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How To: 
Create the 2010 RDR (and Extract) 

 
 

(Using AIRS V8.6) 
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INTRODUCTION 

 
This document will provide step-by-step instruction to successfully complete a Ryan White Program 
Data Report (RDR) from the AIRS software.  
 
The 2010 RDR must be provided to the AIDS Institute in January 2011 (Exact due date is 
forthcoming).  To create the Extract and Report, you must be on AIRS Database Version 8.6.  You 
can check your AIRS version by going to the “System” menu and selecting “About AIRS”. 
 
To complete the report, information must be entered in the Agency Information screen, the 
RDR/RSR Information Form, and the RDR/RSR Service Information Form for the current 
Reporting Year (2009).  The screens are located under the AGENCY Module.  Once complete, the 
RDR Report and Extract can be created from the EXTRACTS top-level menu. 
 

 
SUMMARY OF STEPS 

 
Here is a quick summary of the 7 steps.  For detailed information on any of these, please see the 
remainder of the document.  
 

1. Agency Information:  Confirm/update the information, if necessary.  (See Page 3.) 
 
2. RDR/RSR Information Form:  Add the Report Period to 1/1/10 – 12/31/10 and enter all the 

applicable information.  Be sure to provide the “Annual Funding”.  (See Pages 4 – 7.) 
 
3. RDR/RSR Service Information Form:  Confirm/update the information (See Page 8.) 

 
4. Ryan White Data Report (RDR)/Extract:  Run for 1/1/10 – 12/31/10.  Select the Eligible for 

Part A, B, C or D Funding option.  (See Page 9.) 
 
5. Preview Report to confirm that all the questions have been entered.  (See Page 9.) 

 
6. Create the RDR Extract.  (See Pages 11 -12.) 

 
7. When you have the RDR and the RSR, forward both to the AIDS Institute. 
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1.  Agency Information 

 
Select the Agency Information option from the AGENCY module – AGENCY OPTIONS menu.  This 
information is predominately used to fill out page 1 of the RDR. 
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2.  RDR/RSR Information Form 

 
Select the RDR Information Form from the AGENCY module – RDR menu.  Enter the appropriate 
information into each applicable screen (tab).  The 4 tabs are covered below.  All information should 
only pertain to your Ryan White programs. 
 

• All Ryan White Funded agencies must complete the first 3 tabs.   
 
• You must: 

 
o ADD a new entry for the current reporting period (1/1/10 - 12/31/10) and enter the 

Information.  Be sure to enter the funding amounts.  
 
• The “Part C Only” tab is to be completed only by Part C (Title III) agencies.    
 

 
The ‘RDR-1’ Tab 

 

The “RDR-1” tab contains information about your Ryan White Program staffing and who is 
responsible for completing the RDR/RSR.   
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The ‘RDR-2’ Tab 

 
The “RDR-2” tab contains information about the support you provided to the Grantee (the AIDS 
Institute or PHS) under your Ryan White contracts.  If you are providing services directly to 
clients in your contract, the answers to all these questions should be “No”.  Remember to enter 
the ‘Populations Targeted’ by your Ryan White programs.   
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The ‘RDR-3’ Tab 

 
The “RDR-3” tab asks for information about your Ryan White funding and Oral Health 
Expenditures.  Enter all that apply. 
 

 
. 
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The ‘Part C Only’ Tab 

 
Contains questions on Part C Costs and Revenue and is accessible only when Part C Funding 
is entered in the RDR-2 tab.   Therefore, it should not be entered unless you received Part C 
funding during the reporting year. 
 

 
 
 

The ‘Services Provided – Q33’ Tab 
 

Optional.  You are not required to do anything here.  This previews how your data will be 
reported in the RDR Service Categories when the RDR is run.  The information is generated 
automatically based upon eligible services entered in AIRS.   The scope of your report will be 
‘Eligible for Part A, B, C, or D Funding”.  Click on [View Services Provided]. 
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3.  RDR/RSR Service Information Form 

 
Select the RDR Service Information Form from the AGENCY module – RDR menu.  The 
information should only pertain to your Ryan White programs.  NOTE:  There is no Date Range.   
 

The ‘RDR Service 1’ Tab 
 

Answer (or confirm) that the information entered is accurate. 
 

  
 
 

The ‘Part C Only’ Tab 
 

This should only be filled out if you received Part C funding for the reporting year.    
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4.  Running the RDR Report & Extract 

 
The RDR is run from the EXTRACTS top level menu of AIRS (not from the Reporting Module). 
 

1. Click on EXTRACTS and keep selecting ‘Extracts’ until you see Ryan White Data Report 
(RDR)/Extract.   

 

 
2. Click the NEW button at the top of the form to run the Report and Extract. 

 

 
 
3. START and END DATES:  Select 1/1/10 - 12/31/10. 
 
4. REPORTING SCOPE:  Select the Eligible for Part A, B, C or D Funding option.   

 

 
 

5. Click on the PREVIEW REPORT button to View or Print the report. You can also create a PDF 
of the report. 

 
o Confirm that all applicable sections have been completely entered before moving 

to Step 6.  At a minimum, this includes Section 1, Section 2, Section 3, Questions 34a, 
35, and 41a (in Section 4), and Question 54 (in Section 5).   

 
 If there is missing information, exit and enter the information before re-running 

the RDR Extract.  
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o To Print:  Click on the Printer icon.  

   

 
 
 

o To Create a PDF:  Click on the “Print Options” on the AIRS Toolbar menu and select 
“PDF” from the menu options.  A File Dialogue box will display.  Select a destination 
folder and name for the PDF document. It is suggested that the document be put in the 
EXTRACTS or REPORTS subfolder of the AIRS.  The RDR Extract will be copied (by 
default) into the EXTRACTS subfolder.   
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6. To exit the Preview, click the ‘door icon’ located in the Left Hand Pane of the preview screen.  

This brings you back to the “RDR & Extract” screen seen in Step 4.   
 

 
 
7. Create the RDR Extract:  Click the EXTRACT button to generate the Extract.  A window will 

display your progress. 
 

 
 

• When the extract has been created, a Message Box will appear showing your success. 
 

 
 

8. Click on [Ok] or the [X] to close out of this window.   
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9. Click on the [X] to close out of the “RDR & Extract” window.  You will see your newly created 

extract at the top of the list of Extracts. 
 

 
 

10. Click the Save To Disk button to save a copy to your hard drive.   
 
11. The Select Folder should be set to something like “C:\AIRS\Extracts” where C:\ is the drive 

where your AIRS system is located.  Note the Extract File Name. 
 

• NOTE:  You may select another location to save the extract to, if you desire. 
 

 
 

12. Click the SAVE button and your extract will be copied.  
 
13. You have now completed the generation of the RDR Report and Extract. 

 
14. Forward your RDR Extract to the AIDS Institute. 

 


