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Introduction

This document will provide general guidance in entering data into CAREWare for compliance
with the reporting requirements of the Oregon Health Authority’s HIV Community Services
Program and HRSA, the federal funding agency. Users are encouraged to consult this
document in conjunction with the CAREWare Modules and the Ryan White Part B Program
Policies, Services Definitions & Guidance document in order to optimize reporting compliance.

Oregon’s Ryan White Part B Program uses CAREWare in a centralized, ‘real-time’ configuration.
Case managers only need to have the “client tier” or user interface installed on their local
computer. By logging into the user interface, the client tier will connect to the “business tier”
which holds all the rules for who can access what data, where to store data once it is entered
into CAREWare and other key activities. The business tier stores the data in a database; both
the business tier and the database are stored on secure servers at the Oregon State Data
Center (SDC). The SDC maintains the servers and is responsible for database backup.

Data Entry Policy

Users are required to enter all demographic, service and clinical data fields within 30 days of
the date of service or receipt in the county-based service model and 72 hours in the regional
based service model.

New Installations

If a new user or a user with a new computer needs to set-up CAREWare, instructions for new

installations along with the ‘client tier’ installation file are available on the OHA website. To
delete an existing user, please submit a CAREWare user form.

Technical Assistance
For Technical Assistance with CAREWare in Oregon, please contact Annick Benson-Scott, HIV
Community Services Manager at 971-673-0144.

The HIV Community Services Program is committed to ensuring this document is as accurate
as possible. Please report any discrepancies or areas requiring additional guidance to DeAnna
Kreidler at deanna.p.kreidler@state.or.us.
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CAREWare Log-in and Passwords

The local Ryan White Part B Program Manager should complete a “CAREWare/CAREAssist
Add/Delete Add User” form for each new CAREWare user. Once OHA has received the
completed form, the user will be contacted directly and provided with a log-in and a temporary
password. New CAREWare users should always change their password immediately after
receiving the temporary password from OHA. Under most circumstances the log-in will be the
first initial and last name.

Here are a few important points about passwords:
- Passwords are case sensitive, require 8 characters and must contain a minimum
of 2 non-alpha characters (such as a number or symbol.)

- CAREWare will prompt users to reset their passwords every 30 days.
- The password error screen looks like this

RW CAREWare

Imvalid User Name or Password.

Details== |

- After three consecutive failed password entries, your account will be locked.

RW CAREWare

This account is locked. Please contact your system administrator.

Details ==

YOU MUST CONTACT HIV COMMUNITY SERVICES PROGRAM STAFF TO HAVE YOUR ACCOUNT
UNLOCKED. Please call 971-673-0144 and request that your CAREWare account be unlocked.
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The Log-In screen looks like the one below. Enter your user name in the “User Name” field.
The user name is not case sensitive. Then enter your password in the “Password” field. The
password is case sensitive so make sure to use UPPER or lower case letters as needed.

RW CAREWare Login

Cepartment of Health and Human Services

Health Resources and Services Administration

RW CAREWare

Version 5.0
Bild 554
User Mame: ]u:wheeler
Faszword: 1"-""-*
Login Cancel Options ==
20507274211
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The client tier must be directed to the correct server at the State Data Center (SDC.) If you
select the “Options” button on the login screen, two additional fields, “Server” and “Port” will
open (shown below). These fields should be set-up by the person who installs CAREWare on
the case manager’s computer and should not need to be changed unless the HIV Community
Services Program provides guidance to do so.

The check box at the bottom of the screen next to “Encrypt Communication Channel” should
remain checked.

RW CAREWare Login

Cepartment of Health and Human Services

rf*'-"_r_| 2o

Health Resources and Services Administration

RW CAREWare

Version 5.0
Build 554
User Mame: ]u:wheeler
Fas=zword: |
Server: 1459 121.098.131 | Port g24
20507274211
Server List | Login ‘ Cancel ‘ <=ptions

€ W Encrypt Communication Channel

— Fik

HIV Community Services
CAREWare Users Guide
July, 2016



Software Updates

All software updates are conducted by the business tier which is housed at the SDC. This
means that local agencies do not need to track or schedule any program updates. When the
software has been updated on the business tier, the local user will receive a prompt to install
the new files. This prompt (shown below) will occur the first time the user attempts to log-in
after the Business Tier has been updated.

AutoUpdaterSpashScreen

RW CAREWare Auto Updater

Some files on your computer need to be updated
so that you can use this RW CAREWare server.

Do you want to update these files now?

| fes I Mo

Click "Y'es" to run the updater (reguired to login to this server), click "MNo™
to cancel the update without logging on the R\ CAREWare server.

Select Yes and you will see a Progress screen (shown below) advising you that the files are being
synchronized.

& Please Wait - O] x|

Synchronizing Files Please Wait.

Progress:

Downloading Client.exe
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The next screen (shown below) will provide an overview of the files that are being updated.
Select Update Now in the bottom left corner of the screen.

RW CAREWare Auto-updater

RW CAREWare Auto Updater

The required files have been obtained from the server but have not
been put on your disk. You can review the news about the fixes and
features in this new update before choosing to replace your files.

MNews: Downloaded Files:

w313 a | |Client exe

Added the Integrase Inhibitors HAART class. CWADStartClient exe
Added the new ARV ‘lsentress (Raltegravir)' to the Interop ARVSPackage DLL
medication import file medicationsimport 313 2ml. jIVersionCheck DLL

— jMulti Tier DLL

w3ld jProgBusiness. DLL

Fixed a clinical client by client sharing bug. jProglDBFactony. DLL

— OuterCWClient Updater exe
w31l

Feeed a bug in the encourter diagnosis tab.
Fxed a bug in the form designer.

Foeed a bug in the scheduler.

Fed a bug in the ¥ML Import/Export for custom
diagnosis names.

- hd
Update Now Cancel Update |

Click "Update Mow™ to replace your old files with the downloaded files. Click "Cancel Update™ to
keep your old files and cancel the login to the requested CAREWare Server.

A

Once the update is complete and you receive the Success! Message (shown below), you will
need to log-in again to the new version.

CWUpdater x|

The update was successful. Click OK to login with the new version.
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Main Menu

Once you have successfully logged in, the main menu will appear (shown below.)

Main Menu

System Mezzages
I'.'Itplrrrnr.ﬂi of Health and Human Services
pad .
’T Beport E Owtgoing Referrals
q,-‘ér Ty @A i/ S
Health Resources and Services Administration .
Drug rventan Svetem
About CAREWSare

Appoirtments

[Hrders

Fefresh Messzges

Administrative Options

My Settings

Rapid Service Entry

Log Off

Bt This is the newest build, version 705

The main menu will allow you to select your next task.

The Add Client button opens a screen for you to add a new client.

The Find Client button opens a search screen to search for an existing client.

The Reports button opens a report menu screen for pre-built and custom reports.

The Administrative Options button will allow you to access the Performance Measures
worksheet and the Clinical Encounter Setup functionality.

The My Settings button opens options to allow you to change your password.

The Rapid Service Entry button opens a form for entering multiple services at once
without having to open each individual client record.

The Log Off button will end your CAREWARE session but leave the log-in screen open on
your computer.

The Exit button closes CAREWARE.

If there are pending referrals, a hyperlink will display on the right side of the screen for
quick access to a list of the pending referrals.
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Note: Options that are “greyed out” such as Drug Inventory System, Appointments, and Orders
in the above menu are not available for use. Users may have access to different menu options
depending on their role within the case management program. Sites with multiple case
managers will have a designated “Super User” who will have access to additional menu options.
Sites with a single case manager will also have “Super User” permission settings. These
permissions are granted by HIV Community Services when an account is established. For more
information regarding permission settings, please contact HIV Community Services.

Changing Password

To change the temporary password provided by the HIV Community Services Program, select
My Settings from the main menu.

| Change My Password

Change My Contact Info

Back To Main Menu

A new screen will prompt you to enter a new password twice. Select Change Password when
completed.

From the My Settings menu, you can also confirm your e-mail and phone number on file with
CAREWare Central Administration.

Contact Information

Iser Mame / Login [D: First Name: Last Name:
|ABENSON |Annick | Benson-Seott
Phone: Email:

I[Er?'l} E73-0142 Iannick benson@state orus

\_R Save | Cancel |
4
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Adding a New Client

To add a new client, select Add Client from the main menu. Enter the client’s entire name as it
appears on legal documentation such as a driver’s license, birth certificate, passport, or social
security card. You may use middle initial rather than a full middle name. Enter the client’s
Gender (see guidance on following page) and Birth Date. Do not use an estimated birthdate
and do not check the Estimated? box. Once all the information is completed, select Add Client.
Users will want to check the Forms box in order to use forms with the client records.

f -y
a —
Generated LURN:
| | 1
Last Mame: First Mame:
| I
Middle Mame: Gender:
| | =l
BirthDiate:
| [~ Estimated?

[v Forms Add Client Cancel

CAREWare will create a Generated URN based on the 15t and 3™ letters of the first name, the 1%
and 3™ |etters of the last name, the date of birth and a code for gender. If you enter a
nickname rather than the full legal name, the URN will change. CAREWare uses the URN to
determine if the client is already in the database and to generate an unduplicated client count
for the State. Therefore, it is very important that all Add Client entries are accurate.
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Hispanic Surnames

Most Hispanic people use two last names or surnames. The two surnames are referred as the
first apellido and the second apellido. Most Hispanic Americans, such as Rafael Vicente Correa
Delgado have one or two given names (Rafael Vicente in the example), a paternal surname and
a maternal surname. In this example the person may be referred to as Mr. Correa or Mr. Correa
Delgado but never as Mr. Delgado.

A child is given the surname of both his/her father and mother. The child receives the first
surname of his/her father (which becomes the child’s first surname) and the first surname of
his/her mother (which becomes the child’s second surname.)

When a woman gets married, she often does not change her name. Her first surname remains
the same (her father's first), but her second surname could change to that of her husband.
Sometimes the word 'de' is added between the two surnames to indicate that the second
surname is her husband's. In today's world, many women do not change their name for
professional or personal reasons. Unlike marriage-related name changes for women in the
United States, typically under Hispanic naming convention, the woman in the marriage never
changes her first surname (the name from her father.)

When entering the legal names of Hispanic clients into CAREWare, it may be somewhat
confusing which name should go in the “last name” field. Follow the convention used on any
legal document that is presented by the client. In the absence of documentation and/or if the
document have conflicting information, use the client’s father first surname (first apellido) as
the beginning of the last name field. Additional surnames may be added in the field after the
first surname.

Add Client
Last Name: First Mame:
|I".'1é|rquez lguaran j3arcia Luisa
Middle Name: Gender:
|Santiaga Female -
BirthDate: Generated URN:
| [~ Estimated? |LIMR9993952U
[ Eonms Add Client Cancel ‘

Here are some examples to illustrate the explanation.
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Father Mother before Mother after marriage Child
marriage

Legal Name: Legal Name: Luisa Legal Name may be: Legal Name:

Gabriel Eligio Santiaga Mdrquez Gabriel Garcia

Garcia Iguaran Luisa Santiaga Mdrquez Mdrquez

Iguaran (de) Garcia

Usually referred Usually referred to

to as: Mr. Garcia as: Ms. Mdrquez Luisa Mdrquez Garcia

First given name: | First given name: Luisa Mdrquez-Garcia

Gabriel Luisa

Second given Second given name:

name: Eligio Santiaga Usually referred to as:

Father’s first Father’s first Mrs. Mdrquez

surname: Garcia surname: Mdrquez
Mrs. Mdrquez Garcia

Mother’s first
surname: lguaran Mrs. Mdrquez-Garcia
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Gender

When adding a new client, you must enter a gender in CAREWare. The drop down list shows
several options for the field. Indicate the client’s gender based on his or her self-report.

Add Client
Last Mame: First Mame:
Middle Name: Gender:
Male
. . Female
L Transgender Unk
| [ Estimated? Refused to Report
Unknown
Add Client | Transgender MtF
| Forms Transgender RtM

Male - An individual with strong and persistent identification with the male sex.
Female - An individual with strong and persistent identification with the female sex.

Transgender - An individual whose gender identity is not congruent with his or her
biological gender, regardless of the status of surgical and hormonal gender reassignment
processes. Sometimes the term is used as an umbrella term encompassing transsexuals,
transvestites, cross-dressers, and others. The term transgender refers to a continuum of
gender expressions, identities, and roles, which expand the current dominant cultural
values of what it means to be male or female. There are three selections for Transgendered
clients.

- Transgender Unk — Transgender Unknown
- Transgender MtF — Transgender Male to Female
- Transgender FtM — Transgender Female to Male

Refused to Report — Enter for an individual who refuses to self-report a gender.

Unknown — Indicates the client’s gender category is unknown.
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Finding a Client

13

To search for a client, select Find Client from the main menu. Enter search text into any of the
fields: Last Name, First Name, Client ID or Client URN and select Search.

Find Client —
-
Enter search criteria. Partial matches will be included.
Last Name:
iFTOSt | You can search by the first letters of
First Name: either first or last name, by the URN
| | or encrypted URN. or by client ID
Client ID: (assigned by each provider )
] _ | f you have a small case load, you can
Client URN: search by using the * (wildcard)
I symbol in any field.
IV _View Active Clients O ) . ults: i'lﬂl}
To search for an inactive
client, uncheck this box.
Cancel

If your provider has custom client fields that are set-up for searching, they will display in the

Find Client box (below the Assigned CC and RN Caseload fields are custom fields by which staff

may search.)

Find Client —
-
Enter search criteria. Partizl matches will be included.
Last Mame: Assigned CC: L
First Mame: Rl Caseload
Client 1G:
Chent URN:
v View Active Clients Only Mazamum Results: i'I{H}
| Search I Cancel ‘
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The results window will provide a list of clients who match the criteria entered into the search
screen.

Search Results

Search results for criteria: Last Name Like 'p’, Active Clients Only.

Last Name | First Name | Client 1D | Client URN
Pan Peter 56901 PTPNOT027211
2-0050 JHPB1021721U

Public Jack For Local Use JCPBOZZ1701U

Details :: I Madify Search MNew Search | Close |

Select the record you are looking for and double-click or highlight and select Details to pull the
client’s record up.

If the results do not contain the client you are searching for, select Modify Search and edit your
search criteria. To begin again, select New Search and to leave the search process, select Close.

You can also access the Find Client function from the client screen, by selecting New Search.

Valley, Lillium Of the

Appointments Orders  Forms  Changeloeg  Client Report  Merge Client  Delete Client Find List ‘ MNew Search Close |
Demographics ] Service ] Annual Review | Encounters 1 Refemals 1 HIV C&Ti Pregnancy ] Relations 1 Contacts/ROI ] Custom Tab 2] Custom Tab 31 Sl i Ped|?
First Name: Middle Name: Client URN Enrallment Status: Enroliment Date: Eligibility Status
ien i

[Litium [ofthe TR | Active ~| |6714/2012  ~| [Ryan White Higible

Last Name: Vital Status: Case Closed Date Eligibilit

[valiey Encrypted URN [aive =] 1 - istory
Gender Date of Birth: Est? JBcls85z1
[Femaie =] s L] T HIV Status: Hiv+Date.  Est?  AIDSDate  Est?
Sex at Birth: Encrypled UCE {cnc defined AIDS vi |2r22002 =l T |12r2002007 = T
[Female =| [BFECZ6B28F2C33D1E6064261C5496842R21BAESSL HIV Risk Factors:

Client ID: client email 1'”15‘*”9 Drug Uss, Heterosexual Contact :.i
|Lvosea |
"Common Motes  Provider Notes SSET NSO ‘ Case Notes I

Street Address: W Include on Iabel report

| 1234 Fower Lane

City: State: Zip Code:

| Salem Oregon =] [97301

County: Phone Number:

|Marion _~| [s034444444

Race(s]: Pacific Subgroup:

]White. Native Hawaiian or Other F‘ac_vj ]Native Hawaiian _v_i

Ethnicity: Hispanic Subgroup:

]Non-Hispan\c _v_j ] _\j
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Duplicate Client or Client Transfers

If a client has already been served in the Oregon Part B case management system, there will be
an electronic CAREWare record in the database. If the client is “new to you,” Add the client in
the same manner that you would add a brand new client. Make sure to enter the full legal
name and date of birth correctly. CAREWare will identify a potential match for a client already
in the system.

' It

Possible Duplicate Client List

The new client information you have entered generates a unigue record number that is shared by at least one
existing client. View the details of the possible matching client(s) listed below to determine whether or not the client
you are entering is reslly a new client.

Last Mame: First Mame: LURN:
Headlights Dearest DAHADTO43020
r ] P

\iew more information about the selected client. |

LCancel the add client process. |

Select the client and View more information about the select client to determine if this is the
same client that you are trying to add to the system.
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Once you have reviewed the address, race and ethnicity, you should be able to determine if this
is the same client you are attempting to add.

- Ifitis, select This is the client | was attempting to add. Continue to the client screen.
- Ifitis not, select one of the other options and continue.

Possible Duplicate Client Informatior
— RN Fields:
First Name: Middle Name: Last Name: ha'
IDEEIEE:"[ M IHeadIighrs t
Date of Birth: Gender: LIRM:
[ 4nse0 {Female [DAHAD 1048020
—Lddress Fields:
Address: City:
§3320 SE Doe Lane |Deedand
State: County: Zip Code: Phone Mumber:
{Oregor [Wheeler {12345 5039991111
— Ethnicity:
' Hispanic % Non-Hispanic € Unlerowir
‘ —HRace
[ /hite [ A&medican [ndianor Alaska Native [] Cthe
[ Black ar African Amencan
=] r O = Fatihc Vi b= T
[ Asia [y
P Beturn to the list of pessible matches to view another client. *

This is the client | was attempting to add. Continue to client screen.

The client | am adding is not on the list. Create a new client record.

If you have any questions about a potential duplicate client, or if you accidentally create a
duplicate client, please contact HIV Community Services.
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Demographic Data

After finding or adding a client, the client’s file will open to the Demographic tab. Enter the
following fields on the Demographic Tab:

- Sex at Birth: Enter the client’s self-reported sex at birth.

- Client ID: This field is for use at the local level. If your agency uses an internal client or
chart number, enter it in this field. A client may have different values in the field at
different agencies.

- Email: Enter client’s primary email.

- Contact information: Enter the client’s Mailing Address, City, State, Zip Code, County,
and Phone Number. You must select “Oregon” from the drop down menu in the State
field before you can select the appropriate County.

- Include on label report: This field is ‘unchecked’ by default indicating that the client
does NOT want to receive program mail delivered to their mailing address. If the client
consents to receiving mail at their provided address, please check this box so client is
included in the mailing labels report.

- Race: Enter the client’s self-reported race.

- Ethnicity: Enter the client’s self-reported ethnicity.

- Race/Ethnicity Subgroup (if applicable) — If a client reports Hispanic/Latino, Asian or
Native Hawaiian/Pacific Islander, additional information is required.

Client Self-Report

Several fields in CAREWare are considered ‘client self-report.” The data entered into
these fields should be based on the client’s self-identified data. These fields include:
Sex at Birth
Gender
Race
Ethnicity
Race/Ethnicity Subgroup
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Enrollment Status and Enrollment Date

Enter the Enrollment Status and Enrollment Date.

- Select the appropriate Enrollment Status from the drop down menu. This field is
agency-specific. For example, a client may have an Enroliment Status of “Relocated”
in Linn County but “Active” in Benton County.

ge Client  Delete Client Find List MNew Search

Close ‘

ots/ROI | Custom Tab 2 | Custom Tab 3 | Subform | Peformance Measures | M L

Enrollment Status: Enrollment Date: Eligibility Status
|Active v| [6M14/2012  ~| |Ryan White Eligible
Vital Status: Case Closed Date:

Eligibility

|;’-‘-.Ii~.re ﬂ - History

Active - The client is currently enrolled in case management and will be
continuing in the program.

Referred/Discharged Indicates that you have
e Referred the client to another Part B funded provider
* Closed the client because he/she requested closure from case
management.
* Lost contact with a client and they are considered to be “lost to follow
up”
e Been notified that client is deceased.

Removed - The client was terminated due to violation of rules.

Incarcerated - The client will not be continuing in the agency’s program because
he or she is serving a criminal sentence in a Federal, State, or local penitentiary,
prison, jail, reformatory, work farm, or similar correctional institution (whether
operated by the government or a contractor).

Relocated — Indicates that the client has moved out of the Part B service area (to
the Part A service area/Portland metro area or out of state or country).

- Enter the Enrollment Date next to Enrollment Status. The official enrollment date
will be the date informed consent was received.

- If client has an enrollment status other than active, a case closed date should be
indicated.
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Vital Status and Death Date

Select the appropriate Vital Status from the drop down menu. This data field will be
shared by all agencies who are serving this client. The option Unknown should not be
used.

If the client is deceased, date of death should be indicated if known.

Eligibility Status and Eligibility Record

The Eligibility Status field is only used for HIV/AIDS Bureau of HRSA reporting purposes and is
not tied to the 6 month eligibility process in any way.

ge Client  Delete Client Find List

Mew Search Close

ots/ROI | Custom Tab 2 | Custom Tab 3 | Subform | Peformance Measures | M L

Enrollment Status: Enrollment Date: Eligibility Status Y
|Active ~| |6M14/2012 -] ||Ryan White Eligible
Vital Status: Case Closgd Date:

Eligibility

|;’-‘-.Ii~.re ﬂ h History Yy

When you add a client to your CAREWare domain, you will need to add an Eligibility Record:

Click on the hyperlink for “Eligibility History”

Click “Add Record”

Select the date you activated them in your domain

Choose the funding source that corresponds to the current contract year. If you see
more than one “Funding Source” as an option, contact your supervisor or our program
for instructions on which funding source to select.

Choose “Yes” for “Is Eligible”

Click “Save” and then close

The Super User at your agency can edit the Eligibility Record. Please contact OHA if you need to
delete an Eligibility Record.
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Eligibility History
I Search 0/0
Eligibility Records E ! E
| Date Iz Hligible Funding Source | Ryan White
F1: Add Record
F2: Edit Fecord
Del: Delete
Esc: Close .
Date Funding Source: Is Eligible:
12/30/2015 | |Part B r|lyes ~|
Comment :
Il T 3
Please Note:

If the Eligibility Status on the demographic tab indicates “Not Ryan White eligible” this does not
change the services you may provide. This statement only indicates how your agency is funded.
The HIV Community Services Program uses a combination of Ryan White funds and other

funding to support HIV services.
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HIV Status and Risk Factors

- HIV Status: The client’s current HIV Status should be entered from among the options in
the drop-down menu. This information should be verified if possible.

* HIV-negative (affected)—Client has tested negative for HIV, is an affected
partner or family member of an individual who is HIV-positive, and has received
at least one RWHAP-funded support service during the reporting period. This
option is not typically used. Please contact HIV Community Services if you have
guestions regarding this option.

e HIV-positive, not AIDS—Client has been diagnosed with HIV but has not
advanced to AIDS.

e HIV-positive, AIDS status unknown—Client has been diagnosed with HIV. It is not
known whether the client has advanced t o AIDS.

e CDC defined AIDS—Client is an HIV-infected individual who meets the CDC AIDS
case definition for an adult or child.

e HIV-indeterminate (infants only)—A child under the age of 2 whose HIV status is
not yet determined but was born to an HIV-infected mother.

AIDS is the most severe manifestation of infection with HIV. CDC lists numerous
opportunistic infections and cancers that, in the presence of HIV infection constitute an
AIDS diagnosis. AIDS defining conditions include: pneumocystis carinii pneumonia (PCP),
Mycobacterium avium complex (MAC), Mycobacterium tuberculosis, cytomegalovirus
disease, toxoplasmosis, cervical cancer, and others. See aidsinfo.nih.gov for more
information on AIDS diagnosis, opportunistic infections, and cell counts. Once a client has
been diagnosed with AIDS, he or she always is counted in the CDC-defined AIDS category
regardless of changes in CD4 counts.

If the client provides medical documentation (for example in the form of lab values) or self-
reports a history of any AIDS defining condition, the HIV Status should be entered as “CDC
defined AIDS.”

- HIV+ Date: Enter the date the client was identified as HIV+. This date may be a client’s
estimate. For example, if a client says “sometime in the middle of ‘86", enter
“06/01/1986”. If the date is an estimate, check the “Est?” box

- AIDS Date: Enter the date the client was diagnosed with AIDS. Verification of the AIDS
diagnosis should be made through the CDC-defined criteria for AIDS. Refer to the case
management standards for additional guidance.
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- HIV Risk Factor: The client’s self-identified risk factor for HIV must be recorded.

Men who have sex with men (MSM) cases include men who report sexual contact with
other men (i.e., homosexual contact) and men who report sexual contact with both men
and women (i.e., bisexual contact).

Injection drug user (IDU) cases include clients who report use of drugs intravenously or
through skin-popping.

Hemophilia/coagulation disorder cases include clients with delayed clotting of the
blood.

Heterosexual contact cases include clients who report specific heterosexual contact with
an individual with, or at increased risk for, HIV infection (e.g., an injection drug user).

Perinatal transmission cases include the transmission of disease from mother to child
during pregnancy. This category is exclusively for infants and children infected by
mothers who are HIV-positive or at risk.

Receipt of transfusion of blood, blood components, or tissue cases include transmission
through receipt of infected blood or tissue products given for medical care.

Risk not reported or identified indicates the individual’s exposure is unknown or not
reported for data collection.
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23

- Common Notes: The Common Notes field can be used to collect additional information
about the client. The information in this field is available to any agency that serves the

client.

- Provider Notes: The Provider Notes field can be used to collect additional information

about the client. The information in this field is only available to the agency entering

the dat

a.

- Open the Case Notes entry screen either from the Demographic tab.

Valley, Lillium OFf the

Appointments  Orders  Forms  Changelog  Client Report:  Merge Client  Delete Client Find List ‘ New Search

Demographics ] Service 1 Annual Review | Encourters 1 Referals 1 HIV C&T1 Pregrnancy ] Relations ] Contacts/ROI ] Custom Tab 2] Custom Tab 3] Subform ] Ped ’1

Close

Enroliment Status: Enrcllment Date: Eligibility Status
[Active ~| [61472012  ~]| |Ryan White Eligble
\ital Status: Case Closed Date: Eligibilit;
{Alive | iz History
HIV Status: HIV+ Date: _ Est?  AIDS Date: _ Est?

|CDC defined AIDS 7] |zawz -] T [1z202007 =] T

HIV Risk Factors:
ilnjecting Drug Use, Heterosexual Contact

' Common Notes  Provider Notes Iser Messages ‘ Case N%es

First Name: Middle Name: i e
= ien
i Dk tho (V05777320 .|
Last Name:
[valley Encrypted URN:
Gender: Date of Birth: Est?
Female ~| 521741973 =| T
Sex at Birth: Encrypted LICL
[Female [=| [BFEC28B2EF2C33D1EGB4261C5496642B21BAEDSU
Client ID: client email
|Lvogza |
Street Address: ¥ Include on Izbel report
|1234 Flower Lane
City: State: Zip Code:
|Salem |oregon | [973m
County: Phone Number;
|Marion | [5034444444
Race(s): Pacific Subgroup:
J‘M‘l'rte. MNative Hawaiian or Other Pac_v_j ;Naﬂve Hawaiian _v_j
Ethnicity: Hispanic Subgroup:
JNon—Hispanic _v_j | _\j
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To enter a Case Note:

- Select Add
- Enter the Date
- Select a Case Note Author if applicable

24

- Check Add service box if you want to open Service tab after completing the case

note.

- Paste Template, if applicable. Templates are required when documenting
psychosocial screening, nursing assessment, MCM or CC triage, or Acuity

changes.
- Enter text of Case Note
- End note by typing your name and title
- Spell Check if desired

Case Notes (Rapid Entry)

Client: |Public, John Q

¥ Only ahaw this provider

From;

Through:

5/30/2010

I=| [5/30/2011

=

Note:

Date:

Cliert telephoned today to let me know that he has lost his health insurance that was provided through his employer as he could no
longer afford the COBRA payments. We discussed CAREAszist. Client will come in to the office next Weds. to complete application
with assistance.

Sarsh Case Manager, RN

H’ype thé case note.

Enter a case note date.

-

[NY|cer. Froud to be B
Helpful, Caze Manager, P
Manager, RN, Ina

Save I

Cancel
Select a case note author.
Paste Temgplate |
Use Spell Check or Thesauras as
desired. —— Spel k
Thesaurus | |
Date: | Provider: | case Nate: | Author: At I

4 1]

E

If you make a mistake in the Case Note after it has been saved, you can Append the note. You
should only Delete the case note if you inadvertently entered it in the wrong client record. The

Super User at your agency can edit and delete case notes.
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If two case notes have the same date, the order they appear may be different at different
times. If you want to indicate the order the case notes were written, indicate the time the case
note was written in the body of the case note.

Services

Referencing the guidance provided in the Ryan White Part B Program Policies, Services
Definitions & Guidance document will help to ensure compliance with service provision
program policies as well as ensure quality in your data entry. The County and Regional Quick
Guide is a one page Sub-Service Menu guide that provides case managers with a data entry tool
to help them quickly identify CAREWare sub-service names, corresponding units of service, and
service caps.

To enter a new service, go the “Service” tab and select “Add” at the top of the screen.

Valley, Lilhum Of the
Appointments Orders ~ Forms  Changelog  Client Report Merge Client  Delete Client Find List J Mew Search J Close ‘
Demographics  Service ]Annual Review | Encounters | Referrals | Contacts/ROI ] Custom Tab 2 | Custom Tab 31 Subform ] Performance Measures |
Add Edit Delste Sharing Options Preview Services
Searh fios 10 E
| Date ] Subservice ] Contract LUnits | Price | Tatal | Amount Received | DomainName | Case Manag
10/13/2015%  H Permanent Fac... HOPWA 1 £100.00 £100.00 £0.00 Pilot Project Provi... Annick Bens
02/07/2013  Case Corference... DHS FYZ012-13 4 $0.00 $0.00 50.00 Pilot Project Provi... Annick Bens
02/07/2013  Taxi Fare DHS FY2012-13 4 $10.00 540.00 50,00 Pilet Project Provi... Annick Bens
0Z2/07/2013  Dental Bus Pass Dental contract 1 240000 240000 20,00 Pilot Project Provi...  Annick Bens
01/22/2013  Assessment (RN}  DHS FY2012-13 1 $0.00 s0.00 0.00 Pilot Project Prowi...  Annick Bens
09/17/2012  NIN: Non-RNCa... DHSFY2012:20.. 3 $0.00 s0.00 50.00 DHS Training Set
09/17/2012 Rent Assistance DHS FY2012-13 1 £100.00 £100.00 £0.00 Pilot Project Provi...  Annick Bens
09/17/2012 Rent Assistance DHS Fr201220.. 1 £100.00 £100.00 £0.00 DHS Training Set
07/17/2012 RAF-RN Assess... DHS FY2012:20... 1 £0.00 £0.00 £0.00 DHS Training Set
06/14/2012  Intake/Higbilty ... DHS FY2011-12 4 £0.00 £0.00 £0.00 Pilet Project Prowi... Annick Bens
¥ m = P

The “Add/Edit Service Details” line will open for data entry.

- Enter the Date of service (not the date of data entry.)
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Under Service Name, select the service that was provided by either clicking on the
down arrow and scrolling through the list of services or typing the first few letters of
the service name and CAREWARE will “jump” to that item in the list.

CAREWARE will determine the Contract based on the service selected. However, if
you have more than one funding source for that service, you will need to select the
correct contract.

Enter the quantity of service Units provided. CAREWARE will default to “1.”

If applicable, enter the Price of the unit.

CAREWARE will calculate the Total cost field.

Click the Save button when finished

Use the Cancel button to leave data entry line without saving the service entry.

Depending on the provider, additional check box fields will open on the service entry line. Case
managers should indicate whether the case management service addressed any of the
following by checking the applicable box.

Add/bdit Sennice Uetails

ate: Service MName: Contract: Units:  Price: Cost:
|4/2/2011 x| |RAF-RN Intake & Assessmert: Facetoface ~| |DHS FY 2008-2010 | |8 |s0.00 |s0.00

Comments Case Manager Iv Care Plan Reviewsd/Updated

| |Jerr3,r Smith -

v Adherence Activity [v Mutritional Activity

Additional fields may be added as requested by the local agency. If you have any questions
about fields on the service tab, please contact your local agency’s CAREWare Super User or the
HIV Community Services Program.
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To edit an existing service, select one of the services in the history area of the window and
select “Edit”.

To delete an existing service, select one of the services in the history area of the window and
select “Delete”.

The columns in the service history window can be adjusted as desired by the user. Hover the
cursor on the line at the column break and stretch or shrink as desired.

Search Crijssr ] Column: I-

Date: f "E’ Service f[lgme: l Con
DH:
_ | DHY
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The Preview Services button allows you to select which services will appear on the Client
Services Report.

Valley, Lillium Of the
Appointments Orders ~ Forms  Changelog  Client Report Merge Client  Delete Client Find List | Mew Search | Cloza |
i Demographicg  Service lﬂu‘n‘lual Review i Encounters | Referals | Contacts/ROI i Custom Tab 2| Custom Tab Ei Subform I Performance Measures I /
Add Edit Delste Sharing Options Freview Services
Searh o710 E
| Date I Subservice I Contract Lnits I Price I Tatal I Amount Received I DomainMName I Caze Manag
10/13/201%  H Pemanent Fac... HOPWA 1 £100.00 £100.00 £0.00 Pilot Project Provi...  Annick Bens
02/07/2013  Case Corference... DHS FY2012-13 4 £0.00 50.00 $0.00 Pilet Project Provi...  Annick Bens
02/07/2013  Taxi Fare DHS FY2012-13 4 $10.00 540.00 50,00 Pilet Project Provi... Annick Bens
0Z2/07/2013  Dental Bus Pass Dental contract 1 240000 240000 20,00 Pilot Project Provi...  Annick Bens
01/22/2013  Assessment (RN} DHS FY2012-13 1 $0.00 s0.00 0.00 Pilot Project Prowi...  Annick Bens
09/17/2012  NIN: Non-RNCa... DHSFY2012:20.. 3 $0.00 $0.00 $0.00 DHS Training Set
09/17/2012 Rent Assistance DHS FY2012-13 1 £100.00 £100.00 £0.00 Pilot Project Provi...  Annick Bens
09/17/2012 Rent Assistance DHS Fr201220.. 1 £100.00 £100.00 £0.00 DHS Training Set
07/17/2012 RAF-RN Assess... DHS FY2012:20... 1 £0.00 £0.00 £0.00 DHS Training Set
06/14/2012  Intake/Higbilty ... DHS FY2011-12 4 £0.00 £0.00 £0.00 Pilet Project Prowi... Annick Bens
7] m 3
rC]ient Services Repart = p— - - N |
Close |
Check the individual items that you wish to appear on the report.
Date: l Service Name: I Contr... | Uitz I Total: _! Prowvider: ! Comments ! Case Manager I Subservice
03/28/2... NAF - Non-RN Intake & Assessment: Fa.. DHS .. 1 £0.00 DHS Training Set  assessmentt...  Chrs Wheeler False
[Vl 04/02/2... FAF-BN Intake & Assessment: Facedo... DHS .. 8 £0.00 DHS Training Set Jemy Smith True, True,
Ll 1l | r
™ Include Amount Received Detail Check All Uncheck All I Create Report I
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File

4. D@ DB e a@ @ @i | @ Backward € Forviard

[T T ST T ST ST ST BTN SN T BT ST RN BT [T - T ST ST ST TR

Client Services Report

% Client: Marquez Iguaran Garcia, Luisa
Santiaga
| URN: LIMRO214782U
: Year: 2011
Date: Service Name: Contract Units; Total:  Provider: Comments:  Case Manager: .:ubs;_wioe
s s pecific
Custom Data:
0328/2011  MAF-Mon-RHNIntake & Assessment DHSFY 1 50.00 DHSTraining St assessmentto  Ghris Whesler  False
4 Face-to-face 2008 becompleed
i 2010 040211
04i02/2011  RAF-RMIntake &Assessment DHSFY 8 30.00 DHS Training Set Jerry Smith True, True,
= Face-to-face 2008 True
i 200

Rapid Service Entry

29

The Rapid Service Entry allows you to enter multiple services at once without requiring you to
open each client’s individual record. For example, if you provided case management services

to 5 different clients in the same day, you could enter the service data through Rapid Service

Entry. However, you would need to open the clients’ individual CAREWare records in order to

be able to enter the Case Notes affiliated with the case management visits.

Access the feature from the main menu.

g

Department of Healih and Human Services

GRS

Health Resources and Services Administration

XDHSs

Fharmacy

Bopoirthents

&
IH

System Messages

2 Outgoing Referrals

Brders About CAREWare

Refresh Messages

Wwielcome to R\ CARBEWware Training!
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Select “F1- Rapid Service Entry”

Rapid Entry Menu

F1 - Rapid Service Entry
F_E{\:'DGFOUD Service Entry

E5SC - Close

To enter a new service, select a client by scrolling through the names or entering data in the
Search criteria box. Highlight the client for whom you wish to enter a service and click on F2-
New Service For Selected Client.

.

%z Service Rapid Entry e ===
F1-New Service
] T : e MMDDIYYY
F2-Mew Service For Selected Client S jRECDF\:IS _Z.j Lot {Toda*,' =gyt RS
E2-Edit Selected Search criteria: he Column: P
F4-Celete Selected
EorExit Date: ] Client: ] Service | Contract: | Units: ] Total: | Provider: 1 Subservic
eSS 05/14/2010  Headlights, Dearest N Med Visit other ss Testing Me.. f D DHS Traini...
09/12/2010  Headlights. Dearest N Med Visit other ss Testing Me.. DHS Traini...

09/08/2010  Headlights, Dearest N Med Visit Testing Me..
05/13/2010  Lsbon, Martha Christine ~ Dental Services (also know... DHS FY 20..
05/12/2010  Headlights, Dearest N RIM - BN Casze Manageman DHS FY 20

05/10/2010  Rabbit, Peter "Auffy” ..  Nutrtional Food Voucher (R... DHS FY 20..
09/14/2005  Loud, Whisper stutter Nutritional Food Voucher (R... DHS FY 20..

1]

0 DHS Traini...

0 DHS Traini...

0 DHS Traini
45 DHS Traini... Client rep
20 DHS Traini...

JE O SN
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On the Add a record screen, select the service date and service name and then press the F1 key

or click on the F1 — Save link on the left side.

% Add 5 record —————— - =B =
F1-Save Search criteria: !%unﬁHun Column: o
E2- Cancel Last Name | First Name | Middle Mame | URN | EURN |Cient1D [ Gender |
Headlights Dearest N DAHADTDA...  &6VwuSHem Female

Current Client: IHead]lghtS. Dearest N

Service Date: Service Name:

Amount Received l

Contract: Units:  Price: Cost

C

[53072011 ] [NIF: Nor-RN Case Managemert. »| [DHS FY 200820 »] [i [sn.00

[sn.00

Case Manager

I~ Care Plan Reviewed/lUpdated

Annual Review

Annual sub-tab

I =l

Data entered on the Annual sub-tab should be as accurate and up-to-date as possible. All

active fields should be completed.

Valley, Lillium Cf the

Appointments  Orders  Forms  Changelog  Client Report

Annual |ﬂnnual RSR View I Annual Custom Fieldsl Quartedy I

[7r11/2008 [ =] BringFDrwau'dlg

Summary Data as of

Demographics I Service  Annual Review l Encounters | Referals I HIV C&TI F‘regnancyl Relations I Contacts/ROI I Custom Tab 2| Custom Tab 3| Subform I Ped l E

Merge Client Find List

Delete Client

New Search Close

Federal Poverty Level Add  Edit Delete
Insurance 7I6i2016 G E
Primary Insurance: Medicaid | Date ] Household Income | Household Size
Other Insur . T/e/2016 525,000 2
5 12/7/2015  $25.000 1
6/2/2014 £20,000 1
Federal Poverly Level 71672016 3/15/2013  $20.000 1
Househeld Income: $25.000
Household Size: 2 Poverty Level: 157%
Annual Screening
HIV Primary Care 71672016
Other
Housing Arrangement 71672016
Temporary
HIV Risk Reduction Counseling 71512016
Yes
Mental Health 7112016
Yes
Substance Abuse 71120016
No il [T ¥
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Primary Insurance

—Insurance Assessment

Primary Insurance: Date:
| ~| |51192m5 =]
—Other Insurance |
[ Private - Individual [ Medicare (Part unspecified)
[ Private - Employer [ Medicaid
[ Medicare Part 4B [ W&, Other Military
[ Medicare Part D [ IHS
[ Full LIS [ Mo Insurance
[~ Other: |

[ High Risk Insurance Pool

Save Cancel

Enter the Primary Insurance for the client. If more than one option applies, select
the first item in the following list, and check the boxes for any additional insurance
coverage that the client has. Enter the Date you’re entering the information.

Private — Individual — includes Qualified Health Plans purchased through the
exchange.

Private employer includes health insurance secured through someone’s
employer. The policy premiums may be paid for by an employer, by the client, or
by CAREAssist.

Medicare is a health insurance program for people ages 65 years and older,
people with disabilities under age 65 (those who receive Social Security Disability
Income —SSDI), and people with End-Stage Renal Disease (permanent kidney
failure treated with dialysis or a transplant).

Medicare Part A — Hospital coverage, B — Other medical care, D — Drug coverage

Medicaid is a jointly funded, Federal-State health insurance program for people
with low incomes. Oregon Health Plan (OHP) members have Medicaid coverage.

VA, Other military — Health insurance provided through the veterans
administration

Indian Health Services (IHS) — Insurance provided to tribal members.
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No insurance indicates that the client has no insurance to cover the cost of
services (i.e. self-pays) or the client self-pays.

Other indicates that the client has an insurance type other than those listed
above.

High Risk Insurance Pool — Used historically, prior to implementation of the
Affordable Care Act. Should not be used.

Federal Poverty Level

—Poverty Level Assessment
Household Income: Date:

[l515.000.00 [7ra2013 =]
Household Size: Poverty Level:

IE 99%

Save | Cancel

Enter the annual Household Income and Household Size, and the Date on which you’re entering
the data. Please refer to the Ryan White Part B Program Policies, Services Definitions &
Guidance document for guidance on determining the Household Income and Household Size.

CAREWARE will calculate the Poverty Level based on the Household Income and Household Size
entries. Poverty levels are updated in CAREWARE with software updates. Therefore, it is
possible that the Poverty Level displayed is not consistent with current federal guidelines.
Please refer to the chart to confirm Poverty Level if you are unsure about the client’s eligibility
for services.
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Primary HIV Medical Care
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- Enter the source of Primary HIV Medical Care, and the date on which you’re entering

the data.

- If the psychosocial assessment is completed, Unknown should not be used.

Date

Type:

—Annual Screening :

HIV Primary Care

Result : IF‘ri'wate practice

L Lo

Save |

Cancel |

Housing Arrangement

- Enter the Housing Arrangement of the client, and the date on which you’re entering

the data.

Date

Type :

—Annual Screeming :

Result : IStaI:uIe.-"F‘errnanerlt

Save |

Cancel |

Stable/Permanent housing includes:

e Renting and living in an unsubsidized room, house, or apartment
e Owning and living in an unsubsidized house or apartment

* Unsubsidized permanent placement with families or other self-sufficient arrangements

e Housing Opportunities for Persons with AIDS (HOPWA)-funded housing assistance,
including Tenant-Based Rental Assistance (TBRA) or Facility-Based Housing Assistance,
but not including the Short-Term Rent, Mortgage and Utility (STRMU) Assistance

Program
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e Subsidized, non-HOPWA, house or apartment, including Section 8, the HOME
Investment Partnerships Program, and Public Housing

e Permanent housing for formerly homeless persons, including Shelter Plus Care, the
Supportive Housing Program (SHP), and the Moderate Rehabilitation Program for SRO
Dwellings (SRO Mod Rehab)

e Institutional setting with greater support and continued residence expected (psychiatric
hospital or other psychiatric facility, foster care home or foster care group home, or
other residence or long-term care facility)

Temporary includes:
e Transitional housing for homeless people
* Temporary arrangement to stay or live with family or friends
e Other temporary arrangement such as a Ryan White Program housing subsidy
* Hotel or motel paid for without emergency shelter voucher
* Temporary placement in an institution (e.g., hospital, psychiatric hospital or other
psychiatric facility, substance abuse treatment facility, or detoxification center)

Unstable Housing Arrangement includes:

e Emergency shelter, a public or private place not designed for, or ordinarily used as, a
regular sleeping accommodation for human beings, including a vehicle, an abandoned
building, a bus/train/subway station/airport, or anywhere outside

e Jail, prison, or a juvenile detention facility

* Hotel or motel paid for with emergency shelter voucher

Although CAREWare also offers Institution, Non-permanently housed and Other, these are no
longer accepted values for HRSA reporting and should not be used.

HIV Risk Reduction Counseling is not required.

Mental Health
Yes — Client offered referral at last screening.
No — Client not offered referral at last screening.
Not medically indicated — Do not use.

Substance Use
Yes — AUDIT or DAST used at last screening.
No — AUDIT and DAST not used at last screening.
Not medically indicated — Do not use.
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Document and Form Uploading

The Regional Model can upload documents and forms in the Annual Custom Fields sub-tab.

* To attach afile, click on the field’s hyperlink to open the attachment window.

Orders  Forms  Changelog  Client Report Merge Client  Delete Client Find List

Demographics ] Service  Annual Review | Encounters ] Referals | Contacts/ROI | Custom Tab 2 | Custom Tab 3 | Subform | Peformance Measures ]
" Annual ] Annual RSR View  Annual Custom Fields l Cuartery |

Annual Year: [2016 - /

New Search ‘ Close ‘

liU-Screening-Assessments PN \work Plan  Pharmacy Assessment Copy of Insurance Card Copy of ID Card
Income Verification Date [ CAREAssist Client CAREAssist # PSMP class - client interested?

PSMP class - OK for leader to contact?

=

The County Model can upload documents and forms in the Attachments tab.

* To attach afile, click on the field’s hyperlink to open the attachment window.

Appointments Orders  Forms  Changelog  Client Report  Merge Client  Delete Client Find List

New Search | Close ‘

Demographics ] Service ] Annual Review | Encounters | Referrals ] Contacts Attachments | Custom Tab 3] Subform ] Performance Measures ]

ROI Intake/Eligibility Review Screening RN Assessment/Reassessment Care Plan Triage
1D Card Insurance Card Miscellansous

Click on F1 — Attach New File(s).

4:1‘4 Attachment List Manager / | = || = H 3 |
/ [o/0 E
F1 - Attach Mew Filed

Contert | | Attach ... | Attach User Mod Date Mod User File Type | File Mame
F2= Edit Gorfent Description(s

ESC - Close

HIV Community Services
CAREWare Users Guide
July, 2016



Navigate to the file you wish to upload and select Open.

[

% Dpen =]
@U?| L)« OR02.. » CAREWare Test Documents v | 5 | | Search CAREWare Test Docum.., P |
Organize = Mew folder = + [ @

w0 Favorites [ Name Date modified
Bl Desktop 'E-'I CAREWare Lab Data Import Project Ov...  12/17/200155:03 Al
i Downloads [F1% Test Scanned form 2/9/2016 5:20 PM
5] Recent Places TL What's new in CAREWare Oct 2014 9/30/2015 12:11 PM
3 Libraries

18 Computer

‘y Metwork

€ | [0l | 3

File name: Test Scanned form - IAttachments for I/U-Screening: ¥ |

[ Open ]v] | Cancel ]

Click the Content Type down arrow, select the type of uploaded document, and select Save.

Attachrnent Properties

File Name:

ITest Scanned form. docx

Content Type: /
A
| =

Comments:
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Click on Upload Files.

-

Attachment Upload Status

Processing:

Files to Process:

File Name |

HACAR...

You will see the attachment listed in the Attachment List Manager.

Upload Files

o

38

You may delete, view or edit the attachment by clicking on the file listed under Content column
and using the command links on the left side of the screen.

-

4% Attachment List Manager

F1 - Attach New File(s

Content | | Attach ... | Attach User | Mod Date

| Mod User

| File Type

| File Name

Intake

ESC - Close

02/05/2016 DAVERY

2/9/2016

DAVERY

docx

Test Scanned form
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Encounters

Several lab values should be kept up to date within the Encounters tab. The following values
should be up to date on the Labs subtab of the Encounter tab. Acuity levels and points are
automatically imported into the encounters tab from the form, and surveillance automatically
imports CD4 and Viral Load for the majority of the clients. Thus, data should be manually
entered for clients whose lab data is not imported.

e CD4 Count (cells/mm?3)

e Viral Load (copies/mL)

e Acuity Score (points)

e Acuity level for all life areas.

Formz  Changelog  ClientReport  Merge Client  Delete Client Fird List Mewe Search Close

Diemographics ] Service ] Annual Review Encounters | Refemals ] Contacts/ROI ] Custom Tab 2] Custom Tab 3 1 Subfom ] Pefomance Measures ]

Encounter Date: ]3‘5.—"1 972015 | Pilet Proj_v-j CMgte Encounter Dele oo = Heps Shanng Ortors ‘
-

W Only show dats for this provider

Vital Signs ] Hospital /ER Admissions ] Medications Labs _| Screening Labs 1 Screenings ] Immunizations 4 Cizgriozes ] Case Mote ]

Labs Rapid Entry Setp |

Current Test: Result

D B [EE

Test: | Date of Pi.. | Prior Resu: J Curent Result (05/13/2015 |... | Provider: | Comment: 1 ~
Acuity Level... [4/15/2009 2

Acuity Scors. ..

Addictons Li...

Adherence ...

Basic Needs...

CC Acuity L...  01/2272013 3

CC Acuity 5.,

CD4 Count {... 05/28/2009 450 =
CD4 Percent

Dental Acuity

Health Insur. ..

Housing/Livi...

Knowledge ...

Medical Nee. ..

Mental Healt... »

When you open the Rapid Entry screen, you will see a history window with the labs that are
recorded for the client during the period referenced in the From and Through fields at the top
of the screen. These dates usually default to a one-year period.
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Labs Rapid Entry
Client: i—;?’_'.' its, Dearsst N Frimary Filter: Setup J Report I
From; ]—r ity Leve istage _J
il | e ke | cese |
G : 5302010 - ;
¥ : = E Secondary Filter:
Through: | -] View Expanded Chart |
]5»’354"2911 b ¥ Show all Labs (no chart)
'I:é.st:
Date: Result:
Comment:
[ anice You can change the "From” and “Through” dates to
view lab entries for a greater or lesser date span in
Test: | Date: | Resutt: | Provider: | Comment: the history window.
Acutty Level jstage)  5/10/2011 2 DHS Traini... No
CD4 Count {cells/m... 12/22/2010 987 DHS Traini.. Mo Select "Add"” "Edit" or "Delete” to enter, edit or delete
|alab.
4| [
Add Edit Delete Image HL7Source

In most cases, CD4 and Viral Load data will be automatically imported from the HIV Surveillance
Program.

Data will be imported for clients that have been an active CAREAssist client in the past or
present, regardless of current CAREAssist enrollment status.

The data upload will occur monthly (date will vary) and may not contain values from the past

month.
Only viral load, CD4 count and CD4 % will be uploaded.

Uploaded data will include the words PDI as the data source and “SRV Import” in the comment

field indicating it was imported from Surveillance.
Any viral load count from 0-75 may be determined “undetectable”.
Qualitative data will be imported as a whole number per provider report.

A “Detected” qualitative value will appear as a greater than 20 (>20) and the words “Detected
Value” will appear in the comment field (after the string of numbers described above).

A “Not Detected” qualitative value will appear as a less than 75 (<75) and the words “Not
Detected” will appear in the comment field (after the string of numbers described above).
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e Missing or suspect values are not imported in CAREWare. This means the client may have

received lab work on a specified date but the data has been determined problematic by the
Surveillance program.

If data does not appear to be automatically imported, you are required to enter this
data manually using the same data entry criteria described above.

Additional lab values may be entered at the case manager’s discretion. The agency’s CAREWare
Super User has the necessary permissions to activate additional lab tests as desired by local

agency staff (e.g. cholesterol, iron levels, etc.) Contact the HIV Community Services Program to
receive assistance setting up additional tests for the lab menu.

To add a new entry for a lab:

Select Add at the bottom of the screen
Select the Test from the drop down menu

Labz Rapid Entry

Primary Filter:
From; ]__J: St L et et _J
g Secondary Filter:
Through: J _J : koS ‘
5/30/2011 |- ¥ st 5
'I:ést:
I =

Aruity Level (stage)
Aeuity Score (points)

CD4 Court {cells/mm?)
CD4 Percent

Viral Load (Copies/mL) Cancel
Test: | Date: | Resutt: | Provider: | Comment:
Acuity Level stage)  5/10/2011 2 DHS Traini... Mo
CD4 Court {cells/m... 12/22/2010 987 DHS Traini... No

Select the Date the test was performed (not the date the results were received)
Select the operand (e.g. =, <)

Enter the Result

Enter a Comment if desired

Select Save
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Labs Rapid Entry — -
Primary Filter:
i.a.:u:',‘.' Leval {5t ___l
Secondary Filter:
s

Test:

jAdhErEnce Life Area {evel) _:j
Date: Result:

Pz = AT

Comment:

J o Cancel
Test: | Date: ] Resutt: ] Provider: | Comment:
Acuity Level {stage) 5/10/2011 Z DHS Traini... Neo
CD4 Count (cells/m... 12722720010 587 DHS Traini... Ne

L

To display a specific selection of labs in the history window and on the graph:

- Uncheck the Show all labs box
- Set the date range

- Specify the labs using the drop-down selections for Primary Filter and Secondary
Filter. You may select up to two labs to view simultaneously.
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Labs Rapid Entry et
Client- !He.‘:dii-;i'.;e—. Dearsst N Eo Primary Filter. Setup Report
- [E o X Close
F o 5122010 ~ Acuity Level {stage)
Acuity Score (points)
4 Adherence Life Area (evel = Expanded Chart
- Thecoa: D4 Court. (oalls/imm? et
Set the 530720011  + CD4 Percert | Select the lab you wish to display
- .date range Viral Load (Copies./mL)
Test:
] —vj CD4 Count
Date: Result:
Comment: -
Test: J Date: | Result: I Provider: J Comment:
CD4 Court {cells/m...  3/30/2011 870 DHS Traini...  No
CD4 Court jcells/m... 12/22/2010 387 DHS Traini... No
CD4 Court (cells/m... BAZ/2010 345 DHS Traini...  No
B 1) T (T R, SRS A ————
E 1t ’
l l 01— - — - -
Add Edit P e WL 7S0uree 5222010 BR2OEOIC 11182010 2162011

Select the View Expanded Chart button in order to view a larger graph on your

screen.

Select the Report button in order to create a Lab Rapid Entry Report for this
client, with the specific dates and lab filters that you have applied. You may also
run the Lab Rapid Entry Report for all labs by running without the filters in place.
Check the Show all labs box, set the date range and select Report.
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Referrals

The referrals feature in CAREWare helps HIV Community Services and your agency document
efforts to leverage resources outside of the Part B network and ensure agencies are meeting
the payer of last resort mandate. Referrals required to be documented include:
outpatient/ambulatory care, CAREAssist, oral health care, mental health services, medical
nutritional therapy, substance abuse services outpatient, housing (including OHOP),
employment, food banks and tobacco cessation (see shadowed boxes below for Requested

Service Category Type).

Forms  Changeleg  Client Report

Merge Client:  Delete Client Find List

New Search ‘ Close

Demographics ] Service l Annual Beview l Encourters Peferals ]CDI‘It-EC‘tS;IHO| ] Custom Tab 2 | Custom Tab 3 | Subfom | Performance Measures l

Add/Edit Referral Information

Referral Date: Type: Refer-To Provider; Reguested Service Category Type: Referral Class:
Referral Status: Referral Complete Date: Referral Comments;
- I

F1: Add Referral E2: Edit Referral Del: Delete Referral
Search 272 =
Diection | 1Referal Date | Provider | Service €. | Status | Complete . | Referal Class Cor
Cutgoing 0 Brad Robingon MD Quipatient... Completed 37142013
Cutgoing 22072012 Clock Tower Dertal Oral Healt... Completed  3/1/2013
4 »

To record a new referral

- Click on F1: Add Referral

- Select the date the referral was made

- Select External Referral for Type. External Referrals are those made to an agency
outside the Oregon Ryan White Part B CAREWare database (i.e. agencies that are

not funded by Part B). You are only required to record External Referrals.

- Select a provider from the Refer-To-Provider drop-down list. This list will contain

only those providers that your agency has added to the list. (See below for

information on setting up.)
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- Select the Requested Service Category Type from the drop-down menu. This is
the list of HRSA approved service categories and the options cannot be edited by
local agencies or the HIV Community Services Program. See following table for
guidance: Requested Service Category Type

- lgnore Referral Class

- Select the Referral Status from the drop-down menu.

* Pending — Status of all new referrals. If referral is pending, follow up with
the client every two weeks with regards to the status.
e Completed — When you have evidence that client has made initial contact
with the agency to which you referred the client.
e lost to follow up — After a reasonable amount of time, or a maximum of 3
months, during which time you have been usable to verify the outcome
of the referral.
Rejected — If at any point in the referral process, the client informs you
that they no longer need or desire the referral you provided.

- To complete the initial referral entry, select Save.
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Requested Service Category

Definition/Examples/Exceptions 4

AIDS Insurance

CAREAssist or another Part B funded ADAP program.

AIDS Pharmaceutical
Assistance

DO NOT USE — report under AIDS Insurance

Buddy/companion services

Such as a peer navigator program.

Case Management (face to
face (FTF))

DO NOT USE - report under Case management (non-
medical)

Case Management (non FTF)

DO NOT USE —report under Case management (non-
medical)

Case Management (non-
medical)

Other case management services not provided by your
agency.

Child care services

For purposes related to coverage needed while person is
working, accessing medical care etc.

Child welfare services

Such as the Department of Human Services (DHS).

Client advocacy

For support in navigating court or legal system.

Early intervention services
(EIS)

Services related to HIV testing and counseling and support
for the newly diagnosed.

Emergency financial
assistance

Provision of short term payments or vouchers, not provided
by your agency, to assist with emergency expenses, for
example a referral to DHS for food stamps.

Food bank/home delivered
meals

The provision of actual food or meals. It does not include
finances to purchase food or meals (such as food stamps).

Health education/risk
reduction

Services that educate clients with HIV about HIV
transmission and how to reduce the risk of HIV transmission.

Home Health Care

Provision of services in the home by a licensed health care
professional such as a registered nurse, to deliver care such
as IV treatment & diagnostic testing. Includes services
funded by State Managed Services (SMS).

Home health: Professional

DO NOT USE - report as home health care

Home health: Para-
professional

DO NOT USE — report as home health care

Home health: specialized care

DO NOT USE - report as home health care

Home and Community based
Health Services

Provision of services in the home that are NOT provided by a
licensed professional, such as delivery/maintenance of
medical equipment and personal care services.

Housing services

Referral to housing services, not provided by your agency,
including all referrals to Oregon Housing Opportunities in
Partnership (OHOP).

Hospice services

Support provided to clients in terminal stages of illness.

Legal services

Includes legal services for all reasons.

Linguistics services

Provision of interpretation and translation services, not paid
for by your agency.

Mental health services

Psychological and psychiatric treatment and counseling
services offered to individuals with a diagnosed mental
illness, conducted in a group or individual setting, and
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provided by a licensed mental health professional. Includes
services funded by State Managed Services (SMS).

Medical nutrition therapy

Provided by a licensed dietician outside of a primary care
visit, includes provision of nutritional supplements. Includes
services funded by State Managed Services (SMS).

Medical Case management
services

Includes a range of client-centered services that link clients
with health care, psychosocial and other services, not
provided by your agency.

Medical transportation

Transportation to medical care, not provided by your
agency.

Non CARE act services

DO NOT USE

Oral health care

Includes diagnostic, preventive, and therapeutic services
provided by general dental practitioners, including referrals
to Clocktower and Russell Street clinics. Also includes
services funded by State Managed Services (SMS).

Other counseling (not MH)

For all services related to employment, vocation support, or
benefits counseling.

Other support services

All other non-categorized support services, including tobacco
cessation.

Outpatient/Ambulatory

medical care (health services)

Provision of medical services where clients are generally not
admitted overnight.

Pediatric developmental
assessment and early
intervention services

For referral for a client (infant or toddler) who needs
pediatric development assessment. Do not use for the child
of a client.

Permanency planning

Provision of services to help clients or families make
decisions about placement and care of minor children after
the parents/caregivers are deceased or are no longer able to
care for them.

Psychosocial support services

Includes HIV support groups, pastoral care, caregiver
support, and bereavement counseling.

Referral: health care

DO NOT USE

Referral: clinical research

For referral to a clinical research trial.

Rehabilitation services

Services provided by a licensed professional, including
physical and occupational therapy, speech pathology and
low-vision training.

Respite care

Assistance designed to provide relief for the primary
caregiver of a PLWH.

Service Outreach services

Use for a referral to Disease Intervention or Partner Services.

Substance abuse services
outpatient

Services delivered in an out-patient setting. Includes services
funded by State Managed Services (SMS).

Substance abuse services—
residential

Services delivered in an in-patient setting, includes short-
term detox. Includes services funded by State Managed
Services (SMS).
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Treatment adherence Provision of counseling or special programs to ensure
counseling readiness for, and adherence to, HIV/AIDS treatment.
Includes referral to CAREAssist Medication Therapy
Management program and the Pharmacist-led adherence
program at the Alliance.

Once the referral is completed, rejected or lost to follow-up, select the referral from the history
window and select F2: Edit Referral. Change the Referral Status field and enter a date in the
Referral Complete Date field. You should only use Del: Delete Referral if the referral was
inadvertently entered in the wrong client record.

To set-up the External Referrals provider list, contact your agency’s CAREWare Super User or
HIV Community Services.
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Contacts/ROI

The contacts tab below provides fields to record appropriate contact information for the client.
Enter the appropriate information into the key contact fields.

Valley, Lillium Of the
Change Log | C]ientF-tepurtl Merge Client | Dielete Client | Find List

Demographics I Service I Annual Review I Encounters | Referrals  Contacts/ROI |Cu5tom Tab 2| Custom Tab 3| Subform I Performance Measures I

Appointments | (Erders Farms Mew Search Close |

Bl Assigned CC: RN Caseload Dental Client Clock Tower ID
| =l =l =l
I Dental Eligible i ey Contacts Updated  PCP Physician PCP Phone &
[7/24/2012 =] |or. Shaw 503-555-9278
PCP Fax # HIW Physician HIV Physician Phone # HIV Physican Fax #
| | | |
Specialist Physician Specialist Phone # Specialist Fax # Pharmacy
| | | |
Pharmacy Phone # Pharmacy Fax £ Emergency Contact Emergency Contact Phone #
| | | |
Healthcare Power of Attorney Healthcare Power of Attorney Phone # DHS Disability Worker DHS Disability Worker Phone #
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The Regional Model also has a custom attachment field for ROIs to be uploaded (County model
also has ability to upload an ROl on the attachments tab). To attach a file for the ROI field, click
on the field’s hyperlink to open the attachment window. Click on F1 — Attach New File.

( G AttachmensL —— " = |ﬂ]’
L Clci Here Filter Text: Filter Column: 0/0
ISearch All Columns _v_j

Content | | Attach .. | Attach User | Mod Date | Mod User
F3 Attachment{s)
F4 - \fiew Attachment{s)
E5 - Check All
E6 - Uncheck All
ESC - Close

‘ I b

Navigate to the file you wish to upload and select Open.

44 Open =N = L
@U" Jl « DHS » Working Docs ~ | 43 |1 Search A
By Organize ~ 28 Views = [ New Folder
Favardatinie Name) Date modif.. Type Size Tags
- 97 2010 Instructions for using RW CAREWa...
Ei Documients
817 C AREWare County Data Form 2010
|# Recently Changed o
@_} CAREWare Data Form PILOT 2009
B Dk B CustomRequestForm
Bigpee 25 B cw Permission Templates 020511
Folders v | B CW Permission Templates 032111
| LogFiles e I@_’]I—|'l"|.|";ﬂtlliam‘.e Custorn Report Request 5t...
I Program Manua ] pilot Performance Measures M and D wi..
|, RDR ||| #Test fillable upload
J ROI
L RSR
i L Working Docs. I
Flz name: Test filable upload - lﬁttax:{"mems for RO {doc; pd v]
| Open | | Cancel |
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Select the type of ROl you are uploading.

agl Attachment Properties L'E@ﬁ

File Name:

ITesl fillable upload.doc

51

You will see the attachment listed in the Attachment List Manager. You may delete, view or

edit the attachment by selecting the file and using the command links on the left side of the

screen.

-

42 Attachment List Manager

— - - =

l.:.@é:;‘

F1 - Attach New Fileis)

EZ - Edit Content Descriptionis)
E3 - Delete Attachment(s)

F4 - \iew Attachment(s)

E5 - Check All

FE - Uncheck All

"| ESC-Close

Filter Teixt FieCaiey

141

ISean:h All Columns

=

Cortent | L Atach .. | Attach User | Mod Date | Mod User

! File Type

| File Name

| Com

[¥] General - RO 06/06/2017 CWHEELER 06/06/2011 CWHEELER

doc

Test fillable...

‘ m
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Performance Measures

Performance Measures (PM) in CAREWare help to guide the case manager and HIV Community
Services Program staff in determining whether certain case management standards are being
met. However, the PM alone cannot be fully relied on, as the result is only as good as the
information entered into CAREWare. For example a case manager may have added a service
and case note in CAREWare ‘reviewed client lab’ for an Acuity 4 client. CAREWare will count this
as a contact within 14 days and the result will show a green checkmark. The Standard however
requires contact WITH the client within 14 days. Therefore, it is highly recommended that the
agency have additional methods in place to monitor quality of care as required by the
Standards and utilize the PM as only one mechanism.

Performance Measure tab

Once you are in a client’s record, you can access PM data specific for that client. Within the
client’s record, select the Performance Measures tab. Those measures with a yellow line next
to them indicate that the measure is not applicable to the client. Pay attention to the green
check marks and the red x’s, which tell you whether or not the client’s PMs are being met.

Appointments Orders  Forms  Changelog  Client Report Merge Client  Delete Client Find List Mew Search | Close ‘

Demographics | Service | Annual Review ] Encounters ] Refemals ] Contacts | Attachments | Custom Tab 3 | Subform  Performance Measures |
Resulis asof | 7/172016 -

SC-01 - Virally supressed - County
SC-03 - Current VL Lab (w/in 12 mo) - County

SC-04 - Current CD4 or VL lab w/in 6 mo (No Gap)- County

Cxs< s

SC-05 - Current CD4 or VL lab w/in 12 mo (No Gap) - County

l

SC-08 - (RCP) RN Care Plan - Acuity 3 (w/in 30 days)

l

SC-09 - (RCP) RN Care Plan - Acuity 4 (w/in 14 days)

) §

SC-10 - Stable Housing - County -
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A red “x” indicates that the performance measure applies to the client but has not been met. A
red “x” is a good reminder that this client and/or his/her CAREWare record needs some case
management attention.

A green check mark indicates that the performance measure applies to the client and has been
met.

A yellow line indicates that the performance measure does not apply to the client and therefore
the performance measure is not applicable OR the data has not been entered..

You can easily get a list of all clients who meet or do not meet selected Performance Measures.
From the main menu, select Administration then Performance Measures.

Administrative Options

System Information

Clinical Encounter Setup

Change Provider Logo

Begimen Setup

i | Right Click

Performance Measures

Back to Main Menu ‘

The Performance Measures Worksheet screen will contain a long list of Performance Measures
(PM.) Each PM will have a unique code assigned to it. Only certain PMs are relevant to a
specific agency’s service delivery.

e HAB# (e.g. HABO1) coded Performance Measures are measures defined by the HIV/AIDS
Bureau of HRSA. These are only relevant to clinical-based programs not currently in
place in Oregon’s Part B CAREWare network.

o SCit# (e.g. SC001) coded Performance Measures are measures defined by the Oregon
HIV Community Services Program. These are relevant to county-based case
management programs.
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e SR-## (e.g. SR-1) coded Performance Measures are measures defined by the Oregon HIV
Community Services Program. These are relevant to regional medical case management
programs.

* L/LR or LC - ### (e.g. LROO1) coded Performance Measures are measures defined by the
Local Regional (L/LR) or the Local County (LC) agency. These are relevant to the agency
that requested creation or use of the measure.

If you are uncertain which PMs are applicable to your program, contact the HIV Community
Services Program.

To sort the Performance Measures Worksheet, right click at the top of the Code column and the
column will sort by code from A > Z or from Z 2> A.

4% RW CAREWare - DHS Training Set

Fil -
F1: Sinale Performance Measure Client List Right Click L
b2y g RIS MBS 8 Al e ok T Cod: Name Numerator Denominator | Percent Creating Provider < For Provider
F3: Multiple Performance Measure Report HABOT Y Two Primary Care visits>= 3mos Apart 7 n n Central Administration DHS Training Set
HABOZ Percentage with >=2 CD4 Counts 7 n 7 Certtral Administration DHS Training Set
F4: Client Tab Setup HABD2 CD4<200 with PCP prophylais ” ” i Central Admiristration DHS Training Set
i - Fo HABD4 AlDS Clierts on HAART 77 7 77 Central Administration DHS Training Set
F5: Add New Performance Mezsure HAEDS Percentage of pregnant women prescrbed ART 7 ” 7 Central Administration DHS Training Set
b e 2 HABODE Adherence Assessment 7 3 o Certral Administration DHS Training Set
F&: Berformance Measure Selu HABOD7 Cervical Cancer Screening 77 77 7 Central Administration DHS Training Set | 8
F7: Delete Perdformance Mezssure HABDS Hepatitis B Vaccination 77 n 7 Central Administration DHS Training Set -
HABDS Hepatitis C Screening [ g 7 Central Administration DHS Training Set
F&: Copy To New Performance Measure HAE10 HIV risk counseling 7 77 77 Central Administration DHS Training Set
F9: Make File (Advanced) HAB11 Lipid Screening 77 ke 77 Certral Administration DHS Training Set
HAB12 Oral Bxam 77 ” 77 Central Administration DHS Training Set
F10: Load From File (Advanced) HAB13 Syphilis screening 7 n n” Central Administration DHS Training Set
HAB14 TB Screening 77 el 77 Central Administration DHS Training Set
F11: Refresh Counts HAB1S Chlamydia Screening 77 el 7 Central Administration DHS Training Set
I HAB1E Gonomhea Screening 77 e 7 Central Administration DHS Training Set
F12: Reresh Sinale Performance Measute | a7 Hepatitis B Screening » n ” Certral Administration DHS Training Set
Brinit Per lornonee Measure- Viodos et HAB1% Influenza vaccination 7? e 77 Central Administration DHS Training Set
HABZD MAC prophylaxis 7 7 7 Central Administration DHS Training Set
Esc: Exat HAB21 Mental Health Screening 77 77 77 Central Administration DHS Training Set
HAB22 Pneumococeal Vaccination 7? 7 77 Central Administration DHS Training Set
As Of Date HABZ3 Substance Use Screening 77 7 7 Central Administration DHS Training Set
HABZE Toxoplasma Screening 77 ke el Central Administration DHS Training Set
6/5/2011 = Clients with current acuity level 77 7 77 Central Administration DHS Training Set
Acuity 1 clients w/ case mgt cortact w/in & months 77 7 77 Central Administration DHS Training Set
Acuity 2 clients w.’ case mat cortact w/in & months 77 7 77 Central Administration DHS Training Set
Acuity 3 Clierts w/ RN contact within 30 days 7? ) 77 Certral Administration DHS Training Set
Acuity 3 Clierts w/' case mgmt w/in 30 days 77 7 77 Central Administration DHS Training Set
< Acuity 4 Clients with RM contact within 30 days 77 7 7 Central Administration DHS Training Set
* Denominator and Humerator are unduplicats Acutty 4 Clients with CM Services within 14 days 7 7 7 Certral Administration DHS Training Set
gggg&ugm‘eﬂh filters applied "As Of Date Cument CD4 or Viral Load 7 7 7 Central Administration DHS Training Set
< - m 3
Connected to: tmgsuper@DHS Training Set@159.121.098.131 (Idle

To filter the Performance Measures Worksheet, enter the filter criteria in the Filter Text field
and then select the column you want CAREWare to search for the filter text. In the example
below, we have asked CAREWare to filter for the letter “s” in the “Code” column. This will limit
the display to those Performance Measures that have an “s” in the code.

To get an overview of how your agency is performing with regard to a specific PM, select the
PM and then click on F12: Refresh Single Performance Measure. The screen shot below shows
that there are 3 clients who are an Acuity 4 and are thus due for RN contact every 30 days (per
the case management standards.) The PM indicates that 0 of these clients have actually
received RN contact within the past 30 days.
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DHS Trainin

F1: Sinale Performance Measure Client List
F2: Sinale Performance Measure Aca. Report
F3: Multicle Performance Measure Regort
F4: Client Tsb Setup

F8: 26 New Performance Messure

F6: Performarce Messure Setup

F7: Delete Performance Messure

F8: Copy To lew Performance Messure

F9: Make File (Advanced)

FA10: Load From File (Advanced)

F11: Refresh Counts

F12: Refresh Sinale Performance Mezs, F
Print Performance Messure Workshest

Esc: Bt
As Of Date
Jar13/20m -

* Denominator and Numerator are unduplicated
client counts with fillers applied "As Of Date”

specified above.

Filter Colum
3 [Code |

1 Code | Name Numerstor _| Denaminator | Percent | Creating Provider [ o For Provider
5001 Cients wih curent acuty level 7 3 Certral Administation DHS Training Set
5002 Aoty 1 clierts w/ case mat cortact w/in § morths n ” kd Certrel Adriristation DHS Training Set
5003 Acuty 2 clierts w/ case mat cortact w/in € morths 7 ” » Certral Adrinistration DHS Training Set
5004 Acuty 3 Clerts w/ RN cortact wihin 90 days ” » » ral Adminisration DHS Training Set
5005 Acuty 3 Clerts w/ case mgrt win 30 days il ” 7 Central Administation DHS Training Set
5006 Acuty 4 Cierts with RN cortact wihin 30 days 0 3 o0 Carirel Adriristation DHS Training Set
5007 Acuty 4 Clerts with CM Services wikin 14 days bl ” » Central Adriristation DHS Training Set
5008 Curent CD4 or Vial Load ” » ” Certral Administation

DHS Training Set

i

(Cornected to: tmgsuper@DHS Training Set@153.121098.131

de
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Performance Measure Worksheet Report

In order to determine if particular client or if all clients in your agency meet or do not meet a
performance measure, you can run a report for one or more performance measures.

e Onthe Performance Measures Worksheet screen, click on the Performance Measure
you wish to run a report for.

e Enter the “As of Date” that you want to use for the Performance Measure Report.

* Select whether you want clients who do not meet the performance measure (the red
“x”) or clients that do meet the performance measure (the green check).

e Select how you want to view the report from the “List to” drop down box options.

Maikce Client List As of Date: 77772016 =]
Esc: Exit
Pilot Project Provider
List Clients: -
¢ Mot In Numerator (chients not meeting pertormance
measurel n "
List Tax

=L B La]

Guick Paper List

w " In Mumerator (clients meeting performance measure)
—j

Met In Dencminator (chents not considered for
performance measurs)

Real4ime Lookup Li
[Quick Paper List [ &3) ] ailing Labels

Note: if you do not see the “List to” drop down box option at the bottom of the screen, expand
the screen:

i Single Perfarmance Measure Client List =1 el B2

SR-1-Virally suppressed

Make Client List As of Date: /772016
Esc: Bt

A “Real-time Lookup List” will provide you with a list of clients in CAREWare that do or do not
meet the PM (whichever you selected). You can then easily access these clients’ records within
CAREWare. Once your selections are set for the report, click on F1 — Make Client List.
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Filler Text Filter Column: A
3 [Code ||
1 Code | Neme [ Mumerstor | Denominator | Percent | Creating Provider e For Provider I

F3: Muliiple Performance Messurs Report 001 Clierts with cument acuty evel » 7 Certral Admiistraton DHS Traring Set
3002 Acuty 1 cents w/ case mgt contact win 6 months » n 7 Certral Adminstration DHS Traring Set

F4: Client Tsb Setup so03 Acuty 2 clierts w/ cass mgt contact w/n & morths n 7 7 Central Administration DHS Trairing Set
004 Acuty 3 Cliets w/ RN contact wifin 50 daye » n 7 Certral Administraton DHS Traring Set

F5: Add New Performance Measure 5005 Acuty 3 Clierts w/ case mgrt w/in 30 days » » kd Certral Administration DHS Trairing Set
5006 Acuty 4 Clints wih RN cortact wihin 30 days ) 3 000% Certral Adminstration DHS Traiing Set

F6: Perie Messure Setip

R 5007 Acuity & Clierts with CM Services within 14 days »n n ” Certral Administration DHS Trairing Set
F7: Delete Performance Messure 5008 Curent CD4 or Vral Load ” 2 kd Certral Administration DHS Traiing Set

FE& Copy To New Performance Messure
F& Meke File (Advenced]

F10: Lozd From File (Advanced)

F11: Refresh Counts

F12: Refresh Single Performance Measure
Print Performance Measure Worksheet

42 Single Performance Measure Client List

5006 - Acuity 4 Clienis with RN contact within 30 days

Click Here

Esc: Bt Make Client L} As of Date:

Esc: Exit [2/13/2011
As Of Date
L7 — | List Clients

& Not In Numerator (clients not meeting performance:
measure)
v © In Numerator (clients meeting performance measure)

~ Denominator and Numerator are unduplicated
client counts with filters applied “As Of Date” Not In Deenominator (clients not considered for
D — " performance messure]

List To:

Realtime Lookup List

At the bottom of the Real-time Lookup List screen, you can select which tab of the client’s
record you would like to see when the record opens.

"f';l'z Real-time Lockup List
S0 Acuity 2 Chents with BN contact withan
days.
Mot I Mumerataor (clients not meeting
performance measure),
A Tlient=s

Refreshlist

Headlights, Deer M
Labon. Martha Christine
Mouse, Michael "Mickey"

elected Client

Labs L -
| Medications
Pedormance Measures
Refemals

Screening Labs
Screenings

L
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Forms

Most case management programs utilize the Forms feature in CAREWare to enter all the acuity
life areas. You may access the Nurse Acuity (for county model), or the Psychosocial Acuity and
the Medical Acuity (for regional model) either from the Find Client search results screen

r Y
Search Results I - .

Search results for criteria: Last Name Like flinstone’, Active Clients Only.

Last Name | First Name | Client ID | Client URN | Client EURN |
Flinstone Frederick FEFID101601U DghQT 6w
Flinstone Wilma WLFID105622U  rJ4hTY+8M

or directly from the Client record as shown below.

[ s

Appointments Orders Forms Change Log | Client Report h&?g: Delete Client Find List New Search Close “
Demographics | Service | Annual Review | Encounters | Referals | Key Contacts | Scheduler | Perfomance Measures |

First Name: Middle Name: — Ethnicity

|Frederick E " Hispanic & Non-Hispanic " Unknown

Last Name: Date of Birth: “Race

|Finstone 111960  ~| Est? !

- American Indi
Gender: Client URN: Encrypted URN: 2 ;":: - I Maska Naive I Other
[Male _~| |FEFID101601U _| |DghQTf6w ety ! ;
Ameri Native Hawaiian or Other
L itic fabeaies LI[Cmen
[~ Asian

Client ID: Address: City: Common Notes | Provide Hotes | Case Notes |

[ | | | ~
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Once you open the forms screen, you can choose to Add a new form or access an existing form
in View or Edit mode.

2 CAREWare Custom Form Designer lau:rl e
H Form Select Flintstone. Fredrick = All Forms for Past 12 Months
Oregon CC Client Acuit. .
F1 Add Oregon CC Client Acuity Scale Workshest
F2  Add Oregon RN Client Acuity Scale Workshest 11152010 View Edit
Esc Exit

!

To view or edit an existing form, select
view or edit next to the date of the form
you wish to view or edit.

Select F1 or F2 or click on the hyperlink
to add a new form for the client.

HIV Community Services
CAREWare Users Guide
July, 2016



60

To enter data for a new form, check the box next to the acuity life area field for which you are
entering data and enter the acuity level. The client name and current date will automatically
populate the form. You may change the date in the Form Date field. When complete, select F1:

Save/Close.

- CAREWare Custom Form Designer

'_l Form Add

Flintstone. Fred = All Forms for Past 12 Months

Fi Save/Close
Pgllp Previous Page
PgDn Mext Page
Ese Back

Ctrl-Z Undo

Ctrl-Y Redo

Ctrl-P  Print

PLEASE NOTE:

Oregon CC Client Acuity Scale Worksheet

Name Form Date |5;g;2[:.11 ﬂ
01 CC Acuity Level ] 0] CC Acuity Score L]
Basic Needs Life A ci i
acs Addictions Life
Area O Area l:l
Transportation Life Self Sufficiency Life
o Area o Area

Values entered on the form will also be viewable in the Encounters/Labs tab and on the
Labs Rapid Entry tab.

« If you delete a form, the data itself is not deleted. You will need to delete the data
through the Encounters/Labs/Rapid Entry screen.
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Shared Data

The values in these fields can be overwritten by another Part B-funded agency that serves the
client at the same time or after the client is served at your agency.

Tab Shared Data Entry Fields
Demographic ¢ Full Legal Name*
e Date of Birth*
e Ethnicity*
e Race*

e Sex at birth*
e Race/Ethnicity Subgroups*

e Gender*
e Zip Code*
¢ County*

e Vital Status*
e HIV Risk Factor*
e HIV Status*

e HIV Date*

e AIDS Date* (if HIV Status is set to “CDC-defined AIDS”)
Annual Review: e Primary Insurance*
[Annual] e Other Insurance*

¢ Housing Arrangement*
e HIV Primary Care*
¢ Household Income & Household Size*
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CAREWare Reports

This manual focuses on those reports that are expected to be of greatest use to Oregon users.
Additional information on using the reporting functionality in CAREWare can be found in the
HRSA developed manuals. You may also contact the HIV Community Services Program for
technical assistance. Please remember the quality of the report generated is only as good as the
qualify of data entered into the system.

Commonly used reports accessed in client screens include:
- Client Report (access through any Client screen)
- Case Note Report (access through the Case Notes screen; see section on Case Notes)
- Lab Rapid Entry Report (access through the Encounters/Labs screen; see section on
Labs)

Client Report

To run the Client Report, click on the Client Report button from the main client screen. This
report provides information entered on the Demographics and Annual Review tabs.

Headlights, Dearest N [ Click Here
Change Log Client Report erge Clisr Delete Client Find List Mew Search Close
: AT
Demographics ]Service ] Annual Review ] Encounters ] Hefenals‘ Intake & Assessment Fomms | Performance Measures
First Mame: Middle Mame: — Ethnicity
||:"3E“"35'E |N " Hispanic * Men-Hispanic " Unknown
Last Name: Date of Birth: =
— Race
Headlights 1/4/1380 |\ Est? " :
| - J “—‘J i W \white B American Indian or [ G
Gender: Client URN: Encrypted URN: Alaska Native
TR T T Black or African
Femal »| |DAHADTC48G2U .. | |86VwuSHem :
| e -—J | —‘—J | 2 American r Native Hawanan or Other [~ Unknown
Encrypted UCI: Pacific Islander
|CSE71ECDAA1472781 10F36AD620320578372800CU I Asian
Client |D: Address: City: Common Netes | Provider Notes 1 Case Notes
| {3320 SE Doe Lane |Deerand
State: Zip Code:
{Dregon _v||12345
County: Phone Number: - T e s
|Vheeler _~||5033391111 Iabel repart
‘ HIV Status: [CDC defined AIDS vl HN=Date 127271380 = Esp [T AIDS Date:| 12272006 = | Esp [

HIV Risk Factors

[T Male 55 S5 ialels I~ Heterosexusl contact [~ Receipt of transfusicn of blood, blood components, or tissue

W Injecting Drug Use [~ Perinatal Transmission [~ Other, specify: ]

[~ Hemophilia/coagulation disorder [~ Undeterminediunknown, Risk not reported or identified

The client report menu offers several viewing options. The Client Report (One Page) will
provide all the information used in Oregon.
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[ Client Reports ]
Client Report (One Page)
Client Report (Two Page)
EncounterReport
Bar Code Labels |
Close |

Several other useful reports are available through the Reports menu. From the main menu,
select Reports. Descriptions of these reports follow the screen shot.

[ Reports |
RDOR Clinical Encounter Reports
Custom Reports Clinical Encounter Preprints
Beferrals Mailing Labels
Einancial Report

IUser Login Report

Mo Service in X Days

R

B

h

P e

Service Detail Report (Beta)

Mulitple Clhient Case Motes
Repaort
[T Maximize & Reports?

Close
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* Custom Reports opens the custom reporting module (more information follows.)

e Referrals opens the referral reports module.

* Financial Report is a good service utilization report that provides information about the
guantity and type of services provided within a specified time frame.

* No Service in X Days is used to identify clients who have not received services in a
specific number of days.

e Service Detail Report provides client level service information. You may choose to add a
filter if needed (e.g. a specific service or subservice, clients with a certain acuity level,
etc.)

e C(Clinical Encounter Reports are related to specific clinical conditions.

e C(Clinical Encounter Preprints are used to preprint client clinical data in preparation for a
clinical visit.

* Mailing Labels prepares a set of mailing labels to be used for US postal mail.

e User Login Report provides information on user login/logout activities.

e Multiple Client Case Notes Report allows you to print case notes for a specific date range
for clients served within that date range.

The “Maximize All Reports?” checkbox simply opens each report in full screen mode.
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Financial Report

In Oregon, the CAREWare Financial Report is used as a service utilization report. The report will
list the units and total costs of services/subservices provided by a specific agency, as well as the
number of unduplicated client served for the specified time period. To access the Financial
Report, from the Main Menu, select Reports, and then Financial Report.

To run the report:

- Highlight your agency’s name

- Enter the date range in the From and Through boxes

- Highlight RW Part B under the Funding Source column
- Check the Include Subservice Detail box

- Check the Include Provider Information box

- Select Run Report

Data Scope: Date Selection:
T | Year: From: Through:
DHS Training Set \ T ’jjum;zmn =1 [prozmr +]
Funding Source | RW Funded?
Non-RW Funding Source Mo
Part B \ Yes
4 m [3
W Include Subservice Detail W Include Provider Information
I Pull amount received data from receipts in the date span
Report Filter:
[~ Apply Custom Filter Filter |

L _—+ Bun Report | Close

You may choose to use a filter to add to the Financial Report. See the section on Custom
Reports or contact the HIV Community Services Program for assistance in using filters.
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Example of report output:

DHS Training Set

66

Phone:
Address:
. Oregon
Medical Case Management Clients: Units: Total: Amount Received: Not Received:
RAF - RN Intake & Assessment: Face-to-face 2 20 $0.00 $0.00 50.00
RIF - RM Case Management: Face-to-face 2 6 $0.00 50.00 $0.00
Medical Case Management Totals: 4 26 $0.00 $0.00 $0.00
Case Management (non-medical) Clients: Units: Total: Amount Received: Not Received:
MNAF - Mon-RN Intake & Assessment: Face-to-face 1 1 $0.00 $0.00 $0.00
NIF: Mon-RM Case Management: Face-to-face 3 8 50.00 50.00 $0.00
Case Management (non-medical) Totals: 4 9 $0.00 $0.00 $0.00
Provider Total 7 35 $0.00 $0.00 $0.00

No Service in X Days

This report allows you to create a list of clients who have not received a specified service in a
certain number of days. As a general rule, clients who have not been seen in six months or
more are often considered out of care or in danger of falling out of care. This report allows you

to examine the records of individual clients and determine if action is necessary.

You can filter the search by service category or by an individual subservice name. Leaving this

filter blank will run the report on all services.

Reports - No Service in X Days

This report lists clients who have not received a service in the specified category or @ particular subservice within the supplied number of days. If
you do not select a subservice or service category, the report will be run on all services.

i Diata Scope:

I Include shared services entered by other providers.
% Sarvice Category " Subservice Type

JOther Case Management (non facetoface) _v_j

MNumber of Days:

]13[}'

—Report Filter;

[~ Apply Custom Filter Filter

Bun Report | Close J

You may choose to use an additional filter to add to the report. See the section on Custom
Reports or contact the HIV Community Services Program for assistance in using filters.
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The names, URNs, date of last service and provider are returned. Example of report output:

Clients With no Service in 180 days.

Data Scope: DHS Training Set

Report Criteria:

Provider: DHS Training Set

Service Category: Case Management (non-medical)
Lass qualifying at least 180 days ago.

service:

Enrollment Status: active or unknown.

Name:

Adams, Boaz Bartholomew
Anderson, Michae Philip
Another, Glient To
BIGHHOUSE, MATT A
Elow, JoeJ

Bob, BobBob

Bobo, Clown T

URN: Last Service Date: Provider:
BAAAD101411U

MCAD1002821U

ClAC1125501U

MTBG0301201U

JEBOODS099%1U

BEBBE1212081U

COBB1212823U

67
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Clinical Encounter Reports

Many of the Clinical Encounter Reports are more clinical in nature than will be useful to Oregon
case management agencies. For a more advanced understanding of these reports, please

contact the HIV Community Services Program.

Clients with no tests in X days

The Clients with no tests in X days report produces a list of clients who have not had a particular
screening test in a specified number of days. This report can be very useful for determining

which clients are in need of a reassessment or updated lab values.

-
Clinical Encounter Report Setup

~

r Include shared data from
other providers? ~

*

—Repaort Filter;

—Diata Scope: | Encounter Reports:

Clients with no encounter in X days
ARV Ingredient Count

Clients with no tests in X days

Clients with no Hepatitis Vaccinations
Clients with no Syphilis test in X days
Clients with no Preumovac in X months
Clients with last selected Lab Results
Clients ever diagnosed with Hepatitis

Empty Encounter Report

[~ Apply Custom Filter Filter

—Report Specifications

Clients who have not had the specified
screening test in the last X004 days.

Screening Test:

1ﬁcu'rty Level

Mumber of Days:
365

Run Report |

Close

You may choose to use an additional filter to add to the report. See the section on Custom
Reports or contact the HIV Community Services Program for assistance in using filters.
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Example of report output:

Data Scope: DHS Training Set

Report Criteria:
Provider: DHS Training Set
The client: has not had a Acuity Level screening at the provider in the last 365
days.
Or the client: has not had a Acuity Level screening at the provider.
Client enrollment is active or unknown
status:
HIV Status: Not equal to Negative or Unknown

Name:

Adams, Boaz Barthaolomew
BIGHHOUSE, MATT A
Blow, Jog.d

Bob, BobBob

Bobo, Clown T

URMN: Last Lab Result: Last Screening Date:
Basal101411U

MTBGO301201U 2 12005
JEBOOS0SSS1U

BEBB1212061U 12 10v202006
COBB1212523U 1 2/8/2006

Provider Name:

OHS Training Set

ODHS Training Set
DHS Training et
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Clients with last selected lab results

This report identifies clients with certain lab values. The report set-up below will provide a list
of clients with Acuity Levels of 3 or 4. This report can also be used to identify clients with
particular CD 4 Counts, Viral Loads, Adherence Life areas, etc.

-
Clinical Encounter Report Setup

r—Data Scope: —| 1~ Encounter Reports: = 1 Report Specifications
" Clients with no encounter in X days Clients whose last selected lab value
Include shared data from was less than or grester than the

L cther providers? entered result.

" ARV Ingredient Count
" Clients with no tests in X days

" Clients with no Hepatitis Vaccinations Lab: Operator:

1Acu.ity Level _:_j j>= _:_j

" Clients with no Syphilis test in X days

" Clients with no Pneumovax in X manths Value:
3

* Clients with last selected Lab Results

" Clients ever diagnosed with Hepatitis

" Empty Encounter Report

i Report Filter:

[~ Apply Custom Filter Filter Run Report | Close ‘

You may choose to use an additional filter to add to the report. See the section on Custom
Reports or contact the HIV Community Services Program for assistance in using filters.

Example of report output:

Clients with Acuity Level »= 3 at last test.

Data Scope: DHS Training Set

Report Criteria:

The client's: last Acuity Level result was »= 3.

Client enrollment is active or unknown

status:

HIV Status: Not equal to Negative or Unknown
Name: URMN: Last Lab Result: Last Lab Date: Provider Name:
Bob, BobBob BBEB1212061U 12 100212006 DHS Training Set
Cadabra, Abra "Abby” ARCD1005722U 3 TI212006 DHS Training Set
Clampett, Jedediah (Jed)  JOCAQ3I04T41U 4 4/21/2008 OHS Training 3&
clark, mark | MRCA1212801U 3 21812008 OHS Training St
Colombo, Cyna CHCL1231672U 3 BI32010 DHS Training 3&
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Service Detail Report
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This report will provide client level information for services provided within the specified time

frame.

Service Detail Report Setup

Start Date: End Date:

|5/1/2010 | |5/31/2011

[ Only include services with &mount(s) Received

Repaort Filter:
[ Apply Custom Filter Filter
Create Cloze

=

You may choose to use an additional filter to add to the report. See the section on Custom
Reports or contact the HIV Community Services Program for assistance in using filters.

Example of report output:

Headlights, DearestN

URN: DAHAO0104802U

Date: Service Name: Contract Units: Totak Received: Provider:

BI302011 NIF: Mon-RM Casehanagemsnt OHS Fy 2008-2010 1 30.00 50.00 DHS3Training Set
Face-to-face

BM212010 RIM-RMCaseManagement DOHS Fy 2008-2010 4 30.00 50.00 DHSTraining Set
Mon-face-toface

8/1212010 Med Visit other ss Testing Med Prov 1 30.00 20.00 DHSTraining Set

Contract
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Mailing Labels

You can generate mailing labels for clients with this report, which pre-formats client names and
addresses to the Avery 5160 layout.

Only clients who have the “Include on Label Report” box checked on their Demographics screen
will be included; to screen out clients who do not wish to receive mail, uncheck this box in their
record.

To generate mailing labels:
From the Main Menu, select Reports, then select Mailing Labels
- Determine which clients to include on the labels by selecting from the four
options
= All Clients in the agency’s database
= All clients whose enrollment status is “Active”
= All clients whose vital status is not “Deceased” and whose enrollment
status is not “Inactive/Case Closed”
= All clients who have received services for a selected date range
- Check the box Only include clients with street addresses. This will omit clients
who do not have an address entered in CAREWARE.
- Select whether to sort alphabetically by last name or numerically by zip code.
- Select Run Report

Mailing Lab B _‘—'—'—'—-_.____1_‘_
¥ Select a filter type for generating mailing labels. These labels are formatted to fit Avery 5160 label sheets.

Mote that & client is included on this report only if the “Include on Label Report’ box on the Client screen is
M checked for that client.

\

Specific Provider: OHS Training Set

" All Clients

{* All clients whese enrcllment status is “Active’

7~ All clients whose vital status is not ‘Deceased’ and whose enrollment status is not Inactive/Case
Closed’

) ; and
" All clients who have services between! = =

—Sart By:

v Only include clients with street addresses QI e C hcade

—Report Filter;

™ Apply Custom Filter Filter

| Bun Report | Close

" i
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Multiple Client Case Notes

This report prints case notes for a group of clients for a specified time frame.

Enter the date span, select the clients you wish to print reports for and choose your sorting
method (last name or date.)

Multiple Client Case Motes Reports Setup
From this screen you can print Case Notes Reports for muliple active clients.
Case Motes Date Span
From: {51,201 | Through - 5/31,/2011 ]
Sart By
{+ Last Name, First Name " Date
Last Name: First Mame: Client 1D: -
Adams Boaz
Andersan Michael
Anather Client
[w] BIGHHOUSE MATT
Blow Joe
Bob Bob BEE
Bobo Clown Eobo
BROKEBACK JAKE 1212
Brown Chares S
[ 0 = P
| selectau Deselect Al
Print | Cancel

Example of report output:

. . Date From: Date Through:

Multiple Client Case Notes Report g
05/01/2011 05/31/2011

Name: URN: Provider Name:
Public, John JHPB1021721U DHS Training Set
Case Note Author: Case Note Date:
Helpful, Case 5/30/2011
Manager, Proud to
be
Case Note:

Client telephoned today to let me know that he has lost his health insurance that was provided through
his emnlover as he could no lonaer affard the CORRA navments We discussed CARFAssist Client
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Custom Reports

CAREWare has a very extensive custom reporting module. To request a custom report, please
complete the CAREWare Custom Report Request Form found on the HIV Community Services
Program website. Before requesting a custom report in CAREWare, it is important to
understand what information you wish to generate. The following general guidelines may be
helpful when requesting custom reports.

Questions to ask for designing a custom report:

How am | going to use this information?

What information do | want (e.g. poverty level and HIV Risk Factor by client name)?

How do | want the information displayed (e.g. by client name, by service category)?

For which clients do | want the information (e.g. clients served in the past year, Hispanic

clients only)?

5. Are there specific groups of clients that | want to exclude from the results (e.g. clients
under 18 years of age)?

6. Where do | want CAREWARE to look for the information that | want returned in the

results (e.g. CAREWARE should look to Enrollment Status to determine “Active” clients)?

PwnNPE
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Exporting Reports

Most CAREWare reports can be exported into a variety of formats, including PDF (to be viewed
using Adobe Reader) and Microsoft Excel.

To export a report:
- Runthe report
- Select Export from the File Menu

@ RW CAREWare Report Viewer

LE bport. | Cil-£

- Select the Export Type (e.g. Portable Document Format)
- Click on the box with the 3 dot ellipsis next the field called File

-

i Export Type | Rich Text Format (RTF) |
Rich Text Format
Portable Document Fomat (FOF
HTML Fammat (HTM)

Microsoft Excel Format {¥LS)
Tagged Image Format (TIF)

Teat Format {TAT)

%ML Format (XML}

File
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- Browse to the location where you wish to save the file
- Enter a Name for the exported file in the field File name
- Select Save

J‘ig" Save As - e vimh BIE m
@Uv| |« DHS » CW Reports » v | 4 | | search A
i T .
O e Name! Date modified Type Size S Sl
Ei R T4 2010 Financial Mon Pilot by Provider
. 'EIEDIU Financial Mon Pilot Grouped
[# Recently Changed - o ;
T4 2010 Missing Acuity Levels =
M Deskiop 12010 Nonpilot RDR
i Becent Places 12010 Null Acuity Levels by Provider
18 Computer #2010 QI Acuity Point Groups
[E Pictures 12010 QM Question 1 Monpilot
More » L2010 QM Question 2 Nonpilot
112010 QM Question 7 Nonpilot
Palder: ~ | 3512010 QM Question 10 Nonpilot -
=N =l lient Transportation Report -
Save as type: ’Pnrtable-[}ucument Format v]
“ Hide Folders | Save | | Cancel |
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Appendix A: CAREWare Required Data Entry Fields
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CAREWare
Tab [Subtab]

Ryan White CAREWare Required Data Entry Fields

Demographic

Full Legal Name*
Date of Birth*
Ethnicity*
Race(s)*

Sex at birth*
Gender*

Zip Code*
County

HIV Risk Factors*
HIV Status*

HIV Date*

AIDS Date* (if HIV Status is set to “CDC-definedDS")

Service

Vital Status*

Deceased Date (if applicable)*

Enrollment Status

Enrollment Date

Case Closed Date (if applicable)

For each service entered you must complete theviolb:
» Date of service
» Service Name (select the appropriate sub-service)
» Contract that funds the service provided (shoufduleto Part B)
» Units (# of service units provided)
» Price (not required for case management services)

Annual Review:
[Annual & Quarters 1-4]

Primary Insurance*

Other Insurance (if applicable)*

Primary HIV Medical Care*

Housing/Living Arrangement*

Client’s Annual Household Income*

Household Size*

Poverty level (CW automatically calculates)*
Was the client screened for mental health?*
Was the client screened for substance abuse?*

Encounters:

[Labs]

For all lab tests enter these values:

Test name (e.g. CD4 count)
Date (using Rapid Entry)
Operand (e.g. =)

Result

Assay (if applicable)

Tests and values that should be entered include:

Ch4

Viral Load
Acuity Level
Acuity Score
Adherence Level
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Appendix A: CAREWare Required Data Entry Fields
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CAREWare . . :
Tab [Subtab] Ryan White CAREWar e Required Data Entry Fields
Referrals: For required External Referrals:
[Referrals] Refer-to-Provider

Referral Status

Referral Date

Requested Service Category Type
Referral Completed Date
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