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Tools for Creating the Ryan White Services Report (RSR)
Client-Level Data File and Assessing Data Quality

Health Resources and Services Administration

.........................................................................................................................................................

HIV/AIDS Bureau

T-REX Download Website: https://careacttarget.org/library/t-rex-package

Technical Assistance Contact: Data.TA@CAlglobal.org

TARGET Center Website: http://careacttarget.org/category/topics/ryan-white-services-
report-rsr

@ What do | need to use T-REX?

e MS Access, 2007 or above

e MS Excel, 2007 or above

e An archiving tool such as WinZip or 7-zip to extract the .zip files (A zip file is a
compressed file that contains multiple files within it.)

e Microsoft .Net 2.0 Framework. Available for free at http://www.microsoft.com/en-
us/download/details.aspx?id=16614
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A change to one or more files within the T-REX zip file can lead to a new version number. Below, we

describe the history of file changes.

Version

Date

Description

11

August 2009

T-REX

111

August 2009

RsrClients Access database: Client Services error fixed. Drop down lists
added.

1.1.4

August 2009

RsrClients Access database: Client URN column added to the
ClientReport Table.

2.0

December 2009

Support for SQL Server added.

3.0

September 2010

User Manual: Additional directions regarding extracting zip files and
data validation queries added.

3.1

March 2011

User Manual: Added, moved, and simplified information, with emphasis
on the extraction and XML creation processes. Added section on
removing Access passwords.

3.2

April 2011

User Manual: Updated Import XML directions.

3.3

January 2012

RsrClients Access database: Added feature on merging duplicate
records.
User Manual: Updated instructions to include reporting year validation.

4.1

January 2012

RsrClients Access database: Added the X-ERT form within the RsrClients
Access database to allow providers to export their data into an Excel
flat file. Developed the X-ERT Excel Template that accompanies the
RsrClients Access database. Providers can paste the flat file into this
template to run completeness and validation checks on the data.

4.2

October 2012

X-ERT Excel Template: Included 2012 data validations.

42.1

December 2012

RsrClients Access database: Included “unknown” as an option for

Transgender subgroup in creation of the X-ERT flat file.

X-ERT Excel Template: On the 3,000 and 7,000 client versions:

e  Corrected formula for HIV-negative, no core medical services on
Validation Checks tab.

e Changed “More than 300% of FPL” to “> than 300% of FPL” on
Missing Validations tab.

e Sourced the correct columns for the screenings since HIV diagnosis
data elements on the Missing Validations tab.

User Manual: Merged T-REX and X-ERT User Manual and download

packages.

4.2.2

October 2013

RsrClients Access database: Updated validations (queries) to reflect the
2013 reporting year.

X-ERT Excel Template: Updated the missing validations tab, so missing
or "unknown" poverty level, housing status, and medical insurance are
warnings instead of alerts and missing outpatient/ambulatory care, CD4
test and viral load test dates are warnings instead of alerts. Updated
the validation checks tab, so if the number of outpatient/ambulatory
care visits are greater than the number of visits with dates, the user
receives a warning, instead of an alert.
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The Ryan White Services Report (RSR) requires Ryan White providers to submit de-identified
client-level demographic, service, and clinical data. You must upload the RSR client-level data file
to the RSR Web System in a specific XML (eXtensible Markup Language) format. XML is a simple
and widely adopted method of formatting data that can be exchanged across different computer
platforms, languages, and applications.

T-REX allows you to: 1) convert your client-level data into the RSR-compliant XML format and 2)
assess the quality of your RSR client-level data through X-ERT.

You can download the T-REX zip package from: https://careacttarget.org/library/t-rex-package.

Input your email address and save the zip file titled, T-REX Files, on a secure location on your
computer. We ask for your email address to send you information about build updates.

Converting Your Client-Level Data into XML Format

The T-REX zip package includes an Access database and an executable (.exe) file. You must
populate T-REX’s Access database with your client-level data. You then use the executable file to
call the populated Access database to create the client-level XML file.

There are multiple ways to load data into the Access database. You can use Access programming
code or a mapping software to import your data electronically into the database. Alternatively,
you can copy and paste your data from a spreadsheet (e.g., Excel or CSV). The method you use
depends on the number of clients and your level of programming expertise. The instructions in this
user manual present a basic approach, which involves exporting the RSR-required data elements
from your data management system(s) into Excel spreadsheets and then copying and pasting the
data from the Excel spreadsheets into the T-REX’s Access tables.

Assessing the Quality of Your RSR Data with X-ERT

T-REX also allows you to import an RSR client-level data XML file created from another data
management system to assess the quality of the data. Through the X-ERT form within T-REX and
with support materials, you can see counts and percentages of response options for each RSR data
element, completeness rates, and client-level completeness and validations. X-ERT is a great tool
to help you check the quality of your data all year long. That way, you can identify and fix problems
as you go, resulting in more accurate data and a more relaxing RSR submission period.

Programmers only!

To modify T-REX, you will need Microsoft Visual Studio 2008 or Microsoft Visual Basic 2008 Express
Edition. Microsoft Visual Studio 2008 Express Edition can be downloaded for free at
http://www.microsoft.com/exPress/download/. The file you need to open with Microsoft Visual Studio is

called RsrXmlGenerator.sin.

! Find information about mapping software here:
http://en.wikipedia.org/wiki/Extract, transform, load#Tools.
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This chapter describes the process for loading your client-level data into T-REX’s Access database
and creating the XML file.

2.1 Install T-REX

Once you have downloaded the T-REX zip file, extract the files within in it. The T-REX zip file
contains the Access database that you will copy data into (RSRClients) and the executable file
(located within the Application Files folder) that will allow you to create the client-level data XML
file. The T-REX zip file also contains support files to help you structure your data and the X-ERT
Excel Template (see Chapter 3).
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2.2 Prepare Your Input Files

T-REX's Access database has nine tables. You must create an Excel spreadsheet for each table,
matching the table structures in T-REX. The data elements in your Excel spreadsheets must be in
the same order as the data elements in the Access tables. In addition, you must use the same
values as the values required by the RSR.

Become Familiar with RSR Data Elements
First, you need a good understanding of the RSR’s required data elements and identify where
those data elements are located within your data management system(s).

Learn more about the RSR’s required data elements by referring to the:

e Instruction Manual: http://targethiv.org/content/ryan-white-hivaids-program-services-
report-rsr-instruction-manual. This document provides you with detailed information on
data element definitions.

e Data Dictionary: http://targethiv.org/content/ryan-white-services-report-rsr-data-
dictionary-and-xml-schema-implementation-guide-client. This document provides you with
detailed information on how to code the values for each RSR data element (e.g., 1=
Hispanic/Latino).
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Become Familiar with T-REX Tables
Now, you must review T-REX’s Access database table structures, so you know in what format to
structure your client-level data in Excel.

Review the RsrClientTemplate Excel spreadsheet (located in the Support Docs folder), which
contains a tab for every table in the Access database. The first table (tab), ClientReport, captures
all RSR data elements that just require one response per client; each row should correspond to one
client. The subsequent tables capture data elements that may have multiple responses per client;
in these cases, multiple rows may correspond to one client. The tables are the following:

e (lientReport

e (lientReportMedicallnsurance
e (lientReportMedication

o (lientReportCD4Test

e (ClientReportHIVRiskFactor

e C(lientReportRace

e C(ClientReportServiceDelivered
e (ClientReportServiceVisits

e C(lientReportViralLoadTest

Data elements appear in the first (header) row of the spreadsheet. The example below shows the
data elements in the ClientReport table.

Bl - Je | 'ClientFirstName

— 1 | |
= L

ClientUrn |FirstServiceDate [EnrollmentStatusiD (GenderlD |TransgenderlD
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Prepare Your Input Files

You have now reached the most difficult steps to using T-REX. You must extract data from your
data management system(s) and structure the data in the right format. Remember that these data
are very sensitive so you will want to treat them using the highest security standards!

1. Extract client-level data from your data management system(s). It is often easier getting data
into your data management system than getting them out. Therefore, you may need to work
with your IT staff to develop the reports you need.

2. Create a spreadsheet in Excel for each of the nine tables in T-REX’s Access database. The table
structure of a given Excel table should match the structure of the corresponding T-REX table. In
other words, the columns should be in the same order. You can use the RsrClientTemplate
Excel spreadsheet as a template.

3. Manipulate your data so your values are equal to the values that T-REX is expecting — the
accepted RSR values. You will not be allowed to create an XML file with invalid data values.
The below table is an example of how your values for the gender data element may differ from
the expected RSR values.



RSR Your System
Male 1 M
Female 2 F
Transgender 3 T

Using this example, you would need to convert “M” to “1”, “F” to “2” and “T” to “3”. There are two

approaches you can use to do this. First, you can use the “Replace All” function in Excel. For

example, in the Gender column in your ClientReport Excel table, you would replace “M” with “1”.

You can also use Excel formulas, such as “if/then” statements (e.g., if M, then 1).

2.3 Load Data into T-REX

Now you must start copying and pasting the
data from your Excel spreadsheets into T-

REX’s Access database.

1.

Double-click on the file named

RSRClients.mdb. This will open T-REX’s

Access database.

@ Always save a clean copy!

Prior to pasting data into the T-REX’s Access
database, you must rename and save the file on
your computer or server. The Access files are
not saved to HAB’s servers. As such, HAB
cannot retrieve these files for you if lost.

Create a new copy of T-REX’s Access database so the original copy stays empty. That way you

can use T-REX multiple times without having to clear the contents of the tables, which may be
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cumbersome. Go to “File” and “Save As”. Save
the new copy with a different name in a secure
location on your computer. Once again, you will
be inputting secure data into the Access tables, so
you want to treat the populated database using
the highest security standards.

On the left side of the window, you will see a list
of client-level data tables: ClientReport,
ClientReportAmbulatoryService,
ClientReportCD4Test, ClientReportHIVRiskFactor,
ClientReportMedicallnsurance,ClientReportRace,
ClientReportServiceDelivered,
ClientReportServiceVisits, and
ClientReportViralLoadTest.

3. You will copy and paste the values from your source spreadsheets into the tables. Before you

can copy and paste the values, make sure that your columns in Excel are in the same order as

the columns in the Access table.



Select all cells in the Excel
spreadsheet by pressing Removing passwords from Access

CTRL+A (Select All) or by If the database you are working with is password

clicking the upper-left square protected, you will need to remove password protection

. before using T-REX. Open the Access database by browsing
in Excel. Copy your source . . .
) to the file, and then clicking “Open Exclusive” from the
spreadsheet pressing CTRL+C drop down arrow next to “Open”. Pressing Ctrl-O will open

or going to “Edit”, then “Copy”. the open file dialog. Enter your password and click “OK”.

On the given Access table, you Click “Database Tools” = “Unset Database Password”. You
will be prompted with a dialog box. Type in the password

can now click on the square in

and click “Ok”. The database will no longer have a
the upper-left corner below
password set.

the menu bar to highlight the

entire page. Afterwards, paste the data (CTRL+V or “Edit” then “Paste”) into the table.

Data is automatically saved in the Access database when it is entered (Click “Yes” to
continue with the paste operation pop-ups, if any).

Repeat this process for each of the nine tables in the Access database.

@ Errors due to invalid values
When you paste an invalid value into the Access table, an error will appear. After

you acknowledge the error by clicking OK, Access will finish pasting all the data values
except the row with the invalid value. These data will appear in a new table named
“Paste Errors”. You can manually correct the value in the “Paste Errors” table and then
copy and paste that row of data into the original table.




2.4 Validate Data

You can validate your data with queries created within Access or through the X-ERT process. The
following discussion describes how to search for inconsistent and missing data within Access. To
use the X-ERT process, go to Step 3.2 in the next chapter.

To run the validation queries in Access, on the right hand side of the Access database, go to
“Tables” and then, “Queries”.
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Double-clicking on the query name will show you the contents of each query.

First Service Dates (Outpatient/Ambulatory Care Services)

The purpose of this query is to ensure that the client’s first service date occurs on or before
outpatient/ambulatory care services. The query compares the ServiceDate values in the
ClientReportAmbulatoryService table to the FirstServiceDate value in the ClientReport table. If any
clients have outpatient/ambulatory services before the first service date, a table will appear with
the problematic rows. Edit the values in the original two tables and re-run the query to ensure the
accuracy of the data.

|£| T-REX RSR Client-Level Data XML Generator - [CheckFirstServiceDates : Select Query]

i Fle Edt View Insert Format  Records  Tools  Window  Help

AN RN I= Nl RN RS NN VAR A=A Re=Rk=RARCN |
D | ClientUm | ClientUci | ClientFirstMame | ClientLastMame [ FirgtSeniceDate | SeniceDate
B4F40009B4F E1C7338264 15007 B25BOSEIET C4E2L Noel Osla 12/31/2010 17142008
255885 64F40009B4FE1C7338264 15007 B25B08E3ET C4E2L Moel Oslo 12/31/2010 21/2008

First Service Dates (All Services)

The purpose of this query is to ensure that the client’s first service date occurs on or before
services. The query compares the QuarterID values in the ClientReportSevicesVisit table and the
ClientReportServiceDelivered table to the FirstServiceDate value in the ClientReport table. If any
clients have services before the first service date, a table will appear with the problematic rows.
Edit the values in the original two tables and re-run the query to ensure the accuracy of the data.



|_:r’] T-REX RSR Client-Level Data XML Generator - [CheckFirstServiceDatesAgainstServices : Union Query]

_EI File Edit ‘iew Insert Format Records Tools  wWindow  Help

RN RN T= W Nl R = RN R

IR VIR A=A N

22|l
E=E=MECE"

| cClientUm | ClientUci

|CIientFirstNamE| ClientLastMarne | FirstSericeDate

E4F40003B4FE Moel

Oslo

12/31.2010

CQuarterlD l
1

Missing Values
The purpose of this query is to ensure that all required data are captured in the tables. The query

cycles through all of the tables and reports clients with missing information in a separate table.

Edit the values in original appropriate table(s) and re-run the query to ensure the completeness of

the data.
|#] T-REX RSR Client-Level Data XML Generator - [Missing Yalues : Union Query]
__|='j File Edit “ew Insert Format PRecords Tools  WWindow  Help
isq - | B4 14 |2 8] &LV ¥ 7 |44 f=E=RaNCN"
1D Client Issue

|| 2550584 64F40D09B4FE1C7 33826415007 B25B0SESET C4E2U Mizsing Enrollment Status
__|255884 B4F40D09B4FE1C7 33826415007 B26BOSESET C4E2U Missing First Service Date
| |255884 B4F40009B4FE1C7 33826415007 B2AB0SESET C4E2U Missing Medical Insurance
|| 2550584 G4F40D09B4FE1C7 33826415007 B25B0SESET C4E2U Mizsing Poverty Level
| | 255084 B4F40D09B4FE1C7 33826415007 B26BOSESET C4E2U Missing Prescribed HAART
__|255884 B4F40009B4FE1C7 33826415007 B2AB0SESET C4E2U Missing Prescribed PCP Prophylaxis
|| 2553584 B4F40D09B4FE1C7 353826415007 B25B08ESET C4E2U Migzing Risk Screening Provided
|| 2550584 64F40D09B4FE1C7 33826415007 B25B0SESET C4E2U Mizsing Screened Hepatitis B
__|255884 B4F40D09B4FE1C7 33826415007 B26BOSESET C4E2U Missing Screened Hepatitis ©
__|255884 B4F40009B4FE1C7 33826415007 B2AB0SESET C4E2U Missing Screened Mental Health
|| 2550584 G4F40D09B4FE1C7 33826415007 B25B0SESET C4E2U Mizsing Screened Substance Abuse
| | 255084 B4F40D09B4FE1C7 33826415007 B26BOSESET C4E2U Missing Screened Syphilis
__|255884 B4F40009B4FE1C7 33826415007 B2AB0SESET C4E2U Missing Screened TB
|| 2553584 B4F40D09B4FE1C7 353826415007 B25B08ESET C4E2U Migzing Yaccinated Hepatitis B
| | 256088 1C5E9BERS427 COSBRRACOADIEE4FY FCS0ADETBACL Mizsing Services
| 256065 1C5E9BERS427 COSBERACOANSEE4FY FCS0ADETBACL Missing Services
256070 AESZ23FFS09931 AD10BSY 484 CAI4F35FE120BE7 DBU Missing Serices
| 256071 9367 BE3052ADFDOB18E73CE5362916A105COFSAEL Mizgsing Services
| |256072 RUGOOIDMS71U Missing Services
| 286073 Imal, Imal Missing Services
| 256074 Joe, Joe Migging Services
| 256075 Kevin, Kevin Missing Services
| 256076 Larry, Larry MWissing Services
W | 256077 CAG4E7 C4617 DF12159F 3B03AS0A5A8920C7 2ER3 U] Missing Serices

256078 C2AZB1214146387 D202E7 198 CFCE8EBCD3IETFI5L Mizgsing Services

2.5 Generate the XML File

Now that you have populated the Access database with your client-level data, you use the T-REX

Application to create the XML file. You can find the T-REX Application in the Application Files folder

in the T-REX zip file. Double click on the RsrXmlGenerator.exe file to open the below window.
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Click “Browse” and browse to the Access database that you populated in Step 2.3. Once you select
the file, click “Open”.
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Once the file is selected, click “Close” to return to the main T-REX screen where you will create the
XML file. When you are back at the screen displayed below, you can type in any path to export the

XML file (such as the one below). You can also select “Browse” to find an already existing XML file
8



to be overwritten, such as the one in the path below. Note: it will overwrite without prompting
you that such an overwrite will occur.

,

File Database Setup Merge Clients Help

20M
MProjects RS R\Rsr¥miGenerstort. Testing xml

Ensure that the reporting year is entered correctly. Recording the year ensures that only services
delivered during the reporting period are included in the XML output.

Once the XLM File Name path is entered, click the “Generate XML” button.

You should then see a confirmation message:

1

RSR Client-Level Data XML Status |

W1 J Successfully created RSR Client-Lewvel Data ¥ML file containing 54 client records.,

Errors and Warnings
If you receive an error message, you may have made a common mistake.
Error Message 1: Improper Database Setup

If this happens, go back to “Database Setup” and be sure to choose the correct Access database
into which you pasted all of the information from Excel.

Validation Errors ﬁ

@ Error: The element 'ROOT' in namespace 'Urn:rstiMamespace’ has incomplete conkent. List of possible elements expected: 'ClientReport’.

Error Message 2: Duplication of Clients Detected
If more than one record has the same encrypted Unique Client Identifier (eUCl), you will see this
error message. Please see the next section for more information on the eUCl and how to deal with

this error.
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Zaution: Duplicate Clients Detected [

| | A duplicate client was dentified in the ClientRlesort teble. A urique
client icentifier was created for each duplicate client. If these clients are
not duphcates, you will need to merge these cliznts, and regenerate the
XML file.
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If you receive a different error message, be sure that you ran the three queries to ensure that all of
your data was entered properly and valid.

2.6 The eUCI and De-duplication

The RSR client-level data XML file must include an eUCI for each client. This eUCI will allow HAB to
link data, while also protecting the client’s identity. In this section, we first describe what
elements make up the eUCI. We then describe how the eUCl is created within T-REX. Finally, we
describe how T-REX identifies potential duplicates (i.e., records with the same eUCI that belong to
the same person) and how to address those records when creating your XML file.

What is the eUCI?

From Client Data to UCI
The UCI, or Unique Client Identifier, is the first step in developing the eUCI. It is composed of the

following data elements:

o  First and third characters of first name

e First and third characters of last name

e Full date of birth: MMDDYY

e Gender code: 1=Male, 2=Female, 3=Transgender, 9=Unknown

Some Ryan White grantee data management systems refer to the UCI as the Unique Record
Number (URN).

Encryption
The 11-character UCl is then encrypted with the SHA-1 hashing algorithm to create a 40-character

string of letters and numbers. The SHA-1 is a trap door algorithm, meaning that the original UCl is
unrecoverable from the eUCI. The SHA-1 algorithm meets the highest privacy and security
standards.

De-duplication
It is possible that different clients have identical 40-digit eUCls. Therefore, providers must add a

41% character at the end of the eUCI to distinguish these clients. If only one client within a
provider data system has a given UCI, the suffix should be “U” for unique. If more than one client
has the same UCI, the final character of the first client’s eUCI needs to be “A,” the final character
of the second client’s eUCl needs to be “B,” and so on. The suffix prevents multiple clients from
having the same eUCI.

10



Providers must assign the final character by determining whether two records with the same UCI
actually belong to the same client. This can be done through the review of other data elements. If
the duplicate records with the same UCI are, in fact, the same client, the client data elements must
be merged and reported under one record. If the records represent different clients, the 41*
character of the eUCI must be manually assigned based on other information in the system as “A”,
“B”, “C”, etc. Through this process, different clients within the same system should not have the
same eUCI.

The figure below demonstrates the eUCI creation process:

Name:(pe) Snfith Gender:(Vale) Birthdate: 12/20/1668)

Data
Items to
LI

JEST11220681

S5HA-1

68090FD029/5E2135B624A1DCOAAT11AC09848DF/ U

D’E_
Duplication

68090FD029/5E2135B624A1DCOAAL114C0984BDF i@,

How T-REX Creates the eUCI

If you use T-REX to create the RSR client-level data XML file, you do not have to take additional
steps to create the eUCI. The eUCl is generated using the file named UCI_Generator.dll, which is
linked to T-REX. The input values are read from the T-REX Access database and the eUCl is added
to the XML file.

The T-REX Access database has several client identifier columns in the ClientReport table. T-REX
will use the value in the ClientUci column (eUClI) if it is already provided in the ClientReport table. If
the ClientUci is not provided for a client and the ClientUrn (UCI) is provided, then T-REX will use
this value to generate the eUCI. If neither the ClientUci or ClientUrn is provided, then T-REX will
use the client’s first name, last name, date of birth and gender code to create the UCl and
subsequent eUCI. Make sure that none of these eUCI components begin or end with blanks or
special characters. The below table summarizes this information.

11



Creation of eUCI

What to do in T-REX

Provider already creates the eUCI
internally

Populate the ClientUCI field with the pre-created
eUCls. These eUCls will be exported to the client-level data
file.

Provider creates the unencrypted
UCI, or URN, internally

Populate the ClientURN field with the pre-created URNs. T-
REX will encrypt the URNs and export the eUCls to the
client-level data file. Leave the ClientUCI field blank; T-REX
will populate it for you.

Provider does not already create
the eUCI

Populate the name, date of birth and gender fields. T-REX
will generate the eUCls for you and export them to the
client-level data file. Leave the ClientUCI and ClientURN
fields blank. T-REX will populate the Client UCI field for you.

How to Address Duplicate Records Detected by T-REX
If more than one record has the same name, date of birth and gender, you will receive an error

message when you generate the XML file. T-REX assumes these records belong to the same client,

so you must merge the records.

-

Caution: Duplicate Clients Detected

=

AML file,

@ A duplicate client was identified in the ClientReport table. A unique
' client identifier was created for each duplicate client. If these clients are
not duplicates, you will need to merge these clients, and regenerate the

If you receive the error message, click “OK”, and then click “OK” on the success screen. Now back

in the main window, click on “Merge Clients”.
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ot T-REX 4.0.1
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This will bring up the following window.

Primary Client:| Michael Dels; 10/03/1957; Unknown -
Secondary Client:| Michael Dols; 10/03/1957; Unknown -
[ Avply Defouit Merge Rules | | Merge Clients ) Duplicates detected — primary client
Primary Client Secondary Client Merged Client .
T T and secondary client
AIDS Diagnosis Year: [ 200 2001 2001 T
Death Date: ]
Erwoliment Status- [7] 2: Refemed to another program or services, or becd | 2: Refemed to another program orfservices, or becgr 2 Referred to another program or servicesc Values for eaCh RSR data element
BEhnicity: [71 2: Non-Hispanic 2: Non-Hispanic 2: d f H
or the primary and secondar
First Ambulatory Care Date: [ May 17. 2008 May 17, 2008 —— | May 17. 2008 p y y
First Service Date: [7] May 17, 2008 May 17, 2008 May 17. 2008 clients
Geographic Unit Code: 255 ] 255 255
HIV/AIDS Status: [7] 4:CDC-defined AIDS 4:CDC-defined AIDS 4: CDC-defined AIDS ‘l‘
Housing Status: [C] 3: Unstable 3: Unstable 3: Unstable
Poverty Level: [ 2: 101-200% of the Federal poverty level 2: 101-200% of the Federal poverfy level f: ‘:'ﬂl—zmdt poverty level |f you Would Ilke to merge reco rd S,
Pregnant - [7] 1: Yes 1: Yes - les . " ”
Prenatal Care: [ 5: Not applicable 5: Not applicable 5: Not applicable CIICk Apply DefaUIt Merge RUIes to
Prescribed ARV Medication: [7] 3: Not applicable 3: Not applicable 3: Not applicable populate the checkboxes in the
Prescribed HAART: [ 1: Yes 1: Yes 1: Yes .
Prescribed PCP Prophylazis: [ 1: No 1No 1 No default way of merging. Once
= = . . 1: No . .
Received Corvical Pap Smear: Dt e = clicked, review the data on the
Risk Screening Provided: O] 2: Yes 2: Yes 2:Yes
Screencd Hepaiitis B: 7 1:No 1o 1:No right-hand side to ensure that the
Screened Hepatitis B Since HIV Diagnosis- 1- Mo 1-No 1: No . .
" = v o Merged Client record is accurate. If
Screened Hepatitis C: 1] 1: Mo [¥] 1: Na =
Screened Hepatitis C Since HIV Diagnosis: [ 1: No 1:No 1: No T-REX selected the wrong value,
Screened Mental Health: [ 1:No [¥] 1:No 1: No .
Sbas Abee: B i . — then check the appropriate
Screencd Syphilis: O 1:Ne 1:Ne 1:No checkbox to ensure that the final
Screened TB: [ 1:No [@] 1: Na 1: Ne . .
Scroened TE Since HIV Disgnosis: e —— 1 No XML files includes the correct
Uer=ie= mE CiE E record. Click “Merge Clients.”
Vaccinated Hepatitis B: 1 1: Mo 1: No 1: Ne

— |




Once the clients have been merged, you should receive a confirmation message.

[ [P ]

0 Successfully merged client records.

| oK
| ]
Click “OK” to the confirmation message, and then click “Close” in the Merge Clients window. Before
moving forward, click “Merge Clients” in the menu again to ensure that there is not another set of
duplicates. Continue to merge clients until all duplicates are merged. When there are no more

duplicates, click “Generate XML” in the main window to update the XML file with the merged
clients.

Multiple Clients with the Same eUCI

T-REX will also provide you with a warning if multiple clients have the same 40-digit eUCI, but do
not have the same names. In this case, T-REX assumes these records belong to different clients and
will assign one client with an “A” suffix and another client with a “B” suffix. You will see the
updated eUCls in the XML file and the Access database, as shown in the figure below.

i ClientReport

D = | ClientFirstName - | ClientLastName ~ | ClientBirthDate - ClientUci -

1 Michelle Smith 4/2/1987 201816A6295CCDAGA65BFAODFAAADIAATAEABO21U

10 Ashley Cole 1/5/1980 BF4201D8289248B401B73790764B972927A7092EU

2 Rachel Jones 12/9/1980 47834897739C22A789ECR04ERFIN167648555507U

3 David Rodriguez 2/5/1958 E18CIDICAF70D0375D5644DE2F8A90B287251538U

a4 Joseph Schmidt 3/2/1957 52E17F5FAE033B6A39200AA0C41A0FB22F556B16U

5 <Brown 5/22/1983 9E816954781CAI0ECDB01CIBCICEE3389DEAZER

6 5/22/1983 9E816954781CAI0ECDAOLCIBCICHE33BIDEAIEL

7 Larry Adebayor 12/9/1989 BEF2136B03F44AAGAESOEDFCDAFAOFIEZACIABATL

8 Frank Lampard 10/19/1973 9B1431223EA0072ACCR27FEL3643AA0FBE403BISU

2.7 Connecting to a Remote SQL Server

These steps are only intended for those who choose to connect to a remote server rather than
using their own Access database files. Before you can generate the RSR Client-Level Data XML file,
you must configure your database for first time use through the Database Setup page. Once this
step has been completed, you do not need to repeat it unless your database information has
changed.

Main Menu
e  Exit exits the application.
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Database Setup displays a form for configuring the database information.

Main Form

File Name is where the name and location of the RSR client-level data XML file will be
created.

Browse allows you to search for a path and specify the name of the RSR client-level data
XML file.

Generate XML starts the process of creating the RSR client-level data XML file.

Exit exits the application.

iEl Database Setup

|SE!L Server

|Enter database server name

|Enter databasze name

Access Mode: © MHomal @ Integrated Security

WECTE T T8 Enter databasze uzer name
Password: [T

Setup Form

Database Type is used to specify either a Microsoft Access or Microsoft SQL Server
database. Depending on which type of those two databases you choose to use, the
following items will be displayed.

Database Server is the name of the machine where your SQL Server database is installed
that has the RSR client-level data tables.

Database Name is the name of the database where your SQL Server tables are installed.

Access Mode determines if you are connecting to the SQL Server database using a user
name and password (Normal mode) or using Windows Authentication (Integrated Security
mode).

You must enter the User Name if Normal Access Mode is selected. The User Name must
be a valid database user.

You must enter the Password if Normal Access Mode is selected. The Password must be a
valid password for the provided User Name.

You can use the Test Connection to test the connection to your database using the values
provided on the form.

16



o Click “Save” to save the values on the form to the applications configuration file so that
they will be available the next time you use the application.

o Click “Close” to close the Setup form.
Sample Database Configuration
e Create SQL Server Sample Tables is an SQL script to create the sample RSR client-level data

tables used by T-REX to generate the RSR client-level data XML files. The tables are created
in the “dbo” schema within SQL Server.

e Empty SQL Server Sample Tables is an SQL script that will empty the sample data from the
RSR client-level data tables without removing the tables themselves.

o Drop SQL Server Sample Tables is an SQL script that will delete the database objects
created with the Create SQL Server Tables script.

17



X-ERT is a feature within T-REX that allows you to review your RSR data throughout the year. It can
help you improve data quality and avoid problems at the time of RSR submission.

3.1 Incorporate RSR Data into T-REX

T-REX generates the Excel flat file using its X-ERT form. Therefore, your first step is to incorporate
your RSR client-level data into the RsrClients Access database. If you use T-REX to create the client-
level data XML file, your data is already in the database. If you use another system to create the
XML file (e.g. an RSR-Ready System), follow these instructions:

1. Create an RSR client-level data XML file and save it to a secure location on your computer.
The steps for creating this file depend on the system you use. For more information on
RSR-Ready Systems, go to: http://test.targethiv.org/content/vendor-status-and-contact-

information-0.
2. Double-click the RsrClients to open the file in Access.

3. Directly below the toolbar, you may see a Security Warning. If you do, Click “Enable

Content”. If you see the message “Do you want to make this file a Trusted Document?”,
click “Yes”.

File Home Create External Data Database Tools Acrobat

# cut 4 } Ascending

= New X Totals , 24 Replace g|
: 53 Copy o Z ) Des Save “ spelling '_JJJ = GoTo %

H <

) N esh . d - Size t Switch B 7
t W To X Delete = = More Select Fit Form Windows = -

# Format Painte +7 Re t =
Views Clipboard l Sort & Filter = = Find Window

!,' Security Warning  Some active content has been disabled. Click for more details \\Enable Content

AN

Tables = «

ClientReport

ClientReportAmbulatoryService

ClientReportCD4Test
ClientReportHivRiskFactor

ClientReportMedicallnsurance En ah I E ‘: ﬂ'ntent

ClientReportRace

ClientReportServiceDeliverad

ClientRep ortServiceVisits

R

ClisntBanntVirall nadTact

Go to “File” and “Save As” to save a new copy of the Access database, so the original copy
stays empty. That way, you can use T-REX multiple times without having to clear the
contents of the tables, which may be cumbersome. You can use the provider name and
reporting period as the new file’s extension.
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4. Go to the “External Data” tab at the top of your tool bar.

File | Home Create External Data Database Tools Acrobat

—_'] d# Cut Tz Ascending 7 Selection ;_{’j] =i New E.: Totals : } 3 Replace in
=5 Copy = ‘}‘._l Descending {_"I Advanced — = Save ’f? Spelling = GoTo
Paste Fiftar Refresh Find Size to
F Format Painter = }, Remove Sort W Toggle Filter c;I_|| X Delete = More g Select Fit Form
Views Clipboard | Sort & Filter | Records | Find | Win)
Tables = %
ClientReport

ClientReportAmbulatoryService
ClientReportCD4Test
ClientReportHivRiskFactor
ClientReportMedicallnsurance
ClientReportRace
ClientReportServiceDelivered
ClientReportServiceVisits
ClientReportViralloadTest

i e s e

rsrAdmin_EnrollmentStatusLkup

5. Click the “XML File” option.

v

Home Create External Data Database Tools Acrobat

o | A -;.MﬁT.:vl- Cila - | o | o | - | [ —1 N

_l.:l'_l'l _ | - - 0 | I I,, 1 1 l_] I&r“'-"
BB 9 F-fanBinls

ﬁ ?ﬂIMLF”E % q’"l‘_—l "‘?‘J =l "';"J' %.\\
Saved Linked Table Ewcel Access ODBCL_ Saved Excel Text XML PDF  E-mail
Imports Manager Database kgd More = Exports File File  or XPS HEp b

Import & Link Export
Tables o Import XML file
ClientReport Import an XML file.

ClientReportAmbulatoryService
ClientReportCD4Test
ClientReportHivRiskFactor

ClientReportMedicallnsurance

LELE L L L L

ClientReportRace
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6. A browsing window will open. Click “Browse” and find the XML file containing your client-level

data.

7. Select

Get External Data - XML File

(2 it

File name:

Specify the source of the data.

C:Ysersljran\Documents),

Select the source and destination of the data

The source data will be imported into a new table in the current database.

Browse

[ \E-g el

Home Create External Data Database Tools

TR T T v TatE AT

Acrobat

::'I)‘ rnﬂ_‘ === == === ‘U By (A} Access

your client-level data XML file by selecting it and clicking “Open”.

=

ntReport
ntReportAmbull
ntReportCD4Te
ntReportHivRis
ntReportMedic;
ntReportRace
ntReportServics
ntReportServics
ntReportViralLs
L dmin_Enrolimel
fdmin_Ethnicityl
hdmin_Genderll
jdmin_Geograpl
hdmin_HivAidsS!
fdmin_HivRiskF:
jdmin_Housing:
hdmin_Medicall
jdmin_Povertyla

L dmin_PrenatalR

fdmin_QuarterLl

Get External Data - XML File

File Open
(B e Open

o]

@7-\ Bl Desktop »

- |‘y ‘ | Search Desktop

o

Organize * Mew folder

@ Microsoft Access

W Favorites

B Desktop =
& Downloads
¥ Dropbox

=4 Recent Places

7 Libraries
@ Documents
J’ Music
[ Pictures

B videos

18 Computer
B e e

PASRR
File folder

Reference Materials
File folder

SB701
File folder

wvpi_2011 midyear evaluation
File folder

WRMa
File folder

E=
=

testxml
XML Document
14.0 MB

File name: testaml

=

o @

m

Tool

- [xmL

]

- Open |v r

Cancel

Browse.

Cancel

jdmin_Racelkup

Amin_BanartDarindl ki

Num Lock |
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8. You will be returned to your browsing window and a path to your XML file should be filled in
the “File name” field. Click “OK”".

9. A new window will appear called “Import XML". Select “Transform”.

Get External Data - XML File

Select the source and destination of the data

Specify the source of the data.

Eile name:

C:\Users\jtran\Desktop\HRSANT-REX_v2\JC_013326_20100203_140044_test1.xml

The source data will be imported inta a new table in the current database.

Cancel

”

Create | ExtemalData | DatabaseTools  Acobat
E = Iﬁ @ § ] Text File PR FF == ==l === (@) Access =]
£ g5+ - i
=2 ¥ XML File ‘E 4
Saved Linkec Excel Access ODBC - ] [mpﬂﬂ: XRAL
Imports  Manager Database %3 More m
Import & Link O - —
Tables ® « M
25 diientReport e I=1- Tables | Ok,
EH dlientReportAmbulatoryService [f-"}{ﬂ'l'Ef'ﬁﬂ'l
£
23 ClientReportcDaTest _
[&- CientReport
B3 ClientReportHivRiskFactor
T ClientReportivecialinsurance [#- ChentReportMedicallnsurance
T ClientReportRace [#]- ChentReportRace | Help
ZH ClientReportSenviceDelivered M ﬂenﬂewwm G 7
B ClientReportServiceVisits - z [ T ansfoTm
[#)- Chen tServiceVisi
£ dlientReportviralLoadTest b ﬂm ks e — |
T rsrAdmin_ Enrollmentstatustkup i [#]- ChentRepor tAmbulator yService
B3 rsradmin_Ethniditylkup 0} C‘B‘Itﬂtm’t[dﬂﬁt
3 rsradmin_Genderlkup L
- ChentReportviralloadTest
T3 rsradmin_GeagraphicUnitCodelkup
1 ondmin vaidssestustkup E [+)- ChentReportServiceDelvered
B rsradmin_HivRiskFactorLkup
zze] rsrAdmin_HousingStatusLkup
M| B2 rsradmin_Medicallnsurancelkup
B3 rsradmin_PovertyLevellkup
B rsradmin_PrenatalPeriodLkup
= rsrAdmin_Quarterlkup
T ssradmin_Racelkup Import Cptions
| = ccndmin o v b s
7 Structure Only
@ Structure and Data
() Append Data to Existing Table(s)
L 2
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10. The “Import Transforms” window will open. Go to “Add”.

E ,I; ¥ Text File ‘I'j ______ g (A Access %—j
r o
H H=| XML File 2 S v » e &y word Merge
ss ODEBC ;jM Saved Ewce Text ML POF _ E-ma Create Mana
Database & ary lig
| Import Transforms ? ﬂ -
ink E
= < 7| | select a transform to apply before imparting: |
ice HEname
Remove
d
4 | 1 k
_kup
Transform Details
MName: (none)
odelkup Location:
o L J
g

11. Selecting “Add” will allow you to browse for another file. Locate the file
RsrClientXmlToMicrosoftAccessMap that was included in the T-REX download package. Select
the file and the “Open” option will be replaced by the “Add” option. Click “Open”.

eLkup

m

. Libraries
@ Documents
J’ Music
[E5] Pictures
E Videos

18 Computer
&, Local Disk (C)

@-ﬂ Network

e B v R R -
X +24 XML File &7 SE S - » &) word Merge EE2)
D ;M Saved  Exce Text ML PDF _E Create Manage
Datab L cl li
Ftapase Import Transforms re PY _IE:‘I:S
=) <« Ml @Md MNew Transform S s u |
e — —
= '\.Jdu [0 « jtran » Desktop » HRSA » T-REX.\2 = |¢,H Search T-REX_v2 r
Organize v New folder =« @
=
B Desktop i MName Date modified Type
& Downloads . = .
B Droob i RsrClientXmlIToMicrosoftAccessMap 5/18/2011T 1 A5L Transfor|
J ropbox .
= Recent Places

@ RsrClientXmiToMicrosoftAccessMap

8 DOLORES ~ 4

I 2

File name:

. 8

|

Tools = Open

Cancel ]
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12. You will be returned to the “Import Transforms” window, and the “Transform Details” fields at

the bottom of the window should be filled out. Select “OK”.

=S Saved FExce Text PDF  E-ma . - Create Manage
ﬁ Maorg @ plies
Import Transforms |. ﬂ
ata
) 1| select a transform to apply before importing:
==
Cancel

€| 1] 3

TTaNSToN DEtans

Mame: RsrClientXmiToMicrosoftAccessMap

Location: | C:\Wsers\jtran'Desktop\HRSANT-REX_v2\RsrClientmToMicrosoftAcce

13. You will then be returned to the “Import XML” window. Select the option “Append Data to
Existing Table(s)” and then click “OK”.

Import XML BRI
=~ Tables Ok

- ClientReport

ClientReportMedicallnsurance Cancel

ClientReportRace

ClientReportHivRiskFactor

ClientReportServiceVisits
ClientReportServiceDelivered
ClientRepartAmbulatoryService
ClientReportCd4Test

[#- ClientReportviralLoadTest

Import Options

() Structure Only

e Stouchue zod Dotz
@ Append Data to Existing Table(s)
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14. The “Import XML” window will close and a new window will open telling you it has finished
importing the XML file. Click “Close”. This should then redirect you back to the primary Access
window. All tables should now be populated with your client-level data. The screenshot below
is an example of a filled MS Access table. Note that if you used T-REX to generate your XML file,
the client’s first name, last name, and date of birth columns will be populated. If you upload a
pre-existing XML file, these columns will be empty because the XML file does not contain these
data. The first row in the table is a test row that allows values to be properly imported from
the XML file. This row will not appear in the Excel flat file. If you plan to analyze your data in

Access, you should delete this row.

T-REX RSR Client-Level Data XML Generator

ma |

Create Manage
E-mail Replies

Collect Data

(A] & :
Home Create External Data Database Tools Fields Table
= e S 3 flTeddle M PR P MR M
v 3 BF & @ o W Sn W
Saved ed Table Excel Access ODBC o Saved [Excel Text XML PDF
Imports Database 48 More * | Exports File  File or XPS
Import & Link Export
Tables & o« -
= ) a jChenrReport
j ClientReport
B ClientReportAmbulatoryService 0 Tesq Delete Record
1
= ClientReportCDATest 10
B2 clientReportHivRiskFactor 100
. 1000
2| ClientReportMedicallnsurance 1002
:,-'J ClientReportRace 1004
1005
j ClientReportServiceDelivered 1006
B ClientReportServiceVisits 1007
1008
'j ClientReportViralLoadTest 1009
= rsradmin_EnrolimentStatusLkup 1010
1011
= rsrAdmin_EthnicityLkup 1012
1013
B rsradmin_GenderLkup
1n1a

3.2 Generate an Excel Flat File

D - ClientFirstNa - ClientLastNal - ClientBirthDa -

ClientUci
0000000000000000000000000000000000000000U
3C98336719D03F78DASC5FAFBOF71BCFCOF1ECEGU
0441A3E34CACF580F7FCO06568FFBC3AS53390DEU
EE1A45114894FDF3B71F51DF1EFB9EB3E933B63BU
7418339A36885D87DAAS9EBEF476ES533D26BFFAFU
01403699A771F20495BD7B7DE739153866900538U
ES7A440CA7DC9664DBBC5880987985387B807817U
D60303ED31FFAIA7E6FCB703354FF62815952A609U
5A7DFAFD514E08BBDAGAEFA4FODDO4DASEAFASTTU
E317EBSE1696FF15833FD766BB6AS7F436A385F5U
E173F0B3DD8F9364BDC4FBA115F1100E61008B93U
75FAD3AFEDC1B49DAB3076B9EADF353D135870AEY
98D0D135F85390F5737874DB74DC7AB3334941BDU
SACF/FES31B5DCECA16608664B6DFB3395CDACE3U
309C011AFEF8947B337C04733343E153FC40ECFDU
3709A6A036DF35934ECAS73C17CESCODSE37909DU

2ENCANMNCACNOSA1DDAACTAY AD1ENCDENEQIAAC T |

Once your data is in the Access database, you can create an Excel file using the X-ERT Form. To
limit the width of the flat file, a few data items within the client-level data files are excluded or
consolidated. The flat file only contains the first and last dates and values for CD4 count and viral
load (as opposed to all dates and values) and the number of outpatient/ambulatory care visits with

a date (as opposed to listing the actual dates).

1. Go to the left hand side of your Access window. You should see a bar menu called “Tables”.
Next to this label is a small, downward-pointing arrow. Click it and a new menu will open.

Select “Forms”.
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2.

Custam

Dhject Type

Tables and Related “Wiews
LCreated Date

Maodified Date

Tables

Queries

Forms

Reports

Macros

&l &ccess Objects

1 rertdmin_HiwsidsStatuslkup

delkup

A new set of options will appear. Select “X-ERT” by double clicking it.

(T-REX RSR Client-Level Data XML Generator
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3. A new window will open called “X-ERT” with two empty fields. Enter the start and end date of
the period over which you have data (for example, if you created a flat file with data from the
first quarter of 2013, you would put 01/01/2013 and 03/31/2013). Then click “Create X-ERT
Flat File”. Note: This produces a flat file with ALL the data in your XML file. Entering a more
narrow date range than occurs in your data will not change the data that ultimately ends up in

the flat file.

£l Sort & Filter Records Find Window Text Formati
® «

ZElx-ERT = [B 23

¥
Enter Reporting Period Start Date
Enter Reporting Period End Date

Createx ERT e
Record: M 1lof1 b & No Filter Search

4. Clicking “Create X-ERT Flat File” will produce an Excel flat file (an example is shown below).
Save this newly-generated file to a secure location on your computer. (Remember this file has
client-level data and should be treated as required by your organization’s data security

103 Home Insert Page Layout Formulas Data Review View Acrobat
== ¥ cut N - v =[=] = ) P Tam T B X Autos
Calibri Sl A A S== | |[Siwep Ted General - /A |
- 53 Copy ~ £ ‘é _‘d = Er\ s @ Fill ~
Paste - | iTE . - - EE=E= e - - o .0 .00 | Conditional Format Cell Insert Delete Format
« < Format Painter L = &- A === B Merge & Center $ A Formatting = as Table = Styles = - = 2 Clear 7|
Clipboard Fl Font Fl Alignment Number Fl Styles Cells
K14 - e | No
B 5 D E F G H
1 TREXD | First_ Name | Last Name | Birth_Year eucl URN jrst_service_Dathroliment_stat] Death|
r
Referred or
1 1967 37CB1CE79453B4A792797BCAC38917F119DESB30U 4/9/2010 became self-
sufficient
2
r
3 10 1974 15096C6F9A52A9E1D2ETEEF26C3CBGS0EC44TEASY 4/6/2009 Relocation
r
Active,
as 1959 ESF52217C43EFF241C25E395057C540611F5501CU 5/12/2006 o
4 continuing
! Removed due
99 1956 816E7E2BDCFT17FB37E2A432E81D421AB1SD55BAU 3/21/2008 to violation of
z rules
r
Referred or
100 1968 7830F31CACCS2EDOGOBBAECIGD1B46B824B05831U 9/21/2009 became self-
sufficient
6
r
Active,
a1 1005 27DEeIFOEICACEENIOrI 7303 NETCENCADI2 AT 2/7/010




protocol.) In the flat file, each row represents a client, and each column represents a different

RSR data item.

3.3 Analyze Data with the X-ERT Template

The X-ERT Data Analysis Template is an Excel file pre-loaded
with formulas that allows you to analyze the quality of your
RSR data at any time in the year prior to submission. You
can review the breakdown of responses and completeness
rates for RSR data items and identify clients that do not
meet specific data validation checks or have missing or
“unknown” data. By identifying problems with your data
throughout the reporting period, you can address them well
before the RSR is due.

There are three versions of the X-ERT
template: fewer than 1,000 clients,
fewer than 3,000 clients, and fewer
than 7,000 clients. To improve the
speed of the X-ERT process, use the
template that matches your number
of clients.

When you first open X-ERT, located in the X-ERT Excel Templates folder in the T-REX zip package,

you will be taken to the Instructions tab (shown below). It contains a brief summary of how to get

started, links to useful resources, limitations of X-ERT, and shortcuts to other tabs. X-ERT has

seven other tabs. One of these tabs is used to hold your raw data for reference for the analysis

tabs, and the remaining six tabs display tables and graphs that summarize your data.

Shortcuts to

other tabs -

G
g The X-ERT Excel Template was developed along with the X-ERT Form within T-REX to help providers
9 review their RER data pre-submission. Here's how you use it:

1 = 1, Start by imparting your RSF cliznt-level data into T-REX. ou can da this through one of

12 the below strategies depending on how vou create the client-level data SML file:
a. |Fyouuse an RSR-Ready System to create the client-level data <ML file,
13 generate that file and uploaditinta T-REX. The X-ERT user manual has detailed
b. IFyou use T-FEX to create the XML file, import datainto T-REX (ie., populate T-
14 RE®'s tables] through vour naormal process. Youdo not need to generate the XML

2. Ontheleft-hand taal bar of T-REX, click anFarms. Select the T-REX Farm ta generate
an Encel spreadsheet that presents your BSE datain a flatfile. Save the file to a secure
16 location on your computer. The X-ERT uzer manual has detailed instructions on creating the

3. Copy the entire Excel flat file and paste itinta the second tab of the X-ERT Excel
Template, titled Data (highlighted inyellow]. Make sure "Populated: Valid" appears inthe

SU mma r‘y 15 fallowing box. IF nat, your columns are nat properly aligred.
20 4. The fallawing tabs inthe X-ERT Excel tamplats (titled Dema Counts, Service Counts,
Of d ata Clinizal Counts, VYalidation Checks, Mizsing Validations, and Completeness] will be
automatically populated. Thesze tabs contain formulas sourced to the Data tab to create a
u p | Oa d 21 series of tables and graphs that summarize your data.
H H 23 5. Review the tables and graphs to identify any data quality issues. Hald your cursar over a
Instructions 24 cellfor a definition of the variable.

B. Use the sart function in your seizna’Semafdar il taidentify the clients with data guality
izsues. Do not sort the Data tab; given the number and complexity of the

26 formulas sourced to this tab, sorting could be VERY slow_
25 problems.
30 . Fix problems before the next submission deadline.

—
32 Use the X-ERT Form in T-REX and this Excel Template every three
33 months to continuously improve your RSR data quality.
Sd Technical Assistance Contact Data. TA@caiglobal.org

o Notas
a7 - Lrerrominad o age Sraads sl pow oo Sl gan e et 3o tale il fadiar and'graehis.

Limitations - P Bl st b rachised by the K-ERT Form in T-FEX does motisbade alf the dsta slements i
S cfani=facalolata KW Sa Fondeconsads dha Ser and fasr datas and vk for SO cocnt and
of X-ERT ciralinad far opponad bl dlater snd watas] and e numhar of owloatienn amblaho o a0 b

4 4 » M| Instructions /~ Data

Ready | |

Demao Counts

¢ Service Counts &0 o [y=-Lo. o RN

= | A Tool to Help You Review Your Ryan White Services Report (RSR)
Data throughout the Reporting Period

IEEROES

W el H;
Tells you if data from
the flat file has been
added correctly to
the X-ERT Template
Il | » |I|v 27




In this section, we walk you through the process of putting your data into the X-ERT Data Analysis
Template so that the reporting tabs can produce the reports you are after.

Save a clean copy!
1. Ina separate window, open the file [fyou plan on using the X-ER
X-ERT_Excel_Template included in the download Data Analysis Template multiple
packet. Read the instructions/background and times, we recommend that you save a
then go to the Data tab by clicking on the yellow blank copy and duplicate this master
box at the top of the page titled “Data” or by copy for each new set of data
clicking the yellow tab at the bottom of the page (removing and adding data from the
: u ” .
titled “Data”. same template could be time-
consuming).
A B € b E F 6 H 1 ) K L N N o ra R 5 T u
1 obo 2 » 2o
: IIIIIIIIIIIIIIIIEIEHI [ s
—'-I ‘_sr'”' Calibn Sl e A A oy @ i Tent Genersl
Faste ; Ic::“ oitee B L U - - A- EEW EE Huegesceme- §$-% 0 B
¢ Clipbaard . Fort s
. yan White Services Report (RSR) G [ = :
. A 8 i o E
eriod |1 Paste Here
2
g The X-ERT Excel Template was developed along with the X-ERT Form within T-REX Lu help providers 2
g review their RSR dals pre-submission. Here's how you use iL: ‘:
1 1. Starl by importing your RSR dlient-level data into T-REX. You can do Lhis through one of the Download T-REX L
1 helow strategies depending on how you create the dient-level data XML file: and manual ;
a. It you use an ASR-Ready System to create the client-level data XML tile, generate that 9
13 file and upload itinto I REX, The % ERT user manual has detailed instructions, L
. If you use 1-REX to create the XML file, import data into 1 KEX (1.c., populate | HEXS E
“ tables) through your normal process, You do not need to generate the XML file. 1
2. On the left-hand toal bar of T-RFX, click an Forms. Select the T-RFY Farm to generate an Facel L
spreadsheet that presents your RSR data in a tat file, Save the file to a secure location on your z
}? computer, The X EKT user manual has detailed instructions on creating the flat file, 17
3. Capy the entire Excel flat file and paste it into the second tab of the X-ERT Excel Template, 18
titled Data (highlighted in yellow). Make sure "Populated: Vialid" appears in the tollowing box. It ;3
13 not, your columns are net praperly aligned. n
0 4. The following tabs in the X-FRT Fxcel template (titled Dema Counts, Service Counts, Clinical =
Counts, Validation Checks, Missing Validations, and Compl will be ::
populated. These tabs contain formulas sourced to the Data tab to create a series of tables and 25
n praphs that summarnize your data, 26
zz 277
n 5. Review the tables and graphs to identify any data quality issues. Hold your cursor over a cell n
4 » | Instructions . Data. / Demo Counts 0 2
31
32
3
34
ES
36
a7
EL
W4 M| Estructons | Data <Deme Counts TR £ Dede  Conpletencis g
Ready |

2. Now return to the Excel flat file you just generated from T-REX. Select all cells by right-
clicking on the box in the upper left-hand corner. Select “Copy” (do NOT use the “Cut”
option).
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3. Return to the X-ERT Data Analysis Template, which should now be open to the Data tab. Right-

click on the upper, left-hand cell (A1) and paste contents.
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4. The data should now be pasted into the X-ERT template and should look identical to the
flat file it was copied from. Once again, if you upload a pre-existing XML file to T-REX, the

first and last name will be empty in the flat file because the XML file does not contain these

data.
Home Insert Page Layout Formulas Data Review View Acrobat
R62CS - 5 | Removed due to violation of rules
1 2 3 4 5 6 7 8 9
1 TREXID | First Name | Last Name | Birth Year eucl URN |rst_service_Dathrollment_stat| Death|
r
Referred or
1 1967 37CB1CE79453B4A792797BCAC38917F119DESB30U 4/9/2010 became self-
sufficient
2
Y
z 10 1974 15096C6F9AS2A9EID2ETEEF26C9CBEI0ECA4TSASU 4/6/2009 Relocation
r
Active,
98 1959 ESF52217CA3EFF241C25E395057C540611F5501CU 5/12/2006 -
4 continuing
M Removed due
99 1996 816E7E2BDCF717FB37E2A432EE1DA21AB19D55BAL 3/21/2008 to violation of
5 rules
r
Referred or
100 1968 7830F31CACCE2EDOG0BBAECI6D1B46BE24B05831U 9/21/2009 became self-
sufficient
6
r
Active,
101 1995 27B683E9525AEFEQLOF3T3937067FE0FG233A623U 8/7/2010 L
7 continuing
v
5 102 1992 1EE6ABBAASEIAZS6380D6E0EIZD169B4TAS4TDS1U 8/24/2006 Unknown
v
Active,
103 1956 EB2502DB4B2726F666860FELI6ANC2T4D65DD4561L 9/26/2005 L
continuing
9

5. If the pasting was done correctly, the box in the middle of the right-hand side of the

instruction tab will go from red to green and will display “Populated:Valid” in place of

“Unpopulated”.
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No data loaded into X-ERT. Box is red.

Data correctly loaded into X-ERT. Box is green

6. Asanimportant side note, do NOT sort the Data tab. All the formulas in the X-ERT
Template refer to the Data tab, so sorting will be extremely slow or will cause Excel to
crash. Return to the original Excel flat file to filter or sort the data.
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3.4 X-ERT Excel Template Tabs

After about a minute (depending on the size of your file), all the tabs in the X-ERT Data Analysis
Template should be populated. You can navigate between different tabs using the options at the
bottom of the window. The last six tabs in the X-ERT file represent the X-ERT reports, which mirror
the confirmation, completeness, and validation reports that HAB generates when you submit your
data. In this section, we’ll review the features of each tab.

Demographic Counts Tab

The Demographic Counts tab, or Demo Counts for short, (green tab) contains the same information
as the Confirmation Report, which you receive immediately upon submitting your data to HAB. The
tab presents the frequency and share of responses for each demographic client-level data element.
For each data element, the denominator in the percent calculation is the total number of clients
with any value. Note that the calculations do not exclude clients for which the data element was
not required. In addition, the tables do not indicate the percent of clients for which data were
missing entirely (i.e. nothing was reported). In some instances, the information captured in the
Demo Counts tab is more detailed than the information captured in the Confirmation Report, but
you will always be able to calculate what you would see in the Confirmation Report by adding up
the appropriate categories. Scroll down the page to see all demographic data elements.

A B = D E F
e —
2
This tab presents the frequency and share of responses for each demographic client-level data
3 element. For each data element, the denominator in the percent calculation is the total number
. . of clients with any value. Mote that the calculations do not exclude clients for which the data .
ThIS table IS more element was not required. In addition, the tables do not indicate the percent of clients for which ThIS column
detailed than the g data were missing entirely (i.e., nothing was reported). represents
i i 6 | Total Number of eUCls: 3106
Confirmation i the share of
H of First Visit . .
Report, but adding Date of Frst VIS (t) i x clients with a
Before 2000 497 16
up categories will 2000 to 2004 826 27 particular
. 1 2005 188 5 .
give you the same 12 SB06 330 2 / trait. The
information. B 25 z denominator
14 2008 307 10
15 |2009 376 12 is the total
16 2010 207 7
17| |2011 163 5 number of
18 2012 47 2 . .
19 Total Number of Clients with a First Visit Date 3106 100% Cllents Wlth
20
This column 21 Enrollment Status (#2) # % any value.
22| |Active 3080 99
represents the 23 Referred or discharged 2 o
24 Removed o] 0
number of : o o
. B 26 Relocated o] o
Cllents Wlth a 27 Deceased 17 1
particular trait. 28 |Unknown 1 o
29 Total Number of Clients with an E t Status 3106 100%
30
31 Date of Death [#3) # %
Numb
HAr Intructions PEERI LR Service Counts (s il Lol =3¢ Validation Checks &M

Navigate to other tabs by clicking on these options
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Service Counts Tab

The Service Counts tab (purple tab) presents the number of clients that received a given service

and the total number of services in a given quarter. It also contains a table and graph that indicate

whether a client had more than one outpatient/ambulatory care visit and if so, the quarter during

which the second visit occurred.

A

B

c | o

RSR Counts For Services

This tab presents the number of clients that received a given service and the total number of services in a

given quarter.

Total Number of eUCls:

3093

Number of Clients that Received Each Core Service and Total Number of Core Visits

. Qi Q2 Q3 Q4
Core Services

i Clients # Visits # Clients # Visits # Clients # Visits # Clients # Visits
Outpatient/ambulatory Medical Care 2410 5608 2357 5461 2376| 5445 2003| 3965
Oral Health Care 0 0 0 0 0 0 0 0
Early Intervention Services 1] 1] 0 0 0 0 0 1]
Home Health Care 0 0 0 0 0 0 0 0
Home and Community-Based Services 0 0 0 0 0 0 0 0
Hospice Services 0 0 ] 0 0 0 0 0
Mental Health Services 390 971 438| 1114 485 1316 490| 1332
Medical Nutrition Therapy 337 365 335 369 310 341 315 345
Medical Case Management 1098 3255 1025| 3535 1035 3494 1018| 3005
Substance Abuse 162 354 171 345 197 413 131 231
Local AIDS Pharmaceutical Assistance 0 0 0 0
Health Insurance Program 0 0 0 0

Number of Clients that Received Each Support Service
Support Services

Timing of Second Outpatient Ambulatory Medical Care (OAMC) Visit

Visit Timing # %
Exactly one visit in the year 241 8%
At least two visits in the year 2810 92%
Second visit in:
Quarter 1 1544 51%
Cumulative as of Quarter 2 2361 77%
Cumulative as of Quarter 3 2670 88%
Cumulative as of Quarter 4 2810 92%
Number with one or more OAMC
visits in the year 3051| 100%
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Clinical Counts Tab

The Clinical Counts tab (light blue tab) presents the frequency and share of responses for each
clinical client-level data element (similar to the Confirmation Report). As in the Demographic
Counts tab, the denominators in the percent calculations are the total number of clients with a
reported value. In addition, calculations include clients for which the data element was not

required. Scroll down the page to see all the breakdowns.

A B C D E F

2 | RSR Counts For Clinical Data

This tab presents the frequency and share of responses for each clinical client-level data element.
3 For each data element, the denominator in the percent calculation is the total number of clients

with any value. Note that the calculations do not exclude clients for which a data element was not

required. In addition, the tables do not indicate the percent of clients for which data were missing

4 entirely (i.e. nothing was reported).
5
6 = Total Number of eUCIs: 3093 This column
Thistableis | ek o sy e[| & || % o
. the share of
more detailed 9 Vas o 0% :
than the 10 |No 351 11% clients
Confirmation | 11 |Unknown 2742) 89% exhibiting a
Report, but 12 | |Total Number of Clients with a Risk Reduction Response 3093) 100% particular
' 2 trait. Th
adding up 14 rait. The
these 1 Before 2000 0 0% der.10m|nat
categories Between 2000 and the end of 2004 ol 0% oris the
will giveyou |1 2005 1739| 57% total
the same 1 2006 287 9% number of
information. 19 |2007 255 8%| L clients with
20 | 2008 321 11% any value.
21 | |2009 43| 15%
This column | 22 | |2010 ol 0%
represents 23 | 2011 of 0%
the 24 Total Number of Clients with a First OAC Visit 3051 100%
f 25
FeqUEnty, 01| oe [ Frequency of Number of OACVisits withaDate (#8) || & || % |
counts, of 27 | |clients with 1 visit date 241 2%
clients 28 | |Clients with 2 visit dates 231 8%
. 29 Clients with 3 visit dates 297 10%
exhibiting a - - —
. 30 Clients with maore than 3 visit dates 2282 75%
particular 31 | [Total Number of Clients with an OAC Visit Date 3051 100%
trait. 32
22 [ Frequencyof CDACount RangeatlastTest(#29) |[ # [| % |
34 Clients with CD4 count less than 200 547 21%
35 Clients with CD4 count between 200 and 349 557 22%
36 Clients with CD4 count between 350 and 499 55 710

a7 Pl PR WI TH .Y W ISP W Gagey s B .Y,

M 4 » M| Instructions . Data . Demo Counts Clinical Counts  #EEGEREINOI a0
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Validation Checks Tab

The Validation Checks tab (red tab) analyzes your data client by client to determine whether clients
pass HAB’s data validation checks. Each row is a client and each column represents a different HAB
validation check. If the client passes the validation check, “pass” will be indicated in the

”n u

appropriate cell. If the client fails the check, the cell will indicate “alert,” “error”, or “warning”.

Alerts will be highlighted yellow, errors will be highlighted red, and warnings will be highlighted

“w u

orange. If a HAB validation check does not apply to the client, a “-“ will be shown. If a client is
missing data required to do a validation check, the cell will indicate which data element is missing.
To check for missing data for required clients, please view the Missing Validations tab. The
Validation Checks tab does not include all of the requirement conditions, so it is not a good source

to check your missing data.

Scroll to the right to view more validation checks; scroll down to view more clients. Sort by
validation check to find which clients had an error, warning, or alert for a required data element.
To match a client in the X-ERT Data Analysis Template to a client in your source data, use the eUCI.

| A B \ C D E F G H 1 ] |

1

2 Validation Checks

This tab indicatgs whether a given client passes or fails a validation check. If a validation check is not applicable to a client, the cell is populated with a hyphen (-).
"warning," or "grror." If the client is missing a data element required to conduct the check, "missing data" will appear in the cell. However, to reduce the size of t

missing data. Please see the Missing Validations tab for the most accurate information on missing data.

First Service Date is on or before... Birth Year is on or before...
AIDS 5
. . Viral Load
Diagnosis | CD4 Test Date
Test Date
Year
Sorting will allow -
1 pass pass pass pass pass pass alert
you to identify all 2 pass - - pass pass -
h | h 3 missing first pass pass P
the clients who 4 pass pass pas - pass ¢ Validations can show an
5 pass pass pass 2] A
have an error, . pass pass pass i pass pass ¢ error, warning, or alert for
warning, or alert ! pass pass pass ] pass pass ® data elements that fail the
. 8 pass pass pass - pass pass p
for a certain data 5 pass pass pass - pass pass p validation check.
10 - -
element for a pass pass : p_ass_ pass p
missing first
SpeCiﬁC validation missing first ambulatory
11 - ambulatory care date pass care date pass pass
check. 12 - pass pass pass pass pass
10 13 - pass pass pass pass pass
19 14 - pass pass pass pass pass
20 15§ - pass pass pass pass pass
21 16 - pass pass pass pass pass pass
22 17 - pass pass pass - pass
“irst If you have missing data
4 4 » v Instructions - pata 1 When a validation check falidation Checks AN EREL ..
Ready elements, see the Missing

does not apply to a client, Validations tab for the

the cell will be populated most accurate information

with a hyphen (-). For on missing data.

example, a death date for a

client who is not dead.
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Missing Validations Tab

The Missing Validations tab (orange tab) analyzes your data client by client to determine which

clients have missing or “unknown” data. Each row is a client and each column represents an RSR

data element. If the client has missing or “unknown” data, the cell will be highlighted yellow

(alert), orange (warning), or red (error). Sort by “Missing” or “Unknown” to identify clients with

data completeness issues.

A
1

> |Validation (
This tab indicates whetl

(-). Avyellow cells indic{
3 |missing data will result

#14: Risk
Factor
4 o
5 1{Known
6 2|Known
7 3|Known
8 4/Known
EI 5|Known
10 6|Known
11 7|Known
12 8|Known
13 9|Known
14 10|Known
15 11| Known
16 12| Known
17 13| Known
18 14| Known
19 15| Known
20 16|Known
21 17|Known
22 18| Known
] 23 19|Known
24 20|Known
25 21|Known
© 26 B 22| Known

r
M 4 » W[ Instructions  Data Senvice Co « _Validation Checks J

#47: First HIV
. #46: Risk Outpatient/A #48: .
#15: Medical #16-45: . #49: CD4 Test |#50: Viral Load
, Reduction mbulatory | Ambulatory
Insurance Services . o o Results Test Results
Screening Care Visit Visit Dates
-] -] B s K -] [~

Known Known Known Known Known Known Known Unknov
Known 'Known Known nown Known Known Unknov

r
Known Known Unknown Missin Knoy . . P

P = F’“‘“\”_ Clients with missing data
Known Known Unknown NoOwn nown

r . . .
Known Known Known Known IKnown _IKnO\ W||| be h|gh||ghted yellow.
Known 'Known Known Known Known Knoy
Known 'known Unknown - Known Known Unknov
Known 'Known Unknown Known Known . . .
Known 'Known Known Known Known Knoy Cllents Wlth known data

r

H H “" ”

Known 'Known Known Known Known Knoy WI” dISplay KnOWn.
Known Known Unknown Missing Known Knoy
Known 'Known Unknown Known Known Known Missing Unknov
Known 'Known Unknown Known Known Known Known Unknov
Known 'Known nown Known Known Known Unknov
Known "known Unknown Known Known Known Unknov
Known 'Known Known Known e, Wim s Wim e b

r
Known Known Unknown Known Known i i

L Clients with unknown data
Known Known Unknown Missing Known . . A .
Known "known Unknown Known Known will be hlghllghted I|ght

r
Known Known Unknown Missin Known

y = yellow.
Known Known Unknown Known Known
Known 'Known Unknown Known Known
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Completeness Tab

The Completeness tab (dark blue tab) mimics the Completeness Report produced by HAB after
you’ve submitted all your data. Each row indicates a different RSR data item. Each column
indicates the count or share of clients with either a known, unknown, or missing value. For
measure definitions, see your Completeness Report, downloadable from the EHB or the RSR

System.
Sort by percentages to identify the

most problematic data elements.

\
A
1
2
This tap indicates the Known Rate, Unknown Rate, and Missing Rate for RSR client-level data elements. See your Completeness
3 Repori, downloadable from the EHB or the RSR System, for measure definitions.
Required Clients . Clients with . .
Clinical Data Item for this Data Clients with Known "Unknown" Value Clients writh No Value
Value Reported Reported
5 Element Reported
6 +t B *x B :H x B +«H
7 1|Date of Client's First Service Visit 38 38 100% - - 0
- I 2|Vital/Enrollment Status a8 62 70% 13 15% 1] 0%
When a 3|Date of Death 1 1 - - 0 0%
. . 4|Year of Birth R 1 100% - - 0 0%
validation 5|Ethnicity e — 981 675 69% 305 31% 1 0%
check does not 6|Race — 981 807 82% 174 18% 0 0%
apply to a __eerer 981 736 75% 245 25% 0 0%
8|Transgender Subcategory 253 253 100% 0 0% 0 0%
client, the cell 9]Income 88 68 1% 20 23% 0 0%
will be 10|Housing Status 180 143 79% 37 21% 0 0%
X 11|Geographic Unit Code 38 34 95% - - 4 5%
populated with 12[HIV/AIDS Status 88 7 83% 15 17% 0 0%
a hyphen (_) 13|AIDS Diagnosis Year 15 15 100% - - 0 0%
14|Risk Factor 82 76 36% 33 38% 0 0%
15|Health Insurance 833 718 81% 344 39% 0 0%
22 16-45 |Core Medical and Support Services Delivered 981 981 100% - - 0 0%
23 46 |HIV-risk Reduction Screening 4 3 75% 1 25% 0 0%
24 47| First Ambulatory Care Date 4 ! 100% - - 0 0%
25 48 |Ambulatory Visit Dates 4 3 75% - - 1 25%
26 43|CD4 Test 4 3 75% - - 1 25%
27 50|Viral Load Test 4 4 100% - - 1] 0%
28 51|Prescribed PCP Prophylaxis 4 3 75% 1 25% 0 0%
29 52|Prescribed HAART 4 4 100% 0 0% 0 0%
30 53 |Screened for TB 4 3 75% 1 25% 0 0%
31 54|Screened for TB since HIV Diagnosis 3 2 67% 1 33% 0 0%
32 55|Screened for Syphilis 4 2 50% 2 50% 0 0%
33 56|5creened for Hep B 4 2 50% 2 50% 0 0%
34 57|Screened for Hepatitis B since HIV Diagnosis 2 0 0% 2 100% 0 0%
35 58 |Hepatitis B Vaccine 4 3 75% 1 25% 0 0%
36 59|Screened forHep C 4 3 75% 1 25% 0 0%
37 60|Screened for Hepatitis C since HIV Diagnosis 3 3 100% 0 0% 0 0%
38 61|Screened for Substance Abuse 4 4 100% 0 0% 0 0%
39 62|Screened for Mental Health 4 3 75% 1 25% 0 0%
i< v “Instructions . Data Do Counts” AN T ACEI Counts A I Completeness T ; el
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Thank you for using T-REX and X-ERT to ensure the high quality of your RSR data. It is essential that
your RSR data reflect the good work that you do. If you have any questions or recommendations

about T-REX, X-ERT or this user manual, please do not hesitate to contact the DART Team:
Data.TA@CAlglobal.org.
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Completeness Report: A report produced by the RSR Web System within days of the XML file
upload that summarizes client-level data completeness (the percent of required client with known,
“unknown”, and missing data).

Confirmation Report: A report produced by the RSR Web System minutes after the XML file
upload that summarizes client-level data including the number of unique clients and breakdowns
of response options.

Data Validation Report: A report produced by the RSR Web System minutes after the XML file
upload that summarizes inconsistencies in client-level data. The report consists of errors (issues
that will prevent submission), warnings (issues that require you to input a comment), and alerts
(flags).

eUCI: encrypted Unique Client Identifier; a client identifier composed of name, gender, and
birthdate. All providers should use the same eUCI algorithm so the same client will receive the
same eUCI across multiple provider sites. T-REX has the eUCI algorithm built in.

Flat File: A file in a table structure with rows representing clients and columns representing data
elements.

Microsoft Access: A database management system from Microsoft that combines the relational
Microsoft Jet Database Engine with a graphical user interface and software-development tools:
http://en.wikipedia.org/wiki/Microsoft Access.

RSR: Ryan White Services Report; HRSA HIV/AIDS Bureau's client-level data reporting system. All
funded grantees and providers must submit an RSR data report each year, via the online system.

T-REX: A tool composed of different programs to help you convert your client-level data into the
RSR-compliant XML format and assess the quality of your RSR client-level data

X-ERT Form: a form within T-REX that allows you to create an Excel flat file with your client-level
data.

X-ERT Excel Template: an Excel spreadsheet pre-loaded with formulas to help you assess the
validity and completeness of your data.

XML: extensible markup language; XML is a simple and widely adopted method of formatting data
that can be exchanged across different computer platforms, languages, and applications.

Zip File: Zipis a file format used for data compression and archiving. A zip file contains one or
more files that have been compressed, to reduce file size, or stored as is:
http://en.wikipedia.org/wiki/Zip (file format).
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