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Organizational	Reports	
User	Guide	
Updated:	11/6/2020	
	
The	purpose	of	this	guide	is	to	provide	instructions	on	how	to	use	the	following	CAIR2	
organization-level	reports:	

Ad	Hoc	Reports	
Assessment	Reports	
Benchmark	Reports	
Group	Patients	Report	

 
 

For additional support, the following resources are available: 
Local	CAIR	Representatives	(LCRs):	http://cairweb.org/lcrs/	
	

CAIR	Help	Desk:		
Phone:	800-578-7889	
Email:	CAIRHelpDesk@cdph.ca.gov		

	

CAIR	Website:	www.cairweb.org	
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I. Ad Hoc Reports 
The Ad Hoc reports function in CAIR2 allows the user to create one time use customized reports. Filters within the 
Ad Hoc reporting function help to narrow a search by date, vaccine group, ethnicity, and other factors. The Ad Hoc 
reporting function produces two types of reports; one type produces lists with information about selected patients, 
the other type produces counts, either of patients or of immunizations.  

 
Notes:  Patients whose information is added or changed on the day the report is run will appear in the results at 

most 30 minutes after the addition/change..  
 
 Ad Hoc reports run against all patients associated with your organization. To disassociate a patient from 

your organization you must change their status in the organization information section of the patient’s 
record.  

 
Ad Hoc List Reports  
To produce a list of information about selected patients:  

1. Click Ad Hoc List Report under the Reports section of the menu panel. 
 

2. Select the items that you would like to display on the report by double-clicking the desired items from the 
left column (for example, Patient Last Name) or by highlighting the item and clicking Add. This will copy the 
item to the right column and add it to your report. 

 

 
 

3. Select the single item by which you would like to have the report sorted and click the sort order (first-to-last 
or last-to-first). Note: Sorting the report will increase the time it takes to process it. 
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4. Under Item to filter on, select an item that you would like to add as a filter using the drop down list. For 
example, Birth Date Range could be an item used as a filter. 

 
5. Filters in CAIR2 are used to narrow information down so that it answers a user’s query. Under Comparison, 

select a word from the drop down list that best describes the type of comparison you wish to make; for 
example, Between. = 

 
6. Under Value to compare to, either choose a value from the drop down list in the left field and/or enter a date in 

the right field.  
 

7. Under And, select another value from the drop down list in the left field or enter the ending date in the right 
field, if applicable. 

 
8. Click the Add/Save Edit button. Repeat steps 4-8 for each item you wish to filter. 
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9. When finished adding filter items: 
a. Within the Selected Filters section, to change AND to OR, highlight ‘AND’ and click the ‘And/Or’ 

button. Alternatively, can also be switched to AND by following the same process. 
b. Group them together by highlighting two filter statements and clicking the Group button. This groups 

the filters together in the report.  
c. Highlight a grouped statement and click the Ungroup button to ungroup it. This removes the filters 

from being grouped together in the report. 
d. Highlight a statement and click the Remove button to remove it from the selected filters.  
e. Highlight a statement and click the Edit button to make changes to a statement. Make the necessary 

changes to the statement in the filtering section of the screen and click the Add/Save Edit button. 
 

10. Click the Generate button. The Ad Hoc Report Status page will display; see the Ad Hoc Report Status 
section of this chapter for more information. 

 
 
Ad Hoc Count Report 
To produce a count of selected patients or immunizations:  
 

1. Click Ad Hoc Count Report under the Reports section of the menu panel.  
 

2. Select whether Patients or Immunizations will be counted by clicking the appropriate radio button at the top 
of the screen. 

 

 
 

3. Select the factors you would like to use to group the counts on the report by double-clicking on the desired 
item from the left column (for example, Vaccine Group) or by highlighting the item and clicking the Add 
button. This will copy the item to the right column so that it can be used in your report. You can choose a 
maximum of three factors.  

 
4. Under Item to filter on select an item that you would like to add as a filter using the drop down list. For 

example, Birth Date Range could be an item used as a filter.  
 

5. Under Comparison, select a word from the drop down list that best describes the type of comparison you 
wish to make. For example, between is one comparison operator.  

 
6. Under Value to compare to, either choose a value from the drop down list in the left field or enter a 

beginning date in the right field.  
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7. Under and, select another value from the drop down list in the left field or enter the ending date in the right 
field, if applicable.  

 
8. Click on Add/Save. Repeat Steps 4-8 for each item you wish to filter. 

 
9. When finished adding filter items, you may do the following: 

a. Group them together by highlighting two filter statements and click Group. 
b. Change AND to OR by highlighting ‘AND’ and clicking the And/Or button. OR can also be switched to 

AND by following the same process. 
c. Highlight a grouped statement and click on Ungroup to ungroup it. 
d. Highlight a statement and click on Remove to remove it from the selected filters. 
e. Highlight a statement and click on Edit to make changes to a statement. Make the necessary changes 

to the statement in the filtering section of the screen and click on Add/Save 
 

10. Click Generate. The Ad Hoc Report Status page will display; see the Ad Hoc Report Status section of this 
section for more information. 

 
Ad Hoc Report Status 

1. The Ad Hoc Report Status screen will display after you click Generate on the Ad Hoc Count or Ad Hoc List 
Report screens. You may also access the status screen by clicking on Ad Hoc Report Status under the 
Reports section of the menu panel. 

 

 
 

 
 

 
 

 
 

2. Click Refresh occasionally to check the status of the report. Once the report type converts to underlined 
report type in blue, click it. The report will display directly on this screen. 

 
3. Export the data as a text file, spreadsheet, or PDF by selecting the appropriate link. 

 
4. If you wish to print the report, click Print under the File menu within the application (text file, spreadsheet, 

or Adobe® Reader). In the print dialog box, adjust the print options as necessary, and then click either Print 
or OK, depending on the application. 

 
Note: Ad hoc reports are retained for 72 hours per organization. CAIR2  will retain one count report and one list 
report for that period. If a new report of the same type is generated, the new report will replace the existing report.  
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II. Assessment Reports	
The Assessment Report feature in CAIR2 provides an analysis of an organization’s immunization coverage rates. 
The following is a brief overview of the data that are returned on each table within the Assessment Report. 
Routinely reviewing patient records and assessing vaccination coverage rates are proven strategies to improve 
vaccination coverage in your organization. 

 
1. Click Assessment Report under the Reports section of the menu panel. 

 

 
 

2. Select the patient population to be assessed by clicking one of the following: 
 

3. All Patients Associated with <Organization Name>: Choose this option to view immunization data on all 
patients associated with your organization.  

 
4. Select the age, birth date range, or age range of the patients by choosing one of the following: 

a. Less than 72 months old: Choose this option to return all patients who are 72 months or younger. 
b. Birth date range: Choose this option to enter a range of birth dates. Enter the earliest birth date in the 

first field and the latest birth date in the second field. Alternatively, use the calendar icons beside each 
field to enter the dates. 

c. Age range: Choose this option to enter an age range. Enter the youngest age range in the first field; 
use the drop down list next to it to choose days, months, or years. In the Oldest Age field, enter an age 
and use the drop down list to choose days, months, or years. You cannot search for patients older than 
72 months. 

d. Select either the Standard Assessment or the Assess Patients with Sufficient Refusal history as 
Covered option for the report by choosing the appropriate radio button. Selecting the second option will 
return an assessment report that counts patients with sufficient refusal comments as being up-to-date. 

e. Select the assessment report evaluation date by entering the date in the field provided or by using the 
calendar icon to enter the date. No immunizations administered after the assessment criteria date will 
be included in the report. 
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5. Click Generate. 
 

6. The Assessment Report Status screen will display. Some reports will automatically generate and will 
appear in the Job Name – Evaluation Date and Age Range – Evaluation Date Sections. The number of 
reports that will automatically generate will vary based on the age range of patients assessed. 

 

 
 
7. Click  Refresh occasionally to check on the progress of the reports. When the reports are ready, the job 

name will appear underlined and in blue text and the status will display as Complete.  
 

8. Once reports are complete, you may view the reports that automatically generated, or you may run 
additional reports. To view generated reports. 

 
9. Click the underlined job name.  

 
10. The report listing patients by benchmark age will have a job name of: (Benchmark Patient Listing) 

<Organization Name> - <Benchmark Age>. 
 

11. The assessment report will be called: (Assessment Report)<Organization Name> - <Date>.   
 

12. A report listing all patients who have missed a vaccination opportunity will have a job name of: (Missed 
Opps Patients)<Organization Name>-<Date>. 

 
13. Click an underlined age range to view a listing of patients returned that fall within the specified range. This 

list will give the name, address, and telephone number for all patients meeting the record criteria. To view 
patients for all age ranges that meet the criteria, click the All Age Ranges link. 
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14. To generate additional reports you may do the following: 
a. Select an age from the drop down list provided and click on Generate (to the right of the age drop 

down list).  
b. Create an assessment report listing patients for an age-specific benchmark by selecting an age from 

the drop down list and clicking Generate. This report lists the patient’s name, address, telephone 
number, and the vaccinations that they did or did not complete or refused by the benchmark age. A 
patient will show on the report if they missed at least one age-specific benchmark. 

 
15. The report displays in Adobe Reader® if you clicked one of the report or age range links. To print one of the 

reports, click on the printer icon on the Adobe® toolbar. 
 

16. Click OK in the Print Dialog box. 
 

17. To return to the Assessment Report Status screen, click the Check Assessment link in the menu bar. 
 
Note: Patients with Refusals.  If the option to Assess Patients with Sufficient Refusal History as Covered is selected 
when the assessment report is run, patients who fall short of needed, valid doses but have sufficient refusals to 
meet the benchmark are included within the count as if they received the needed doses. 
 
 

III. Benchmark Reports 
Benchmark reports allow CAIR2 users to retrieve a list and count of patients who have met an immunization 
benchmark or predefined series of benchmarks. The resulting report may be viewed in CAIR2 , exported as a text 
file, exported as a spreadsheet, or exported as a PDF file. 
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To generate a Benchmark report: 
1. Click Benchmark Report under the Reports section of the menu panel. 

 
2. Select the patient population to be assessed by clicking on one of the following: 

a. Patients Associated with Selected Site:  immunization data on all patients associated with the site 
selected from the drop down list at the right.  

b. All Patients Associated with <Organization Name>: immunization data on all patients associated 
with your organization. 

 
3. Click one of the following to specify the patients to return on the report: 

a. Patients who did NOT meet the benchmark:  a list of patients who did not meet the benchmark(s) 
defined in the table. 

b. Patients who DID meet the benchmark: a list of patients who met the benchmark(s) defined in the 
table. 

c. All patients, regardless of whether they met the benchmark or not: a list of all patients meeting the 
criteria defined in the table. 

 
4. Select the age, birth date range, or age range of the patients by choosing one of the following. You may 

only enter up to age six years.   
a. Less than or equal to 72 months old: all patients who are 72 months old or younger. 
b. Birth date range: a range of birth dates. Enter the earliest birth date in the first field and the latest 

birth date in the second field that you wish included on the report or use the calendar icons beside 
each field to enter the dates.   

c. Age range: an age range. In the Youngest Age field, use the drop down list next to it to choose 
days, months, or years. In the Oldest Age field, enter an age and use the drop down list to choose 
days, months, or years.  

 
5. Select either the Standard Assessment or the Assess Patients with Sufficient Refusal History as Covered 

option for the report by choosing the appropriate radio button. Selecting the second option will return a 
benchmark report that counts patients with sufficient refusal comments as being up-to-date. 

 
 
Note: Refusals of Vaccine. In order for patient refusals of vaccine to be calculated correctly on assessment and 
benchmark reports, an appropriate Start Date must be entered for refusal comments on the Patient Comments tab. 
Refer to the Managing Patients Chapter 8 of this manual for more information. 
 

6. Select the report evaluation date by entering the date in the field provided or by using the calendar icon to 
enter the date. No immunizations administered after the evaluation date will be included in the report. 

 
7. Select the benchmark(s) to be used on the report: 

 
8. To select one or more single vaccine benchmarks within a single row, click on the box where the vaccine 

and the number of months intersect. For example, clicking on the box with 4 in it where DTaP and @ 19 
months intersect will result in a report with this benchmark included. 

 
9. To select all benchmarks in a row, you may click on the first box in the row that indicates @ X months. 

 
10. To select benchmarks in a predefined series, select one of the 431, 43133, or 431331 combinations at the 

bottom of the table. 
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11. Click the Generate button. 

 
12. The Benchmark Report Status screen will display.  

 
13. Click on Refresh occasionally to check on the progress of the report.  

 
14. When the report is ready, click on the blue Benchmark hyperlink. Once this link is clicked, CAIR2   will 

display the Benchmark report at the bottom of the Benchmark Report Status screen. In addition, you may 
do one of the following: 

 
15. Click the Export as Text link to display the report in text file format. 

 
16. Click the Export as a Spreadsheet link to display the report in a spreadsheet format. 

 
17. Click the Display as a PDF link to display the report in Adobe® Reader. 

 

 
 
The Benchmark Report shows a list of all patients who met the filter criteria specified when you set up the 
report. The report gives you a count and percent of how many patients met the specified criteria. It lists 
patients by first and last name, date of birth, phone number, and address. The Y or N in the columns after 
each patient’s demographic information indicates whether the patient met the criteria for that vaccine and 
benchmark age. 
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IV. Group Patients Report 
The purpose of Group patients is to run the Immunization History Report for a group of selected patients. To run 
one of these reports, complete the following steps: 

 
1. Click Group Patients under the Reports section of the menu panel. 

 

 
 

2. To run a report for patients in a specific birth date range, click on the check box on the first line. Enter a 
from birth date and to birth date in MM/DD/YYYY format. 

 
3. To run a report for patients who have immunizations administered by one of your sites, click on the check 

box on the second line. Choose a site from the drop down list. By selecting this option, you will limit this 
report to immunizations administered at your site. 

 
4. To run a report for patients who have an immunization in a specific date range, click on the check box on 

the third line. Enter a from and to date in MM/DD/YYYY format. 
 
Note:  You may combine any of the criteria in the above steps. The system only selects patients who fulfill 
all the criteria you specify. 

 
5. You may choose a sort order. Your two options are either by Last Name then Age or by Age, then Last 

Name. 
 

6. If you wish to start over, click the Reset button. The system erases all the criteria you entered and starts 
with a fresh page. You may proceed to enter your criteria again.  

 
7. When criteria are completed, click the Generate button. Click the Refresh button periodically (use same 

language used in assessment reports section) The system starts to generate the report and takes you to 
the Group Patient Reports Request Status screen. 

 
8. After the report finishes generating, the top line on the Group Patient Reports Request Status screen 

becomes a hyperlink. Click the hyperlink. 
 

 
 

9. The system displays the report output in PDF. 
 


