly answer many questions that will
help agencies monitor and evaluate their programs. For example:

What types of contract agencies does my agency fund to deliver services?

What program models are being delivered and to what target population(s)?

What are the demographics and risk factors for the clients served through the interventions?
How many referrals has my agency generated?

To what extent are workers following up on referrals?

Which HIV PCRS cases are open/closed?

How is the workload/cases distributed among workers?

What is the breakdown of HIV Test results?

How consistently is my agency providing HIV Test results to its clients and what is the average time
frame?

Which target populations did my agency intend to serve?
Did my agency serve its intended populations?
How successful is my agency in retaining clients across sessions (of an intervention cycle)?

What are the trends in client characteristics and risk categories for those receiving CTR
interventions?

O O 0O 00O O0OO0OO0oOOo

O O O ©O

PEMS Core Roles Required

PEMS is a role-based system in which modules and sub modules require specific core roles to be assigned to a
given user that allows access to that functionality. All reports have at least one core role that allows a user to
generate specific reports. Access corresponds to the sub module in which each report resides. The table on the
following page lists the report(s) to which each PEMS Core Role has access:
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Report Sub Report Core Role

Module
Agency Agency Aggregate  Aggregate  Aggregate Client Client HERR Community CRCS Data PCRS Program Program QA
Budget Information HCPI HERR/OR Service Services Planning Transfer Budget Information
Information

Report on Agencies
Funded to Deliver v v v v v v v v v v v v v
Agency and |Services

Program Plan [Intervention Details and

Client Characteristics v v v v v v v v v v v v v

(Planned vs. Delivered)

HIV PCRS Activity
PCRS Case |Report v v

Referrals Made Report

Referral and v v v v v v v 4

Recruitment

Report of Incomplete

Variables Reported to v
Quality CDC

Assurance Report of Sessions with

Incomplete Data v

Test-Level HIV Testing

Report v v

CI Client-Level Confidential

HIV Testing Report v v

Summary Report on
Aggregate Service v v v
Delivery

Aggregate Level
Services

Overview of Client

Characteristics by v v v v v
Other Client  [Agency(s)

Level Services |Overview of Client Risk

Behaviors by Agency(s) v v v v v

HIV PCRS Cases by
Worker and Case Status

Reports on Workers
Workers  [Delivering Aggregate A user-defined role must be created to grant access to worker reports.
Level Services

Report on Workers
Delivering Client Level
Services
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User-Defined Roles Required

There are no pre-existing core roles in PEMS that allow access to Worker Reports; therefore, reports in the Workers
Sub Module require a user-defined role to be created. This is done to allow each agency to be thoughtful about who
will be given access to worker data. These worker reports are not eligible to be generated for a contract agency
because they contain worker specific information. The Workers Sub Module will not display until a user-defined role
is created, is added to a user’s role and permissions and that user logs into PEMS.

Click here to learn more about how to create a user-defined role in PEMS

Accessing and Generating Reports

All reports are accessed through the Reports Module in PEMS. Reports are then further categorized by sub module.
Reports Sub Modules include:

= Agency and Program Plan
PCRS Case

Referral and Recruitment
Quality Assurance

CTR

Aggregate Services

Other Client Level Services
Workers

Once you select the appropriate sub module and report, the Report Criteria screen displays.

=  This screen allows the user to select criteria to include in the report.
= There are two types of selection criteria: mandatory and optional.

For every grantee report, the user must select a Date Range on which to generate the report. Most other reports
require the user to select the names of the agencies on which to generate the report.

In addition to mandatory criteria, many reports contain optional criteria, which may be used to narrow the results of
the report so that the report is easier to read and meets the needs of the user generating the report. Optional criteria
vary by report. Some examples of optional criteria include:

Site

Zip Code

Program Model Basis

Program Model Name

Intervention Name

Target Population Name(s)
Demographics and Risk Categories
HIV Test Technology

Worker Types

In order to make the reports modules easier to navigate, verify that each of your Programs, Program Models
and Interventions have unigue names. By having distinct names, they will be more easily identifiable. You may

want to consider adding a year to the intervention name if you intend to generate reports over the span of
multiple program years.

Once you have selected the mandatory and optional criteria, you may click GENERATE REPORT.

=  Users that generate a large request (a date range spanning longer than a year or requesting data on all contract
agencies) may find it will take a few minutes to generate the report.
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=  The report displays in a pop-up window.

Update Regarding Limits on Pop-Up Windows for Reports

In PEMS version 3.0, the various reports could be generated and compared in multiple pop up windows. This is still
possible in the latest version of PEMS (3.0.4, March 2007), however, a limit has been placed on the number of pop
up windows that can be open at one time. With the release of the fourth patch to 3.0, users are only able to generate
one pop up window per unique report. Essentially, this means that only one version of each individual report can be
open at one time. This change affects all reports.
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Navigating and Analyzing Report Data

Although reports can be generated at any time, the data may be up to a week old. The datasets for both the Quality
Assurance and Monitoring and Evaluation reports are updated in the system weekly. Data in the Program
Management reports are in real-time and do not require a weekly refresh.

The header of each report contains a summary of the following information:

= Report Criteria — criteria includes a summary of the data the user selected to generate the report. Criteria
include the date ranges requested for data and the agency data to be included in the report.

= Request Information — request information includes a summary of who made the request to generate the report
and when the request was made. The request information includes the Agency Name, the name of the user that
requested the report, the date the data were last updated, and the date and time the report was generated.

You will need to verify the Data Current as of field on the report to determine when the data were last updated.
This field is located in the header all Quality Assurance and Monitoring and Evaluation Reports. See below:

Report Criteria Request Information
Date Range: 0110152000 to 10/2452006 Agency HamefdD: SOUTHERN STATE DEPARTMENT OF HEALTHM A

Contract Agency(s): Atlanta HIY Presvention Report Requestor: GDHA, Georgia
Prexvertion Plus CBO ;
Wellness Center CBO

[Jata Current as of: U 5200

Run Date/Time: 0172672007 07330 Ph

ﬁ Drill Down Functionality

Select reports provide a function that allows users to look into more detail of the summary data provided in the high-
level report. This is called drill down functionality and these reports are called drill down reports.

For example, a high-level report will provide data on the total number of clients who attended a given session of a
client level intervention. The drill down would provide a list of clients (IDs as well as related demographic and risk
profile data) who attended the session.

‘£The following reports provide drill down functionality:

Report of Incomplete Variables Reported to CDC
Client-Level Confidential HIV Testing Report
Overview of Client Characteristics by Agency(s)
Overview of Client Risk Behaviors
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Reports Printing Guidelines

Many reports contain background shading to better help you analyze and interpret the report.

Step > Action

To print background shades on reports:

1. Open Internet Explorer.
2. Click Internet Options.

3. Click the Advanced Tab.
4

Scroll down to the Printing section.

Internet Options

General | Security | Privacy | Content | Connections Prngrams| Advanced

Seftings:

Flay animations in web pages
. Play zoundz in web pages
Play videos in web pages
|| Show image download placeholders
Show pictures
Smart image dithering
Qﬁ Frinting
Print background colors and images
q arch from the Address bar
q ‘When searching
Dizplay rezultz, and go bo the ozt likely zite
Do not gearch from the Address bar
Just dizplay the rezults in the main window
Juzt go to the most kel zite
é Security
|_| Allow active content from CDs to run on My Computer
< |

52

w

*

Restore Defaultz

[ OF. l[ Cancel ]

5. Click the Print background colors and images checkbox.

6. Click OK.
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Paper Size and Settings for Printing Reports

Below is a reference table listing Paper Size, Paper Orientation and Margin Settings that are recommended when
printing each report:

Paper size Portrait or Left Right

Name of Report required Landscape | Margin | Margin
Contract Agency Details 8.5x11 Portrait 9 .9
Program Plan and Budget Information 85x11 Portrait 9 .9
Report on Agencies Funded to Deliver Services 85x11 Portrait .9 9
Intervention Details and Client Characteristics 85x11 Portrait 9 9
(Planned vs. Delivered) Report ' )
HIV PCRS Activity Report 8.5x11 Portrait .8 .75
Client Information Report 85x11 Portrait 9 .9
Partner Information Report 8.5x11 Portrait 9 9
Case Status Report 8.5x11 Portrait 9 9
Referral Labels Report (use label paper) 8.5x11 Portrait 5 5
Referrals Made Report 8.5x14 Landscape 15 15
Test-Level HIV Testing Report 8.5x11 Portrait .25 .25
Client-Level Confidential HIV Testing Report 85x11 Portrait 3 .25
Client-Level Confidential HIV Testing Report (Drill | 8.5 x 11 Portrait 9 9
Down) ' )
Summary Report on Aggregate Service Delivery 8.5x11 Landscape 1.2 1.1
Overview of Client Characteristics by Agency(s) 8.5x11 Portrait 7 7
Overview of Client Characteristics by Agency(s) 85x11 Portrait 9 9
(Drill Down) ) )
Overview of Client Risk Behaviors by Agency(s) 8.5x11 Landscape 3 3
Overview of Client Risk Behaviors by Agency(s) 8.5x11 Portrait 7 6
(Drill Down) ) )
HIV PCRS Cases by Worker and Case Status 85x11 Portrait .9 .9
Report on Workers Delivering Aggregate Level 85x11 Portrait 9 9
Interventions ) )
Report on Workers Delivering Client Level 85x11 Portrait 9 9
Interventions '

Report of Incomplete Variables Reported to CDC 8.5x11 Portrait 5 5
Report of Sessions with Incomplete data 8.5x11 Portrait .5 5
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Agency and Program Plan Reports Sub Module

Reports in the Agency and Program Plan Sub Module focus on information about the agency, programs the agency
plans and delivers, and contract agency information. The following reports can be generated from the Agency and
Program Plan Sub Module:

= Contract Agency Details — Program Management Report
= Program Plan and Budget Information — Program Management Report
= Report on Agencies Funded to Deliver Services — Monitoring and Evaluation Report

= Intervention Details and Client Characteristics (Planned vs. Delivered) Report — Monitoring and
Evaluation Report

PEMS Core Roles Required
The following core roles have access to these reports:

= Program Information Role
=  Program Budget Role

= Agency Information Role
=  Agency Budget Role

=  Community Planning Role
= Client Service Role

= Aggregate Service Role

= PCRS Role
= CTRRole
= CRCSRole

=  Aggregate HC/PI Role
= Aggregate HERR/OR Role
= Client HERR Role

Contract Agency Details Report

The Contract Agency Details Report will help your agency answer:

= What agencies does my agency fund to deliver services?
= What are the contract details for the agencies my agency funds to deliver services?

This program management report can be used to view Contract Agency Details for contract agencies you fund to
deliver services.

Step > Action

1. Click Reports on the module menu bar.

The Report Selection — Agency and Program Plan screen displays.

2. Under the Program Management Reports section, click Contract Agency Details.
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The Contract Agency Details Report screen displays.

Contract Agency Details Report

Please Enter Report Parameters

Contract Start Date: A [y
Contract End Date: 4 v Cowwy)
SEARCH CANCEL
TOP of PAGE

ICONS KEY: ¥ Indicates information is mandatory.
User Profile | WCAG Priority 1 Compliance | Yersion - R3.0

3. Inthe Contract Start Date field, select the month type the year (YYYY) the contract began between your agency

and your contract agency.

4. Inthe Contract End Date field, select the month and type the year (YYYY) the contract ended between your
agency and your contract agency. Tip: Type the current date if the contract is ongoing.

5. Click SEARCH.

The Contract Agency Details Report displays in a pop-up window.

Each of your contract agencies that had an active contract between the start and end date you entered will display in
the report. The report is organized by CDC HIV Prevention Program Announcement Number and reads from left to

right.

Contract Agency Details Report

Contract Agency Details
Report Date: 11/14/2006

— Contracts for the period:

T Percent
CDC HIY Ay IR
Prevention Contractor > > .Total > af GG HI.U G HI.U
Agency Contract | Contract | Contract (Contract (Prevention [Prevention
Program Agency EIN 3
Type: Start Date | End Date | Amount from PA Budget | PA Budget
Announcement MName gy .
N . Awarded chC Start Date: | End Date:
umber:
Funds
Local Health  Planned
04012 R 123456789 01/01/2006 12/31/2006 120000.00 45 01/01/2006 12/31/2006
Cepartrnent Prevention
Contract
RS 112222222 01/01/2006 12/31/2006 200000.00 80 01/01/2006 12/31/2006
Community
Based Qutreach
. 987329847 01/01/2006 12/31/2006 250000.00 80 01/01/2006 12/31/2006
CQrganization Awareness
(CBOY
wellness
234234234 01/01/2006 12/31/2006 200000.00 80 01/01/2006 12/31/2006
Center CBO
Atlanta HIV
R 223232332 01/01/2006 12/31/2006 350000.00 100 01/01/2006 12/31/2006
Prevention
Prevention
342678543 01/01/2006 12/31/2006 350000.00 95 01/01/2006 12/31/2006
Flus CBO
Contract
326343433 01/01/2006 12/31/2006 300000.00 100 01/01/2006 12/31/2006
Agencyl
Contract
098477354 01/01/2006 12/31/2006 300000.00 100 01/01/2006 12/31/2006
Agency2
Conbeack
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Program Plan and Budget Information Report

The Program Plan and Budget Information Report will help your agency answer:

=  What is the community plan jurisdiction information for my agency?
= What are the budget and prevention award information for my agency?

This program management report provides summarized data on Agency Details and Budget Details for your
agency.

Step > Action

1. Click Reports on the module menu bar.

2. Click Agency and Program Plan on the sub module menu bar.
The Report Selection — Agency and Program Plan screen displays.

3. Under the Program Management Reports section, click Program Plan and Budget Information.

The Program Plan and Budget Information Report screen displays.

Program Plan and Budget Information Report

— Search Program Plan and Budqget Information

Community Plan Jurisdiction: | Georgia v

SOUTHERM STATE DEPARTMENT COF

Agency:
Y v HEALTH
Start Month: Start g
1z
Year: (yyyy)
End Month: End Year: g

Cyyyy)

4. Click the Community Plan Jurisdiction drop-down list and select your community plan jurisdiction.
In the Start Year field, type the year (YYYY) the program plan began.

6. Inthe End Year field type, the year (YYYY) the program plan ended. If the program plan is ongoing, type the
current year.

7. Click SEARCH.
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The Program Plan and Budget Information Report displays in a pop-up window.

Program Plan and Budget Information Report

— Community Plan Jurisdiction: Georgia

Agency: SOUTHERN STATE DEPARTMEMNT OF HEALTH
EIM: 581130678
Street Adddress 1: 876 Peachtree St
Street Adddress 2:

City, State, Zip: Atlanta, Georgia, 30303

— Budget Information

Fiscal Year Start Date: 12/200%5

Fiscal Year End Date: 072006

— CDC HIY Prevention Program Award
CDC HI¥Y Prevention PA Number: 04012
CDC HI¥ Prevention PA Budget Start Date: 01/01/2004
CDC HIY Prevention PA Budget End Date: 12/31/2005
CDC HI¥ Prevention PA Award Number: 423504

CDC HIV Prevention Award allocation

Total CDC HIY Prevention Award Amount ($): 7534095.00

CLOSE WINDOW
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Report on Agencies Funded to Deliver Services

This monitoring and evaluation report can be used to view Agency Details, Budget Details and Program Details for
your agency and any contract agencies you fund to deliver services.

This report can primarily be used for monitoring purposes as it includes agency type, geographic
location, budget and contract details, program model details, and target populations. Your agency might
generate this report to answer questions such as.

=  What contract agency(s) does my agency fund?
= What program models are being delivered and to what target populations?
= Does my agency’s data contain any out of range or unexpected values for my contract agencies?

The Report on Agencies Funded to Deliver Services can only be generated if your agency funds contract
agencies. PEMS will not allow you to generate this report using only your agency’s data. To generate this report,
there must be an active contract and sharing permissions created between your agency and the contract
agency(s).

Step > Action

1. Click Reports on the module menu bar.

The Report Selection — Agency and Program Plan screen displays.

2. Under Monitoring and Evaluation Reports, click Report on Agencies Funded to Deliver Services.

The Report on Agencies Funded to Deliver Services — Report Criteria screen displays.

Report on Agencies Funded to Deliver Services

r Report Criteria

Date Range: ¥ From E(mmfddfww) To E[mmfddwwﬂ

Include My Agency in Report: []

Contract Agency(s) ¥

Selec Agency Mame(s) Selack Agency Narme(s)
to add and click ADD TO LIST. to rernove and click REMOWE,
Teo choose all that apply, do not zelect any values, Choose all that apply.
Atlanta HIY Prevention ~
Contract Agencyl ADD TO LIST
Contract Agency10
Cantract Agency1 REMOVE
Contract Agency12 v
Geographic Location: (Hassy-gues)
Program Model Basis
Program Model Basis Type: w
Select Prograrm Model Basis Select Program Model Basis
to add and click ADD TO LIST. to rernove and click REMOVE,
To chooze all that apply, do not zelect any values, Choose all that apply.

ADD TO LIST
REMOVE
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In the Date Range From field, type the date (MM/DD/YYYY).
In the Date Range To field, type the date (MM/DD/YYYY).

3
4
5. Click the Include My Agency in Report checkbox to include your agency’s data in the report generation.
6. Under Contract Agency(s), select the name of the agency(s) to include in the report.

7

Click ADD TO LIST.
The Report on Agencies Funded to Deliver Services — Report Criteria screen refreshes.

8. If you want to narrow the results of your report, enter the appropriate information for Geographic Location,
Priority/Additional Target Populations, Program Model Basis Type, and Program Model Basis.

9. Click GENERATE REPORT.
The Report on Agencies Funded to Deliver Services displays in a pop-up window.

The following pages contain data variables included in the report and illustrate how the report can be used to answer
questions. This report reads from the top to the bottom of the page. Data are organized in this report by agency. If
you generate the report and include your own agency’s data, your own agency’s data displays first. Data for the total
number of contract agencies displays after your agency’s data.

The data in this report differs for your agency and your contract agencies. The contract agency section includes
the activities that your agency is funding (e.g., evaluation, provision of HIV prevention services), agency details,
and contract details.

This report may be generated for any contract agencies that have created sharing permissions with your
agency. This report can be generated at any time, but data may be up to one week old. Please verify the last
updated date with the Data Current as of field on the report.
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Report on Agencies Funded to Deliver Servi
Report Criteria Request Information
Date Range: Agency NameilD:
Contract Agency(s): Report Requestor:
Data Current as of:
Run Date/Time:
Agency ID Ad1a
Agency Details
City State Zip Code
£06 205 03
Agency Type Faith-based RacelEthnicity Minority Focused
A2 213 214
Budget Details
Annual Agency HIV Prevention Budget Total CDC HIV Prevention Award Amount
A13 BO&
Program Details
Program Model Basis Program Model HName Start Date | End Date Target Population
E102 - E104 E11 E107 E108 E105

Total # of Contract Agencies:

Agency Name

Agency ID

Agency Details

City State Zip Code
Co4 COog cor
- Race/Ethnicity 2
Agency Type Faith Based Minority Focused Agency Activities
C15 ci17 C18 C16

Contract Details

Total Contract Amount Awarded | Percent of Contract from CDC Funds | Contract 5tart Date | Contract End Date
c23 C24 C19, 220 CM, 222
Shared Program Details
Program Model Basis Program Model Hame Start Date End Date Target Population
E102-E104 E101 E107 E105 c29

10. Click PRINT REPORT. This report prints on letter size paper (8.5 x 11).
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Report Header

Includes report criteria the
user selected and request
information.

Report Criteria Request Information
Date Range: 01/01/2006 to 10/24/2006 Agency Name/lD: SOUTHERN STATE DEPARTMENT OF HEALTHAM1
Contract Agency(s): Atlanta HIV Prevention Report Requestor: GOHA, Georgia
Data Current as of:
Run Date/Time: 10424/2006 02:12 PM

Content Section

el
X
Includes Agency Name and
Agency Details AgenCy ID.
Ci State Zip Code
Aﬂt’; oo ':usus NOTE: Report data are
‘ anta eorga grouped by agency name.
Agency Type Faith-based RacelEthnicity Minority Focused
State Health Department Ni& NiA, Agency
Budget Details Detalls
Annual Agency HIV Prevention Budget Total COC HIV Prevention Award Amount Includ hot of
ncluaes a snapsnot or agency
$1,000,000.00 5500,000.00 o . .
details including: City, State,
- Zip Code, Agency Type, Faith-
g Vi e based, Race/Ethnicity Minority
Program Model Basis Program Model Name Start Date | End Date Target Population Focused
Counseling and Testing CTR 2005 0012006 | 123172006 MSM
Women Data are pulled from Data
Mpowerment Mpowerment 2006 01/01/2008 | 123172006 MSH Variable Table A.
Mpowerment Qutreach 0012006 | 123172006 MSM
Partner Counseling and Referral Services | PCRS 01012006 | 123172006 MSM
Women C Budget
Prevention Case Management CRCS 0012006 | 123172006 MSM Details
Women

For your own agency — Annual
HIV Prevention Budget, Total
CDC HIV Prevention Award
Amount

Total # of Contract Agencies: 1

Agency Name Atlanta HIV Prever tion

Tip: Look for any out of range

\Qgenw Details values to monitor accuracy of
City State Zip Code data entry — data are pulled
Atlanta G}Mgia 30303 from Data Variable Table C.
Agency Type Faith Based Mﬁi}(ﬁ:&m Agency Activities =
Program Details
Community Bazed Organization (CBO) NiA NIA \Qaluatiun
PrUMI of HV Prevention Services

Includes Program Details,
Program Model Name,
Start/End Dates, and Target
Population.

Contract Details

Total Contract Amount Awarded
$350,000.00
$350,000.00

a¥ Y.L d W,
Nl ° Shared Progtam Details I Total # of Contract
ogfam Model Basis Program Model Hame Start Date | End Date | Target Population AgenCieS
Counzeling and Testing Counseling and Testing 014012006 | 123172006 MSM
Women Total number of contract
Partner Counseling and Referral Services| goror “0UnSSMOREIal | 410172006 | 1113012006 MSHM ?gsgri'es included in the
Wamen
Prevention Caze Management CRCS 01/01/2008 | 12/31/2008 MSHK NOTE: This field displays first
Women on the report when the user
elects not to include his or her
agency in the report.
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N Report Header
rt on Agencies Funded to Deliver Services

Includes report criteria the
user selected and request
information.

Report Criteria Request Information
Date Range: 01/01/2006 to 10/24/2006 Agency Name/lD: SOUTHERN STATE DEPARTMENT OF HEALTHAM1
Contract Agency(s): Atlanta HIV Prevention Report Requestor: GOHA, Georgia
Data Current as of:
Run Date/Time: 10424/2006 02:12 PM

GEORGI A Section
" Header

Includes contract Agency

Agency Details
City State Zip Code Name and Agency ID.
Atlanta Georgia 30303
g NOTE: Report data are

grouped by agency name.
Agency Type Faith-based

State Health Department Ni&

Agency
Details

DC HIV Prevention Award Amount

$800,000.00 )
Includes a quick snapshot of
= — contract agency details
rogram s . . . .
e including: City, State, Zip
Program Model Basis Program Model Name Start Date | End Date Target Population Code Agency Type Eaith-
Counseling and Testing CTR 2006 01/01/2008 | 12/31/2006 MSM based Race/Ethnicthy Minority
'Women Focused, Agency Activities.
Mpowerment Mpowerment 2006 0012006 | 123172006 MSM
Mpowerment Outreach 010172006 | 12/31/2006 MSM NOTE: The addition of the
Partner Counseling and Referral Services| PCRS 0012006 | 123172006 MSH Agency Activities field for
Women contract agencies.
Prevention Case Management CRCS 0012006 | 123172006 MSM
Women Data are pulled from Data

variable Table A.

Total # of Contract Agencies: 1
Atlanta HIV Prevention Contracts
97 Details
/
HEETEEES / For your contract agency—
City State Zip Code / Total Contract Amount
Atlanta Georgia 20303 7 Awarded, Percent of Contract
~ from CDC Funds, Contract
Agency Type Faith Based Mmoreigtponci:ii? Agency Activities Start/End Date.
Community Based Organization (CBO) I NIA Evaluation Tip: Look for any out of range
izion of HIV Prevention Service: " values to monitor accuracy of
data entry — data are pulled
Contract Details from Data Variable Table C.
Total Contract Amount Awarded | Percent of Contract from CDC Funds | Contract Start Date | Contract End Date
5350,000.00 100 01/01/2008 12131120068
§350,000.00 100 0110142007 121312007 Shared Program
Details
Shared Program Details
Program Model Basis Program Model Name Start Date | End Date | Target Population Includes Program Model
Counseling and Testing Counseling and Testing 01/01/2006 | 12/31/2006 MSK Basis, Program Model Name,
Women Start/End, Target Population
Partner Counseling and Referral Services| Lo et Counseling Referral | o4040008 | 113022008 MSHM for the programs your contract
Services agency is funded to deliver.
Wamen
Prevention Case Management CRCS 0012008 | 123172006 MSM
Wumﬂ
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Report Name

Report Type

PEMS Module

PEMS Sub Module

PEMS Core Roles with
Access

Prerequisites for
Generating This Report

How Often Should My
Agency Run This
Report?

How Is This Report
Useful?

Reasons For Generating
This Report

Helpful Hints

Report on Agencies Funded to Deliver Services

Monitoring and Evaluation

Reports

Agency and Program Plan

The following core roles: Program Information, Program Budget, Agency
Information, Agency Budget, Community Planning, Client Services, Aggregate
Service, PCRS, CTR, CRCS, Aggregate HC/PI, Aggregate HERR/OR, Client
HERR

*A user-defined role may also be created to grant access.

= A contract must be active between your agency and any contract agencies.
=  Sharing permission must be created between your agency and any
contract agencies.

At least once per quarter

As needed and per ad hoc request
When a contract is about to expire
After entering contract information

This report allows you to view Agency Details, Budget Details and Program
Details for your agency as well as any contract agencies you fund to deliver
services.

Monitoring — This report may help to answer the following questions:

=  What contract agency(s) does my agency fund?

=  What program models are being delivered and to what target
populations?

= Does my agency’s data contain any out of range or unexpected values
for my contract agencies?

= Look for any out of range values that might be a sign of incorrect data
entry.
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Intervention Details and Client Characteristics (Planned vs. Delivered) Report

This monitoring and evaluation report can be used to compare what your agency or contract agency planned to do
and what it actually delivered. This report can be generated for your agency and your contract agencies. This report
can only be generated after client level data have been entered into PEMS for the selected programs. This report is
for client level services interventions only and can be used to compare what was planned to what was delivered for
DEBI, CTR, PCRS or CRCS interventions. To generate this report on contract agencies, a contract must be active
and the necessary sharing permissions must be created between your agency and the contract agency(s).

This report can be used for both monitoring and evaluation purposes.
Program Monitoring
Your agency might generate this report to help monitor program delivery, gauge the effectiveness of the recruitment
process, and track overall progress of interventions against your agency plan.
This report may help answer:
= What services did my agency (or contract agencies) plan to deliver?
=  What services did my agency (or my contract agencies) deliver?
= To what extent did my agency or contract agencies deliver what was planned?

Program Evaluation

Your agency might generate this report to help evaluate program delivery, recruitment effectiveness and track overall
progress of interventions against your agency plan.

This report may help answer:
= Do changes need to be made to the program plan?
= Who did the agency intend to serve? (e.g., number of clients, client characteristics, target populations, etc.)
= Did my agency deliver services as intended?

This report many help indirectly answer:

= How well are our recruitment strategies working? Are we targeting the right clients for this program?

Step > Action

1. Click Reports on the module menu bar.
The Report Selection -- Agency and Program Plan screen displays.

2. Under Monitoring and Evaluation Reports section, click Intervention Details and Client Characteristics
(Planned vs. Delivered) Report.

The Intervention Details and Client Characteristics (Planned vs. Delivered) — Report Criteria screen displays.
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Intervention Details and Client Characteristics (Planned vs. Delivered) Report

— Report Criteria

Date Range: ¥ From j (rrndddfypyy) TO j (s ddiyyyy)
Seleck Agency Mamels) Seleck Agency Mamel(s)
to add and click ADD T LIST. to rermove and click REMOVE,

Choose all that apply. Choose all that apply,
Atlanta HIY Prevention
Presvention Flus CBO ADD TO LIST
SOUTHERM STATE DEPARTMEMNT OF HEALT
‘Wellness Center CBO

Program Model Basis

Program Model Basis Type: L'
Select Program Model Basis Select Program Model Basis
to add and click ADD T LIST. to rermove and click REMOVE,
To choose all that apply, do not select any values, Choose all that apply,

ADD TO LIST
REMOVE

Intervention MName

In the Date Range From field, type the date (MM/DD/YYYY).
4. Inthe Date Range To field, type the date (MM/DD/YYYY).

Under Agency Name(s), select the name of the agency to include in the report generation. More than one
agency may be selected. You can generate this report for your own agency, for your contract agencies or for
your agency and contract agencies together. Data will be organized in the report by agency.

6. Click ADD TO LIST.

7. If you want to narrow the results of your report, enter the appropriate information for Program Model Basis
Type, Program Model Basis, Intervention Name, or Target Population Name(s).

The Intervention Details and Client Characteristics (Planned vs. Delivered) — Report Criteria screen refreshes.

8. Click GENERATE REPORT.

This report may be generated for any contract agencies that have created sharing permissions with your agency.

This report can be generated at any time, but data may be up to one week old. The Data Current as of field on
the report will indicate when the data was last updated.

The following pages contain data variables included in the report and illustrate how the report can be used to answer
guestions. Data in this report are organized by agency. This report reads from left to right.

PEMS User Manual Version 1 Page 260 of 339 06/01/2007



_:/é:[a’;fti;'-- :

Human Services

Report Criteria

Session Date

Request Information

Agency Name/ID:

Range: Report Requestor:
?E}IE”W Name Data Current as of:
L Run Date/Time:
Program Model Hame E01
Intervention Hame Fo2
Planned Delivery Method(s) F11
# of Cycles # of Sessions # of Unique Clients # of Clients
Planned | Delivered | Planned | 284 | piapneq | Delivered | 1298t Population | pippey | pelivered
{Average) Name
Fov Calculated | FO3 FOs E105 FO&
Activities
Cycle Session #of Times z Ep 3
Number Number Delivered Delivery Method(s) Activity Hame Planned | Delivered
HOa HOS Calculated H23 F10 and H20 F10 Hz20

9. Click PRINT REPORT. This report prints on letter size paper (8.5 x 11).

Update to Intervention Details and Client Characteristics (Planned vs. Delivered) Report

Although the layout of this report remains the same, the formula used to calculate target populations on this report
has been modified with the release of PEMS 3.0.3 to provide a better representation of client target population
served. When matching clients to a target population or client risk factor, PEMS uses a combination of the earliest
risk profile data in the given date range of the report and any demographics entered for the relevant clients. If HIV
status is necessary in determining target population or client risk factor, the Confirmed HIV Test Result is used. If the
client does not have a Confirmed HIV Test Result for the specified date range of the report, Self Reported HIV Test
Result is used.

Specifically, the following variables are used to match reported client demographics and risk to the target populations
established in community plans:

CP-B03 Age (specified in priority population) links to G113 Calculated Age

CP-B04 Gender (specified in priority population) links to G124 Current Gender

CP-B05 Ethnicity (specified in priority population) links to G114 Ethnicity

CP-B06 Race (specified in priority population) links to G116 Race

CP-B07 HIV Status (specified in priority population) links to G301 Confirmed HIV Test Result Or G205
Self Reported HIV Test Result

CP-B09 Transmission Risk (specified in priority population) links to G211 Reported Client Risk Factors
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Report Header
Includes report criteria the
Report Criteria Request Information user selected and request
Sessi?n Date 01/01/2006 to 10/24/2006 Agency Name/lD: SOUTHERM STATE DEPARTMENT OF HEALTH/11 information.
Range: Report Requestor: GOHA, Georgia
Agency Name SOUTHERN STATE Data Current as of: 10/21/2006
: DEPARTMENT OF HEALTH
=) Run Date/Time: 11/02/2006 10:26 AM C t t S t
ontent secton
Header
Agency Name SOUTHERN STATE DEPARTMENT OF HEALTH
Program Model HName CRCS NOTE: Report content is
interventioname ISR grouped by Agency Name,
Planned Delivery Method(s) In person,Printed Materialz, Printed Materialz-pamphletz/brochures Telephone then Program Model Name,
then Intervention Name.
# of Cycles # of Sessions # of Unique Clients # of Clients
Planned | Delivered | Planned ;e\":'fa’;’} Planned | Delivered | '279°1 POPUIGON | pianned | petivered
Ongoing NiA Unknown 3 100 14 MSM 50 11 |ntervent|0n
Women 50 5 Sum mary
Outzide of Planned 0 3 i
Target Populations Includes a quick snapshot of
the intervention, including
Activities planned (program year) vs.
delivered (to date) for:
Cycle Session #of Times = - _
Number Number Delivered Delivery Method(s) Activity Hame Planned | Delivered = #of Cycles
" " = # of Sessions per Cycle
: Printed Materials-
B L e pamphlets/brochures ] XAk = # of Unique Clients served
N N - H
Printed Materials RS LT 1014 # of Clients by Target
use Population Name
In person Personalized risk 1014
assessment Tip: Reference the Overview
Information-Viral hepatitis 1of14 of Client Characteristics by
Information-Sexual risk Yes 14 0f 14 Agency(s) Report to get a
At e closer look at clients reached
'”fﬂrmlﬂr:r'g"-m“?t: ; A who fall Outside of Planned
gexually transmitte 0 :
diseases Target Populations.
Information-Living with
HIVIAIDS Yes 14 of 14
Information-HNWIAIDS H
transmission Zof14 |nter\'/|ent|on
, — Details
Infurmatluntﬁwallabllrty of Yes 140714
social services
Information-Availabilty of | . 14 0f 14 Intervention Details are
medical Seqvices displayed by Cycle Number,
Information-Availabilty of then Session Number.
HIW/STD counseling and Yes 14 of 14
testing . ) w -
Distribution-Safe sex kits | Yes | 14of14 For interventions not “ongoing
Dstrbation ek —includes planned vs.
I=rioution-na . .
condoms Yes 140f 14 delivered by cycle/session for
all activities delivered.
2 ] Telephone Referral 2of8
Printed Materials- Perzonalized risk . :
pamphlets/brochures assessment Ut # O_f Times Delivered
e e indicates the number of
Printed Materials reduction Yes 8ofd instances a session assigned

this session number occurred
in the given cycle.

Activities — Delivered
displays the number of times
an activity was delivered
during its corresponding
session number.
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Report Name

Report Type

PEMS Module

PEMS Sub Module

PEMS Core Roles with
Access

Prerequisites for
Generating This

Report

How Often Should My
Agency Generate This
Report?

How Is This Report
Useful?

Reasons For
Generating This
Report

Helpful Hints

Intervention Details and Client Characteristics (Planned vs. Delivered) Report

Monitoring and Evaluation

Reports

Agency and Program Plan

The following core roles: Program Information, Program Budget, Agency
Information, Agency Budget, Community Planning, Client Services, Aggregate
Service, PCRS, CTR, CRCS, Aggregate HC/PI, Aggregate HERR/OR, Client
HERR

*A user-defined role may also be created to grant access.

= A contract must be active between your agency and any contract
agencies.

= Necessary sharing permission must be created between your agency and
any contract agencies.

= During an intervention cycle (to determine if adjustments should be made)
= At the end of each intervention cycle
= At least once per reporting period for contract agencies

This report provides a “Program-at-a-Glance” client level interventions and a
comparison of planned vs. delivered.

Monitoring — Your agency might generate this report to help monitor to what
extent it is delivering services as it intended.

Evaluation — Your agency might generate this report to help evaluate the
extent to answer critical process evaluation questions, such as “To what extent
are we reaching the appropriate target population for this service/intervention?”

Reference the Overview of Client Characteristics by Agency(s) Report to
get a closer look at clients Outside of Planned Target Populations.
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PCRS Case Sub Module

Reports in the PCRS Sub Module focus on information about the PCRS cases within an agency. The following
reports can be generated from the PCRS Case Sub Module:

= Client Information Report — Program Management Report

= Partner Information Report — Program Management Report

= Case Status Report — Program Management Report

= HIV PCRS Activity Report — Monitoring and Evaluation Report

PEMS Core Roles Required
The following core roles have access to these reports:

=  Client Service Role
= PCRS Role

Client Information Report

This program management report can be used to view a summary of all PCRS case information for the index client.

The Client Information Report will help your agency answer:

= What are the agency details for the agency associated with the PCRS case?
= What are the case details for the PCRS case?
= What are the client details for the index client associated with the PCRS case?

Step > Action

1. Click Reports from the module menu bar.

2. Click PCRS Case from the sub module menu bar.

The Report Selection — PCRS Case screen displays.

3. Under the Program Management Reports section, click Client Information Report.
The PCRS Client Information Report Search Client(s) screen displays.

4. Complete at least one of the following fields:

— Last Name

—  First Name

— Local Client ID

- PEMS Client Unique ID
— Case Number

5. Click SEARCH.

6. Inthe PCRS Information Report(s) — Search Results section, click the radio button next to the client’'s name
for which you want to generate a PCRS Client Information Report.

7. Click GENERATE REPORT.

The PCRS Client Information Report displays in a pop-up window.
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PCRS Client Information Report

Agency Details

. SOUTHERN STATE .
AgeNCY: [ rp i RTMENT OF HEALTH GO LU DRI

Siveet Address 1: 576 Peachtree St
Siveet Address 2: 576 Peachtree St

State: Georgia County: Fulton Co.
City: &tlanta Zip Code: 30303
Telephone Numniher: Fax Nuniher:
Case Details
Case Mumhber: 9552 Case Status: Open
Case Open Date: 01/25/2006 Case Close Date:

Intervention Name: PCRS 2006

Client Details
PEMS Client Unigue ID: 146 Local ClientID: 9121
Client Last Name: Bussey Client First Mame: Joel
Client Middle Initial: Client Alias(es):
Birth Date-Month: Jan Birth Date-Day: 23
Birth Date-Year: 1970 Age: 36
Race: Race Expanded

Mative Hawaiian or Pacific Islander

Ethnicity: Ethnicity Expanded

Mot Hispanic or Latino

. . State/Territory of .
Birth Couniry: Residence: Georgia
Englich Speaking: Yes Primary Language: English

Primary Language- Other:

Asgigned Sex at Birth: Male Current Gender: Male
Physical Description:
Relationship Status: Level Of Education:
Primary Occupation:
Emplover:

CLOSE WINDOW PRINT REFORT

8. To print, scroll to the bottom and click PRINT REPORT.
9. To close the report, click CLOSE WINDOW.
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Partner Information Report

This program management report can be used to view a summary of all partners within a PCRS case.

The Partner Information Report will help your agency answer:

=  What are the agency details for the agency associated with the PCRS case?

= What are the case details for the PCRS case?
= What are the partner details for the partner associated with the PCRS case?

Step > Action

1. Click Reports on the module menu bar.

2. Click PCRS Case on the sub module menu bar.

The Report Selection — PCRS Case screen displays.

3. Under the Program Management Reports section, click Partner Information Report.

4. Complete at least one of the following fields: Last Name, First Name, Partner ID, Partner Type, Spouse, or
Notification Plan.

5. Click SEARCH.

6. Click the radio button for the partner for whom you want to generate a PCRS Partner Information Report.
7. Click GENERATE REPORT.

The PCRS Partner Information Report displays in a pop-up window.

Agency Details

. SOUTHERN STATE '
AZeMCY: [EpARTMENT OF HEALTH ST AN

Street Address 1: 576 Peachtree St
Street Address 2: 576 Peachtree St

State: Georgia County: Fulton Co,
City: Atlanta Zip Code: 30303
Telephone Number: Fax Number:
Case Details
Case Number: 21935 Casge Status: Open
Case Open Date: 09/01/2006 Case Close Date:

Intervention Name: PCRS 2006

Partner Details
Parimer Last Mame: Srmith Partner Firet Mame: Jay
Partner Middle Initial: Partner Alias(es):

Partner ID: 281
Mo contact information provided.

Birth Date-Month: Jun Birth Date-Day: 17
Birth Date-Year: 1972 Age: 34

Race: Race Expanded

Black or African American

8. To print, scroll to the bottom and click PRINT REPORT.
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Case Status Report

This program management report can be used to view a summary of all data associated with a PCRS Case.

The Case Status Report will help your agency answer:

=  What are the agency details for the agency associated with the PCRS case?
=  What are the case details for the PCRS case?
= What are the partner details and status details for the partner associated with the PCRS case?

Step > Action

7.

I O

Click Reports on the module menu bar.

Click PCRS Case on the sub module menu bar.

Under the Program Management section, click Case Status Report.

Complete at least one of the following fields: Case Number, Case Status, or Case Open Date.

Click SEARCH.

Under the PCRS Case Status Report(s) — Search Results section, click the radio button next to the PCRS

Case Number on which you want to generate a Case Status Report.

Click GENERATE REPORT.

The PCRS Case Status Report displays in a pop up window.

PCRS Case Status Report

Agency Details
* HEALTH

Sireet Address 2: MN/A
State: Georgia

Street Address 1: 576 Peachtres St

Agency: SOUTHERM STATE DEPARTMENT OF

Agency
N, 81130678

County: Fulton Co.

Case Mumber: 21935

Intervention Name: FCRS 2006

Case Status: Open
Case Open Date: N/& Case Close Date: N/&

City: Atlanta Zip Code: 30303
Telephone Fax
Number: W/ Number: N/A
Case Details

Partner 1 of 1

Pariner Middle Initial: /A
Pariner ID: 231

HIV Test Performed: [/4
Confirmatory Test: N/a

T arata Statne

Partner Last Name: Smith

Motification Plan: Provider

Partner First Mame: Jay
Nick Mame: MN/A

Elicii Date: 09/01/2006

HIV Test Result: N/A
HIV Test Verification: M/A
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HIV PCRS Activity Report

This monitoring and evaluation report can be used to view HIV PCRS Activity organized by index client and elicited
partner information for your own agency as well as any contract agencies you fund to deliver services.

The HIV PCRS Activity Report can be used for both monitoring and evaluation purposes:

Program Monitoring
Your agency might generate this report to help monitor PCRS delivery.

This report may help answer:
How many PCRS Index clients are there?
How many PCRS Index clients accepted enroliment into PCRS?
How many partners were elicited?
How many partners were notified of exposure?
How many of the notified partners already knew their status, and were they positive, negative or unknown?
How many partners are being referred to testing?

Program Evaluation
Your agency might generate this report to help evaluate the overall PCRS for your agency and determine if any
changes are needed in the way services are delivered.

Step > Action

1. Click Reports on the module menu bar.

2. Click PCRS Case on the sub module menu bar.

The Report Selection — PCRS Case screen displays.

3. Under Monitoring and Evaluation Reports, click HIV PCRS Activity Report.
The HIV PCRS Activity Report — Report Criteria screen displays.

HIV PCRS Activity Report
— Report Criteria
Provide a walue for at least Case Open Date or Case Close Date,
Case Open Date: ¥ p.om j (rarndddivyyy) To j Crarndddipyyyd
Case Close Date: X From j (rarndddivyyy) To j (rnrmd ddf ywyyd
Agency Name(s) X
Select Agency Mamels) Select Agency Mamels)
to add and dlick ADD TO LIST. to rermnove and click REMOWVE,
Choosze all that apply. Choaoze all that apply.
Atlanta HIV Prevention »
Contract Agencyl ADD TO LIST
Contract Agency13
Contract Agency4 REMOVE
Contract Agencyd v
Site Name(s)
Select Site Mamelz) Select Site Mame(z)
to add and click ADD TQ LIST, to remmove and click REMOVE,
To choose all that apply, do not select any values, Choaoze all that apply.
ADD TO LIST
REMOVE
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4. Inthe Case Open/Close Date From field, type the date (MM/DD/YYYY).
5. Inthe Case Open/Close Date To field, type the date (MM/DD/YYYY).

You may choose to only enter criteria for Case Open Date or Case Closed Date Range fields. You are not
required to enter date ranges for both. However, if you do enter date ranges in both the Case Open and Case
Closed date range fields, the report results will only include those PCRS cases that were both opened AND
closed during the date ranges specified. To generate a report with the most results possible, only enter criteria
in the Case Open or the Case Closed date range fields, not both.

6. Under Agency Name(s), select the name of the agency for the report.
7. Click ADD TO LIST.
The HIV PCRS Activity Report — Report Criteria screen refreshes.

8. If you want to narrow the results of the report, enter the appropriate information for Site Name(s), Worker(s),
Program Model Name(s), or Partner Type.

9. Click GENERATE REPORT.

The HIV PCRS Activity Report displays in a pop-up window. The following pages include screen shots of the sample
report format, data variables included in the report, and how the report can be used to answer questions. This report
reads from left to right, and down each column.

Under Index Client Information:

=  Attempt Outcome is the number of clients the agency attempted to locate

= Enrollment Status is the number who accepted or refused PCRS of the total number of clients
located.

= # of Partners the number of partners named by those clients who were located and accepted PCRS.

Under Elicited Partner Information:

Locate method is the method used to attempt to locate each partner.

Enrollment status is the number of partners located and offered PCRS.

Notification method is the method used to notify each located partner who accepted PCRS.
Previous HIV Test refers to the number of partners that self-reported taking a previous HIV test of the
parnters notified of exposure and accepted PCRS.

Self-Reported HIV Test Result refers to the self-reported test results of the partners who reported
taking a previous HIV test.

Referred to Testing refers to the total number of parters referred to HIV testing of those partners that
were notified of exposure.

HIV Test Performed refers to the total number of tests that were performed of those partners that were
referred to HIV testing.

HIV Test Result refers to the breakdown of results for those partners who took an HIV test as a result
of PCRS.

10. Click PRINT REPORT. This report prints on letter size paper (8.5 x 11).
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Report Criteria Request Information
Case Open Agency NamelD:
Db Report Requeston
Case Close [Data Current as of:
i Rusri Date Tirmves
Agency Name

Is]):

2 of index Clients:

P Y& Index Client Information
Attempt Outcome Enroliment Status # of Partners
Locate | Unable to Locate | Accept | Retused | Total | Male | Female | Transgender | Anonymous | Spouse
H503 | ¥503a| X¥505b M0 HS04 POR20E

# of Elicited Pariners:

Elicited Partrer Information
O Those ERcited O Those Located O Those Notified O Those Referred to Testing

ENE Referred
Attempt Locate Enrolliment | Motification | Previous | Reported to I HIV Test
Outcome|  Method Status Method HIV Text HIV Text

Resuht | 1oning

WiV Test Result

W32 W3 W06 M HiEr2 KB T0E K2 ¥M3
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Report Criteria

Case Open
Date:

001 /2006 - 107242006

Agency Hame SOUTHERM STATE DEPARTMENT
(s OF HEALTH

Request Information

Agency HamedD:  SOUTHERM STATE DEPARTMEMT OF HEALTHM 1
Report Requestor: GDHA| Geargia

Data Current as of: 10021,2006

Run Date/Time: 1072952006 01:17 PM

PEMS Agency Hame

# of Index Clients: 5

MEMT OF HEALTH

Report Header

Includes report criteria the
user selected and request
information.

Content Section
Header

Report content is grouped by
PEMS Agency Name.

Index Client Information
Attemnpt Outcome Enroliment Status # of Partners
Locate | Unable to Locate Accept | Refused | Total | Male | Female | Transgender | Anonmymous | Spouse
3 ul 3 o g g ul ul ul ul
# of Elicited Partners: 9
Elicited Partner Information
Of Those Elicited Of Those Located Of Those Hotified OFf Those Referred to Testing
Self-
Attempt | Locate |Enrollment | Hotification | Previous | Reported Rf;";f;d HIV Test | pooroipeow
Outcome |  Method Status Method HIY Test HIY Test - Performed
Testing
Result
Unakle )
to |2 | Field 2 | Acoept |5 | PrOMdEr Na 1 |Pasitive | 1 2 Mo [0 | PostiveReactive|1
natification
Locate
Agency Dual . .
Locate | S identitied Refused |0 notification Yes 2 [Megative |1 es 2 Megative 1
Client
Mt nictification- Mot Mt )
Telephane | 0 Available L coaching L asked L asked v WS L
provided
Client
natification- Refuzed Refuzed
Internet ul coaching |0 | to 0 [to o Inalicd ul
niot answer ansyver
provided
. Refuzed Daor't Dont
L] s notification Knosy knote: L O s
Cther Mot Mot Mot ;
(zpecify) Avvailable tvaiable |2 | Avalable | el
Mot
Available

Index Client
Information

Includes:
= # of Index Clients

1. How many attempts were
made to locate the index
client and offer services?

2. Of these attempts, how
many resulted in
acceptance or refusal of
PCRS?

3. Total number of partners
identified for index clients.

4. Breakdown of partners.

Elicited Partner
Information

Includes:
= # of Elicited Partners

o Of those elicited how many
partners were/were not
located? (Analyze which
method is successful.)

e Of the located partners,
how many were notified?

e Of the located, notified
partners, how many have
had a previous HIV test and
how many were given a
referral?

e Of the located, notified
partners, how many have
had a previous HIV test?

o How many were tested?

e How many provided self
reported HIV test results?

e Breakdown of HIV test
results of the located,
notified partners who were
tested from the referral.
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Report Name

Report Type

PEMS Module

PEMS Sub Module

PEMS Core Roles with
Access

Prerequisites for

Generating This
Report

How Often Should My
Agency Generate This
Report?

How Is This Report
Useful?

Reasons For
Generating This
Report

Helpful Hints

HIV PCRS Activity Report

Monitoring and Evaluation

Reports

PCRS Case

The following core roles: Client Services, PCRS

*A user-defined role may also be created to allow access to this report.

= A contract must be active between your agency and any contract
agencies.

= Sharing permissions must be created between your agency and any
contract agencies.

= As needed
= Quarterly

This report allows you to view HIV PCRS activity grouped by index client
and elicited partner information for your own agency as well as any contract
agencies you fund to deliver services.

Monitoring — Your agency might generate this report to help monitor PCRS
delivery. This report may help answer:

= How many PCRS Index clients are there?

= How many PCRS Index clients accepted enrollment into PCRS?

= How many partners were elicited?

= How many partners were notified of exposure?

= How many of the notified partners already knew their status, and were
they positive, negative or unknown?

= How many partners are being referred to testing?

Evaluation —Your agency might generate this report to help evaluate the
overall PCRS for your agency and determine if any changes are needed in the
way services are delivered.

Tip: Look for trends that might help determine what methods have been most
effective.
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Referral and Recruitment Sub Module

Reports in the Referral and Recruitment Sub Module focus on information about referrals within an agency. The
following reports can be generated from the Referral and Recruitment Sub Module:

= Referral Label Report — Program Management Report
= Referrals Made Report — Monitoring and Evaluation Report

PEMS Core Roles Required
The following core roles have access to these reports:

=  Client Service Role
= Client HERR Role
= CTR Role

= PCRS Role

= CRCS Role

Referral Label Report

This program management report can be used to generate unique referral codes in your instance of PEMS that

can be entered under client level services to track referrals. These referral codes can be printed on labels and
incorporated into an agency’s referral tracking process.

Step > Action

1. Click Reports on the module menu bar.

The Report Selection - Agency and Program Plan screen displays.

2. Click Referral and Recruitment on the sub module menu bar.

The Report Selection - Referral and Recruitment screen displays.

3. In Number of Labels, type in the number of unique referral codes that you want PEMS to generate.

The Referral Labels Report displays.

Each unique referral code displays with two labels. If you need more than two labels, print additional copies of

the report before closing the window.

Agency SOUTHERN STATE DEPARTMENT OF
Name: HEALTH

Agency SOUTHERN STATE DEPARTMENT OF
Name:HEALTH

Referral Referral o

Code: Code:

DUNS DUNS
Numher:1359?0981 Numher:lssg?ug&[

Referred To:

Service
Type:

Referred To:

Service
Type:

Agency ZOUTHERN STATE DEPARTMENT OF
Name: HEALTH

Agency SOUTHERN STATE DEPARTMENT OF
Name:HEALTH

Referral ; Referral ;

Code: Code:

DUNS DUNS
Numher:1359?0981 Numher:lssg?ug&[

Referred To:

Service
Type:

Referred To:

Service
Type:

PRINT REPORT || CLOSE WINDOW
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4. Scroll to the bottom of the screen, and then click PRINT REPORT.

5. To close the report, click CLOSE WINDOW.

To print labels, you will need Avery Labels 5762 (1.33"” X 4”). Make sure the labels are in the printer before printing
and follow the label instructions to adjust the margins if needed.

Referral labels will print up to seven rows on a page (14 total labels). Once a PEMS referral code is generated, it
will not be generated again. PEMS generated referral codes never expire. PEMS will display an error message if

you try to enter a previously used referral code.

Referrals Made Report

This monitoring and evaluation report can be used to view details of each referral made, grouped by referral outcome
for your agency as well as any contract agencies you fund to deliver services.

This report can be used for both monitoring and evaluation purposes:

Program Monitoring:
Your agency might generate this report to monitor total number of referrals being made by your agency.

This report may help answer:

= How many referrals are in need of follow-up?
=  How many clients accessed referrals?
= At what network agencies are clients accessing services?
How many referrals are made by program?
What are the referral activities for a given worker?
What is the status of referrals made to a specific contract agency?
What are the types of referrals that are coming from specific program models?

This report may help indirectly answer:

=  Are specific workers conducting referral follow-up?

Program Evaluation
Your agency might generate this report to evaluate effectiveness of referrals made to each network agency.

This report may help answer:
Are our HIV positive clients accessing prevention, care and treatment services?

This report may help indirectly answer:
=  Which network agencies close out the most referrals?
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Step > Action

1. Click Reports on the module menu bar.

The Report Selection - Agency and Program Plan screen displays.

2. Click Referral and Recruitment on the sub module menu bar.

The Report Selection — Referral and Recruitment screen displays.

3. Under Monitoring and Evaluation Reports, click Referrals Made Report.

The Referrals Made Report — Report Criteria screen displays.

Referrals Made Report

— Report Criteria

Sescion Date Range: ¥ From j {ramndddfyyyyl To j Crnrng ddfyuyy

Referral Outcome: O Pending
|:| Confirred- Accessed service
[ confirmed- Did not access service
[ Lost to follow up

|:| Mo fallow-up
Referral Made From Agency Name(s) ¥
Select Referral Made Frorm Agency MName(z) Seleck Referral Made From Agency Marme(s)
to add and click ADD TO LIST. to rermove and dick REMOVE,
Choose all that apply, Choose all that apply,
Atlanta HIV Pravention
Prevention Plus CBO ADD TO LIST

SOUTHERM STATE DEFARTMENT OF HEALT

Wellness Center CBO

Select Worker(s) Select worker(s)
to add and click ADD TO LIST. to rermove and click REMOWE,
To choose all that apply, do not select any values, Choose all that apply.
ADD TO LIST

4. Inthe Session Date Range From field, type the date (MM/DD/YYYY).

5. Inthe Session Date Range To field, type the date (MM/DD/YYYY).

6. Under Referral Made From Agency Name(s), select the name of the agency(s) to include in the report.
7. Click ADD TO LIST.

The Referrals Made Report — Report Criteria screen refreshes.

8. If you want to narrow the results of your report, enter the appropriate information for Referral Outcome,
Workers, Program Model Basis Type, Program Model Basis, Program Model Name, Intervention Name,
Referrals Made to Agency Name(s), Self Reported HIV Test Results, Confirmed HIV Test Result, and
Pregnant.

9. Click GENERATE REPORT.

The Referrals Made Report displays in a pop-up window. The following pages include screen shots of the sample
report format, data variables included in the report, and how the report can be used to answer questions. This report
reads from left to right. If a referral was made to multiple sites or network agencies, each site or agency will display
on its own line with blank fields around it so you know it relates to the referral above.
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Report Name

Report Type

PEMS Module

PEMS Sub Module

PEMS Core Roles with
Access

Prerequisites for
Generating This
Report

How Often Should My
Agency Generate This
Report?

How Is This Report
Useful?

Reasons For
Generating This
Report

Referrals Made Report

Monitoring and Evaluation

Reports

Referral and Recruitment

The following core roles: Client Services, PCRS, CTR, CRCS, Client HERR

*A user-defined role may also be created to grant access.

= A contract must be active between your agency and any contract agencies.
= Sharing permissions must be created between your agency and any contract
agencies.

= Monthly
= As needed and ad hoc

This report provides the details of each referral made by an agency, grouped
by referral outcome.

Monitoring — Your agency might generate this report to help monitor the total
number of referrals being made.

This report may help answer:

How many referrals are in need of follow-up?

How many clients accessed referrals?

At what network agencies are clients accessing services?

How many referrals are made by program?

What are the referral activities for a given worker?

= What is the status of referrals made to a specific contract agency?

=  What referrals types are coming from specific program models?

This report may help indirectly answer:
= Are specific workers conducting referral follow-up?

Evaluation — Your agency might generate this report to help evaluate
effectiveness of referral activities.
This report may help answer:
= Are our HIV positive clients accessing prevention, care and treatment
services?

This report may help indirectly answer:
=  Which network agencies close out the most referrals?
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Report Header
Referrals Made Report
o ] Includes report criteria the
Report Criteria Request Information
) user selected and request
Session Date Range: 01/01/2006 to 10/24/2008 Agency NamellD: SOUTHERN STATE DEPARTMENT OF HEALTH/M1 'nformation
Agency Name(s): SOUTHERN STATE DEPARTMENT OF HEALTH Report Requestor: GDHA, Georgia ! :
Data Current as of: 10/21/2006
Run Date/Time:  10/28/2006 07:57 PM
Pending Referral
QOutcome
Total Number of Referrals: 3 /'\ /_\
LN P B —— p—r Displays the Referral Outcome
. 'orker| Worker Internal | Network | Referral ontirm ontirm eason Other X Local PEMS and the corresponding Total
Agency Name Inteerentlon /ﬂ D ([} SeRe_ferfl:il Re;aetrral Referral| Agency Follow- R IfnterTaSI_t hftmrk ;lvefearatl Facilitation Cl!ent Referral | Referral p 9
ame PEMS | L rvice Type € | sitelD | Name up eterral aite gency as Hof Activities |\ "9Y€| code | Code Number of Referrals.
D Name Accessed Key
:‘T);”;SERN ST o ) ) NOTE: This report is grouped
DEPARTMENT Mpowerment] | 74385 657 sCreening 6/01/2006| 11167 Available Not Availabl Not Available| | 193 56876 by Referral Outcome.
and treatment
OF HEALTH
Mpowerment i Not
6Etreach 7435 857 tc:eclsrlﬁrmatclr}.r 4/21/2006 | 10085 Available Mot Availablg | Mot Available| | 152 342
QOther
Eﬂfr‘::cr,':’e"t 7437 32/é \ir:w\.rzgusun 05/01/2006| 10568 E\?ﬂ"ﬂbb Not Available | Not A\.failable/ 179 | 67456 geie_rlral
AN 7 A4 \\// etars
Referral details are listed by
Agency Name, then
Intervention Name, and PEMS
Worker ID.
Helpful Hints:
Emphasize the value of entering
this data so your agency can
view details such as these.
Which Referral Service Types
are the most successful?
Consider: What are the major
themes and trends for why
referrals were not accessed?
Worker IDs can be referenced
to follow-up with workers for
more information.
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Referrals Made Report

Report Criteria Request Information
Session Date Range: Agency Name/lD:
Agency Name(s): Report Requestor:

Data Current as of:
Run Date/Time:

Referral Outcome | %706

Total Number of Referrals:

Confirmed | Confirmed Reason PEMS
- Worker|Worker Internal | Network | Referral Other = Local PEMS
Agency Name inteerermon D 1D Seﬂe‘ler_rral FEIETL Referral| Agency | Follow- Relfmenlilt !:\etwork ;luefe:‘r:t\ Facilitation uC“em Referral | Referral
e PEMS | Local rvice Type|  Date | oy n | Name up FHLNE gency o Activities | "MIY%| code | Code
] Hame Accessed D
A01 S CADT HO1 Hoa HO%a K703 K702 | ¥703a | X704 K705 ¥70Ba H707 ®7221 w722 G102 | X701 Kia

10. Click PRINT REPORT. This report prints landscape on legal size paper (8.5 x 14).

Update to Referrals Made Report

Although it is not depicted in the screen shot above, with the release of PEMS 3.0.3, the Referrals Made Report has
been enhanced with the addition of a column for Referral Close Date (if available). The referral close date provides
users with additional information about the timeliness of referral access.
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Quality Assurance Report Sub Module

There are two quality assurance reports in PEMS that can be generated to determine data completeness for your
agency or for your contract agencies.

= Report of Incomplete Variables Reported to CDC — Quality Assurance Report
= Report of Sessions with Incomplete Data — Quality Assurance Report

PEMS Core Roles Required

The QA core role has access to these reports.

Report of Incomplete Variables Reported to CDC

This report can be used to identify the “Reported to CDC —Yes” variables missing for intervention sessions. This
report provides an overview of data completeness within PEMS and provides agencies an understanding of where
the incomplete variables are in PEMS. This report can be generated for your own agency or for contract agency
program models shared with your agency.

This report can be used to help your agency assess data completeness. There are a variety of reasons an
agency might generate this report on its own agency or its contract agency(s). The Report of Incomplete
Variables Reported to CDC can be used to help answer:

=  Which sessions do not have all required components entered?
=  Where in PEMS does incomplete data need to be updated?
= If data are missing, follow up with workers to determine:

0 Are data being entered correctly and completely?

o0 Is avariable missing from a data collection form?

Step > Action

1. Click Reports on the module menu bar.

2. Click Quality Assurance on the sub module menu bar.

3. Click Report of Incomplete Variables Reported to CDC.

The Report of Incomplete Variables Reported to CDC — Select Report Criteria screen displays.

Report of Incomplete Variables Reported to CDC

— Select Report Criteria

Agency Namefs) X

Select Agency Narmels) Select Agency Marmel(s]
to add and click ADD TO LIST. to remove and click REMOWVE,

Choose all that apply. Choose all that apply.
Atlanta HIY Prevention
Freswention Plus CBO
SOUTHERM STATE DEFARTMENT OF HEALT
Wellness Center CBO

Date Range: x From j [P ddfyyyyd To j (rnrnd ddfwyeyd
CDC Reporting Criteria: L

GENERATE REPORT ]| RESET | CANCEL
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4. Under Agency Name(s), click the name of the agency on which you want to generate this report.
Click ADD TO LIST.

6. Inthe Date Range fields, type a beginning and ending date (MM/DD/YYY) for the report. The Date Range will
include records that were last modified during the date range entered.

7. Click the Reporting Criteria drop-down list and select Reported to CDC for Health Departments or Reported to
CDC for CBO.

Reported to CDC for Health Departments should be selected if:

=  The agency is a CDC directly funded health department

= The agency is funded by a health department with CDC funds
Reported to CDC for CBO should be selected if:

=  The agency is a CDC directly funded CBO

=  The agency is funded by a CBO with CDC funds
8. Click GENERATE REPORT.

The Report of Incomplete Variables Reported to CDC — Agency Level displays in a pop-up window. The following
page also provides a description of how to read this level of the report.

Report Criteria Request Information
Agency Hame(s): SOUTHERM STATE DEPARTMENT OF HEALTH  Agency HamedD:  SOUTHERM STATE DEPARTMENT OF HEALTHAMA
Date Range: 01 01,2006 to 10/2452006 Report Requestor: GOHA, Geordis
CDC Reporting Criteria: Reported to COC for Health Departments Data Current as of: 10,21 /2006

Run Date/Time: 1200302006 01:45 P

Agency Hame SOUTHERH STATE DEPARTMENT OF HEALTH

PEMS Module #of Records # of Incomplete Records % Incomplete
Agency Information 16 q al
Agoregste Level Services u] u] u]
Clierit | evel Services 197 180 a1
Community Planning 9 1 11
Program Information 4 2 a0
Owverall Level of Data Incompleteness: 94%

The purpose of this report is to communicate number and percentage of incomplete records for
the specified report criteria. A record is defined as incomplete if one or more of the data
variables defined as "Reported to the CDC - Yes" is unspecified or blank. The target is to achieve
0% of incomplete records.

PRINT REPORT CLOSE WINDOW
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Report Criteria Request Information
Agency Hame(s): SOUTHERM STATE DEPARTMENT OF HEALTH — Agency HamedD:  SOUTHERM STATE DEPARTMENT OF HEALTHM1
Date Range: 01/01/2006 o 11012006 Report Requestor: Training?!, Training
CDC Reporting Criteria: Reported to CDC for Heafth Departments Data Current as of: 10/21/2006

Run Date/Time: 1002652006 02:32 PM

Agency Hame GEORGIA DEPARTMENT OF HEALTH

PEMS Module #of Records #of Incomplete Records % Incomplete
Agency Information 20 9 43
Aooregate Level Services u} u} 0
Cliernt Level Services 239 2 =)
Community Planning ih! 1 9
Program Information 20 10 50
0Owverall Level of Data Incompleteness: 3%

The purpose of this report is to communicate number and percentage of incomplete records for
the specified report criteria. A record is defined as incomplete if one or more of the data
variables defined as "Reported to the CDC - Yes" is unspecified or blank. The target is to achieve
0% of incomplete records.

PRINT REPORT CLOSE WINDOW

Header

The header will contain
information about the
agency generating the
report such as Agency
Name, PEMS Agency
ID, Report Requestor,
and Run Date/Time,
PEMS Agencies,
Specified Date Period,
and Reporting Criteria.

Content Section
Header

This header is the
content section header
for each agency.

C Content Section
Summary

This includes each of
the modules in PEMS.
Clicking the module
name will move the
report to the module
level and provide more
details for the selected
module. Each module
includes information for
Total Number of
Records, Number of
Incomplete Records and
Percent Incomplete. An
overall level of data
incompleteness displays
for the agency.
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Navigating an the Report of Incomplete Variables Reported to CDC

The Report of Incomplete Variables Reported to CDC report is a multi-level report that shows incomplete data on the
agency, module, sub module and record levels.

A record is defined as the location in PEMS where data variables are entered.

Step > Action

Agency Level — Provides summary statistics of missing data variables per module. This level shows trends for data
not entered and can help identify PEMS data collection challenges by module.

1. Click CLOSE WINDOW to close the report.
2. Click PRINT REPORT to print the report. This report prints on 8.5 x 11 letter size paper.
3. Under PEMS Module, click the name of the module for which you want to view incomplete variables.

The screen refreshes and the Report of Incomplete Variables Reported to CDC - Module Level displays. The
following page provides additional information on how to read this level of report.

Request Information
SOUTHERM STATE DEPARTMENT OF HEALTH  Agency HamedD: SOUTHERM STATE DEPARTRMENT OF HEALTHAM 1

Report Criteria
Agency Mame(s):
Date Range: 01401 F2006 to 10/2452006
CDC Reporting Criteria:  Reported to CDC for Health Departmerts
PEMS Module:

Report Requestor: GOHA | Georgia
Data Current as of: 10,/21/2006

Cliert Level Services Run Date/Time: 12/05/2006 01:50 PR

nt Level Services

PEMS Module #of Records # of Incomplete Records % Incomplete
Cliert Level Services 187 180 a1

PEMS Submodule # of Records #of Incomplete Records % Incomplete
Attempts To Locate 3 4 an
Cliert Referrals 14 17 ]
Demongraphics a1 21 100
Intervertion Sessions 74 T8 100
PCRS Case 32 18 a6
Rizk Profiles 11 1" 100

Overall Level of Data Incompleteness: 9%

The purpose of this report is to communicate number and percentage of incomplete records for
the specified report criteria. A record is defined as incomplete if one or more of the data
variables defined as "Reported to the CDC - Yes" is unspecified or blank. The target is to achieve
0% of incomplete records.

BACK PRINT REPORT CLOSE WINDOW
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A

Header

Report Criteria Request Information
Agency Hame(s): SOUTHERN STATE DEPARTMENT OF HEALTH  Agency HamedD:  SOUTHERN STATE DEPARTMENT OF HEALTHA 1 The header will contain
Date Range: 01/01/2006 o 11012006 Report Requestor: Training?!, Training . .
CDC Reporting Criteria: Reported to CDC for Heafth Departments Data Current as of: 10/21/2006 |nf0rmat|0n abOUt the

Run Date/Time:  10/28/2006 02:32 PM agency genel’ating the
report such as Agency

Name, PEMS Agency
ID, Report Requestor
PEMS Modul # of Record: #Hof | lete Record: %l let and Run Date/TIme,
odule cords ncomplete Records ncomplete .
Agency Information 20 9 43 PEMS AgenCIeS’ .
Aooregate Level Services u] u] 1] SpeCIerd Date Pel’IOd,
Client Level Services 239 | a2 and Reportlng Crlterla
Community Planning ih! 1 9
Program Information 20 10 50 =
Content Section
Overall Level of Data Incompleteness: 3% Header
This header is the
The purpose of this report is to communicate number and percentage of incomplete records for content SeCtion header
the specified report criteria. A record is defined as incomplete if one or more of the data f h
variables defined as "Reported to the CDC - Yes" is unspecified or blank. The target is to achieve or eac agency-

0% of incomplete records.

[ain epoat ] ciose winoow | Content Section

Summary

This includes each of
the modules in PEMS.
Clicking the module
name will move the
report to the module
level and provide more
details for the selected
module. Each module
includes information for
Total Number of
Records, Number of
Incomplete Records and
Percent Incomplete. An
overall level of data
incompleteness displays
for the agency.

PEMS User Manual Version 1 Page 283 of 339 06/01/2007



_:/é[l_sllrti'l ]'Ium.m Services

Module Level Report — Provides summary statistics of missing data variables per sub module. This level points the
user to the areas within the sub module that are missing variables

Step > Action

1.
2.
3.
4.

Click BACK to return to the previous report.
Click CLOSE WINDOW to close the report.
Click PRINT REPORT print the report. This report prints on 8.5 x 11 letter size paper.

Under the PEMS Sub Module column, click the desired sub module.

The Report of Incomplete Variables Reported to CDC — Sub Module Level displays. The following page provides
additional information on how to read this level of the report.

Report Criteria
Agency Hame(s):
Date Range:

PEMS Module:
PEMS Submodule:

CDC Reporting Criteria:

01/01/2006 to 10/24/2006

Cliert Level Services
Cliert Referrals

Repaorted to COC for Health Departments

Request Information
SOUTHERM STATE DEPARTMENT OF HEALTH ~ Agency HamedD: SOUTHERM STATE DEPARTMENT OF HEALTHM 1

Report Requestor: GDHA, Georgia
Data Current as of: 1072172006

Run Date/Time:

120552006 01:50 Pk

PEMS Submodule Client Referrals

PEMS Submodule # of Records # of Incomplete Records % Incomplete
Cliert Referralz 149 17 g9
PEMS Record Type Client Referrals

Wiewy Record Level Repor]

Lataliarable Variable Hame # of Records # of Incomplete Records % Incomplete
Humber

KM T e PEMS/Local Referral Code 148 0 0
H70s Referral Fallow-up 19 12 B3
K706 Feferral Outcome 19 o o
Lol Referral Close Date 19 12 B3
iz HIY Test Perfarmed 19 o o

Overall Level of Data Incompleteness: 9%
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Report Criteria Request Information
Agency Hame(s): SOUTHERN STATE DEPARTMENT OF HEALTH  Agency HamedD:  SOUTHERM STATE DEPARTMENT OF HEALTHM1
Date Range: 0101 /2006 o 11012006 Report Requestor: GDHA | Georgia
CDC Reporting Criteria:  Reported to CDC for Health Departments Data Current as of: 10/21/2006
PEMS Module: Clierit Lewvel Services Run Date/Time: 112772006 09:28 AM
PEMS Submodule: Rizk Profiles

PEMS Submodule Risk Profiles

PEMS Submodule #of Records # of Incomplete Records % Incomplete
Risk Profiles B0 28 93

PEMS Record Type Risk Profile

Wiewy Record Level Report

OIO0

Data Variable Variable Hame #of Records | # of Incomplete Records | % Incomplete

Humber
G201 Incarcerated B0 4 63
G202 Sex Wiorker B0 42 70
G203 Housing Status (=01} 35 58
G206 Diate of Last HIY Negative Test (only if HIV-) B0 15 30
G207 Date of First HY Posttive Test (only if HIV+) B0 erl 45
208 In HIY Medical CarelTrestment (only if HIV+) B0 24 40
3209 Pregnant (only if female) B0 24 40
20 In Prenatal Care (only if pregnant) B0 a u]
G212 Aclditional Cliert Risk Factors G0 12 20

G22a Local Recall Additional Client Risk Factors 60 1 2
G213 Recent STD (Mot HIY) B0 48 g0

Overall Level of Data Incompleteness: 95%

The purpose of this reportis to communicate number and percentage of incomplete records for
the specified report criteria. A record is defined as incomplete if one or more of the data
variables defined as "Reported to the CDC - Yes" is unspecified or blank. The target is to achieve
0% of incomplete records.

BACK PRINT REPORT CLOSE WINDOW

Header

The header will contain
the same information as
the Module Level Report
and it includes the sub
module selected.

Content Section
Header

This header contains
the name of the sub
module selected.

C Content Section
Summary

This summary provides
a summary of the Total
Number of Records,
Number of Incomplete
Records, and %
Incomplete for the sub
module selected.

Additional Notes:
The Sub Module Level Report provides summary statistics of missing data variables
per record type.

o0 The user may also view a record level report by clicking View Record Level
Report. (Section D)

Content Section
Details

The data will enable the
user to identify the
source of
incompleteness so
revisions can be made.
The Record Level
Report contains
columns with data that
will uniquely identify
individual records.
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Sub Module Level — Provides summary statistics of missing data variables per record type. This level shows actual
data incompleteness and points to the specific variable missing data.

1. Click BACK to return to the previous report.
2. Click CLOSE WINDOW to close the report.

3. Click PRINT REPORT print the report. This report prints on 8.5 x 11 letter size paper.

4. Click View Record Level.

The Report of Incomplete Variables Reported to CDC — Record Level displays. The following page provides
additional information on how to read this level of report.

Report Criteria
Agency Hame(s):
Date Range:
CDC Reporting Criteria: Reported to CDC for Heslth Departments

PEMS Module:

PEMS Submodule:
PEMS Record Type

SOUTHERM STATE DEPARTWMENT OF HEALTH
01/01/2006 to 10/24/2006

Cliert Level Services
Cliert Referrals
Cliert Referrals

Request Information

Agency HameD:
Report Requestor: GDHA, Georgia
Data Current as of: 10/21/2008

Run Date/Time:

SOUTHERM STATE DEPARTMENT OF HEALTHM1

120572006 01:50 P

nt Referrals

# of Records: 17

. - - Incomplete
PEMS Client Session Intervention _
Unique Key Date Hame Referral Service Type Agency Hame ‘Izz::;:;tlgg
SOLITHERN STATE
55 09/28/2006 | CTR 2006 HIY prevertion counseling DEFARTMENT OF éESg'Dige"a'
HEALTH
SOLITHERM STATE
183 05/20/2006 | CTR 2006 Other prevertion services DEFARTMENT OF WAL ]
Cloze Date
HEALTH
SOLITHERM STATE
187 05M&R2006 | CRCS 2006 General medical care DEPSRTMENT OF ;{?"05 Pl ]
HEALTH olowe-up

Record Level — Provides a listing of the data corresponding to a chosen record type. This level specifies the exact

missing record.

1. Click BACK to return to the previous report.
2. Click CLOSE WINDOW to close the report.

3. Click PRINT REPORT print the report. This report prints on 8.5 x 11 letter size paper.
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Report Criteria
Agency Hame(s):
Date Range:

CDC Reporting Criteria:
PEMS Module:

PEMS Submodule:
PEMS Record Type

SOUTHERM STATE DEPARTMENT OF HEALTH
0710172006 to 11/01,2006

Reported to COC for Health Departments
Cliert Level Services

Rizk Profiles
Rizk Profile

Request Information

Agency HamelD:
Report Requestor: GDHA, Georgia
Data Current as of: 10/21/2006

Run Date/Time:

102702006 09:29 AW

PEMS Record Type |Risk Profile

SOUTHERM STATE DEPARTMENT OF HEALTHM 1

# of Records: 59 Iexd Last
PEMS Client Unique Date -
Key Collected Agency Hame Incomplete Reported Variables
SOUTHERM STATE DEPARTMENT OF G207 - Date of First HIY Positive Test (only if
i UEPEIA HEALTH Hi%'+)
2125 - Local Recall Additional Client Risk
58 09/28/2006 aé):E.II:ERN STATE DEPARTMERNT OF Factors
3213 - Recent STD (Mot HIYY
SOUTHERMN STATE DEPARTMENT OF G207 - Date of First HIV Positive Test (only if
= EEE HEALTH Hiv+)
3207 - Date of First HIV Positive Test (only if
SOUTHERM STATE DEPARTMENT OF HIv+)
i AL R HEALTH 208 - In HIY Medical CarefTrestment (only if
Hit'+)
G207 - Date of First HY Positive Test (only if
SOUTHERM STATE DEPARTMENT OF Hiv+)
123 WP P HEALTH G208 - In HIY Medical CarefMrestment (only if
Hiv+)
208 - In HIY Medical CarefTrestment (only if
Hiv'+)
150 05/01 2006 ag:E?ERN e G201 - Incarcerated
3213 - Recent STD (Mot HIY
G202 - Sex Worker

The purpose of this report is to communicate number and percentage of incomplete records for
the specified report criteria. A record is defined as incomplete if one or more of the data
variables defined as "Reported to the CDC - Yes" is unspecified or blank. The targetis to
achieve 0% of incomplete records.

BACK PRINT REPORT CLOSE WINDOW

Header

The header will contain
information about the
agency running the
report such as Agency
Name, PEMS Agency
ID, Report Requestor,
and Run Date/Time,
PEMS Agencies,
Specified Date Period,
and Reporting Criteria,
and the selected PEMS
module and sub module
and record type.

Content Section
Header

This header contains
the information on the
specific record type the
data reflects.

C Content Section
Details

This is a breakdown of
each incomplete record
within this record type.
Statistics for each
record will contain for
each ‘Required’
variable, the ‘DVS
Variable Number’,
‘Variable Name’,
‘Number of Incomplete
records’. The user may
navigate to the
appropriate client in
PEMS using the Client
ID and revise any
incomplete variables.
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Report of Sessions with Incomplete Data

This quality assurance report can be used to summarize the intervention sessions with a data entry status of
“incomplete.” An intervention session is marked as incomplete if:

=  The intervention session does not have a session details record saved for it.
= The intervention session has activities that require further details but the details have not been added (e.g.,
detailed behaviors, risk profiles, HIV Test, referral)

This report can be generated for your own agency or for contract agency program models shared with your agency.

This report can be used to help your agency assess data completeness.

There are a variety of reasons an agency might generate this report on its own agency or its contract
agencies. The Report of Sessions with Incomplete Data can be used to help answer:
=  Which sessions do not have all required components entered?

= If data are missing, follow-up with workers to determine:
o Have the data been collected?
o Have the data been collected but not entered?
o Are workers unsure of which data to collect or enter?
Is a variable missing from the data collection form being used by the agency?

Step > Action

1. Click Reports on the module menu bar.

The Report Selection — Quality Assurance screen displays.
2. Click Quality Assurance on the sub module menu bar.
3. Click Report of Sessions with Incomplete Data.

The Report of Sessions with Incomplete Data — Report Criteria screen displays.

Report of Sessions with Incomplete Data

— Select Report Criteria

Agency Name: ¥ | SOUTHERN STATE DERPARTMENT OF HEALTH '~

Intervention Name{s)

Select Intervention Hame(s) Select Intervention Hame(s)

to add and dick ADD TO LIST. to rermove and click REMOVE.
To choose all that apply, do not select any values. Choose il that apply.
Counseling and Testing 2005 ~
CRCS 2006
CRCS 2007
CTR 2006 e nh T 1 TeT
a
Mpowerment

Mpowerment 2007

Mpowerment Outreach

Mpowerment Outreach 2006

Cutreach 2006 v

Session Date Range: ¥ From [ cromiddrywsy) To [ e ddrop

GENERATE REPORT | RESET | CANCEL

4. Click the Agency Name drop-down list and select the name of the agency for the report.

The screen refreshes and the Intervention Name(s) list box populates with the interventions applicable to that
agency.
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Click ADD TO LIST.

© N o v

In the Intervention Name(s), click the name of the intervention(s) to select for the report.

In the Session Date Range fields, type a start and end date range (MM/DD/YYY) for the report.
Click GENERATE REPORT.

The Report of Sessions with Incomplete Data displays in a pop-up window. This report reads from left to right. Users
can search for the incomplete sessions by the PEMS Client Unique ID included in the report.

Report Criteria
Agency Hame(s):
Intervention Hame(s):
Date Range:

SOUTHERM STATE DEPARTMENT OF HEALTH

0101 /2006 to 1 0524,2006

Request Information

SOUTHERM STATE
DEPARTWENMT ©OF HE
Report Requestor: GDHA, Georgia

Data Current as of: 10/21/2006

Run DateTime: 12/05/2006 02:03 PM

Agency HamelD:

ALTHA

# of Records: 6

Program Hame Counseling and Testing 2006

% Incomplete Intervention Sessions

# of Incomplete Intervention Sessions

Program Model Intervention Session Site Hame Last Updated | PEMS Client
Hame Hame Date 1D
TR 2006 CTR 2006 04/01/2006 EB 210
Georgia
D4/17/2006 | CTR Site EBna 168
Georgia
04/20/2006 | CTR Site B 153
Georgia
SOUTHERM STATE DEPARTMENT af | GDHA, |
R HEALTH Georgia k2
0520/2006 | Blood Bank e 200
Georgia

9. Click PRINT REPORT. This report prints on 8.5 x 11 letter size paper.

The following screen includes additional information about how to read this report.
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Report Name

Report Type

PEMS Module

PEMS Sub Module

PEMS Core Roles with
Access

Prerequisites for
Running This Report

How Often Should My
Agency Run This

Report?

How Is This Report
Useful?

Reasons For Running
This Report

Helpful Hints

Report of Sessions with Incomplete Data

Quality Assurance

Reports

Quality Assurance

The following core roles: QA Role

*A user-defined role may also be created to grant access.

= An active contract between your agency and contract agency
= Necessary sharing permission between your agency and contract agency

= Agencies should run this report on a weekly/biweekly basis.
= Agencies should incorporate this report into their local QA process.

This report allows you to view Incomplete Session Data for your agency as well
as any contract agencies you fund to deliver services.

Your agency might run this report to help monitor the completeness of data entry
on a session level for your agency and your contract agency.

Use the PEMS Client ID field to locate clients in PEMS who have incomplete
session data. Use the Last Updated By field when assigning revisions. The
worker who appears in this field will have the incomplete intervention session on
their PEMS Home screen and will be able to see what parts of the session are
incomplete.
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Report Criteria

Request Information

Agency Hame(s):: SOUTHERM STATE DEPARTMENT OF HEALTH A . SOUTHERN STATE

gency Hame/D:
Intervention Hame(s): CTR 2006 DEPARTMENT OF HEALTHA 1
Date Range: 01/01/2006 to 1140172006 Report Requestor: GOHA, Georgia

Data Current as of: 107212006

Run Date/Time: V272006 0334 P

# of Incomplete Intervention Sessions

% Incomplete Intervention Sessions 22%

# of Records: 6

Program Hame Counseling and Testing 2006

Prog:l:nyodel In‘telz:;n;ion Se;;i;n Site Hame Last I.Ilg'dated PEMSI;:Iierrt
CTR 2006 CTR 04001 2006 GDHA | Geargia 210
04N 752006 | CTR Site GDHA | Geargia 165
04r2052006 | CTR Site GDHA | Geargia 153
051 552008 SEEE%A D EISE GDHA | Geargia 192
06/20/2006 | Blood Bank GOHA, | Georgia 200
10i02/2006 GOHA | Georgia 144

PRINT REPORT CLOSE WINDOW

NOTE: The PEMS Client ID column allows an agency to locate the specific

client who is causing an intervention session to be marked as incomplete. The

Last Updated By field provides the worker that last updated the session in

PEMS. This worker will see the incomplete intervention session on their PEMS

Home screen and will have the ability to view what parts of the session that
are incomplete.

Report Header

Contains information
about the agency
running the report such
as agency name, PEMS
Agency ID, Report
Requestor, and Run
Date/Time, PEMS
Agencies, Specified
Date Period, and
Reporting Criteria.

g Section Header

Contains the total
number of Intervention
sessions, number of
incomplete intervention
sessions and the
percent incomplete
intervention sessions.

Report Content

Includes the specific
information on the
sessions with
incomplete data. It
includes Program
Name, Program Model
Name, Intervention
Name, Session Date,
Site, Last Updated By,
and PEMS Client ID.
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CTR Sub Module

Reports in the CTR Sub Module describe the CTR services delivered within an agency. The following reports can be
generated from the CTR Sub Module:

= Test-Level HIV Testing Report — Monitoring and Evaluation Report
= Client-Level Confidential HIV Testing Report — Monitoring and Evaluation Report

PEMS Core Roles required
The following core roles have access to these reports:

=  Client Service Role
= CTRRole

The differences between the Test-Level HIV Testing Report and the Client-Level Confidential HIV Testing
Report are:

= The Client-Level Confidential HIV Testing Report includes a drill-down.
= The Client-Level Confidential HIV Testing Report includes only confidential HIV Test data.
= The Test-Level HIV Testing Report includes the additional field: Test Election.

Test-Level HIV Testing Report

This monitoring and evaluation report can be used to view a summary of HIV tests administered by your agency as
well as any contract agencies you fund to deliver services. Data in these reports are aggregated and not grouped by
agency if multiple agencies are included in the report criteria.

This report can be used for both monitoring and evaluation purposes:

Program Monitoring
Your agency might generate this report to help monitor how many HIV tests are being conducted. This report
may help answer:
= How many unique clients have been tested?
How many clients received test results?
How many clients tested positive?

How many clients tested positive and received their test results?
How many clients provided a confirmatory sample?

Program Evaluation
Your agency might generate this report to help evaluate delivery of HIV Testing programs. This report can be
used in conjunction with other reports (e.g., Overview of Client Characteristics by Agency(s) to check Target
Populations. This may help answer:

=  Are higher or lower than expected rates of new positive tests being identified for this target population?

Step > Action

1. Click Reports on the module menu bar.

The Report Selection - Agency and Program screen displays.
2. Click CTR on the sub module menu bar.

The Report Selection - CTR screen displays.

3. Under Monitoring and Evaluation Reports, click Test-Level HIV Testing Report.
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The Test-Level HIV Testing Report — Report Criteria screen displays.

Test-Level HIV Testing Report

r Report Criteria

Session Date Range: ® prgpm, j Cramd ddfyyyen) To j (rarnd ddf ey
Agency Mame(s) Xk
Select Agency Mamels] Select Agency Mamels)
to add and click ADD TO LIST, to rermove and click REMOVE,
Choose all that apply. Chooze all that apply.

Atlanta HY Prevention

Frewvention Plus CBO

SOUTHERM STATE DEPARTMEMNT OF HEALT

Wellness Center CBO

Internal Site Name(s)

Select Internal Site Nare(s) Select Internal Site Hame(s)
to add and click ADD T LIST, to remove and click REMCVE,
To choose all that apply, do not select any values, Choose all that apply,

4. Inthe Session Date Range From field, type the date (MM/DD/YYYY).
5. Inthe Session Date Range To field, type the date (MM/DD/YYYY).

6. Under Agency Name(s), select the name of the agency for the report.
7. Click ADD TO LIST.

The Test-Level HIV Testing Report — Report Criteria screen refreshes. If you have included your agency in the
criterion for the report, worker names for your agency will now display as an option to select to narrow the results of
the report. NOTE: Worker names will only display when your agency is selected.

8. If you want to narrow the results of your report, enter the appropriate information for Site Name(s), Program
Model Name(s), Worker(s), Testing Criteria, and Demographic and Risk Categories.

9. Click GENERATE REPORT.

The Test-Level HIV Testing Report displays in a pop-up window. The following pages include screen shots of the
sample report format, data variables included in the report, and how the report can be used to answer questions.
Data are grouped by HIV Test Result for demographic and risk categories. Data are aggregated for each agency
selected. This report is read from left to right across each row.
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Report Criteria Request Information

Session Date Agency Name/lD:
Range: Report Requestor:
Agency Hame(s): Data Current as of:

Run Date/Time:

# of Unigue Clients:
# of Tests Provided:

HIV Test Result xq40

NAAT
Positive

Not

Positive/Reactive Available

Negative | Indeterminate | Invalid Total

No
Result

Conventional | Rapid Other

Overall Total
Tests

Current

Gender T3

G124 | Female

Transgender-
MTF

Transgender-
FTK

Under 13
yEars

~G13 | 13,98 years
19-24 years
25-34 years
35-44 years

45 years and
over
Race Multiple Race

G116 | American
Indian or
Alaska Native

Asgian
Black or

African
American

Age Range

Native
Hawvaiian or
Pacific
lzlander
White

Don't Know

Ethnicity E;m“ e

G114 | Not Hizpanic
or Latino

Don't know

Refuzed to
ANSwWer

Primary 90
Day-HIV Risk |MNot Available
Category

10. Click PRINT REPORT. This report prints on letter size paper (8.5 x 11).
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Report Name

Report Type

PEMS Module

PEMS Sub Module

PEMS Core Roles with
Access

Prerequisites for
Generating This
Report

How Often Should My
Agency Generate This

Report?

How Is This Report
Useful?

Reasons For
Generating This
Report

Helpful Hints

Test-Level HIV Testing Report

Monitoring and Evaluation

Reports

CTR

The following core roles: Client Services, CTR

*A user-defined role may also be created to grant access.

= A contract must be active between your agency and any contract
agencies.

= Sharing permission must be created between your agency and any
contract agencies.

= Atleast twice per year
= Adhoc
= As needed for Community Planning Group activities

This report provides a summary of all HIV Tests administered by your
agency as well as any contract agencies you fund to deliver services.

Monitoring — Your agency might generate this report to help monitor how
many HIV tests are being conducted. This report may help answer:

= How many unique clients have been tested?

= How many clients received test results?

= How many clients tested positive?

= How many clients tested positive and received their test results?
= How many clients provided a confirmatory sample?

Evaluation — This report can be used in conjunction with other reports (e.g.,
Overview of Client Characteristics by Agency(s) to check Target Populations.

This report may help answer:

Are higher or lower than expected rates of new positive tests being identified for this
target population?

Can be used in conjunction with the Overview of Client Characteristics/Risk
Behaviors by Agency(s) Reports
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Report Header

Report Criteria Request Information Includes report criteria the

Session Date Agency HamedD:  SOUTHERN STATE DEFARTMENT (F HEALTHA

" 0101 /2006 to 10/24/2006 user selected and request
Range: Report Requestor: GDHA, Georgia . . a
Agency Hame(s):  SOUTHERN STATE DEPARTMENT OF Data Current as of: 10/21/2006 information.
HEALTH Run DateTime: 1030020065 0535 &M
# of Unique Clients: 24
# of Tests Provided: 26
Test
HIV Test Result Sum mary
" . HAAT - . | Ho Hot
PositiveReactive Positive Hegative |Indeterminate | Invalid ‘ Result | Available Total ) )

5 fonal| Rapid | Other Displays the # of Unique
overall Total s ] ) . 1 2 ) ; . - Clients who received HIV
ests Tests and the # of HIV Test

Results Provided.
(G Male 2 1 0 0 3 1 0 0 2 s
Gender
Famalz 3 i i 0 3 1 i 1 2 18
=TSR 0 0 0 0 1 o o o 0 1 Overall Total
Transgender- 0 0 0 0 0 0 0 0 0 0 TeStS
FTh
Under 13 .
AgeRange | ..o v v v . " " v " " . Displays a breakdown of
13-18 years 1 0 0 0 3 ] 0 1 ] overall test results across all
18-24 years 2 1 0 g 3 a 0 a 3 12 clients who received HIV tests.
2534 years 2 i i i 4 1 i n 1 [
3544 years i i i 0 i 1 i i i 1
45 years and
S I L I S I I I I Test Results/
American R
Race Inclian ar 2 0 0 0 2 0 0 1 0 5 Demographic and
Alaska Mative H
Aian i i i i 1 il i il 1 2 Risk Category
Bilack or
i\\friwn 1 0 0 0 3 2 0 0 1 7 Displays a breakdown of
IMErICan
T overall test results for all
Hawvaiian or : : 8 . . . 8 . : . clients by Demographic and
Pacific ;
e Risk Category.
Wbite i i i 0 5 i i i 1 [
Don't Knosw 1 o o o o o o o o 1
Muttinle Race o o o a a a o a a a
. Hizspanic or
Ethnicity e 3 i i i 4 1 i i 2 10
G (IEERE o o o 0 & o o 1 2 11
or Latino
Dont kno 2 1 i 0 1 1 i i i 3
REiE i il il il i n n il n n i
answer
Primary 90
Day-HIV Risk Mot Avaikble i i i i 1 i i i i 1
Category
MSh anly 2 1 o o 2 o o o 1 B
10U anly i i i 0 1 i i 1 i 2
Heterosexual
Contact aniy 2 i i i 5 1 i i 3 1
hisht & 1D i i i i i i i i i i
Cither i i i 0 1 i i i i 1
Flo Idertified
Risk Factor 1 o o o 3 1 o o o 5}
Mo Risk
Reported i i i i i i i i i i
Pt Azked i i i i il il i il il i
W B o o o 0 2 o o 1 o 3
Sex
Local Recall
PeriodHIV |14 1 cilapie 5 1 il i 13 2 il 1 4 26
Risk
Category
hiSh only i i i 0 i i i i i 0
10U anly i i i i il il i il il i
Heterosexual
P i i i i i i i i i i
hiShl & 1D i i i 0 i i i i i 0
Cther o o o o o o o o o o
Hlo Idertified
Byt i i i i i i i i i i
Mo Risk
e i i i i i i i i i i
Pt Askedd i i i 0 i i i i i 0
ey ] ] ] i o o ] o o i
Sex
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Client-Level Confidential HIV Testing Report

This monitoring and evaluation report can be used to view a summary of Confidential HIV Tests administered by your
agency as well as any contract agencies you fund to deliver services. Data are grouped by HIV test result for
demographic and risk categories. Data are aggregated for each agency selected. This report includes a drill-down
with a list of Client IDs that contributed to the count that was selected by the user in the high-level report. Click here
for more information on report drill downs.

This report can be used for both monitoring and evaluation purposes:

Program Monitoring
Your agency might generate this report to help monitor how many confidential HIV tests your agency is
conducting. This report may help answer:

How many unique clients have been confidentially tested?

How many clients received test results?

How many clients were identified as positive?

How many clients who were identified as positive received their test results?
How many clients provided a confirmatory sample?

Program Evaluation

Your agency might generate this report to help evaluate delivery of Confidential HIV Testing programs.
This report can be used in conjunction with other reports [e.g., Overview of Client Characteristics by
Agency(s)] to check Target Populations. This may help answer:

= Is my target population displaying a higher or lower than expected rate of positive test results?

Step > Action

1. Click Reports on the module menu bar.

The Report Selection — Agency and Program screen displays.
2. Click CTR on the sub module menu bar.

The Report Selection - CTR screen displays.

3. Under Monitoring and Evaluation Reports, click Client-Level Confidential HIV Testing Report.

The Client-Level Confidential HIV Testing Report — Report Criteria screen displays.

Client-Level Confidential HIV Testing Report

r Report Criteria

Session Date Range: ¥ prom, j (rnmmdddiyeyyl To j (rarnd ddf yywy)
Agency Name(s) X
Select Agency Namel(s) Select Agency Mamel(s)
to add and dick ADD TO LIST. to rermowe and click REMOWVE,
To choose all that apply. do not select any values, Chaoose all that apply.
Atlanta HIY Pressention
Frewvention Flus CBO ADD TO LIST
SOUTHERN STATE DEPARTMENT OF HEALT
Wellness Center CBO REMOVE
Site Name({s)
Select Internal Site MNamels) Select Internal Site Mame(s)
to add and dick ADD TO LIST. to rermowe and click REMOWVE,
To choose all that apply. do not select any values, Chaoose all that apply.
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4. Inthe Session Date Range From field, type the date (MM/DD/YYYY).

5. Inthe Session Date Range To field, type the date (MM/DD/YYYY).

6. Under Agency Name(s), select the name of the agency for the report.

7. Click ADD TO LIST.

The Client-Level Confidential HIV Testing Report — Report Criteria screen refreshes.

8. If you want to narrow the results of your report, enter the appropriate information for Site Name(s), Testing
Criteria, and Demographic and Risk Categories.

9. Click GENERATE REPORT.

The Client-Level Confidential HIV Testing Report displays in a pop-up window. The following pages include screen
shots of the sample report format, data variables included in the report, and how the report can be used to answer
questions. This report is read from left to right across each row.
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Report Criteria

Session Date
Range:
Agency Name(s):

Request Information
Agency Name/ID:
Report Requestor:
Data Current as of:
Run Date/Time:

# of Unique Clients:

HIV Test Result x41p

Positive/Reactive

NAAT

Positive Invalid

Negative | Indeterminate

Ho it
Result | Available

Conventional | Rapid Other

Overall Total
Tests

Current

Gender Male

G124 | Female

Transgender-
MTF

Transgender-
FTM

Under 13

Age Range years

~G113 | 13-18 years

19-24 years

25-34 years

35-44 years

45 years and
over

Race Muttiple Race

G118 | American
Indian or
Alaska Native

Asian

Black or
Adrican
American

Native
Hawvaiian or
Pacific
Islander

White

Don't Know

Hizpanic or

Ethnicity T

G114 | Not Higpanic
or Latino

Don't know

Refused to
answer

Primary 90
Day-HIV Risk (Mot Available
Category

Calculated | MSH only

DU onhy

Heterosexual
Contact only

MSM & IDU

Other

HNo Identified
Risk Factor

No Risk
Reported

Mot Asked

Transgender
Sex

Local Recall
Period-HIV
Risk
Category

Hot Available

G212|SM only

DU onhy

Heterosexual
Contact only

MSM & IDU

Other

10. Click PRINT REPORT. This report prints on letter size paper (8.5 x 11).
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Report Header

Report Criteria Request Information Includes report criteria the
Session Date D10 e Lot Agency NamedlD:  SOUTHERN STATE DEPARTMENT OF HEALTHI user selected and request
Range: Report Requestor: GDHA, Georgia information
Agency Name(s):  SOUTHERN STATE DEPARTMENT OF Data Current ag of: 10/21/2006 :

HEALTH Run DateTime:  10/2/2008 01:28 PW
#of Unique Clients: 21 # of Unique
HIV Test Result Clients
! HAAT ) . ) No Not
Positive/Reactive Positive Nega‘tlve‘lnde‘lermlna‘te Invalld‘ Result ‘Available Total Displays the # Of Unique
Conventional| Rapid | Other Clients who received
Overall Total - .
e 4 0 0 0 12 2 0 0 3 pal Confidential HIV Tests and the
# of HIV status provided.
Current
e Wale 2 0 0 0 3 1 i 0 1 7
Female 2 0 0 0 H 1 0 [ 2 12
Tranzgender-
0 0 D D 1 0 o 0 0 1
WTF - -
- Overall Total
ransgender-|
= 0 0 0 0 0 0 i 0 0 0 Tests
Age Range 5;:213 0 0 0 0 0 0 0 0 0 0
1318 years 1 5 5 5 3 5 5 5 5 1 Displays a breakdown of
19.24 years 2 0 0 0 5 0 0 0 z 3 overall test results across all
2534 years 1 0 0 0 4 1 0 0 1 7 clients who received
3544 years 0 0 0 0 0 1 0 0 0 1 Confidential HIV tests.
PIEEHET 0 0 0 0 0 0 0 0 0 0
over
American
Race Indian or H 0 0 0 H 0 0 0 0 4
] Test Results/
Asian 0 0 0 0 1 0 0 0 1 2 Demographlc and
Black or 1
African 1 0 0 0 3 2 0 0 1 7 Risk Category
American
Mo o Displays a breakdown of
1 0 0 0 1 0 i 0 1
Pacific - - overall test results for all
Islander N .
- clients by Demographic and
White [ 0 0 0 5 0 [ [ 0 A Risk Cateqor
Don't Know [ 0 0 0 0 0 0 [ 0 [ gory.
Wuttiple Race 0 0 0 0 0 0 0 0 0 0
- Hizpanic or
Ethnicity T 2 0 0 0 4 1 i 0 1 8
Not Hi;pamc 0 0 ) ) 7 0 0 0 2 9
or Latino
Don't know 2 0 0 0 1 1 0 [ 0 4
D 0 0 0 0 0 0 0 0 0 0
answer
Primary 90
Day-HIV Risk |Not Available 4 0 0 0 10 1 i 0 3 18
Category
MSM only [ 0 0 0 1 0 0 [ 0 1
IDU only [ 0 0 0 [ 0 0 [ 0 [
Heterosexual
Contact onfy g g . . 1 1 g g g 2
WSM & DU [ 0 0 0 [ 0 [ [ 0 [
Other [ 0 0 0 [ 0 [ [ 0 [
No ldentified
e 0 0 0 0 0 0 0 0 0 0
No Risk
e 0 0 0 0 0 0 i 0 0 0
Not Asked [ 0 0 0 [ 0 [ [ 0 [
Transgender
e 0 0 0 0 0 0 0 0 0 0
Local Recall
POV ot Avaiiable 4 0 0 0 12 z 0 0 3 21
Category
MSM only [ 0 0 0 [ 0 [ [ 0 [
IDU only [ 0 0 0 [ 0 [ [ 0 [
Heterozexual
Doy 0 0 0 0 0 0 0 0 0 0
MSM & DU 0 0 0 0 0 0 0 0 0 0
Other [ 0 0 0 [ 0 [ [ 0 [
No Wdentified
P 0 0 0 0 0 0 0 0 0 0
No Rigk
et 0 0 0 0 0 0 0 0 0 0
Not Azked 0 0 0 0 0 0 0 0 0 0
Transgender
P 0 0 0 0 0 0 i 0 0 0
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Report Header

Includes report criteria the

Report Criteria Request Information user selected and request
SessionDate 1401 2005 19 102412006 Agency NameflD: SOUTHERN STATE DEPARTMENT OF HEALTH/ 1 information.
Range: Report Requestor: GDHA, Georgia
Agency Name SOUTHERN STATE Data Current as of: 10/21/2006
() DEPARTMENT OF HEALTH

Run Date/Ti - 104292006 01:53 PM s . .
o eme Additional Criteria

Indicates the criteria the user
clicked to generate the drill
down report.

I Additional Criteria
Overall Total Tests
Test Technology: Conventional
HIV Test Result: Positive/Bedctive

# of Unique Clients: 4 /\
# of Unigue Clients

Time'
. Elaps . . .
izl Betwee Displays # of Unique Clients
PEMS Test Reactive, did Reason e . . .
Client Sample = Test Client HIV Test Provision| Results Datmpz |nc|L{ded in the drill down
:g” Date 5:““‘;":3 Technology| Provide Result ofResult| Mot || € an version.
Liredrs Confirmatory Date Provided ro:r)lfslo
SIEE Results
(Days) .
=7 o Time Elapsed Between
157 | 0S/20/06 1 Conventional| Mot Available | Positive/Reactive| 05/27/06 . T .
Applicablg Available Samp|e Date and
162 |oarzonms| 2 Conventional| Not Avaiable | Postive/Reactive| n4/zors | MOt g [ Mot Provision of Results
Applicabild Available
Not Not (Days)
171 | 04426/06 1 Conventional| Not Available | Positive/Reactive| 05/01/08 . 5 .
Applicab Available
174 |odz7ios| 1 Conventional| Not Available | Positive/Reactive| 0SH0/08 E\Etpucabb 13 / L‘\Tﬁ“ﬂm Displays the number of days
\ / elapsed between the day the
\/ HIV test sample was collected
and Provision of Result
Date.

Tip: These data can be copied
and pasted into Excel for
further analysis.
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Report Name

Report Type

PEMS Module

PEMS Sub Module

PEMS Core Roles with
Access

Prerequisites for
Generating This
Report

How Often Should My
Agency Generate This

Report?

How Is This Report
Useful?

Reasons For
Generating This
Report

Helpful Hints

Client-Level Confidential HIV Testing Report

Monitoring and Evaluation

Reports

CTR

The following core roles: Client Level Services, CTR

*A user-defined role may also be created to grant access.

= A contract must be active between your agency and any contract agencies.
= Sharing permission must be created between your agency and any contract
agencies.

= Atleast twice per year
= Adhoc
= As needed for Community Planning Group activities

This report provides a summary of all Confidential HIV Tests administered by
your agency or any contract agencies you fund to deliver services.

Monitoring — Your agency might generate this report to help monitor how many
confidential HIV tests your agency is conducting. This report may help answer:

= How many unique clients have been confidentially tested?

= How many clients received test results?

= How many clients were identified as positive?

= How many clients who were identified as positive received their test
results?

= How many clients provided a confirmatory sample?

Evaluation — This report can be used in conjunction with other reports (e.g.,
Overview of Client Characteristics by Agency(s) to check Target Populations.

This may help answer:

= Is my target population displaying higher or lower than expected rates of
positive test results?

This report has a drill down capability that allows you to see a detailed view of
the data.
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Aggregate Level Services Sub Module

Reports in the Aggregate Level Services Sub Module describe the aggregate interventions delivered within an
agency. The following report can be generated from the Aggregate Level Services Sub Module:

= Summary Report on Aggregate Service Delivery — Monitoring and Evaluation Report

PEMS Core Roles required
The following core roles have access to these reports:

=  Aggregate Service Role
= HC/PI Role
= Aggregate HERR Role

Summary Report on Aggregate Service Delivery

This monitoring and evaluation report can be used to view a summary of aggregate service delivery through
Outreach, HERR and other aggregate interventions for your agency as well as any contract agencies you fund to
deliver services.

This report can be used for monitoring purposes. Your agency might generate this report to help monitor the
types of clients who are being reached through its programs. This report may help answer:

=  Who is my agency serving though its aggregate level interventions?
=  What populations are my programs reaching?
= What populations are my contract agencies reaching?

Step > Action

1. Click Reports on the module menu bar.

The Report Selection - Agency and Program Plan screen displays.

2. Click Aggregate Level Services on the sub module menu bar.

The Report Selection — Aggregate Level Services screen displays.

3. Under Monitoring and Evaluation Reports, click Summary Report on Aggregate Service Delivery.

The Summary Report on Aggregate Service Delivery — Report Criteria screen displays.

Summary Report on Aggregate Service Delivery

r Report Criteria

Session Date Range: % From, j (rnmiddiyeeydl To j (rmm/ ddifyyuy)
Agency Name(s) Xk
Select Agency Narnels) Select Agency Marme(s)
to add and click ADD TO LIST. to rernove and dick REMOVE,

Choosa all that apply. choose all that apply.

Atlanta HI Prewvention

Frevention Plus CBO
SOUTHERM STATE DERPARTMENT OF HEALT
YWellness Center CBO
Program Model Basis Type: -
el R R R eEE A e e R D e
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4. Inthe Session Date Range From field, type the date (MM/DD/YYYY).

5. Inthe Session Date Range To field, type the date (MM/DD/YYYY).

6. Under Agency Name(s), select the name of the agency for the report.

7. Click ADD TO LIST.

The Summary Report on Aggregate Service Delivery — Report Criteria screen refreshes.

8. If you want to narrow the results of your report, enter the appropriate information for Program Model Basis
Type, Program Model Basis, Program Model Name, and Intervention Type(s).

9. Click GENERATE REPORT.

The Summary Report on Aggregate Service Delivery displays in a pop-up window. The following pages include
screen shots of the sample report format, data variables included in the report, and how the report can be used to
answer questions. This report is read from left to right.

Summary Report on Aggregate Service Delivery

Report Criteria Request Information
Session Date Range: Agency Name/lD:
Agency Hame(s): Report Requestor:
Data Current as of:
Run Date/Time:
Intervention Type Total Number of Contacts  Caleulated Total Number of Referrals  Calculated
Session/
Program| Program . Humber
Agency | Model | Model fme;‘""‘ e Em"ftm of R‘:‘—’?e Ethnicity|  Race g:::e"‘ Risk S:;:"’
Name Basis e € | Contacts Ll I e
Range
201§ E101 GO0 calculsted|  acos [AG123- AG0a 4 AGNa AG09 - AGOEs - ey berp
Al A1 21 AG10R | AGHe AG09h Ac0at A5 30

10. Click PRINT REPORT. This report prints landscape on letter size paper (8.5 x 11).
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Report Name

Report Type

PEMS Module
PEMS Sub Module
PEMS Core Roles with

Access

Prerequisites for
Generating This
Report

How Often Should My

Agency Generate This
Report?

How Is This Report
Useful?

Reasons For
Generating This
Report

Helpful Hints

Summary Report on Aggregate Service Delivery

Monitoring and Evaluation

Reports

Aggregate Level Services

The following core roles: Aggregate Service, HC/PI, Aggregate HERR

*A user-defined role may also be created to grant access.

= A contract must be active between your agency and any contract agencies.
= Sharing permissions must be created between your agency and any contract
agencies.

= At least once per quarter
= Once a cycle per interventions
=  Throughout an intervention cycle

This report allows you to view a summary of Aggregate Service Delivery
through Outreach, HE/RR and other aggregate interventions delivered by
your agency or any contract your agency funds to deliver services.

Monitoring — Your agency might generate this report to help monitor the types
of clients who are being reached through aggregate programs. This report may
help answer:

= Who is my agency serving though its aggregate level interventions?
=  What populations are my programs reaching?
= What populations are my contract agencies reaching?

You should also reference the Report on Workers Delivering Aggregate Level
Interventions for a worker view of aggregate level intervention data.

This report can be used in conjunction with the Referrals Made Report.
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Report Header

Includes report criteria the
Report Criteria Request Information _usfer selt(_ected and request
i information.
Sessu:.ln Date O A1 2006 ta 405242006 Agency HamelD: SCOUTHERM STATE DEPARTMEMT OF HEALTHM 1
Range: Report Requestor: GOHA, Georgia
F\QEI'IW “ﬂITIE[S}: SOUTHERM STATE DERPARTMWENT OF Data Current as of: 10212006
HEALTH o . A Aggregat_e
Run Date/Time: 1053052006 12:16 P Intervention
Summary
Intervention Type Outreach Total Humber of Contacts TN Total Humber of Referrals ] .
Content is grouped by
Intervention Type, and
Sessiont includes a quick snapshot of
Program | Program . Humber iati
Intervention| Euent Age o Current - HIV outcomes by listing the Total
Agency l;“l::.zl hl;l::;l Harme Date Cun"]t;c’ts Range |Ethnicity|  Race Gender L Status Number of Contacts and Total
Range Number of Referrals for the
2 intervention type.
SC?S%’TTEERN Cutreach 020208 m;rlllc;n
DEFARTMENT| 2006 Cther Outreach |:|5n:|-2,|t|5 =i} - . . Almzka ] Male a7 hlShd 26
OF HEALTH Mative Aggregate
Azian | & | Female |23 (o]l 2 Intervention
Bilzck o Details
African | 8 Tra”agr‘i”der 0| Mmsmiou |5
Ametican Includes aggregate service
Plative delivery data by Agency,
Havvaiian ) Program Model Name,
o Cther | 0 Tra”??:ﬂnder 0 ?EI I”‘”:'";"'g 2 Program Model Basis and
Pacific ransgender Intervention Name.
Islander
It also lists:
White |10 Heterozexual 3g
Cortact .
: = Session/Event Date Range
CtheriRisk |, o = Number of Contacts
Mot [dentified = Age Range
= Ethnicity
— = Current Gender
Additional Notes « Race
= Risk
This report may help answer: = HIV Status
=  Who is my agency serving through its aggregate level interventions? Tip: These data can help
. What target population(s) is an intervention reaching? determine if the intervention
. Is the intervention serving the right target population? reached the number of
contacts as it intended.
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Other Client Level Services Sub Module

Reports in the Other Client Level Services Sub Module focus on information about the risk profile, detailed
behaviors and demographics of clients receiving services within an agency. The following reports can be generated
from the Other Client Level Services Sub Module:

=  Overview of Client Characteristics by Agency(s) — Monitoring and Evaluation Report
= Overview of Client Risk Behaviors by Agency(s) — Monitoring and Evaluation Report

PEMS Core Roles required
The following core roles have access to these reports:

Client Service Role
PCRS Role

CTR Role

CRCS Role

Client HERR Role

Overview of Client Characteristics by Agency(s)

This monitoring and evaluation report can be used to view a comparison of the demographic and risk characteristics
of clients you planned to deliver services for versus those clients whom you are actually delivering services.

This report can be used for both monitoring and evaluation purposes:
Program Monitoring
Your agency might generate this report to help monitor types of clients who are being reached through its
programs. This report may help directly answer:
=  What are the characteristics of clients reached through my agency’s programs?

Program Evaluation
This report may help directly answer:

= How successful is my agency in retaining clients across sessions?

Step > Action

1. Click Reports on the module menu bar.

The Report Selection - Agency and Program screen displays.

2. Click Other Client Level Services on the sub module menu bar.
The Report Selection — Other Client Level Services screen displays.

3. Under the Monitoring and Evaluation Reports section, click Overview of Client Characteristics by
Agency(s).

The Overview of Client Characteristics by Agency(s) — Report Criteria screen displays.
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Overview of Client Characteristics by Agency(s)

r Report Criteria

Session Date Range: ¥ from, j (ramdddiyyyy) To j Crarmd dddyeyy)
Zip Code of Service Delivery: [HEEBE-BBEH)
Agency Mame({s) X
Selec Agency Mamels) Select Agency Mamels)
to add and click ADD To LIST. to remove and click REMCWE,
Choose all that apply. Choosze all that apply.
Atlanta HIY Pressention
Presvention Plus CBO ADD TO LIST
SOUTHERN STATE DEFARTMENT OF HEALT
‘Wellness Center CBO REMOVE

Program Model Basis

Proaram Model Basis Type: Le

4. Inthe Session Date Range From field, type the date (MM/DD/YYYY).

5. Inthe Session Date Range To field, type the date (MM/DD/YYYY).

6. Under Agency Name(s), select the name of the agency for the report.

7. Click ADD TO LIST.

The Overview of Client Characteristics by Agency(s) — Report Criteria screen refreshes.

8. If you want to narrow the results of your report, enter the appropriate information for Zip Code of Service
Delivery, Program Model Basis Type, Program Model Basis, Program Model Name(s), Site Name(s),
Intervention Type(s), Demographics, and Risk Categories.

9. Click GENERATE REPORT.

The Overview of Client Characteristics by Agency(s) Report displays in a pop-up window. The following pages
include screen shots of the sample report format, data variables included in the report, and how the report can be
used to answer questions. This report is read from left to right in rows. This report contains links to additional
information that can be selected from data in the high-level report.

The Overview of Client Characteristics by Agency(s) Report includes both high-level and drill down version
reports:

o0 The high-level report provides a summary of the characteristics of clients reached through various client
level interventions. The summary will contain counts of clients reached under various demographic and
risk categories. “Counts” refers to the number of clients who contributed to a given demographic
category.

o0 The drill-down report provides a close up view of the data presented in the summary report. This report
allows the user to view the demographic details of clients who were included in the high-level report.
Users may click on the hyperlinks within the summary report to generate drill down reports.

It is important to understand how the reports are generated — how PEMS “pulls” the client data — to interpret the
reports accurately. For example, the first risk profile for a client within the date range used to generate the report is
used to “match” to target population information. Therefore, if demographic or risk information is missing for a
particular client in the first risk profile associated with the intervention and within the date range of the intervention,
the client will not be “counted” in the report under the expected demographic category.

Update regarding Overview of Client Characteristics by Agency

In prior releases of PEMS, the drill down level of this report did not contain associated intervention names. Although
it is not depicted in the following screen shots, with the release of the third patch (3.0.3), the drill down level of the
report has been modified to include Intervention Name in the Additional Criteria section of the screen.
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Report Criteria Request Information
Session Date Agency Name/ID:
Range: Report Requestor:
Agency Name(s): Data Current as of:
Run Date/Time:
gy [ an ]
Program Model Hame E101
Program Model Basis E102 - E104
Intervention Name: Intervention Cycle # of Clients Reached
HO1 HO1a Calculated
Client
Characteristics UTEIL T EER
Hizpanic or EL Refused to
Ethnicity Lati Hizpanic| Don know
ating 3 answer
114 or Latino
Mative
: : Black or - :
R American Indl_an St African Hawal!an o | wihite Don't Multiple
or Alaska Native e Pacific Know Race
G116 lzlander
Assigned Sex
ST @ Male Female
Current Tranzgender- | Transgender-
Gender G124 Male Female MTF FTH
Self Reported Refused Dot Not
HIV Test Pozitive Negative| Indeterminate| Mot azked to know | Available
Result G205 answer
Not aged <13 25-34 | 35-44 45+
Age Ra 13-18 years | 19-24 years
ae P:Eﬁlafpd focused Vears ve ¥e VEars VEears years
Confirmed HIV = = NAT- . ; . Mot
Test Result Positive/Reactive g Negative Indeterminate | Invalid | Mo resuft Available
301
SIE - Heterosexual Ide?t?ﬁed Mo Rizk | Mot |Transgender Mot
:'.3”""‘""" sl IR et || s e | e e e e Sex | Available
isk Category
Calculated Factor
ST S Heterozexual Ide:t?ﬁed Mo Rigk | Mot |Transgender Mot
TRl B e e L IR e e Pt Sex | Available
Category
Calculated Factor
Session
Number Hos

10. Click PRINT REPORT. This report prints on letter size paper (8.5 x 11).
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Report Header
Report Criteria Request Information Includes report criteria the
Session Date 01/01/2006 Agency NamellD: SOUTHERN STATE DEPARTMENT OF HEALTH/MA yser Se'_ECted and requeSt
: B information
Range: Report Requestor: GOHA, Georgia .
Agency Name(s): SOUTHERN STATE DEPARTMENT OF  pase Current as of: 10/21/2008
HEALTH Run DatelTime:  10/31/2008 06:10 P
Content Section
Header
Counseling and Testing NOTE: Report content is
grouped by Agency Name,
Intervention Name Intervention Cycle # of Clients Reached then Program Model Name,
CTR 2006 Not Applicable 26 then Program Model Basis.
Client
Characteristics R -
— o Intervention
Ethnicity H'ﬁ_”;:;'g " | Hizpanic| Dont know R‘:;fv‘j‘;:" Summary
or Latino
10 12 4 0
o Data are grouped by
Race American Indian |, . a?ﬁlé;:_lr Hawaian or | oo | Dont | Mutiple Intervention Name and Cycle.
or Alaska Mative i Pacific Know Race
merican
lslander .
Includes a quick snapshot of
4 1 2 4 1 1 0 X SR o
FRve—— the intervention, including:
ssigl
at Birth Male Female .
10 16 = Intervention Name
— — = Intervention Cycle
Current Transgender-| Transgender- "
Gender LT3 Female | = yrr FTi = # of Clients Reached
10 15 1 0
Self Reported Refused [ . -
HIV Test Positive Negative | Indeterminate| Mot azked to : B
Result answer| 'OV |Avaiable Client
13 8 0 2 0 1 2 Characteristics
Not aged <13 3534 | 3544 | 45+
Age Range 13-18 years | 19-24 years
focused years YEArs | years YEars .
Summary of client
0 0 4 11 10 1 0 L. .
p——— AT ot characteristics of clients
T Positive/Reactive R Negative | Indeterminate | Invalid |No resuft Available reached tthUgh various (:;“ent
0 0 0 0 0 0 25 level interventions. Contains
No counts of clients reached
Local Recall - . d : d hi
Period-HIV MSH only DU only }-(I;t:tr;;e:rll.lal MSM& DU | Other Ide';;l:ed RILD E::d A::(];d Trangnder Av:if:me un el.’ various qmograp IC
Risk Category v — P and risk categories.
0 0 0 0 0 0 0 0 0 26
. No
Primary 90 N . To N
Day-HIV Risk MSM only DU only Heterosexual| oy e i | giper | 'dentified| NoRisk | Not |Transgender|  Not Tip: R_(éport C_an _be generated
Category Contact onty Risk |Reported| Asked Sex Available by various criteria (e_g_7
Fact ;
. 1 = , : : or , , . . Intervention Name) to see
P = = — = = = = what types of clients are being
Ss10Nn
Number 1 3 reached.
26 1
Drill Down Capability
User may click on any of the
hyperlinked counts to
generate a drill down version
with detailed behaviors for the
clients who contributed to the
count.
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Report Criteria
Session Date

List of Ir

01/01/2006 to 102472006

PEMS ID

Request Information

Agency Nam

ellD:

SOUTHERN STATE DEPARTMENT OF HEALTH/A

Range: Report Requestor: GOHA, Georgia
Agency Name(s): SOUTHERN STATE DEPARTMENT OF pata Current as of: 10/21/2008
HEALTH
Run DateTime: 103172006 07:08 PM
g dditional Criteria
< Age Range: 35-44 years
N
Local Recall
PEMS Assigned T | RE | ZEE ~LIIE
Client Calculated Ethnici Race sexat Current S Risk Reported| Confirmed of
D Age 157 Birth Gender Category Category | HIV Test | HIV Status Sessions
—— Wl Result Attended
Mot Native \\
146 6 Hispanic :rﬁ;‘:c':;g Male Male | Mot Available| MSM only | Positive~{_Positive/Reactive 2
or Latino lelander
Hispanic Black or MSM only
150 35 o Eﬂtil‘ltl African Iale Iale Not Available| Transgender | Negative | Mot Available \
American Sex q
N

Report Header

Includes report criteria the
user selected and request
information.

The drill down version of the
Overview of Client
Characteristics by Agency(s)
report is titled “List of
Individual Client
Characteristics by PEMS ID.”

Additional Criteria

Indicates the criteria the user
clicked to generate the drill
down report.

# of Unique Clients

Indicates the number of
unique clients who met the
criteria the user selected to
generate the drill down report.

Client Characteristics

Includes: PEMS Client ID,
Calculated Age, Ethnicity,
Race, Assigned Sex at Birth,
Current Gender, Local Recall
Period, HIV Risk Category
(Computed), 90 Days HIV
Risk Category (Computed),
Self-Reported HIV Test
Result, Confirmed HIV Status,
and Number of Sessions
Attended.

Tip: These data can be copied
and pasted to Excel to further
analyze. For example, the
user could user the Number of
Sessions column to begin to
help analyze retention across
sessions.
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Report Name

Report Type

PEMS Module

PEMS Sub Module

PEMS Core Roles with
Access

Prerequisites for
Generating This
Report

How Often Should My

Agency Generate This
Report?

How Is This Report
Useful?

Reasons For
Generating This
Report

Helpful Hints

Overview of Client Characteristics by Agency(s)

Monitoring and Evaluation

Reports

Other Client Level Services

The following core roles: Client Services, PCRS, CTR, CRCS, Client HERR

*A user-defined role may also be created to grant access.

= A contract must be active between your agency and any contract agencies.
= Sharing permission must be created between your agency and any contract
agencies.

= At least once per quarter
= Once a cycle per intervention
= Throughout an intervention cycle to see if any changes should be considered

Provides a summary of client characteristics for clients reached through client
level interventions for your agency as well as any contract agencies you fund to
deliver services.

Monitoring — Your agency might generate this report to help monitor types of
clients who are being reached through its programs. This report may help directly
answer:

= What are the characteristics of clients reached through my agency’s
programs?

Evaluation — Your agency might generate this report to help evaluate:

= How successful is my agency in retaining clients across interventions?

= This report can be used in conjunction with the Planned vs. Delivered Report
to identify the characteristics of clients you are reaching outside of planned
target population(s).
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Overview of Client Risk Behaviors

This monitoring and evaluation report can be used to view risk behaviors categories for clients reached through client
level interventions for your agency as well as any contract agencies you fund to deliver services. This report contains
a drill-down to detailed behaviors (if entered for the client).

This report can be used for monitoring purposes. Your agency might generate this report to help monitor risk
categories of clients who are being reached through its programs. This report may help directly answer:

= What are the risk factors for my clients served through my agency’s interventions?
= What are the characteristics of clients reached through my agency’s programs?

Step > Action

1. Click Reports on the module menu bar.

The Report Selection - Agency and Program Plan screen displays.

2. Click Other Client Level Services on the sub module menu bar.

The Report Selection — Other Client Level Services screen displays.

3. Under Monitoring and Evaluation Reports, click Overview of Client Risk Behaviors.

The Overview of Client Risk Behaviors — Report Criteria screen displays.

Overview of Client Risk Behaviors by Agency(s)

r Report Criteria

Agency Name(s) ¥

Select Agency Marme(s) Select Agency Mame(s)
to add and click ADD TO LIST. to remove and click REMOWE,
Chaoose all that apply. Chaoose all that apply.
Aflanta HY Prevention

Frewention Flus CBD
SOUTHERN STATE DEFPARTMEMNT OF HEALT

Wellness Center CEO REMOVE
Program Model Start Date: % H (rarn/ddiuy
Program Model End Date: * 3 (rm/ddfyyyy)
Program Model Name(s)
Seleck Prograrm Model Mame(s) Seleck Prograrm Model Mame(s)
to add and click ADD TO LIST. to rermove and dick REMOWE,
To choose all that apply, do not select any values, Choaose all that apply.

ADD TO LIST
REMOVE

4. Under Agency Name(s), select the name of the agency for the report.
5. Click ADD TO LIST.

The Overview of Client Risk Behaviors by Agency(s) — Report Criteria screen refreshes.
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6. Inthe Program Model Start Date field, type the date (MM/DD/YYYY).
7. Inthe Program Model End Date field, type the date (MM/DD/YYYY).

8. If you want to narrow the results of your report, enter the appropriate information for Program Model Name(s),
Intervention Name(s), Cycle Number(s), Target Population Name(s), 90-day Primary HIV Risk Category,
and Self Reported HIV Test Result.

9. Click GENERATE REPORT.

The Overview of Client Risk Behaviors report displays in a pop-up window. The following pages include screen shots
of the sample report format, data variables included in the report, and how the report can be used to answer
guestions. This report is read from left to right in rows. This report contains links to detailed behavior data entered for
clients based on categories selected from the high-level report.

Overview 0
Report Criteria Request Information
Program Model Start Date: Agency Name/ID:
Program Model End Date: Report Requestor:
Agency Name(s): Data Current as of:
Run Date/Time:
# of Unigue Clients:
Self-Reported HIV . . . Not Refused to Not
TestResult e Positive Negative | Indeterminate| - answrer Dontknow | bl
In HIV Medical Refused
Care/Treatment No Yes Not asked to Don't know | Mot Available
(Only if HIV+) =ong answer
. . ; - Sex = Refused
G211 male answer
Exchange sex - With With person : . No
While " " With " With person who has "
Additional Client | = 1op| IMtoXicaIED W“: e e W“: W““ﬁg ‘:““ person | Mih nemophilia or add.’t‘i"a' ot asked Re;”’“’d Not
Risk Factors r”g“"”?““"* O and for high whoisan | whois | unknown EXCNANDES |\ ho i gn | ANONYMOUS transfusion/transplant rsk ot asi o Available
something they o IDU HMN status =ex for MSM partner S information answer
G212 needed &= positive drugs/money P specified
R Yes-
HIV) L Mo Yre mlf laboratory a.:I?;d Don't know | Not Available
G213 i confirmed
Primary 90 Day- Heterosexual| MSM & Mo identified | Mo Risk Mot
HIV Risk Category | "=M oMY DUonl | ooneactony | DU Other Risk Factor | Reporteq | MCtASKed | Transgender Sex | e
Calculated
. Heroin and . - Amphetamines, Other Other
Injection . Heroin Cocaine ' . " - Not
Drugs/Substances cocaing e S Crack |speed, cl_'ysta\, narcotic | Hormones| Stercids Silicone Botox medical Available
124 together meth, ice drugs substances

10. Click PRINT REPORT. This report prints on letter size paper (8.5 x 11).

NOTE: The Select Agency Name(s) field contains a list of all the contract agencies for the user’'s agency as well as
its own agency name. This field allows the user agency to generate the report on one or more agencies. Once the
report is generated, the data are aggregated for all selected agencies; data are not displayed for each individual
agency.

It is important to understand how the reports are generated — how PEMS “pulls” the client data — to interpret the
reports accurately. For example, the first risk profile for a client within the date range used to generate the report is
used to “match” to target population information. Therefore, if demographic or risk information is missing for a
particular client in the first risk profile within the date range of the intervention, the client will not be “counted” in the
report under the expected demographic category.
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Update to Overview of Client Risk Behaviors

Although the layout of this report remains the same, the formula used to calculate target populations on this report
has been modified with the release of PEMS 3.0.3 to provide a better representation of client target population
served. When matching clients to a target population or client risk factor, PEMS uses a combination of the earliest
Risk Profile data in the given date range of the report and any Demographics entered for the relevant clients. If HIV
Status is necessary in determining target population or client risk factor, the Confirmed HIV Test Result is used. If the
client does not have a Confirmed HIV Test Result for the specified date range of the report, Self Reported HIV Test
Result is used.

Specifically, the following variables are used to match reported client demographics and risk to the target populations
established in Community Plans:

CP-B03 Age (specified in priority population) links to G113 Calculated Age

CP-B04 Gender (specified in priority population) links to G124 Current Gender

CP-B05 Ethnicity (specified in priority population) links to G114 Ethnicity

CP-B06 Race (specified in priority population) links to G116 Race

CP-B07 HIV Status (specified in priority population) links to G301 Confirmed HIV Test Result OR G205
Self Reported HIV Test Result

CP-B09 Transmission Risk (specified in priority population) links to G211 Reported Client Risk Factors
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Report Name

Report Type

PEMS Module

PEMS Sub Module

PEMS Core Roles with
Access

Prerequisites for
Generating This
Report

How Often Should My

Agency Generate This
Report?

How Is This Report
Useful?

Reasons For
Generating This
Report

Helpful Hints

Overview of Client Risk Behaviors by Agency(s)

Monitoring and Evaluation

Reports

Other Client Level Services

The following core roles: Client Services, PCRS, CTR, CRCS, Client HERR

*A user-defined role may also be created to grant access.

= A contract must be active between your agency and any contract agencies.
= Sharing permission must be created between your agency and any contract
agencies.

= At least once per quarter

= Once a cycle per intervention

= Throughout an intervention cycle to see how you are doing and see if any
changes should be considered

This report provides a summary of risk behavior categories for clients
reached through client level interventions for your agency as well as any
contract agencies you fund to deliver services.

Monitoring — Your agency might generate this report to help monitor what types
of clients are being reached through its interventions. This report may help
directly answer:

e What are the risk factors for my clients served through my agency’s
interventions?

e What are the characteristics of clients reached through my agency’s
programs?

Can be used hand-in-hand with Overview of Client Characteristics by
Agency(s) and Intervention Details and Client Characteristics (Planned vs.
Delivered) Report.
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Report Header
Report Criteria Request Information Includels reipgrt C(I;Itel’la thet
Program Model Start Date: 01/01/2006 Agency Name/ID;:  SOUTHERM STATE DEPARTMENT OF HEALTH/MA _usfer se _ec €d and reques
Program Model End Date: 10/24/2005 Report Requestor: GODHA, Georgia Information.
Agency Name(s): SOUTHERN STATE DEPARTMENT OF HEALTH Data Current as of: 10/21/2005
Run Date/Time: 10/31/2006 10:31 PM
# of Unique
# of Unigue Clients: 47 Clients
Self-Reported HIV = - = Mot Refused to Not : :
Test Result Positive Negative | Indeterminate e e Don't know Available IDI!spItays tredngr_nbte;]r of unlqtue
) 19 0 2 0 3 0 clients Iincluded In the report.
In HIV Medical Refuzed .
Care/Treatment Mo Yes Mot asked to Dont know | Not Available NOTE: Some rows below will
(Only if HIV+) answer not match the total number of
0 4 0 0 0 43 unique clients in cases where
Client Risk njection drug | Sexwith | Sexwih | >°X Norisk | [ RO other Mot Avalable the same client falls into
Factors use transgender female = identified LiEE ¥ (Specify) DHAEE multlple categorles.
male answer
I 3 4 33 0 0 H 0 0
Exchange sex . With With person . " Mo
While " " With " With person who has o - -
Additional Client | [ | intoxicated | Wi PESON | person | WIh persor of|  Who | person | WD hemophilaor | 2ddfonal | |Refused| ot Risk Behavior
Risk Factors rugs.rrr_luney O and for high BOIES G ROl ] R EXCNANGES | \ho is gn | ANONYMOUS trans fusion/transplant | . s LI 2 Available S
=something they on drugs DU HI =tatus =sex for MSM partner recipient information answer um mary
needed positive drugs/money =pecified
2 28 12 10 1z 8 9 z s o L & 10 Report can be generated by
Yoo X L
m}em SIDCt Mo YS_S;” laboratory a.:l?éd Don't know | Not Available various c_rlterla (€.,
P confirmed Intervention Name) to see
0 5 4 1 0 37 what types of clients are being
Primary 90 Day- MSM only DU onty | Heterosexuall MSH & — Noldentified | NoRisk |, 0 | oo e Not reached.
HIV Risk Category Contact only DU Rizk Factor | Reported ge Available
15 4 7 3 3 5 0 o 3 0
S Heroin and - - Amphetamines, Other Other
Injection X Heroin Cocaine e X . - N Not
cocaine Crack |=peed, crystal, narcotic |Hormones| Steroids Silicone Botox medical . =
Drugs/Substances together alone alone B fEe substances Available D”” DOWn
7 4 2 2 2 1 1 1 0 0 0 40 Capabmty
User may click on any of the
hyperlinked counts to
generate a drill down version
with detailed behaviors for the
clients who contributed to the
count.
PEMS User Manual Version 1 Page 317 of 339 06/01/2007




tedd States, Dy

alth - Human Services

A

Report Header

Notice: Drill Down version is

Report Criteria Request Information called List of Detailed Client
Program Model 0110112006 Agency Name/ID: SOUTHERN STATE DERPARTMENT OF HEALTH/MA Behaviors by PEMS ID.
Start Date: Report Requestor: GOHA, Georgia
Program Model 2 T
Agency Namel(s): SOUTHERN STATE ' R user selected and request
DEPARTMENT OF HEALTH information.

Additional Criteria
Self-Reported HIV Test Result: Postive Additional Criteria

<' # of Clients with Risk Profiles : 23
J ¥ of Clients with Detailed Behaviors: 4

Indicates the criteria the user
clicked to generate the drill
down report.

PEMS Variable (See Legend Below)
Behavior| . " \\
PEMS | cession| Recall | ChomtRISK | 0s) 104 105| 106|107 | 108|108 | MO Trla2| 13| 114|145 16 17|18
Client 1D Period Factors I~ . . .
2 ~ # of Clients with Risk
146 | Intake | 30 days i:’;‘e""“h olo|4lolo|lo|o|a|lo]|o]|o0]|al|o0|NotfAvaiae Profiles / # of Clients
— 14 with Detailed Behaviors
Final S0days | female Sex |3 (0|2 (0 (0 |0|0|0|0)0O|0]|0]|0]|NotAvaiable
vith male : Displays # of unique clients
mgc“”" i;ﬂ“‘:‘;eme'ge included in the drill down
152 Intake 90 days use Sex (0|0 |0O|Of(OQ|O|(O|(O|O|OD(O|D Cl'}fstlﬂll 1o Ve'rsion_ Represents the # of
with male crank, etc. clients for whom detailed
Injection Amphetaming, behaviors have been entered
Final | 90 days | 9749 slofo|ofo|ofo|o|o|o|o]|o|a]|methspesd |y, in PEMS.
use Sex crystal,
with male crank, etc. i
S NOTE: There may be times
182 Intake 30 days male g|of(2|0|0(0|0Q|0O[0|0Q|0|O0/|0]NotAvailable when the drill down displays
) Sex with ) fewer Client IDs than the
Final 30 days male g(of(2(o0f(0|0|0|0|0)0|0|0|0|NotAvailable number clicked on by the user.
N Sex with See the bottom of this page
1 Intake days |female Sex |3 |0 |2 |0 |0 (0|0 |0|0|0|0|0]|0|NotAvaiable for additional information.
with male
Sex with
Final days w 3|o0(2|0|0|(0|0O|0O[0|0|0|O0/|O0]NotAvailable
p. with male T~ Client Behaviors by
PEMS Variable Legsad__ | PEMS ID
103 Mumber of sex partners 111 Number of Unprotect Ewvents with 3 serodiscordant or HIV status

Displays the number of times
stabus a client recalled specific
detailed behaviors during the
Ny recall period. Counts are

unbnown partner (Female)

104 Mumber of sex partners with serodiscordant or HIV states unknown 112 Mumber of Unprotected Sex Events with a =8 rdant or HIV

unbonown partner (Transgender)

105 Mumber of HIV status unknown sex partners that were Anomymous 113 Mumber of Unprotected Sex Events with Injection Drug User

106 Total number of sex events 114 Mumber of Unprotected Sex Events with Partner Who Exchanged Sex B grouped between Intake and
for Drugs or Moneyr Final sessions.
107 Mumber of sex events with serediscordant or HIV status unknown 115 Number of Unprotected Sex Events while intocdcated andior high on
artners injaction drugs X
e S A Column 116 — Displays drug
|08 Mumber of unprotected sex events 116 What drugs?

names and NOT counts.

=

108 Mumber of Unprotected Sex Events with a serodiscordant or HIV - 11
status unbknown partner (Total)

Number of Nesdle Sharing Events

110 Mumber of Unprotected Sex Events with 3 serodiscordant or HIV - 118 Number of Injection Drug Events with 3 senodiscordant or HIV status
status unknown partner (Malks) unbonown partner

NOTE: This variance
information may help evaluate
effectiveness of client level
interventions.

What happens when no detailed behaviors have been entered in PEMS? PEMS Variable Legend

A PEMS Variable Legend
displays at the bottom of the
report to help the user
reference data variables.

The following message displays on the drill down report:

Ho results matching the selected report criteria were found
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Workers Sub Module

Reports in the Workers Sub Module focus on information about worker activity within an agency. Worker reports can
only be generated for your agency and not for your contract agency regardless of the sharing relationship.

The following reports can be generated from the Workers Sub Module:

= HIV PCRS Cases by Worker and Case Status — Monitoring and Evaluation Report
= Report on Workers Delivering Aggregate Level Interventions — Monitoring and Evaluation Report
= Report on Workers Delivering Client Level Interventions — Monitoring and Evaluation Report

PEMS Core Roles Required

A user-defined role must be created and assigned to access worker reports. Refer to the user defined section of the
user manual for more information.

HIV PCRS Cases by Worker and Case Status

This monitoring and evaluation report can be used to view HIV PCRS cases grouped by worker and case status for
your agency only.

This report can be used for monitoring purposes. Your agency might generate this report to monitor case load
among HIV PCRS waorkers. This report may help directly answer:

=  Which cases are open / closed within the agency?
= How many cases are pending?

This report may help indirectly answer:

= Isthere a need to distribute cases differently?

Step > Action

1. Click Reports on the module menu bar.

The Report Selection — Agency and Program Plan screen displays.

2. Click Workers on the sub module menu bar.

The Report Selection — Workers screen displays.

3. Under Monitoring and Evaluation Reports, click HIV PCRS Cases by Worker and Case Status.
The HIV PCRS Activity Report — Report Criteria screen displays.
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HIV PCRS Cases by Worker and Case Status
— Report Criteria
Provide a value for at least Caze Open Date or Case Close Date,
Case Open Date: ¥ prgm, j (rnrmd ddiyyyy) To j (ramnd ddfyywy
Case Close Date: ¥ From j (rrndddfyyyy) To j (rarnd ddf wyyy)
Site Name(s) X
Select Internal Site Narne(s) Select Internal Site Mame(s)
to add and click ADD TO LIST, to remove and click REMOVE,
To chooze all that apply, do not select any values, Choose all that apply.
30035 ~
ath and hain ADD TO LIST
Blood Bank
CTR Site REMOVE
South Side Clinic 4
Select Worker(s) Select Worker(s)
to add and click ADD TO LIST, to remove and click REMOVE,
Choose all that apply. Choose all that apply.

4. Inthe Case Open/Close Date From field, type the date (MM/DD/YYYY).
5. Inthe Case Open/Close Date To field, type the date (MM/DD/YYYY).

You may choose to only enter criteria for Case Open Date or Case Close Date Range fields. You are not
required to enter date ranges for both. However, if you do enter date ranges in both the Case Open and Case
Close date range fields, the report results will only include those PCRS cases that were both opened AND

closed during the date ranges specified. To generate a report with the most results possible, only enter criteria
in the Case Open or the Case Close date range fields, not both.

6. Under Internal Site Name(s), select all sites to include in the report.

7. Click ADD TO LIST.

The HIV PCRS Cases by Worker and Case Status — Report Criteria screen refreshes.

8. Under Worker(s), select desired workers to include in the report.

9. Click ADD TO LIST.

The HIV PCRS Cases by Worker and Case Status — Report Criteria screen refreshes.

10. If you want to narrow the results of your report, enter the appropriate information for Program Model Name(s).
11. Click GENERATE REPORT.

The HIV PCRS Cases by Worker and Case Status displays in a pop-up window. The following pages include screen
shots of the sample report format, data variables included in the report, and how the report can be used to answer
questions. This report is read from left to right.
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HIV PCRS Cases by Worker and Case Status
Report Criteria Request Information
Case Open Agency NameilD:
Date: Report Requestor:
g:tﬁ-} Close Data Current as of:
. & Run Date/Time:
Site Name(s):
Worker(s):
# of Unique Cases Calculated
# of Currently Open Cases
# of Closed Cases
Wf;:ter w;:i'::fr PEMS Local P:;)gra:ﬂ Intervention Case Case gl‘::i' Cg;;:n‘t
Name Rame Worker ID| Worker ID Name Hame NHumber | Open Date Date Status
Pos Po3 Hog r HOZ a E101 FCR102 PCR101 PCR103 PCR104 |Calculated

12. Click PRINT REPORT. This report prints on letter size paper (8.5 x 11).
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Report Header

Includes report criteria the

HIV PCRS Cases by Worker and Case Status

Report Criteria Request Information user selected and request
Case OPen [ o 102412008 Agency NamellD:  SOUTHERN STATE DEPARTMENT OF HEALTH/11 information.
Date: Report Requestor: GDHA, Georgia
Site Name(s): 30035 Data Current as of: 10/21/2006

Sth and Main

Run Date/Time: 10/2%2006 09:10 PN
Blood Bank
Blood Ba Summary of

GEORGIA DEPARTMENT OF PCRS Cases
HEALTH
South Side Clinic

Worker(s):  Doe, Joe /5283 Includes:
Siverstein, Sue /7438 = # of Unique Cases
Smith, Tom /7435 »

Smith, Vincent /7434 # of Currently Open Cases
Turrels Laura /7435 = # of Closed Cases
Wiliams, Jog 7437

NOTE: The number of

: : currently open/closed cases
includes current status for all

e cases that meet the report
Forcoseacae criteria

Worker PEMS Local Program = Case Current
tasivame | st | Wotker | Worker | Model | "™ | vumber opendute| Gose | Cove PCRS
Doe Joe 5283 4553 | PCRS PCRS 10034 | 05/01/2006 | 07/25/2006 | Closed Cases
Doe Joe 5283 4653 | PCRS PCRS 10216 | 0413012006 Open
Doe Joe 5283 4853 | PCRS PCRS 10283 | 05/10/2006 | 09/10/2008 | Closed Includes:
Siverstein | Sue 7438 132 | PCRS PCRS 10263 | 05/10/2006 | 09/10/2006 | Closed = Worker Name (sorted
Smith Tom 7436 657 | PCRS PCRS 10084 | 05/01/2006 | 07/25/2006 | Closed alphabetically)
Smith Tom 7436 857 | PCRS PCRS 10200 | 05/10/2008 | 08/01/2008 | Closed = PEMS Worker ID/Local
Smith Tom 7436 657 | PCRS PCRS 10263 | 05/10/2006 | 09/10/2006 | Closed Worker ID
Srmith Tom 7436 657 | PCRS PCRS 9352 | 01/25/2008 Open * Program Model Name,

Intervention Name, Case

Smith Vincent 7434 8435 | PCRS PCRS 10200 | 05/10/2006 | 08/01/2006 | Closed Number, Case Open/Close
Smith Vincent 7434 §435 | PCRS PCRS 10216 | 04/30/2006 Open Date, Current Case Status
Smith Vincent 7434 §435 | PCRS PCRS 10263 | 05/10/2006 | 09/10/2006 | Closed
Srmith Vincent 7434 8435 | PCRS PCRS 9852 | 01/25/2008 Open
Torres Laura 7435 3452 | PCRS PCRS 9852 | 01/25/2008 Open

Additional Notes

This report can help your agency monitor PCRS case workload
among PCRS workers and evaluate overall effectiveness of PCRS
case handling. The data will help make decisions about shifting
cases or may help identify staff development opportunities.

Worker Details and Case Status table can be copied and pasted
into Microsoft Excel for further analysis such as sorting by case
status, etc.
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Report Name

Report Type

PEMS Module

PEMS Sub Module

PEMS Core Roles with
Access

How Often Should My
Agency Generate This
Report?

How Is This Report
Useful?

Reasons For

Generating This
Report

HIV PCRS Cases by Worker and Case Status

Monitoring and Evaluation

Reports

Worker

A user-defined role must be created to allow access because it contains worker
information.

= Ad hoc
= As determined by your agency
= Possibly quarterly

This report provides a summary view of HIV PCRS cases grouped by worker
and case status. It also includes the total number of index clients and elicited
partners for each worker.

Monitoring — Your agency might generate this report to monitor workload
among HIV PCRS workers.

This report may help answer:
=  Which cases are open/closed within the agency?
= How many cases are pending?

This report may help indirectly answer:
= |sthere a need to distribute shift work differently?
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Report on Workers Delivering Aggregate Level Interventions

This monitoring and evaluation report can be used to view aggregate level intervention session details by worker for
your agency.

This report can be used for both monitoring and evaluation purposes:

Program Monitoring
Your agency might generate this report to help monitor aggregate service delivery. This report may help answer
the following for a given worker:

What is the workload distribution in service delivery?
How many contacts were reached?

What delivery methods are being deployed?

What activities are being delivered?

To what extent are activities being delivered as planned?

This report may help indirectly answer:

= How can workers best be supported? (Tip: Look to see if there is an appropriate distribution among
workers.)

Step > Action

1. Click Reports on the module menu bar.

The Report Selection — Agency and Program Plan screen displays.
2. Click Workers on the sub module menu bar.

The Report Selection — Workers screen displays.

3. Under Monitoring and Evaluation Reports, click Report on Workers Delivering Aggregate Level
Interventions.

The Report on Workers Delivering Aggregate Level Interventions — Report Criteria screen displays.

Report on Workers Delivering Aggregate Level Interventions
— Report Criteria
Session Date Range: ¥ o, j trarndddf vyyy) To j (g ddfvyyy)
Site Name(s) X
Select Internal Site Marme(s) Select Internal Site Marme(s)
to add and dick ADD TO LIST. to remove and dick REMOVE.
To choose all that apply, do not select any values, Chaoose all that spply.
30035 ~
Eth and Main ADD TO LIST
Blood Bank
CTR Site REMOVE
South Side Clinic e
Worker Type(s)
Select Warker Tupa(s) Select Warker Tupe(s)
to add and click ADD TO LIST. to remove and click REMOVE,
choose all that apply, choose all that apply.
Counselor ”~
Edicator ADD TO LIST
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4. Inthe Session Date Range From field, type the date (MM/DD/YYYY).

5. Inthe Session Date Range To field, type the date (MM/DD/YYYY).

6. Under Internal Site Name(s), select all sites to include in the report.

7. Click ADD TO LIST.

The Report on Workers Delivering Aggregate Level Interventions — Report Criteria screen refreshes.
8. Under Worker(s), select all workers to include in the report.

9. Click ADD TO LIST.

The Report on Workers Delivering Aggregate Level Interventions — Report Criteria screen refreshes.

10. If you want to narrow the results of your report, enter the appropriate information for Program Model Basis
Type, Program Model Basis, Program Model Name, and Intervention Name.

11. Click GENERATE REPORT.

The Report on Workers Delivering Aggregate Level Interventions displays in a pop-up window. The following pages
include screen shots of the sample report format, data variables included in the report, and how the report can be
used to answer questions. This report is read from left to right.

Report on Workers Delivering Aggregate Level Interventions

Report Criteria Request Information
Session Date Range: Agency Name/ID:
Site Name(s): Report Requestor:
Data Current as of:
Run Date/Time:
Worker(s):

Worker Details

Last Name First Hame PEMS Worker | Local Worker Worker Type Employment Site Hame
1D 1D Status
FOS FOZ FOZ2 PO Pov P13

AGOT

Program Model Name E10

Intervention Name AG00

Planned # of Client
Contacts Fos

- Materials
Actiniics Distributed

Session - # of Contacts g .
Number Delivery Method(s) Reached Activity Name Planned | Delivered|ltem| Number

A0 AG05a AG0S A0Sk & F10 F40 AG0Sh | AGT4E - AG14h

12. Click PRINT REPORT. This report prints on letter size paper (8.5 x 11).
Update to Workers Delivering Aggregate Level Interventions

Although not shown in the screen shots for this report, with the release of PEMS 3.0.3, Worker Names will be
displayed in the intervention grouping of the report.
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Report Criteria

Session Date
Range:
Site Hame(s):

011012006 to 10/24/2006

30035

Sth and kiain

Blood Bank

CTR Site:

SOUTHERM STATE
DEPARTMENT of HEALTH
South Side Clinic

Request Information

Agency HamedD: SOUTHERM STATE DEPARTMENT OF HEALTHM 1
Report Requestor: GDHA, Georgia

Data Current as of: 10/21,/2006

Run Date/Time: 10030/2006 01:37 PM

Worker(s): Dioe, Joe 15253
Silverstein, Sue 7438
Smith, Tom /7436
Smith, Wincent 7434
Torres, Laura 7435
Williams, Joe 7437
Worker Details
PEMS Worker | Local Worker Worker Type Employment
Status
Doe Joe 5283 1653 Counselor lenliefed
Clinic:
Program Model Hame Outreach 2006
Intervention Hame: outreach
Planned # of Client 100
Contacts
Activities Materials Distributed
Session g # of Contacts G -
Humnber Delivery Method(s) Reached Activity Hame Planned |Delivered Hem Humber
- . Distribution-
Mot Distribution-Education ;
Available In perzon 25 mterials es Wes Educs_ltlon 0
materials
Informgtion-HIWAlDS vas Ves
transmiszion
Referral Yes

Report Header

Includes report criteria the
user selected and request
information.

Worker
Details

Displays the Workers Details
of the workers whose activities
are displayed including:

. Worker Name, Worker ID
- Worker ID

. Employment Status

. Site Name

Intervention
Summary

Includes a snapshot of the

intervention including:

= Program Model Name

= Intervention Name

= Planned # of Client
Contacts

Intervention
Details

Displays the Intervention
Details for the worker whose
activities are listed in this
section of the report including:

- Session Number

. Delivery Method

. # of Contacts Reached

- Activities (Planned vs.
Delivered)

. Materials Distributed
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Report Name

Report Type

PEMS Module

PEMS Sub Module

PEMS Core Roles with
Access

Generating on a
Contract Agency(s)

How Often Should My
Agency Generate This
Report?

How Is This Report
Useful?

Reasons For

Generating This
Report

Report on Workers Delivering Aggregate Level Interventions

Monitoring and Evaluation

Reports

Workers

A user-defined role must be created to allow access because it contains
worker information.

*This report cannot be generated on contract agencies because it contains
worker information.

= As needed
= At the end of an intervention cycle to capture a summary
= After an agency hires a new worker

Provides a summary of aggregate intervention session details grouped by
worker.

Monitoring — Your agency might generate this report to help monitor
aggregate service delivery. This report may help directly answer, for a given
worker:

= What is the staffing and workload distribution in service delivery?
= How many contacts were reached?

=  What delivery methods are being deployed?

= What activities are being delivered?

= To what extent are activities being delivered as planned?

This report may help indirectly answer:

= How can workers best be supported? (Tip: Look to see if there is an
appropriate distribution among workers.)
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Report on Workers Delivering Client Level Interventions

This monitoring and evaluation report can be used to view client level intervention session details by worker for your
agency.

This report can be used for both monitoring and evaluation purposes:

Program Monitoring
This report may help directly answer:

What is the workload distribution in service delivery?
How many unique clients/partners were served?

What delivery methods are being implemented?

What activities are being delivered?

To what extent are activities being delivered as planned?

Program Evaluation
This report may help indirectly answer:

How can my agency best determine what type of support workers need to assist in delivering
aggregate services?

Step > Action

1. Click Reports on the module menu bar.

The Report Selection — Agency and Program Plan screen displays.

2. Click Workers on the sub module menu bar.

The Report Selection — Workers screen displays.

3. Under Monitoring and Evaluation Reports, click Report on Workers Delivering Client Level Interventions.

The Report on Workers Delivering Client Level Interventions — Report Criteria screen displays.

Report on Workers Delivering Client Level Interventions
— Report Criteria
Session Date Range: ¥ prom j (rrmd ddiyyyy) To j (ramnd ddfyywy
Site Name(s) X
Select Internal Site Mamel(s) Select Internal Site Marne(s)
to add and click ADD TO LIST, to remowe and click REMOWVE,
To chooze all that apply, do not select any values, Choose all that apply.
30035 ~
ath and hain ADD TO LIST
Blood Bank
CTR Site REMOVE
South Side Clinic 4
Worker Typeis)
Select Worker Type(s) Select Warker Type(s)
to add and click ADD TO LIST. to remowe and click REMOWVE,
Choose all that apply. Choose all that apply.
Counselar -
Educatar ADD TO LIST
HI% test administratar
Health care warker REMOVE
Other 4
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4. Inthe Session Date Range From field, type the date (MM/DD/YYYY).

5. Inthe Session Date Range To field, type the date (MM/DD/YYYY).

6. Under Internal Site Name(s), select all sites to include in the report.

7. Click ADD TO LIST.

The Report on Workers Delivering Client Level Interventions — Report Criteria screen refreshes.
8. Under Worker(s), select desired workers to include in the report.

9. Click ADD TO LIST.

The Report on Workers Delivering Client Level Interventions — Report Criteria screen refreshes.

10. If you want to narrow the results of your report, enter the appropriate information for Program Model Basis
Type, Program Model Basis, Program Model Name, and Intervention Name(s).

11. Click GENERATE REPORT.

The Report on Workers Delivering Client Level Interventions displays in a pop-up window. The following pages
include screen shots of the sample report format, data variables included in the report, and how the report can be
used to answer questions. This report is read from left to right.

Report on Workers Delivering Client Level Interventions

Report Criteria Request Information
Session Date Range: Agency Name/lD:
Site Namel(s): Report Requestor:
Data Current as of:
Run DateiTime:
Worker(s):

Worker Details

Last Name First Name PEMS Worker | Local Worker Worker Type Employment Site Name
D i} Status
PoOs POz HOg9 POG FO7 P13

HOg 3

Program Model Name E401

Intervention Name H1

Planned Number of Cycles FO7

# of Unique
Clients/Partners Served Calculated
Activities
# of Unique
Cycle Session - Clients { - .
Number | Humber PESIEL L EII T e— Activity Name Planned | Delivered
Served
HO1a HOS Hz23 Calculated H20 fF10 F10 Hz20

12. Click PRINT REPORT. This report prints on letter size paper (8.5 x 11).
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Range:

Session Date

Site Name(s):

Worker(s):

Report on Worke

Report Criteria

01/01/2006 to 10/24/2006

30035

Sth and Main

Blood Bank

CTR Site

SOUTHERM STATE
DEPARTMENT of HEALTH
South Side Clinic

Doe, Joe /5283
Silverstein, Sue /7438
Smith, Tom /7436
Smith, Vincent /7434
Torres, Laura /7435
Wiliamg, Joe /7437

Request Information
Agency Hame/ID:
Report Requestor: GDHA, Georgia
Data Current as of: 10/21/2006

Run Date/Time:

10/30/2006 05:57 PM

s Delivering Client Level Interventions

SOUTHERN STATE DEPARTMENT OF HEALTH/M

Report Header

Includes report criteria the
user selected and request
information.

Worker Details

Doe Joe 5283 4653

Worker
Details

Displays the Worker Details of
the worker whose activities
are displayed including:

. Worker Name, Worker ID
. Worker Type

. Employment Status

. Site Name

Intervention
Summary

Includes a quick snapshot of
the intervention including:
Program Model Name,
Intervention Name, Planned
Number of Cycles and # of
Unique Clients/Partners
Served.

South Side
Clinic:
Program Model Hame CTR 2008
Intervention Hame CTR 2008
Planned Number of Cycles | Ongoing
# of Unique 1
Clients/Partners Served
Activities
# of Unique
Cycle Session = Clients | == -
Number Number Delivery Method e Activity Name Planned | Delivered
Served
e 1 1 HIV testing Yes Yes
Available
Referral Yes
Infurmqtiu !'I—H WIAIDS Yes
trangmizsion
Information-Abstinence/postpons Yi
L 3
sexual activity

Intervention
Details

Intervention Details are
displayed by Cycle Number,
then Session Number. Data
include:

- Cycle Number

. Session Number

L] Delivery Method

- # of Unique
Clients/Partners Served

. Activities (Name and
Planned vs. Delivered)
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Report Name

Report Type

PEMS Module

PEMS Sub Module

PEMS Core Roles with
Access

Generating on a
Contract Agency(s)

How Often Should My

Agency Run This
Report?

How Is This Report
Useful?

Reasons For
Generating This
Report

Report on Workers Delivering Client Level Interventions

Monitoring and Evaluation

Reports

Workers

A user-defined role must be created to allow access because it contains worker
information.

*This report cannot be generated on contract agencies because it contains
worker information.

= As Needed
= Atthe end of an intervention cycle to capture a summary

Provides a summary of client intervention session details grouped by
worker.

Monitoring — Your agency might generate this report to help monitor client
service delivery. This report may help directly answer, for a given worker:

= What is the workload distribution in service delivery?
How many unique clients/partners were served?

What delivery methods are being deployed?

What activities are being delivered?

To what extent are activities being delivered as planned?

Evaluation — Your agency might generate this report to help evaluate actual
delivery of services against plan. This report may help indirectly answer:

= How can my agency best determine what type of support workers need
to assist in delivering client services?
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Additional Resources

CCID Informatics Customer Support and PEMS Service Center

The PEMS Service Center receives emails and calls made by grantees to the CCID ICS (support desk). The Service
Center staff works to provide answers and problem resolution to the grantees either through emails or follow up
phone calls. You can contact the CCID ICS and PEMS Service Center with questions or problems through
dhapsupport@cdc.gov or 1-877-659-7725.

PEMS Website

CDC has created a new PEMS website to include key communications and resources to support agencies use of
PEMS. The PEMS website includes all training materials, Frequently Asked Questions, and Dear Colleague letters.
The PEMS website also includes information on the data variables, security, performance indicators, and Counseling,
Testing and Referral (CTR).

To access the new PEMS website (if the user has accessed the previous PEM website):

1. Type https://teamcdc.gov/team/cdc/dispatch.cqgi/pems/workspace into an Internet Explorer address field.

2. Type your full email address in the login name field.

3. The first time you log in, use the temporary password 9900000Pwd

4. After typing the password a screen will display that says “Login unsuccessful or rejected login.” This means
that the temporary password is only accepted once.

5. After you use the temporary password the first time, you must change it to a permanent password by

clicking on the hyperlink on the next line.

6. You will be prompted to enter the temporary password and your new password. The new password must be
eight characters in length with at least three of the following a capital letter, a lowercase letter, a number or a
symbol.

*For new users to the PEMS website, visit the previous PEMS website http://www?2a.cdc.gov/pems/ to register for a
user account on the new website.

Regional Leads

Regional leads are a part of the CDC Implementation team. Regional leads proactively reach out to agencies within
their region to see how their implementation and use of PEMS is progressing. Regional leads also are available to
answer questions from any of their agencies and when appropriate, provide technical assistance. Often the regional
lead will reach out to other implementation team members (Service Center and CDC staff) to resolve the question for
the grantee. A map and contact information of regional leads is on the PEMS website under Technical Assistance.
Regional leads are also a great resource for grantees to learn what other agencies are doing and see if there are any
materials or lessons learned that can be shared among grantees.

PEMS Training Environment

All agencies using PEMS have access to a PEMS training environment. This requires use of a digital certificate with
PEMS Training included in the My Applications section. If your digital certificate does not include PEMS Training,
contact CCID ICS and request for it to be added to your digital certificate. The training environment has some basic
data already entered. Some data are geared to helping agencies learn how to enter client level data. Other data are
geared to helping agencies understand how to generate and interpret the monitoring and evaluation reports.
Because of this, there are two different login usernames that can be used for the training environment.

The training environment is refreshed weekly on Fridays at 3pm EST. Therefore, any data entered during the week
will be wiped out. Plan to work in the training environment Monday through Friday morning to avoid this. This
training environment is for all grantees. This training environment is a shared environment for all grantees, so you
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may see data entered by other agencies. Training materials on the PEMS website can be used to provide exercises
to use in the training environment.

No client identifying data should ever be entered into the CDC Training environment.

Instructions for logging into the CDC PEMS Training Environment:

Open Internet Explorer.

Type https://sdn.cdc.gov.

The Challenge Phrase screen displays. Type your challenge Phrase and click Submit.
The SDN screen displays. Under My Applications click PEMS Training.

The PEMS login screen displays.

Choose the appropriate information below and log in.

oukrwdE

To access information to help you learn how to enter Client Level Data (this logs you into a fake CBO
instance):

Login: completedtraining3
Password: Passwordl

To access information to help you learn how to generate and interpret monitoring and evaluation reports and
data extracts (this logs you into a fake HD instance with contract agency data shared with the HD):

Login: HDuser3
Password: Passwordl

Training

All training materials for PEMS are located on the PEMS website. Training materials include instructor guides,
student guides, quick reference cards (QRC), hand outs, and planning work sheets. You can also contact your
regional lead to determine which training materials are appropriate for your agency.

PEMS User Manual Version 1 Page 333 of 339 06/01/2007



Glossary of Terms

Term Definition

Activity

Action or set of actions intended to bring about or support HIV risk reduction in a particular
target population

Assurance of
Confidentiality

For data stored at CDC, the Assurance of Confidentiality provides for the protection of
sensitive data from subpoena, Freedom of Information Act (FOIA), and other requests for
data. It ensures that data will be kept confidential, in accordance with the procedures
outlined in the Assurance. Section 308d of the Public Health Service Act prescribes how
and when such an assurance may be granted

Browser-based

Software that is accessed via Microsoft Internet Explorer or Netscape Navigator; may
access without going to the world wide web, but through Intranet

Business Process

Day-to-day work of a business or non-profit organization that provides a specific service or
product, such as HIV prevention activities

Capacity Building
Branch (CBB)

Group within Division of HIV/AIDS Prevention (DHAP) that ensures grantees have the
necessary infrastructure to perform HIV/AIDS prevention activities; Branch of DHAP

Coordination Center
for Infectious
Diseases (CCID)

Coordination Center for Infectious Diseases at CDC

CDC Reporting
Environment (in
PEMS)

Environment at CDC where agency data are sent when reported to CDC. Only CDC has
access to this data

Centralized PEMS
(CPEMS)

Centrally hosted version of PEMS (The software and data are maintained in a single,
secure location that is only accessible with an authenticated id and password. CDC is
responsible for procuring and maintaining PEMS hardware, software, and any additional
costs)

Certification and
Accreditation

Certification and Accreditation (C&A) is a process undertaken within CDC for the protection
of PEMS that is conducted in compliance with the E-Government Act: Federal Information
Security Management Act (FISMA). Through the C&A, vulnerabilities and risks to PEMS
are identified through a formal risk assessment process, and controls are selected to cost
effectively mitigate those risks. A detailed review of this process is documented in the
PEMS security plan

Client Level Data

Data that are derived from intervention sessions delivered to individual clients

Community Planning
Groups (CPG)

Group responsible for conducting HIV Prevention Community Planning; CPGs are
composed of community representatives, scientists and other technical experts, and staff
of non-governmental organizations, and departments of health, education and substance
abuse prevention

Comprehensive Risk
Counseling and
Services (CRCS)

Client-centered HIV prevention activity with the fundamental goal of promoting the adoption
of HIV risk-reduction behaviors by clients with multiple, complex problems and risk-
reduction needs; a hybrid of HIV risk-reduction counseling and traditional case
management that provides intensive, ongoing, and individualized prevention counseling,
support, and service brokerage

Counseling, Testing,
and Referral

The voluntary process of client-centered, interactive information sharing in which an
individual is made aware of the basic information about HIV/AIDS, testing procedures, how
to prevent the transmission and acquisition of HIV infection, and given tailored support on
how to adapt this information to their life
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Term Definition

Community Level
Interventions (CLI)

Programs designed to reach a defined community (geographic or identified
subgroup), to increase community support of the behaviors known to reduce the
risk for HIV infection and transmission, by working with the social norms or shared
beliefs and values held by members of the community; CLI aims to reduce risky
behaviors by changing attitudes, norms, and practices through community
mobilization and community-wide events.

CT Scan Environment

The CT Scan Environment is where data are saved locally at each agency after it
has been scanned, verified and interpreted. (This is only for agencies that have
implemented the CT Scan solution.)

CT Scan Import

Data movement from the CT Scanning Environment to the Transactional
Environment. This requires basic data to be set up in the Transactional
Environment. Client and CT service delivery data are then transferred into the
Transactional Environment

Data

Specific information or facts that are collected. A data element is usually a discrete
or single measure. Examples of client-level data elements are sex, race/ethnicity,
age, and neighborhood.

Data Sharing

Transfer of data from the Transactional Environment to the Quality Assurance
Environment. This involves moving the non client-identifying data from the
Transactional Environment to the Quality Assurance Environment.

Data Submission

After data quality assurance checks (i.e., QA reports) are performed in the Quality
Assurance Environment, the data are moved into the Reporting Environment (as
necessary).

Database

Designed for storage of data; may only be accessed by authorized end users and
administrators; an accumulation of information that has been systematically
organized for easy access and analysis.

Diffused Effective
Behavioral Intervention
(DEBI)

Designed to bring science-based, community and group-level prevention
interventions to community-based service providers and state and local health
departments; goal is to enhance capacity to implement effective interventions at the
state and local levels to reduce the spread of HIV and STDs, and to promote
healthy behaviors.

Decentralized PEMS
(DPEMS)

Locally installed and maintained version of PEMS (The grantee is responsible for
procuring and maintaining PEMS hardware, software, and any additional costs.)

Demographics

The statistical characteristics of human populations such as age, race, ethnicity,
and sex that can provide insight into the development, culture, and sex specific
issues that the intervention will need to account for.

Division of HIV/AIDS
Prevention (DHAP)

The Division involved in HIV/AIDS prevention activities and responsible for the
coordination of PEMS. DHAP is under the Coordination Center for Infectious
Disease (CCID) and the National Center for HIV/AIDS, Viral Hepatitis, STD, & TB
Prevention (NCHHSTP).

Drill Down

Select reports provide a function that allows users to look into more detail of the
summary data provided in the high-level report. This is called drill down functionality
and these reports are called drill down reports.

Efficiency Analysis

Determining whether particular characteristics of the clients or the program are
associated with different levels of outcomes

Epidemic

A disease that spreads rapidly through a demographic segment of the human
population, such as everyone in a given geographic area, a military base, or similar
population unit; or everyone of a certain age or sex, such as the children or women
of a region. Epidemic diseases can be spread from person to person or from a
contaminated source such as food or water.
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Term Definition

Epidemiology

The study of the distribution and determinants of health-related states or events in
specified populations, and the application of this study to the control of health
problems

End User

Refers to any authorized grantee who uses PEMS software

Evidence Basis

Behavioral, social, and policy interventions that are relevant and methodologically
rigorous are evidence- or science-based. These interventions have been evaluated
using behavioral or health outcomes; they report positive, negative or no change
(null) findings; they use control/comparison groups (or pre-post data without a
comparison group if a policy study); and they have no apparent bias when
assigning persons to intervention or control groups or have adjusted for any
apparent assignment bias.

Fixed-site Outreach

QOutreach activities conducted at a specific place (i.e., setting up a table at a corner
or working out of a mobile van or store front)

Formative Evaluation

Evaluation undertaken during the design and pre-testing of programs to guide the
design process; emphasizes questions related to how the program is operating;
used to assist planners, managers and staff to develop a new program or improve
an ongoing program

Group-level Interventions
(GLI)

Health education and risk reduction activities intended to be delivered to groups of
varying sizes; uses peer and non-peer models involving a wide-range of skills,
information, education and support

Health
Communication/Public
Information (HC/PI)

The delivery of planned HIV/AIDS prevention messages through one or more
channels to target audiences that are designed to build general support for safe
behavior, support personal risk-reduction efforts, and/or inform persons at risk for
infection how to obtain specific service, i.e., electronic media, print media, hotline,
clearinghouse, presentations/lectures.

Heath Education and Risk
Reduction Interventions
(HERR)

Organized efforts to reach persons at increased risk of becoming HIV-infected or, if
already infected, of transmitting the virus to others, with the goal of reducing risk of
these events occurring; activities range from individual case management to broad
community-base interventions

HIV Prevention Community
Planning

The cyclical, evidence-based planning process in which authority for identifying
priorities for funding HIV prevention programs is vested in one or more planning
groups in a state or local health department that receives HIV prevention funds from
CDC

HIV Prevention Counseling

An interactive process between client and counselor aimed at identifying concrete,
acceptable, and appropriate ways to reduce risky sex and needle-sharing behaviors
related to HIV acquisition (for HIV-uninfected clients) or transmission (for HIV-
infected clients).

Injection drug user; people who are at risk for HIV infection through the use of

IDU equipment used to inject drugs, i.e., syringes, needles, cookers, spoons, etc.
The rate of new cases in a defined population within a certain time period (often a
year) which can be used to measure disease frequency. It is important to
understand the difference between HIV incidence and reported HIV diagnoses. A
person with HIV infection may be tested at any point in the course of disease, not
Incidence just when recently infected.

Individual Level
Interventions (ILI)

Health Education and risk-reduction counseling provided to one individual at a time;
ILIs assist clients in making plans for individual behavior change and ongoing
appraisals of their own behavior. These interventions also facilitate linkages to
services in both clinic and community settings, e.g. substance abuse treatment
settings, in support of behaviors and practices that prevent transmission of HIV, and
they help clients make plans to obtain these services.
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Term Definition

Intervention

Includes an activity or set of activities intended to change the knowledge, attitudes,
beliefs, behaviors, or practices of individuals and populations to reduce health risks
(An intervention has distinct process and outcome objectives. Examples are
partner counseling and referral services.)

Jurisdiction

An area or region that is the responsibility of a particular governmental agency. This
term usually refers to an area where a state or local health department monitors
HIV prevention activities, i.e., Jonestown is within the jurisdiction of the Jones
County Health Department.

Memorandum Of
Understanding (MOU)

The Memorandum of Understanding (MOU) is a written document which
establishes policies or procedures of mutual concern to CDC and grantees that use
PEMS. It provides a general description of the responsibilities that are to be
assumed by each party in pursuit of security goals. While it is not a contract, it is
used to define areas of mutual interest. This is a document that is required by the
CDC Certification and Accreditation process.

National Center for HIV,
STD,&TB Prevention
(NCHSTP)

The Center of CDC that includes the Division of HIV/AIDS Prevention (DHAP),
where PEMS is coordinated.

Outcome Evaluation

Evaluation employing rigorous methods to determine whether the prevention
program has an effect on the predetermined set of goals; the use of such methods
allows one to rule out factors that might otherwise appear responsible for the
changes seen.

Outcome Monitoring

Efforts to track the progress of clients or a program based upon outcome measures
set forth in program goals. These measurements assess the effects of
interventions on such client outcomes as knowledge, attitudes, beliefs, and
behavior. Monitoring will allow one to identify changes that occurred, but one
cannot conclude that the intervention was responsible for the change. This would
take a more rigorous approach (see Outcome Evaluation).

Outreach

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

Partner Counseling and
Referral Services (PCRS)

A systematic approach to notifying sex and needle-sharing partners of HIV-infected
persons of their possible exposure to HIV so they can avoid infection or, if already
infected, can prevent transmission to others. PCRS helps partners gain earlier
access to individualized counseling, HIV testing, medical evaluation, treatment, and
other prevention services.

Prevalence

The total number of cases of a disease not known to have died in a given
population at a particular point in time. Prevalence does not give an indication of
how long a person has had a disease and cannot be used to calculate rates of
disease. It can provide an estimate of risk that an individual will have a disease at a
point in time. For HIV/AIDS surveillance, prevalence refers to living persons with
HIV disease regardless of time of infection or diagnosis date. Note the difference
between prevalence of a condition in the population and the prevalence of cases,
namely that to be a case as person must be diagnosed according to a definition.

Prevalence Rate

The number of people living with a disease or condition in a defined population on a
specified date, divided by that population. It is often expressed per 100,000
populations.

Prevention Services

Interventions, strategies, programs, and structures designed to change behavior
that may lead to HIV infection or other diseases. Examples of HIV prevention
services include street outreach, educational sessions, condom distribution, and
mentoring and counseling programs.
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Term Definition

Priority Population

Population for which prevention programs can make the biggest impact on the
epidemic, i.e., if HIV rates can be reduced in such a population, then it would have
a major impact on the epidemic in the jurisdiction. Priority populations form the set
of population groups that are then prioritized as target populations.

Program

A program consists of one or many program models, interventions, session and/or
activities.

Program Announcement

The publication by CDC in the Federal Register which describes the amount of
funding available for a particular public health goal and solicits applications for
funding. The program announcement describes required activities and requests
that the applicant describe how they will carry out the required activities.

Program Evaluation and
Monitoring System (PEMS)

A program that includes standardized data variables, training, technical assistance,
and browser-based monitoring and evaluation software for prevention service
providers that provides a standardized and integrated approach to improve
reporting and data quality for CDC-funded HIV/AIDS prevention activities

Program Indicator

A program indicator is a quantitative measure of program performance, e.g., the
number of persons with positive test results who received post-test counseling. In
this program announcement, each health department is responsible for developing
an overall five-year goal for each indicator and a specific level of achievement for
each year of the project period.

Program Model

A program model is the scientific or operational basis that serves as the foundation
for the development of a program. A program can have multiple program models.

Prevention Programs
Branch (PPB)

Responsible for reviewing funding applications and monitoring HIV/AIDS risk
reduction activities in the jurisdictions; Branch of DHAP

Public Health Information
Network Messaging System
(PHIN MS)

Local, State, and Federal public health professionals and organizations use the
Public Health Information Network Messaging System, PHIN MS, to rapidly and
securely send sensitive health information over the Internet to other local, State,
and Federal organizations as well as the Centers for Disease Control and
Prevention. Information such as HIV records, pandemics, and bioterrorism can be
text, graphics, or any other file type.

Quality Assurance
Environment in PEMS

Where all non-client identifying data are copied. Agencies can generate quality
assurance reports, grantee reports, and data extracts on their data and their funded
agency data (shared with their agency) through this environment. There is no client
identifying data in this environment.

Qualitative Data

Non-numeric data. Information from sources such as narrative behavior studies,
focus group interviews, open-ended interviews, direct observations, ethnographic
studies, and documents. Findings from these sources are usually described in
terms of underlying meanings, common themes, and patterns of relationships rather
than with numeric or statistical analysis. Qualitative data often complement and
help explain quantitative data.

Quantitative Data

Numeric information (i.e., numbers, rates, and percentages) representing counts or
measurements

Referral

A process by which immediate client needs for prevention, care, and supportive
services are assessed and prioritized and clients are provided with assistance (e.qg.,
setting up appointments, providing transportation) in identifying and accessing
services. Referral does not include ongoing support or management of the client or
case management. There should be a strong working relationship with other
providers and agencies that might be able to provide needed services.

Relevance

The extent to which an intervention plan addresses the needs of affected
populations in the jurisdiction and of other community stakeholders. As described
in the Guidance, relevance is the extent to which the populations targeted in the
intervention plan are consistent with the target populations in the comprehensive
HIV prevention plan.
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Term Definition

Risk Factor or Risk
Behavior

Something that actively contributes to the production of a result. For example, drug
use is a factor that increases risk of acquiring HIV infection; and factors such as
sharing injection drug use equipment, unprotected anal or vaginal sexual contact,
and commercial unprotected sex increase risk of acquiring and transmitting HIV.

Rules Of Behavior (ROB)

The Rules of Behavior document dictates system administrator responsibilities and
provides guidelines and policies surrounding what is and what is not acceptable
system administrator behavior with regard to PEMS. Specifically, the PEMS Rules
of Behavior provides system users with information about controlling hardware, and
managing system access including granting and revoking privileges, controlling
data, and managing personnel, among other things. This document is required by
the CDC Certification and Accreditation process.

Secure Data Network (SDN)

CDC'’s Secure Data Network. This requires a digital certificate to log into before
accessing PEMS.

Security

Measures taken to protect data; security techniques such as encryption, passwords,
and firewalls are designed to prevent unauthorized access to data, to protect the
integrity of PEMS software, and to limit the potential damage that can be caused by
attackers and intruders

Seroprevalence

The number of people in a population who test HIV+ based on serology (blood
serum) specimens. Seroprevalence is often presented as a percent of the total
specimens tested or as a rate per 1,000 persons tested.

Service Center (PEMS)

The PEMS Service Center responds to requests made by grantees via the CCID
ICS support desk. Service Center representatives are familiar with the PEMS
program, its requirements, and the software. They investigate reported issues and
work with grantees and subject matter experts (including CDC and system
developers) to provide answers and problem resolution to the grantees.

Session

A session is a planned span of time when a client is engaged in prevention
services.

Surveillance

The ongoing and systematic collection, analysis, and interpretation of data about a
disease or health condition

Target Populations

Prioritized populations that are the focus of HIV prevention efforts because they
have high rates of HIV infection and high levels of risky behavior. Groups are often
identified using a combination of behavioral risk factors and demographic
characteristics.

Technical Assistance (TA)

Delivery of expert programmatic, scientific, and technical support to organizations
and communities in the design, implementation, and evaluation of HIV prevention
interventions and programs (CDC funds a National Technical Assistance Providers'
Network to assist HIV prevention community planning groups in all phases of the
community planning process.)

Web-based

Available by accessing the world wide web and using a web-browser such as
Microsoft Internet Explorer or Netscape Navigator

Webinar

A means of communicating information or holding workshop sessions via the
Internet (Participants are sent a link, such as www.webinar123.com, with the date
and time of the session.)

XPEMS

Agencies that are not using CPEMS or DPEMS. They have their own hardware
and software system to capture HIV/AIDS prevention data. A data transfer interface
will exist between the XPEMS and CPEMS systems to allow reporting of data.

XML — Extensible Markup
Language

Extensible Markup Language and is a flexible specification for structuring data.
XML is the industry standard for data exchange between applications due to this
flexibility. Once data are imported, they display in PEMS as if they were entered
through the PEMS interface.
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