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This document will provide general guidance in entering data into RW CAREWare
for compliance with the reporting requirements of the State of Louisiana STD/HIV
Program, City of New Orleans Office of Health Policy and AIDS Funding, NO/AIDS
Task Force, and City of Baton Rouge Division of Human Development and Services,
and the applicable Federal funding agencies.

Acknowledgements: LaCAN thanks the Oregon Department of Human Services for
allowing LaCAN to adapt their CAREWare manual for this guide.

The Louisiana CAREWare Access Network
The Louisiana CAREWare Access Network (LaCAN) is a collaborative effort between four Ryan
White grantees in Louisiana to improve the information technology capacity to collect and

report client-level data to the HIV/AIDS Bureau, Health Resources and Services Administration
(HRSA), HHS. The LaCAN partners include:

e Louisiana Department of Health and Hospitals HIV/STD Program

e City of New Orleans Office of Health Policy and AIDS Funding

e City of Baton Rouge Division of Human Development and Services
e NO/AIDS Task Force

These partners are using CAREWare as a central repository of client data and have agreed to
exchange service information for the purpose of improving client care, data quality, and
performance measurement.

About CAREWare

CAREWare is free, scalable software for managing and monitoring HIV clinical and supportive
care and will quickly produce a completed Ryan White HIV/AIDS Program Annual Data Report
(RDR) and the new Ryan White HIV/AIDS Program Services Report (RSR) for meeting reporting
requirements to the federal grantee, the U.S. Department of Health and Human Services,
Health Resources and Services Administration, HIV/AIDS Bureau (DHHS, HRSA, HAB). CAREWare
was developed by jProg in New Orleans, Louisiana. Their website is: http://www.jprog.org

LaCAN uses CAREWare 5.0 in a centralized, ‘real-time’ configuration. Users 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 CW and other key activities. The
business tier stores the data in a database; both the business tier and the database are stored
on a server at SHP.
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Need CAREWare Help?

Here’s what to do:
1. Check the manual & troubleshooting guide

2. Contact your designated LaCAN Partner with
questions about using CAREWare & creating reports

3. If you have a CW error or trouble connecting:

Send an email to the LaCAN Help Desk at hap@1Ia.gov:
- Include “CAREWare” in your subject line (examples: CAREWare error, CAREWare
question)
- If reporting a problem, include this information AND a clear description of the
problem:

1. Your name

2. Your agency name

3. Your email & phone number

4. A screenshot of the error

5. Paste the “details” of the CW error in your email

- Do NOT send client information. Be sure to remove identifying client info from any
screenshots you send.

IF YOU NEED TO BE UNLOCKED IN CAREWARE, CONTACT YOUR
DESIGNATED LACAN PARTNER FIRST




LaCAN Data Management Policies & Procedures

e Date Security & Confidentiality

e Data Sharing in CAREWare

e Hardware Requirements

e Required Fields and Data Entry Timelines
e Entering Client Identifiers & Addresses

1. Policy: Data Security & Confidentiality
Effective Date: April 1, 2012

Confidential information includes not only sensitive health and risk-related information, but
also client personal identifiers, potentially identifying information, and any other information
provided to contractors for which confidentiality was assured when the individual or
establishment provided the information. “Potentially identifying information” includes
information that when viewed in conjunction with other information could possibly identify
and/or be harmful to a particular person or group of people.

Communicating CAREWare Client Information:

A. Information containing patient or client personal identifiers is never sent by email, even
if encrypted. CAREWare client URNs, UCIs, eURNs, and any other agency client IDs will
not be transmitted via email between any parties. LaCAN users, partners, and SHP staff
will communicate about specific client records either during a live telephone
conversation or by using a secure electronic transmission established by SHP staff.

B. Electronic files containing patient or client personal identifiers, URNs, UCls, eURNs, and
any other agency client IDs will be transmitted to SHP and LaCAN Partners only via
secure folders established by SHP.

Personal identifiers are never left on voicemail messages.
D. Printed CAREWare reports should not be faxed unless being sent to a fax machine that is
demonstrated to be housed in a locked office or secure area.

0

Physical and Electronic Security:
A. Computers used to access Citrix and CAREWare must:
a. Belocated in an agency office setting;
Be in a secure area/office and/or behind a door with a locking mechanism;
Be password protected at the Windows login level and have a password
protected screensaver program installed and activated;

d. Have the monitor facing away from open doorways, hallways, or other areas so
onscreen data/information cannot be accidentally seen by non-agency or non-
pertinent personnel;

e. Have current, SHP-approved anti-virus software and Windows updates as
described in the Approved Anti-Virus Software section of this policy.
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B. Citrix and CAREWare must not be accessed from any mobile device or unapproved
laptop. The procedure for requesting laptop approval is outlined in the Hardware
Requirements policy below.

Citrix and CAREWare passwords must not be saved by any user’s internet browser.

D. Users are not permitted to save CAREWare data to their computer without prior LaCAN
and SHP approval, which should be requested via an email to the SHP Help Desk at
hap@la.gov. CAREWare data may only be saved to the provider’s shared folder through
their Citrix connection.

E. Users will be automatically logged out of Citrix after 20 minutes of inactivity and out of
CAREWare after 15 minutes of inactivity.

0

LaCAN Data System Access:
A. Prior to being granted access to confidential information, each CAREWare user must:
i.  Complete and submit:
a. Request to Add/Remove User
b. User Confidentiality Agreement
ii. Complete the web-based LaCAN Privacy Training
All are found at http://new.dhh.louisiana.gov/index.cfm/page/1147. All users will also
be provided a copy of the current Louisiana STD/HIV Program Security and
Confidentiality Policy.

B. Access to and use of confidential records in CAREWare is limited to purposes related to
each person’s designated role (“need to know”) at their employing agency. Not all
CAREWare users are entitled to view or use all aspects of CAREWare. Full modification
rights and view-only rights are defined for each person as determined by the LaCAN
Partners and the supervisory staff at each user’s employing agency.

C. Citrix and CAREWare access are restricted to 7:00AM to 7:00PM Monday-Friday.
Extensions or changes to this access schedule must be requested in advance by sending
an email to the SHP Help Desk (hap@Ia.gov) and will be granted by the SHP HIV Services
Data Management Supervisor on a user-by-user basis.

D. Each person authorized to access CAREWare must have a unique DHH-OPH-SHP Citrix
username, DHH-OPH-SHP Citrix password, CAREWare username, and CAREWare
password to verify authorization to access the LaCAN CAREWare system. Such
identification codes and passwords shall be issued and changed regularly in accordance
with the LaCAN policies.

E. Citrix and CAREWare accounts are user-specific and may only be accessed by the user
assigned to that account.

LaCAN User Passwords:
All Citrix and CAREWare passwords users must be 8-32 alphanumeric characters, including at
least two numbers, at least one upper case letter, and at least one lower case letter.
CAREWare will prompt users to change their password every 30 days.
Passwords may not include the following:

A. Any version of the user’s name or username;

B. User’s birth date;
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0

Agency name or abbreviation;

Sequential numbers (i.e. 12345678);

E. A password already in use by the user for accessing anything else (e.g. VPN, screensaver,
or Windows password).

o

Client Data Security Breach:

A.

@

A security breach can be defined as, but is not limited to, the following:
i. Hardcopy or computer media from CAREWare, including mail outs, containing
confidential material is lost or stolen.
ii.  Hardcopy or computer media from CAREWare containing confidential material has
been given or shown to a person who is not authorized to receive it.
iii. There is evidence of a break in to an office with a computer able to access
CAREWare.
iv.  There is evidence of someone trying to “hack” into a CAREWare computer or the
CAREWare network.
v. There is evidence, through media story or other source, that someone has obtained
confidential material that may have come from the LaCAN system.
If a breach occurs, the State of Louisiana Office of Public Health STD/HIV Program (SHP)
Services Data Manager must be notified immediately at 504-568-7474. If this person is not
available, the SHP Data Management & Analysis Unit Manager is notified at the same phone
number. SHP will notify all other LaCAN Partners as appropriate.
All media calls related to a breach must be referred to the SHP Administrative Director.
Any breach of confidentiality will immediately be investigated to assess causes and
implement remedies. Infractions related to inappropriate access to or disclosure of
confidential information may result in loss of CAREWare access, disciplinary action,
termination of employment, loss of professional licensure, and/or federal, civil, or criminal
penalties. (HIPAA Privacy 164.530; 45 C.F.R, §§160.300 et seq., 160.400 et seq., 160.500 et
seq., 42 U.S.C. §1320d-6)
SHP and LaCAN will comply with all applicable federal and state requirements for the
reporting and notification of breaches of protected health information. (45 C.F.R. §§164.400
et seq., R.S. 51:3071 et seq.)

Policy & Procedure: Data Sharing in CAREWare
Effective Date: January 1, 2012

Policy

The LaCAN Partners are committed to the sharing of client data between LaCAN provider
agencies when appropriate to improve services to persons living with HIV, enhance
performance measurement, and increase the quality of Ryan White HIV services data. The
LaCAN Partners have established a process for sharing Protected Health Information (PHI) in a
confidential environment that complies with the Privacy Regulations of the Health Insurance
Portability and Accountability Act (“HIPAA”), the Health Information Technology for Economic
and Clinical Health (“HITECH”) Act, and all applicable state laws. This effort is intended to
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minimize the burdens on both patients and service providers to improve coordination and
quality of care to patients serviced by Ryan White HIV services providers in Louisiana.

The LaCAN system will utilize client-by-client data sharing for services and clinical information
for clients who have received services at a LaCAN provider on or after January 1, 2012. The
purpose of implementing client data sharing in CAREWare is for LaCAN providers to have access
to service and clinical data entered by other LaCAN providers for the same client. LaCAN users
are able to see data only for clients who have received services at their agency or have been
referred to their agency by another LaCAN provider using the internal referral function in
CAREWare. No LaCAN provider will have access to information on clients that have not received
services through their agency.

As of January 1, 2012, all clients receiving services funded by a LaCAN Partner are required to
have a signed “Client Consent for CAREWare Data Sharing and Notice of Data Collection”
attached to their CAREWare client record. No services or clinical information may be requested
or granted sharing in CAREWare if the client has marked the “not shared” option on this form.

If a client who has previously granted providers the right to share services and clinical
information in CAREWare wishes to revoke the sharing, their provider must give the client the
“Client Revocation of CAREWare Sharing” form to sign. Providers are required to automatically
comply with a client’s wish to revoke sharing by deactivating services and clinical sharing in
CAREWare. This form is to be attached to the client’s CAREWare record.

Procedure for Client Consent to Share

A.  All clients will be presented the LaCAN-distributed “Client Consent for CAREWare Data
Sharing and Notice of Data Collection” and the accompanying CAREWare information
sheet at the time of intake by their Case Manager (or other appropriate provider staff).

B.  Provider staff will answer any questions the client has about the consent form. This
discussion may take place via phone if the client cannot meet face-to-face. This
discussion should be documented in the client’s case notes. If staff are unable to answer
guestions, they are required to document the client’s questions and communicate them
to their supervisor or designated LaCAN Partner contact.

C.  After the client signs the form and indicates their sharing preference, the provider will
scan the document and attach to the client’s CAREWare record. The paper copy of the
consent form will be placed in the client’s hard copy file at the provider.

D. If a client has agreed to share their information, the provider will request services and
clinical information to be shared through CAREWare with the providers listed in the
CAREWare sharing option.

E. Providers currently funded through a LaCAN Partner will grant sharing of services and
clinical information for any client with a consent attached to their CAREWare record.

F. If a provider fails to grant sharing of services and clinical information when requested by
another provider with client consent, a LaCAN Partner data manager will grant the
approval in CAREWare.
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Procedure for Deactivating Client Consent to Share
A.  When a client expresses to a LaCAN provider that they no longer wish to share data in

CAREware, that provider will supply the client with the “Client Revocation of CAREWare
Sharing” form to sign.

B.  After the client signs the form revoking sharing, the provider will scan the document and

attach to the client’'s CAREWare record. The paper copy of the consent form will be

placed in the client’s hard copy file at the provider.

The provider will deactivate their services and clinical sharing in CAREWare.

D. The provider will notify their designated LaCAN Partner contact within 1 business day
that the client has revoked sharing and the LaCAN Partner will revoke all other sharing in
CAREWare for the client.

0

3. Policy: Hardware Requirements
Effective Date: April 1, 2011

The following hardware is required for all sites and computers accessing CAREWare:
A. Minimum Hardware Requirements
1. Broadband connection
2. Color screen
3. Windows XP operating system or higher
B. Portable Computing Devices (Laptops)
Citrix and CAREWare are not approved for use on laptop computers without specific
approval from the Louisiana Department of Health & Hospitals’ Office of Public Health
STD/HIV Program and adherence to the following requirements:
1. The provider must submit a letter to SHP stating the following:
a. The laptop user has a separate signed statement indicating receipt and
understanding of laptop agreement/requirements;
b. The laptop is docked; and
c. The laptop does not leave the office.
2. The provider must verify annually that the laptop designated for CAREWare use
still meets the requirements in the submitted letter.

4. Policy & Procedure: Required Fields & Data Entry Timelines
Effective Date: January 1, 2012

Policy

The LaCAN Partners strongly encourage providers to use the CAREWare system to the fullest
extent of its capabilities. Providers are required to ensure the correct entry and consistent
updating of required client data and service elements in CAREWare for each client. CAREWare is
intended to be a “real time” system, and accomplishing this requires timely data entry.
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Providers are required to develop written procedures addressing the implementation and
guality management of the elements contained in this policy. Provider policies should at a
minimum include details of who will be responsible for the entry of data and the monitoring of
data quality. The LACAN Partners will monitor the language and implementation of these
policies on a regular basis.

Individual users and their employing agencies are responsible for the validity, accuracy, and
security of the data they collect and enter into the LaCAN system. Invalid, inaccurate, or
incomplete data will result in a corrective action plan by the LaCAN Partner providing the
agency’s primary funding.

The fields listed below represent the minimum requirements for data entry as necessitated by
federal, state, and city reporting requirements. Providers may require additional data entry
through their internal policies.

Procedure: Required Fields
See Appendix A: LaCAN CAREWare Data Entry Required Fields for fields required by each LaCAN
Partner

Procedure: Data Entry Timelines

A. Newly enrolled clients will be added to CAREWare within 5 business days of their
enrollment date.

B. Services will be entered into CAREWare by the 5™ business day of the month following
service provision or invoice receipt, unless an extension is requested from the provider’s
LaCAN funder. (Exception: Louisiana Health Insurance Program services, ADAP services,
and other services entered through Provider Data Import)

C. Outgoing referrals must be entered within 5 business days of initiation. Referral
outcomes must be entered within 5 business days of the outcome information being
received.

D. Changes to client information (demographic data, addresses, insurance coverage, and
annual review information) will be updated in CAREWare within 5 business days of
receipt by the LaCAN provider.

Procedure: Changes to Common Client Data Fields

Many fields in CAREWare are automatically shared with other providers the client receives
services from. Providers will note in the Common Notes box on the Demographics tab when
they update client information, including the date of the update, initials of the updater, agency
name, and what was changed. The following example is suggested:

“12/1/2011 AgencyX OT: Updated address”

Common fields in CAREWare are:
Name
Date of Birth
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Gender

Address, City, State, County, Phone
Race, Ethnicity

HIV Status, HIV+ Date, AIDS Date

HIV Risk Factors

Common Notes

Vital Status

Deceased Date

Primary Insurance

Housing/Living Arrangement

Annual Household Income

Number of People in Client’s Household
Poverty Level

All fields on the Custom Annual Tab

All fields on the Client Information Tab
All fields on the Emergency Contacts Tab
All fields on select subforms

Most Attachments

5. Policy & Procedures: Entering Client Identifiers & Addresses
Effective Date: January 1, 2012

Policy

LaCAN Providers are required to follow the procedures below for entering client identifiers and
addresses in CAREWare. Each provider is expected to develop internal policies that address
who will be responsible for adding new clients to CAREWare and how the provider will monitor
the accuracy of the client information entered.

Procedures for Entering Client Identifiers & Addresses in CAREWare

CLIENT NAMES

Client names must be entered using uniform rules to reduce the number of duplicates and
ensure that clients can be properly matched between databases. Names in CAREWare are an
official record of who is served. Do not use nicknames, aliases, John/Jane Doe, or anything
other than a client’s legal and verifiable name. If the name on a client’s official ID conflicts with
their intake form or another handwritten document, always use the name on the official ID.

FIRST NAME
Enter the legal first name of the client from an identification card such as driver’s license, birth
certificate, social security card, passport, or other official document.
e Capitalize the first letter of the first name. If the first name is made up of two names or
two parts of a name (e.g. Joe Bob or DSario), capitalize the first letter of each name or
each part of the name.
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e Do not use hyphens, apostrophes, accents (e.g., é 0), tildes (e.g., i d), or other symbols
(e.g., G a ¢), in the first name.

e Do not put “-C” or any other non-identifier information in any name field.

e Do not put any suffixes (e.g. Jr, Sr, lll) in the first name field. If essential for contacting
the client, put this in the last name field as instructed below.

¢ Do not put initials in the first name field — only the full legal first name.

e If aclient is transgender but has not legally changed their name, put their preferred first
name in parentheses after their legal first name (e.g., client legally named William but
goes by Tanya would be “William (Tanya)”).

e Do not use nicknames or abbreviations in the first name field (e.g. client is legally
named Anthony but goes by Tony; this would be “Anthony”).

Examples:

First Name How to Enter in CAREWare
John, Jr. John

D’Sario DSario

Raul Raul

Kathryn, but client goes by Kate Kathryn

William, but client goes by Tanya William (Tanya)

MIDDLE NAME

Enter the legal middle name of the client from an identification card such as driver’s license,
birth certificate, social security card, passport, or other official document.
¢ |f the client does not have a middle name or the client’s middle name is unknown, leave it
blank. A lack of a middle name will not impact the URN.
e The guidance provided for entering the first name should also be followed for entering
the middle name.
e If only the middle initial is known, enter the initial with no period.

LAST NAME
Enter the legal last name of the client from an identification card such as driver’s license, birth
certificate, social security card, passport, or other official document.

e Capitalize the first letter of the last name. If the last name is made up of two names or
two parts of a name (e.g. Johnson Smith, McMurphy, or O’Malley), capitalize the first
letter of each name or each part of the name.

e If a client uses multiple last names (this may be common among Hispanic clients), follow
legal documents provided by the client. In the absence of documentation or if the
documents have conflicting information, use the client’s first surname as the beginning of
the last name field. Additional surnames may be added in the field after the first surname.

e Do not use apostrophes, accents, tildes, or any symbols other than hyphens in the last
name. Use hyphens only to match their official identification, as shown in the next item
and in the example below.

e If a client’s name is legally hyphenated, put the names in the same order that they appear
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on the client’s official identification (i.e., if name appears as Johnson-Smith on drivers
license, do not enter as Smith-Johnson).

e If a client’s legal name has a suffix, or a suffix is necessary to differentiate them when
contacting clients, then a suffix may be included in the last name field. To add a suffix, put
a comma after the last name, then a single space, then the suffix, and then a period. For
examples: Joe Williams, JR. or Don Juan, Ill.

¢ Do not put initials in the last name field — only the full legal last name.

Examples:

Last Name How to Enter in CAREWare
O’Connor OConnor

Johnson-Smith Johnson-Smith

Turner, JR. Turner, JR.

Ramirez de Arroyo Ramirez de Arroyo

Pefia Pena

Note: Hispanic Surnames

Many persons of Hispanic origin use two last names or surnames. The two surnames are
referred as the first apellido and the second apellido. Many 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 has conflicting information, use the client’s father first surname (first apellido)
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as the beginning of the last name field.

the first surname.

Additional surnames may be added in the field after

Add Client
Last Mame: First Mame:
|I"-'1é|rquez lguaran j3arcia Luisa
Middle Mame: Gender:
|Santiaga Female -
BirthDiate: Generated LURN:
| [ Estimated? [IMR3993392U
[ Eooms Add Client Cancel ‘

The following table provides some an example to illustrate the above explanation.

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 Iguaran | Mdrquez
(de) Garcia
Usually referred to | Usually referred 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: [guaran Mrs. MC,"'C]UEZ—GC"'CIIG
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CLIENT DATE OF BIRTH

Enter only correct, legal, and verifiable dates of birth for clients. The date of birth should be
taken from a form of official identification such as a driver’s license or Louisiana identification
card. Do not estimate the date of birth for any client or enter a “placeholder” date of birth. If
you need to add a client to CAREWare and do not know their date of birth, contact SHP for
assistance.

CLIENT GENDER

All LaCAN providers will use the Ryan White Services Report (RSR) guidance for entering client
gender:

Indicate the client’s gender (the socially and psychologically constructed, understood, and
interpreted set of characteristics that describe the current sexual identity of an individual)
based on his or her self-report.

e Male — An individual with a strong and persistent identification with the male sex.

e Female - An individual with a strong and persistent identification with the female sex.

e 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 dominant
cultural values of what it means to be male or female.

Further clarification expanding on the RSR definitions:

e If a client does not identify as transgender, use Male or Female as appropriate for their
Sex.

e [f a client identifies as transgender or has transitioned to a different sex, select either
“Transgender Male-to-Female” or “Transgender Female-to-Male” in the gender field.
Their gender does not need to have been changed on their official identification to be
marked as transgender in CAREWare.

e If you are attempting to add a client to CAREWare who is transgender and is likely to
have received Louisiana Ryan White services in the past 10 years, contact your
CAREWare administrator if you are unable to find a matching record.

CLIENT ADDRESS

Providers are required to enter the complete physical address for their use in maintaining client
communications and accurate reporting.

If a provider changes any of the client address fields, the provider will note that a change was
made in the common notes section of the client record. The note will include the date the
change was made, the initials of the individual who made the change, and the agency at which
the individual works.

Example: Client address changed 6/25/11 by AR at Agency ABC.
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Citrix Access Instructions

1. Open Internet Explorer and go to: https://shp.dhh.la.gov

2. The Citrix Access Gateway login screen appears. Enter your Citrix user name and

password. If you previously used the SHP VPN to access CAREWare, these are your same

credentials.
[e

- [=]x]
G~ Ome la.gov ENE -

Favortes | 73 |J * @ FreeHotmal £ Upgrade Your Browser ~

® Cirix Access Gateway

2 .
CITRIX" Access Gateway

Tistart, £ @ € [/ GixAccesscatons...

If you haven’t access Citrix previously, you will need to install the Citrix Receiver
application. Check the box to agree to the user terms and then click Install.

7 Ciia Xamkg atall Wi st aplens ﬂﬂﬂ!

G v [Drrem Mg ~ & alix P

= 8 Fronroimal 8] Upgrae Your Bromser =

Citrix XenApp

Your Windows desktops and apps on demand - from any PC, Mac, smartphone or tablet.
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https://shp.dhh.la.gov/

4. When the application setup box appears, click RUN.

¢_Citrix XenApp - Install - Windaws Internet Explorer

OO ®rwsiv. TR SNEEEIEE 12
Edit Vi Favorites He!

S Favorkes | 3 [ cocoseied S+ ) FreeHotmal ) Uparade Your Browser ~

| @ i enipp - Instal | - (9 @ - Pagev Sdfety- Toos+ @+

Citrix XenApp

0% of CitrixReceiver.exe from shp.dhh.la.gov Comp...

File Download - Security Warning
Do you want to run or save this file?

D Name: CitrixReceiver.exe
Type: Applcation, 22.5MB

From: shp.dhhJa.gov

[ Rm ][ save ][ concel ]

‘While file fiom the Intemet can be useful, this fle type can
potentially harm pour computer. If you do not tst the source, do not
fun of save this softvare. | sk?

Your Windows desktops and apps on demand - from any PC, Mac, smartphone or tablet.

CiTRIX

¢~ Citrix XenApp - Instal..

5. Click RUN again when asked if you want to run the software.

" Citrix XenApp - Install - Windows Internet Explorer - [=]x]

GO~ [O i drtagovicinpaiens eClertDonrioaded s 2[R (&%) (%] Fewe 28

File  Edt Wiew Favorites Tools  Help

i Favortes | o [0 5caested Sies « @) Fres Hotmal 2 Upgrade Your Browser =

[eilmxxennpprlnsta\l liw N I deh v Pagev Safety~ Toose @v

Citrix XenApp

Internet Explorer - Security Warning

Do you want to run this software?
Name: CitrixReceiver
Pubiisher: Citrix Systems, Inc,

(%] More aptians

il Files From the Internet can be useful, this file type can potentially harm
your computer. Orly run software from publishers you trust. What's the risk?

Open Open Folder

SmantScreen Filter checked this download and did not report any
threats. RBeport an unsafe download.

Your Windows desktops and apps on demand - from any PC, Mac, smartphone or tablet.

ciTRIX

@ Internet 4 -|
E [ /cw € g 7 A1) ]

6. On Windows XP, look to the top of the window for an information bar. Choose “Run
Add-On.” On Windows 7, this bar may appear at the bottom of the window.
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G_gﬂ' @ htps 0.0 lgow |2l
Fle Edt Vew Favortes Tooks Help

9 Fevorkes | o3 [l suco
_.eﬂrmxwpy-lr\stall -

& wants to run the Folowing ade-on: 'Cirix Systems, Inc’from ‘Citr eans, Inc ', IF you trust the website and the add-on and want to alow it to run,

S8 (B][4][x] [@e

“iv g Frestotmal €] Upgrade Your Browser ~
I e v Page~ Sfety~ Took - @~

Run on All Webstes
What's the Risk?

Information Ber Help

Citrix XenApp

Look for an information bar

Click on the bar and select Run ActiveX Control.

® Security Details | SkiptoLog on

Your Windows desktops and apps on demand - from any PC, Mac, smartphone or tablet.

7. Click RUN on the ActiveX control box.

¢~ Citrix XenApp - Install - Windows Internet Explorer

&~ [@rws i ingoricn rector JentDownloaded. asp B [#2][x] [Bena |E23|

File Edit ‘“iew Favortes Took Help

i Favartes | s L] ucested s+ @) Free Hotmal ) Upgrade Your Browser -

|®cukx=muu-nml L - [ deh - Page~ Safety> Tooks+ @

18 Ths webske wants taru the folowng adiban; Chre Sysems, Ind from G Systems, In ' I you st the webste and the ad-on and wan £ alos .50 un, cldkhere.. x
Al

Citrix XenApp

Internet Explorer - Security Warning

Do you want to run this ActiveX control?

Nare: Citrix Systems, Inc
Publisher; Citrix Systems, Inc,

- This ActiveX control was previausly added to your computer when you installed
anather program, or when Windows was installed, You should only run it  you
trust the publisher and the website requesting . What's the risk?

Your Windows desktops and apps on demand - from any PC, Mac, smartphone or tablet.

& internet

8. You’'ll then be given a message that your installation was successful.
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D) v Rerebp - bestl B 2 3 v Pager Sdety - Tooke

Citrix XenApp

- Ctrix Mo

e limgtallaton Complefed sl

W luisy uwiee | =i L8 on

9. Once installation is successful, every time you log in you will be brought to a screen that
has an icon for the CAREWare Desktop. Click this icon ONCE to launch the desktop.

P2 Logged on as mwright

CAREWare Desktop

10. You will have a new window pop up. If you get a security warning (shown below), click
Permit Use.

& application is amempting to access
tion on a
computer.

# Block access
D et permit the appestion to use thace devices.

+ Permit use
Pt the sppbeation to use these devices.

Do not ask me again for this site.

11. Double-click the CAREWare 5 desktop icon shown above and log in with your existing
LaCAN CAREWare credentials.
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To LOG-OFF Citrix:
1. Go to the Start button on your Citrix Receiver CAREWare Desktop

2. Sel

ect Log Off

v AlPrograms
[Iseerch programs snd fes Log off |

- — B M.

Tistat,. QB

3. The Citrix desktop will close and you are left with the Citrix website (the one with
the icon for CAREWare Desktop)

4. Select Log Off in the upper right of the Citrix website
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Citrix Log-Off Instructions (Detailed)
exit’ from the main menu to completely close out of CAREWare

trix Receiver - - & = loilix

1 Select ‘

? PR

Departiment of Kealth and Human Services.

Gard dd S

Health Resources and Services Administration

n

C%LaCAN

Refresh Messaces

2. Go to the Start button on your Citrix Receiver CAREWare Desktop

3. Select ‘Log Off’
-After you ‘Log Off’ from the CW desktop this screen will completed disappear
*Please make sure this screen disappears

b AP

|Isesreh orograms and s B2l oot o
W‘% a3 _‘ fEEO S
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4A. Log out of Citrix by clicking the ‘Log Off’ button
- The next screen will display and then you can simply close the window

@ http://10.56.167.37/ Citri/ KenApplnternal/site/ default.aspx @SHP Citrix - Applications x m %5 ‘:‘_1
x @& -
e 5 'y pe o g 8w " ! N -
75 @ SHP Citrix- Logon £ EHARS < SurveyMonkey - Login £ HRSA EHBs £ Web Slice Gallery = &I Vahoo! IR v [ @ v Pagev Safety~ Tools~ (@~

Tt s

CAREWare Desktop
[ —

ittp://10.56.167 37/ Citri/XenApplnternal/auth/loggedout.aspx ©) SHP Citrix - Logged Off x

T

5% @ SHP Citrix - Logon & EHARS ¢ SurveyMonkey - Login £ HRSA EHBs & Web Slice Gallery v @ Yahoo! & - v [ dm v Pagev Safety~v Toolsv @@~

You have been logged off. See you again soon.

Return to Log On
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4B. If Citrix logs you out due to inactivity then you can simply close the window.

e ﬁl http://10.56.167 37/ Citrix/ XenApplnternal/auth/loggedout.aspx?CTX MessageType=I O ~ B & X || @ SHP Citrix - Logged Off x |

X %-v

5% (@ SHP Citrix - Logon £ EHARS ¢ SurveyMonkey - Login 2 HRSA EHBs ] Web Slice Gallery @I Yahoo! - v [ g= v Pagev Safety~ Took~w (@)

& Dueto inactivity, you have been logged off from the Web
site, Log on again to access your other resources,

You have been logged off. See you again soon.

Return to Log On
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Adding/Removing Users & Connecting to the LaCAN System

Requesting to Add/Remove a CAREWare User
Each provider should designate a person within their program who is responsible for
coordinating new user information and software installation.

To add a new user:

1. Complete the “LaCAN Request to Add/Remove User” form. Have the new user and the
user’s supervisor sign it.

2. Review the “LaCAN User Confidentiality Statement” with the new user. Have the new
user and the user’s supervisor sign it.

3. Have the new user complete the online LaCAN HIPAA training. User’s must have a score
of at least 80% to gain access to CAREWare. This score is sent automatically to LaCAN
and there is not a time limit for the training. The user may complete the training
multiple times to get the 80% score.

4. Faxor scan & email the user’s forms (Add form and Confidentiality form) to your
agency’s designated LaCAN Partner.

5. The LaCAN Partner will approve/deny the request and forward the forms to SHP. SHP
will set up the user in CAREWare and contact the agency with the user’s login
information.

To remove a user from the CAREWare system after they leave the agency or no longer need
access:

1. Complete the “LaCAN Request to Add/Remove User” form.

2. Fax or scan/email the form to your agency’s designated LaCAN Partner.

3. The LaCAN Partner will forward the form to SHP for account deactivation.

RW CAREWare Passwords and Log-In
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).

—  CW will prompt users to reset their passwords every 30 days.

- NO ONE should know your CAREWare password, including coworkers and
supervisors. If someone needs access to CAREWare, they should have their own
account.

— Do not use a password that is easily guessed by anyone (e.g., your child’s name
or your birthdate).
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- If you cannot remember or mistype your username/password, you will see an
error screen that 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 YOUR DESIGNATED LaCAN PARTNER
TO HAVE YOUR ACCOUNT UNLOCKED.

There is no penalty for forgetting your password.
Forgetting your password is preferable to having it written down or accessible to others.
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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.

Department of Health and Human Services

GRS

Health Resources and Services Administration

RW CAREWare

Version 5.0
Build 564c

User Name: Imwﬁgm

Password: I

Server:  [1056167.22 ~| Port ala

2050727 5L

Server List | Login Cancel <<ptions

[” Encrypt Communication Channel

The CAREWare you use must be directed to the correct server at SHP. 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 CW on the case

manager’s computer and should not need to be changed unless SHP provides guidance to do
so.

Your server address may be different from the one shown above. Contact the help desk at
hap@la.gov if you need the server address or have trouble connecting.
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Software Updates

All software updates are conducted by the “Business Tier” part of CAREWare, which is housed
at SHP. 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?

| Yes I Mo

Click "Y'es" to run the updater (required to login to this server), click "No™
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

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.
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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.

- =

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 news version.

The update will then finalize.

Please Wait...

Finalizing Update ....
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Next, you will need to log in to the new version.

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

-
Main Menu

Department of Health and Human Services

GRS

Health Resources and Services Administration

t%’ LaCAN

Add Client

Find Client

Reports

Phamacy

Appoirtments

Orders

Administrative Options

My Settings

Rapid Service Entry

Log Off

=

About CAREWaEe

Fefresh Messages

Faor all assistance with CAREware, send an
email to hap@la.gov with "CAREWare” in
the subject line. Do not email client
information.

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 CW session but leave the log-in screen open on your

computer.
— The Exit button closes CW.

— 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 Pharmacy, 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

Changing Your Password

To change the temporary password provided when you are logging into a new or unlocked user
account, select My Settings from the main menu.

My Settings

| 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.

pamacn —— — — _ ~
Contact Information ‘ i

ser Mame / Login D First Mame: Last Name:

MWRIGHT |Megan Wright

Phone: Email:

|5I}¢E-EE~?4?4 |megan.wrigl'rt@1a.gw

| Save Cancel
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Adding a New Client

REFER TO THE POLICY FOR CLIENT IDENTIFIERS & ADDRESSES
WHEN ENTERING NEW CLIENT INFORMATION

To add a new client, select Add Client from the main menu. Enter the client’s name, gender, &
birth date. Do not use an estimated birthdate and do not check the Estimated? box. Once all
the information is completed, select Add Client.

Add Client
Last Name: First Name:
iHeadIights JDeer
Middle Name: Gl
jln |Fema|e v]
BirthDate: Generated LIRN:
[10/02/1968 DEHA1002682U
Check to use the :
¥ Forms forms feature Cliert ‘
A

CW will create a Generated URN based on the 1% and 3™ letters of the first name, the 1%t and 3™
letters 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. CW uses the URN to determine if the client is
already in the database and to generate an unduplicated client count for many reports.
Therefore, it is very important that all Add Client entries are accurate. Note the difference
between the URN’s in the two screens below for Dearest Headlights and Deer Headlights.

Add Chent Enter a client's nickname in quotation
marks after the legal first name.
Last Name: First Name:/
|Hea|:||ig|'rts |Dearest "Deer"
Middle Mame: Gender:
|In Female -
BirthDate: Generated URN:

[10/02/1968 ™ Estimated? \DAHA1002682U

v Forms
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Resolving Possible Duplicates When Adding Clients

When you enter a client in CAREWare who has previously been entered by someone else, one
of two things will happen:

If the client was previously entered by your agency then you will see this screen:

& Add New Client Confirmation

Flease confirm that the data wou entered is comrect and reviewthe list to make sure that vou are not entering a duplicate client.

LRN: First Mame: Last Mame:
|MHSMU'E 01402U | |marge ‘ |simp30n |
Middle Name: Gender: Birth Date:

| I |Female ‘ |EI11’01 /1340 |

Fi-Add New Client Possible Matches:

F2-Go To Client Screen Score | Name | Gender | Bitth Date | URN
F3-Go To Client Forms g2 simpson, marge Female 01/01/1360 MRSkO101602U
ESC-Cancel

On this screen, you have the information for the client you are attempting to add at the top and
a possible match in the Possible Match section. These clients are similar because they have very
close URN components; only the birth year does not match.

In this case, you may click on the Possible Match client row and then click Go To Client Screen
(F2) to view the record and determine whether this is the same client.

If this is the same client: Proceed with navigating the client record and entering information.
If this is NOT the same client: Click CLOSE on the open client record (shown above). Click ADD

CLIENT again and then click the “Add New Client” (F1) link on the “Add New Client
Confirmation” screen.
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If the client was previously entered by another agency and is new to your agency then
you will see this screen:

Possible Duplicate Client List

The new client information you have entered generates a unique record number that is shared by at least one
existing client. View the details of the possble matching client(s] listed below to determine whether or not the client
you are entering iz really a new client,

Last Mame: I First Mame: I URN:

Simpson marge MESMO1 014020

\iew more information about the selected client.

Cancel the add client process.

This screen tells you that there is another client record with a similar URN to the record you
want to add. CAREWare will let you see limited information about the potential match so that
you can determine whether this is the same client.

Select the record and click the “View More Information About The Selected Client” button:
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Possible Duplicate Client Information.

URM Fields:
First Narme; Middle Mame: Last Name:
Date of Birth: Gender. URN:
Address Fields:
Address: City:
l I
State: County: Zip Code: Phone Number:
Ethnicity:
& (= &
—Race

Retumn to the list of possible 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 this is the same client: Click “this is the client | was attempting to add...” to confirm the client
is a match and proceed with entering/updating information..

If this is NOT the same client: If there were multiple potential matches on the previous screen,
click “return to the list of possible matches...” and repeat the check for the next possible client
match. If this was the only potential match, click “the client | am adding is not on the list...” to
create a new client record.

IF YOU HAVE ANY QUESTIONS ABOUT ADDING CLIENTS OR NEED HELP
DETERMINING IF A CLIENT IS ALREADY IN CAREWARE, EMAIL THE HELP DESK AT
HAP@LA.GOV.

DO NOT INCLUDE ANY CLIENT INFORMATION IN YOUR EMAIL.
YOU WILL BE CONTACTED BY THE HELP DESK.
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Finding a Client

To search for a client, select Find Client from the main menu. Enter search text into any of the
fields and press Search.

Find Client — _
Enter search criteria. Partial matches will be included.
Last Name:
|Ff°5t 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.)

| _ If you have a small case load, you can
Client LIRN: search by using the * (wildcard)
| symbol in any field.

Iv_View Active Clients Cnly '

To search for an inactive
client, uncheck this box.

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

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 Mame Like 'p’, Active Clients Only.

Last Name | First Mame | Cliert 1D | Cliert URN
Pan Peter 56301 PTPNO102731U
JHPE1021721U

Public Jack For Local Use JCPBOZ21701U

Details \_E I Modify Search Mew Search Close |
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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.

If you cannot find an existing client after thoroughly searching, contact your
LaCAN contact for assistance. Do not add a new client record if you have reason
to believe the client has previously received services at your agency.

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

Clent, Fake

Appointments Orders Forms Change Log | Client Report | Merge Client | Delete Client Fird List Mew Search Close

Demographics | Drug Services I Service I Annual Review | Encounters I Refemals I HIV C&TI Relations I Client Information | Emergency Contacts I Ageni 4| ¥

First Name: Middle Name: — Ethnicity
|Fake |
Last Name: Date of Birth:

[Cliert 111580 = Ese v — AumericanInian o e
Gender: Client URN: Encrypted URN: Alaska Native r

EBlack or African
Mal ~| [FRCID1D18010L | |DZNHSXT+ ] &
I - E] | —I | W American — Native Hawaiian or Other [~ |jnknown
Encrypted UCI: Pacific Islander

IF;‘ZBCBZAAEEI 55B2554C781AB4743588B65E7D4DU

% Hispanic " Non-Hispanic " Unknown

—Race

Client 1D: Address: City: Common Notes | Provider Motes |

| 500 south strest houma 11/1/11: Updated address @NDAIDS3 - TF
State: Zip Code:

ILouisiana jl?ﬂZZZ
County: Phone Number: - ot aa
|Cadde || label report

HIV Status: [HIV-postive [t AIDS) =] HiveDate: 117172011 > Esp ™ AIDS Date:| ] B2 T
HIV Risk Factors

[¥ Male who has sex with male(s) W Heterosexual contact ¥ Receipt of transfusion of blood, blood components, or tissue
¥ Injecting Drug Use W Perinatal Transmission [ Other, specify: |

¥ Hemophilia/coagulation disorder ¥ Undeterminediunknown, Risk not reported or identified
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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:

— 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.

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

— Include on label report: This field is ‘checked’ by default indicating that it is o:k to use
this client’s name and address when running mailing labels from CW. If the client does
not want to receive any mail at this address, uncheck this box.

- Ethnicity: Enter the client’s self-reported ethnicity (Hispanic or non-Hispanic). For
purposes of the RSR, the ethnicity categories are defined as follows:
O Hispanic or Latino: A person of Cuban, Mexican, Puerto Rican, South or Central
American, or other Spanish culture or origin, regardless of race. The term
“Spanish origin” can be synonymous of “Hispanic or Latino.”
0 Not Hispanic or Latino: A person who does not identify his or her ethnicity as
“Hispanic or Latino.”
O Unknown: The client’s ethnicity is unknown or was not reported.

- Race: Enter the client’s self-reported race categories. Multi-racial clients whould have
all categories that apply selected.

O American Indian or Alaska Native: A person having origins in any of the original
peoples of North and South America (including Central America), and who
maintains a tribal affiliation or community attachment.

O Asian: A person having origins in any of the original peoples of the Far East,
Southeast Asia, or the Indian subcontinent including, for example, Cambodia,
China, India, Japan, Korea, Malaysia, Pakistan, the Phillippine Islands, Thailand,
& Vietnam.

O Black or African American: A person having origins in any of the black racial
groups of Africa.

0 Native Hawaiian or Other Pacific Islander: A person having origins in any of the
original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

0 White: A person having origins in any of the original peoples of Europe, the
Middle East, or North Africa.

0 Unknown: Indicates the client’s racial category is unknown or was not reported.
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Public, John Q

Forms | Change Log | Client Report | Delete Client | Find List New Search | Close
Demographics |Sen.rice I Annual Review I Encounters I Refemals | Custom Tab 1 I
First Name: Middle Name: — Ethnicity
IJnhn IO % Hispanic ™ Mon-Hispanic = Unkngwn
Last Name: Date of Birth: heck a = 1 = 3
- i Race .
|Fublic 1072111872 = | Est2 5 v
v t =T g Jid
Gender: Client URN: Encrypted URN: ' V' Alaska Native I Other
— = Black or African
Mal - 0217211 ' -
[Male |=| pHPEADI72IU | |EPUfYdZVe T e Natve Howgiian or Ofher
I ¥ Unknown
Pacific |slander
[~ Asian
Client ID: Address: City: e
|2-0050 2345 Drury Lane |Eugene Previous Address (10/01/02 - 10/01/05)
State Zip Code: 5432 Candyland Ln
|Oregon L||5?4D3 Eugene, OR 57403
County: Phone Number: " Include on DO NOT LEAVE MESSAGES AT PHONE NUMBER.
" = v COMNFIDENTIAL MAIL G T0 A00E
[Lane [ ||iE41)234-5678 |abel report s e —
astimated.
S[E=rntee H\V-positive (AIDS status unknown)| HIV+ Date: I'IDJ"IBIZDDE VI Est? [ - . Est?2 [
CDC defined AIDS
v Mals Hl\a"ﬂegla:ﬁte ffectad) | contact [~ Receipt of transfusion of bloed, blood components, or tissue
. |Unk J . .
v Injed Hllj‘u"-li-lnncl“etnenﬂinate nsmission [~ Other. specify; I
[~ Hemophilia/coagulation disorder [ Undetermined/unknown, Risk not reported or identified

— 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.

0 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.

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

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

0 CDC defined AIDS—Client is an HIV-infected individual who meets the CDC AIDS
case definition for an adult or child. NOTE: 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. For additional information, see:
http://www.cdc.gov/hiv/default.htm

0 Unknown—A client who is not an infant and whose HIV/AIDS status is unknown
or was not reported.
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0 HlIV-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.

0 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 http://aidsinfo.nih.gov for more information on AIDS
diagnosis, opportunistic infections, and cell counts.

If the client self-reports a history of any AIDS defining condition (see box on AIDS
definition), the HIV Status should be entered as “CDC defined AIDS.”

In 1993, the existing case definition for AIDS was expanded to include all

HIV-infected persons with a CD4+ T-lymphocyte count of <200 cells/uL or
a CD4+ T-lymphocyte percentage of total lymphocytes of <14.

If the client self-reports or provides medical documentation (e.g. lab reports) of an HIV
Status of “CDC defined AIDS,” enter the HIV Status as such.

- 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 Factors: Check all the boxes that apply for HIV Risk Factors (modes of HIV
transmission to the client.) These entries may be based on client self-report and/or the
case manager’s professional assessment. If you have a question about a mode of
transmission that does not appear to fit in the categories, contact your funder for
guidance.

(0}

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).

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

Mother with/at risk for HIV infection (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.

Other indicates the individual’s exposure is known, but not listed above.

Undetermined/unknown, risk not reported or identified indicates the individual’s
exposure is unknown or not reported for data collection.

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. When
you change information in one of the client’s shared fields (e.g. address), put a notification in
this box. Example: “12/1/2011 AgencyX OT: Updated address”

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 data.
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Vital Status and Death Date

On the Services tab, the vital and enrollment status data should be entered above the service
data.

— The Year will default to the current year.

— 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.

Mmquez Iguaran Garcia, Luisa Santiaga

Delete Client Find List MNew Search Close

Change Log | Client Report | Merge Client

Appointments Orders Forms

Demographics  Service |Anr|ua| Review I Encounters I Refemals I Intake & Assessment Forms I Performance Measures |

Year: Vital Status: Deceased Date:  Enrl Status: Enrl Date: Case Closed:
P =mm ] | = =l
Add/Edit Sl
Date: Name: Caontract: Units:  Price: Cost:
Unknown
| =] | =l =l | |

- If the Vital Status is set to Deceased, a field for Deceased Date will open and the date
of death should be entered in the field.

Marquez Iguaran Garcia, Luisa Santiaga

Appointments Orders Forms Change Log | Client Report | Merge Client || Delete Client Find List New Search Close

Demographics ~ Service |Ann|_|al Review I Encounters I Refemals I Intake & Assessment Forms I Performance Measures I

Year: Vital Status: Deceased Date:  Enrl Status: Enrl Date: Case Closed:
IZD'H L”Deceased ;" L”Adive ;" L” LI
—Add/Edit Service Details
Date: Senvi Contract: Units:  Price: Cost:
I LI I 2728 1 23 45 ;I I LI I I

6 7 i}E‘H}H 12
13 14 15™16 17 18 19
20 21 22 2324 25 26

27 28 29 3031 1
3 45 678

Search Criteria; I_ Todayl Clearl Iﬁ Amount Received | Save | Cancel | Print |

=0
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Enrollment Status and Enrollment Date

These two fields are SPECIFIC TO YOUR AGENCY. Other agencies cannot change or view these
fields.

Enter the Enrollment Status and Enrollment Date. Again, the Year will default to the current
year. Your designated LaCAN Partner or funding agency will provide guidance in determining
when a client is “lost to follow-up” and the enrollment status should be set to Inactive/Case
Closed.

Select the appropriate Enrollment Status from the drop down menu. This field is agency-
specific. For example, a client may have an Enrollment Status of “Relocated” at NO/AIDS Task
Force but “Active” at Southwest Louisiana AIDS Council. The option Unknown should not be
used.

Active - The client is currently enrolled at the agency and will be continuing in the
program.

Inactive/Case Closed — Do not use this option. It is re-coded as UNKNOWN in the RSR.

Referred - The client was referred to another program or services and will not continue to
receive services at this agency. Also select this category if the client was discharged from a
program because he or she became self-sufficient and no longer needed Ryan White
Program-funded services, the client voluntarily leaves your program, or the client refuses
to participate.

Removed - The client was removed from treatment 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 - The client has moved out of the agency’s service area and will not continue to
receive services at the agency’s location.

Unknown —This option should not be used.

Enter the Enrollment Date next to Enrollment Status. The Enrollment Date is the first day the
client was served by your agency.
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Entering & Viewing Service Data from the Client Record

To enter a new service, go the “Services Tab” and select “New Service” at the bottom of the
screen.

Appointments Orders Forms Change Log | Chent Report | Merge Client | Delete Client Find List Mew Search Close

Demographics I Drug Services  Service |.P|nr1|_|a| Review I Encounters I Referals I HIV C&TI Relations I Client Information | Cortact Information I Agend 4 I L4

Year: Vital Status: Deceased Date:  Enrl Status: Enrl Date: Case Closed: I
P <l <] “pave =] = &
—Add/Edit Service Details
Date: Service Name: Contract: Units:  Price: Cost:
| =i = | = |
Amount Receved I Save I Cancel | Print |
Filter Text: 0/0
T Date | Service Name | Contract | Units | Total | Received | Provider |
Service Sharing Preview Services | | MNew Service I Edit Service Delete Service
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The “Add/Edit Service Details” line will open for data entry. Referencing the guidance provided
by your agency’s funders will help to ensure compliance with service provision program policies
as well as ensure quality in your data entry.

©® N UV

Enter the Date of service (not the date of data entry.)

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 CW will “jump” to that item in the list.

CW will usually determine the Contract based on the service selected. 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. CW will usually default to “1.”

Enter the Price of the unit if it does not automatically populate.

CW will calculate the Total cost field.

Click the Save button when finished

Use the Cancel button to leave Add/Edit Service Details data entry line without saving
the service entry.

Marquez Iguaran Garcia, Luisa Santiaga

Demographics Service I.P«nnual Review ] Encounters ] Referrals ] Intake & Assessment Forms ] Performance Measures ]

‘ear: Vital Status: Decessed Date:  Enrl Status: Enrl Date: Case Closed:
2011 —|fAive |l = ||Active 171572008 ]| =] 4
Add/Edit Service Details 3 5
Date: Service Name: Contract: Units:  Pricet ost:
XY INIR W [NAF - Non-RN Intake & Assessment: Face-toface JIIE [l REIR@II EX0il] =] Ja |50.00 |50.00
Housing Related Deposits -
1 Medical Benefit Payment
y ments Medical Service S1E] [~ Care Flan Reviewed/|pdated
T NAF - Non-RN Intake & Assessment: Facetoface -
NIF: -k' M Case Management: Facetoface
MNIN: Mon-RM Case Management: Monfacetoface
MNon-prescription medication - EFA
MNon-RM Travel Time b
1. Enter the semvice date.
2. Select the Service Name from the drop-down menu or
by entering the first few letters of the sub-semvice.
3. Select the Contract, if necessary.
4. Enter the number of units of service.
5. Enter the Price per unit if applicable.
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To edit an existing service, select one of the services in the history area of the window and
select “Edit Service”.

To delete an existing service, select one of the services in the history area of the window and
select “Delete Service”. If you do not have permission to delete a service, see your supervisor.

To generate a report of client services from the Services screen, use the Client Services Report.

Click on the Preview Services button to select the services to appear on the Client Services
Report.

L\\gearch Criteria: li Column: ,—L| | | | |

Date: | Service Name: | Cortr... | Units: | Total: | Provider: | Comments | Case Manager | Subservice
03/28/2011  MNAF - Non-BN Irtake & Assessment: Fa... DHS .. 1 £0.00 DHS Training Set  assessmertt...  Chris Wheeler False
04/02/2011  RAF-BN Intake & Assessment: Face4o... DHS .. & £0.00 DHS Training Set Jemy Smith True, True,

] i »
| Preview Services Mew Service Edit Service | Delete Service |

Client Services Report
Close
Check the individual items that you wish to appear on the report.
Date: ] Service Name: J Contr... ] Units: | Total: |_Provider: | Comments ] Case Manager Subservice
7] 037282 NAF - Non-RN Intake & Assessment: Fa DHS 1 50.00 DHS Training Set  assessment t Chris Wheeler False
1 04/02/2... RAF - RN Intake & Assessment: Faceto... DHS ... 8 $0.00 DHS Training Set Jemy Smith True, True,
4 [T | 3
I Include Amount Received Detail Check All Uncheck All I Create Report I
& R AR are Report Ve | — ——
File
mEH S | {2a Print... | s | % | O/ R | Q @ j| - W [11 |@L3:k.'3r: @ Forward
e R T R R T IR N N A |
Client Services Report
B Client: Marquez Iguaran Garcia, Luisa
Santiaga
B URN: LIMRO214782U)
: Year: 2011
Date: Service Name: Contract Units: Total: Provider: Comments: Case Manager: gubs_«;!'viue
z : pecific
- Custom Data:
03/28/2011 NAF - Non-RNIntake & Assessment DHSFY 1 $0.00 DHSTraining Set assessmentto  Chris Whesler False
; Face-to-face 2008 be completed
- 2010 o4i02/11
04/02/2011 RAF - RNIntake &Assessment DHSFY 8 $0.00 DHS Training Set Jerry Smith True, True,
- Face-to-face 2008 True
- 2010
3
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Rapid Service Entry

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.

Click on Rapid Service Entry from the Main Menu.

'-F{apil:l Entry Menu

F1.- Rapid Service Entry
F_gDGFDL.D Service Entry

ESC - Close

Select “F1- Rapid Service Entry”

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.

4L Service Rapid Entry [=]E=E==]
E1-New Service
F2-New Senvice For Selected Client Contains last: |5D ]Records :_J As of: |Toda=,' o.g. Today or MM/DDYYYY
E-Edit Selected Search criteria: he Column: v}
E4-Delete Selected
ESC-Euit Date: ] Client: ] Service: J Contract: ] Units: ] Total: | Provider: | Subservic
e — 09/14/2010  Headlights, Dearest N Med Visit other ss Testing Me... 1 0 DHS Traini...
09/12/2010  Headlights, Dearest N Med Visit other ss Testing Me. .. 1 0 DHS Traini...
09/08/2010  Headlights, Dearest N Med Visit Testing Me. .. 1 0 DHS Traini...
05/13/2010  Labon, Martha Christine  Dental Services (also know... DHS FY 20.. 1 0 DHS Traini...
05/12/2010  Headlights, Dearest N RIN - BN Case Managemen... DHS FY 20... 4 0 DHS Traini...
05/10/2010  Rabbit, Peter "Fuffy” ...  Mutrtional Food Voucher (R... DHS FY 20... 3 45 DHS Traini... Client rep
09/14/2008  Loud, Whisper stutter Mutritional Food Voucher {R... DHS FY'20... 1 20 DHS Traini...
< [ b
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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.

4% Add a record SlE] =]
F1 - Save Search criteria: 65VwuIHem Column: =
E3 - Cancel Last Name | First Name__| Middle Name | URN | EURN | Cient 1D | Gender |
Headiights Dearest N DAHADTD4...  66VwuSHem Female

Current Client: [Headiights, Dearest N Amount Received

Service Date: Service Name: Contract: Units:  Price: Cost:
[5/30/2011 | |NIF: Non-RN Case Managsmert: —| [DHS FY 200820 ~| [1 |s0.00 |s0.00
Comments Case Manager
| | =

|~ Care Plan Reviewed/Updated

Louisiana CAREWare Access Network CAREWare 5.0 User Guide 43
Last Updated: December 2012



Annual Review Data

Data entered on the Annual tab should be updated annually and should be as accurate and up-
to-date as possible at the end of the calendar year. All active fields should be completed.
- After entering and saving the client’s first service, go to the Annual Review tab.

Starfish, Constance

Chongc Log

Appointmeonta Oirdera ‘ Corma

Clicnt Neport

Mcrge Clicrt

Dizlotc Clicnt | Tind Liat ‘ Mow Scaorch

Cloac ‘

. Demographics ] Drug Services 1 Service  Annual Review ] Encounters | Referals ] HIV CAT | F‘neg‘nanc:.'] Relations | Interesting Stuff ] Hai Follai ] Atac 4 ] ']

foniA | Annugl RER View | Annual Cugtom Fislds | Quarterdy |

Summary Dataas of LERET 0 . Ering Forward ] g Insurance Add Edit [elete
| osD
nsurance

B Tostaidiis | Date | Primary Insurance | Gther Insurance

Other Insurance:

Federal Foverly Level

Household [ncome; $0.00
Houzehold Size: 0 Foverty Level: 0%

Annual Screening

HIY Primery Care

Heousing Arrengsment

HIW Transmission Counseling

Mentzl Health

Substence Abuse

- Asyouroll over each area on the left, the window on the right will change to allow data entry
for that section. Click Add to create a new entry.

- Insurance Assessment. Enter the primary source of insurance and any other secondary sources
if applicable. Use the drop down menu to select the Primary source, then one of the check
boxes if the client has any Other or supplemental source.
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Insurance Assessment ;
Primary Insurance: Date:

Medicaid] | |Ef13-.2[‘a12 |

4

Primary Insurance

—Other Insurance

— Primary Insurance is the source of [ Private [ Other Public
insurance the client uses for the majority ™ Medicare Part AR T —
of their medical care. This insurance
should cover actual medical visits, not
only prescription drugs.

[ Medicare Part D [ Other
[~ Medicare | unpecified ) [ Unknown

[ Medicaid Other |

Save | Cancel |

Private means health insurance plans such as BlueCross/BlueShield, Kaiser Permanente, and
Aetna. The policy premiums may be paid for by an employer, by the client, or by an insurance
assistance program.

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).

Medicaid is a jointly funded, Federal-State health insurance program for people with low
incomes.

Other public includes other Federal, State, and/or local government programs providing a broad
array of benefits for eligible individuals. Examples include State-funded insurance plans, military
health care (TRICARE), State Children’s Insurance Program (SCHIP), Indian Health Services, and
Veterans Health Administration.

No insurance indicates that the client has no insurance to cover the cost of services (i.e. self-pays).
Other indicates that the client has an insurance type other than those listed above.

Unknown indicates that the primary source of medical insurance is unknown and not
documented. If the psychosocial assessment is complete, Unknown/unreported should not be

selected.

Other (blank text field) If the ‘Other’ box is checked then the name of the insurance can be
listed here.

If a client has only ADAP coverage, list them as having No Insurance. ADAP is NOT a form of
medical insurance.
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Other Insurance
Other Insurance is either any additional source of insurance the client uses for their medical
care or insurance sources that were available to the client earlier in the calendar year.

Household Income, Size & Poverty Level

- Enter the client’'s annual ~ Poverty Level Assessment .
Household Income. The client’s Household Income: Date:
income and the income of any ’ ’
blood relatives or legal spouse I |E_-13_f2D12 l‘
living with them should be Household Size: Poverty Level:
included. I1 107%

— Enter the total Household Size for =
the client this calendar year. This

should include the client and
anyone included in the income Save Cancel
above.

— CW will calculate the Federal Poverty Level based on the Household Income and
Household Size entries. CAREWare automatically updates the formula used to
determine FPL each year.

— Note: The level will not calculate until after you Save the entry.

Annual Screening Fields

Annual Screening fields are accessible through the Annual Screening area by rolling over any of these on
the left hand side. Click Add then select the Type from the drop down menu.

Annual Screening Add  Edit  Delete
| [o/0
| Daie | Screening Resutt | Acton
Aanual Scresning
HIV Primary Care
Heasirg Arrenoament
r—Annual Screening
HIV Transmission Cosnseling Type : | ﬂ
~ |HIV Primary Care
Result : Housing Amangement
HIV Transmission Counseling
Mertal Health Mertal Health
Substance Abuss
Date :  [B/T3/ATZ =] |
Sulbslance Abuac
Save Cancel |
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—Annual Screening :

Primary HIV Medical Care Type: [HIV Prmary Care =
- Enter the source of Primary HIV Result : || ﬂ
Medical Care for the client.
) ) Emergency Room
- Ifthe client’s assessment is Hospital outpatient center
completed, Unknown should not No primary source of care
be used. Date - Other

Housing/Living Arrangement

Private practice
Publichfunded clinic or health dept.
Unknown

r~Annual Screening :

Type - |Housing Amangement ﬂ
Enter the Housing/Living Arrangement Result: || ]

of the client. Institution

Non-pemanently Housed
Other

Date : Stable/Pemanent

Unknown / Unreported
IUnstable

Save | Cancel |

Non-Permanently Housed includes:

Transitional housing for homeless people;

Temporary arrangement to stay or live with family or friends;

Other temporary arrangement such as a Ryan White Program housing subsidy;

Temporary placement in an institution (e.g. hospital, psychiatric hospital or other psychiatric
facility, substance abuse treatment facility, or detoxification center);

Hotel or motel paid for without emergency shelter voucher.

Stable/Permanent includes :

Renting and living in an unsubsidized room, house, or apartment;

Owning and living in an unsubsidized house or apartment;

Unsubsidized permanent placement with families or other self-sufficient arrangements;
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;
Subsidized, non-HOPWA, house or apartment, including Section 8, the HOME Investment
Partnerships Program, and Public Housing;

Permanent housing for formerly homeless persons, including Shelter Plus Care, the
Supportive Housing Program, and the Moderate Rehabilitation Program for SRO Dwellings;
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).
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Unknown/unreported indicates that housing/living arrangements were not reported. If the client
assessment is completed, Unknown/Unreported should not be used.

Unstable 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;

o Hotel or motel paid for with emergency shelter voucher.

HIV Transmission Counseling —Annual Screening : -
If the counseling has been provided, :
select the appropriate authorized Type IHW Transmission Counseling j
counselor who performed it.
Result : IYes A:]
Couneseled by : Il ﬂ
_ Case mgr/social worker
Date : Other trained counselor
Primary care clinician
Unknown
Save | Lancel |

-Enter any mental health or substance abuse screening performed, if applicable.
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Data entry hint: Much of the information on the Annual Review tab may stay
the same from year to year. CAREWare contains a feature that will “roll-over”
these data from one year to the next.

To use this feature, click the Bring Forward button at the top of the tab. The date will appear in
RED if the data is more than a year old. Though shown here as “1/1/2010,” in a forthcoming
build, the legacy data will be set to 12/31 of the year in which it is reported.

Bi'[{']bm'in, Thomas

Appointments Close

Find List ‘ New Search

Orders | Forms Change Log | Cliert Report Merge{llient| Delete Client

. Demographics ! Drug Scrvicc:l Service  #nnual Review | Encounters I Redemals | HIV C&Ti Relations I Irt=resting Stuff i Hai Polloi I .Pd't:lchmcrrt:sl Suld I '!
“Amual | Annual RSR View | Annuai Custom Fielcs | Guarterly

Summary Dala as of 8/13/2012 - i Bring Forward I |L Federal Poverty Level Add  Edit  Delete
Insurance “1/112010 | [12712 q
R L Date | Household Inco . | Household Size | Poverty Lavel
b T 17172010 £45,000.000 2 309.00%
: 1712010 545,000 000 2 309.00%
1/1/2008 £45,000.000 2 321 .00%
Household Income: $45_000.00 14172007 $4 500.000 1 4400%
H hold Size: 2 =] v L |- 309% 14 15 A0 4000 | 441
e e 1/1/2006 $4.500.000 1 4600%
il Sereing 1/1/2006 $4.500.000 1 46.00%
1/1/2005 $4 500.000 1 4700%
HI% Primary Care 1172010 :II?IIMME ﬁ%ﬁg :II g%ﬁ:
Hospital outpatient center 1/1/2000 34,500,000 1 54.00%
Housing Arrangement 1172010
Stable/Permanent
HIV Transmission Counseling “1172010
No
Mentzl Health “1172007
No
Substance Abuse
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You'll be given the option to check boxes next to the prior information to carry it forward if there are no
changes.

Primary Insurance: No Insurance
Other Insurance:

Federal Poverty Level 112012
Household Income: $11,170.00
Household Size: 1 Poverty Level: 100%
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Custom Annual Tab
There are several fields on the “Custom Annual” tab within the Annual Review to complete.

These fields should be completed at the same time as those on the Annual screen. Fields with
“NOLA” in them are not required for agencies not funded by New Orleans Part A:

| Demographics I Drug Services I Service  Annual Review | Encourrtersl Referals I HIV C&TI F‘regnancyl Relations I Client Informatian | Emergency Con_{

Annual Year: IZ'D'I'I 'I

Annual  Custom Annual | Quarter 1 {Jan. - Mar.} I Quarter 2 {Apr. - Jun.) I Quarter 3 {Jul. - Sep ) I Quarter 4 {Oct. - Dec ) I

Education Level Employment Status Annual Marital Status Primary Income Source Primary Care Source
Mumber of HIW+ children Has client been ADAF Card Date Date entered PMC in
Mumber of childrenin HH  in HH incarcerated? Received by Agency current year

| | | =5 =i =

Enrollment/Anniversary Medical Record Number-  Agency Specific [D -
Part & NOLA Enrollment Status Date - NOLA NOLA WNOLA

| ]| B2 |

Referral Source - NOLA

| =

Refer to the “LaCAN Fields” document for a description of each field.
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Clinical Encounters Tab

The Encounters tab in the LaCAN system holds clinical and selected assessment data. Agencies
with Outpatient/Ambulatory Medical Care or who provide lab services will be able to view and

report on this tab.

The clinical encounter information tab appears only if you have user privileges that allow you to
view or edit clinical information. If you have not been granted these rights, either as a user or
a provider, you will not have access to the clinical encounter module. If you need access

please contact your Grantee.

e When entering data through an Encounter, remember that the information applies
only to the specific date of that encounter, whether it is today or a prior visit.

* The Encounter Report and Encounter Preprint function (available in the Reports menu),
allow you to print out the information in the clinical module in any order; these client
specific reports are used by many clinics as a paper form that eases data entry into

CAREWare.

To access a prior encounter, use the pull down menu to find the previous encounter date.

To begin a new encounter, press Create Encounter and enter the encounter date, then press

Create Encounter. The date shown will default to today’s date.

Appointments

Orders | Farms

Change Log

Client R epart

Merge Client

Delete Client

Find List

Mew Search | Close |

I¥ | Gl o data For this provider

Vital Signs

Prior ¥alue:

Delete Encounter

Encounter Beport

Demographicsl Dirug Servicesl Servicel Annual Review Encounters | Heferralsl HIW E&TI Pregnanc:yl Helationsl Eonsent&Additionallnformationl 4>

Encounter Date: |1‘I.-"05.-"2D11 | vl Lreate Encounter |

Sharing Dptions |

Create Encounter

Dal

Encounter Date:
H9|ght[|nc:hes]| l_

W'aght[lbs]l l_ Create Encounter | LCancel |

Walues are in:
’7 & Endglish

 Metic

vider

Wital Signs | Hospital/ER Admissionsl Medicationsl Labs I Screening Labsl Screeningsl Immunizationsl Diagnosesl Case Notel

Fiapid E ntry |

Fulze [bpm]: |

Temperature[F]I

| _II

B.P. Sys/Dia|

| =l

Fregnant?
’]_ [Last visit

| Comrently

Wiew/Edit Histomny |

Louisiana CAREWare Access Network CAREWare 5.0 User Guide

Last Updated: December 2012

52



Vital signs

e Vital signs can be entered in English or metric values. Height is entered in inches or
centimeters, weight in pounds or kilograms, and temperature in Fahrenheit or Celsius.
(Pulse and blood pressure are not affected.)

* Ifthere is a prior clinical encounter for this client, and their height has been entered,
this value will be brought forward to the current record. This will ensure that if you also
enter body weight, then the Body Mass Index or BMI (weight (kg)/height (m)2) will also
be calculated. Of course, for infants and children, don’t forget to update the height as it
changes!

Appaintiments | Oradars | T | mm| I:Imtﬁapmll Mngnthntl Dtlml:lmtl Fired List | NmSuch‘ Close
Demographics | Drug Sevvices | Sewice | Annusl Review Encouniers | Fefonals | HIV CiT | Pregnancy | Relstions | Consent & Addilonal Information | 4] +

Encourte: Das |1w539u11 | Prvenily H -| Lreats Encauntar [Daletn E neountst Encounte Fapont Hatirigs L] sl
F iy | 4
Vital Signs | Hosgital/ER Admissions | Medicabions | Labs | Sciesning Labs | 5 o | | | Dingroses | Case Mote |
Vital Sigﬂs | Walues are in Ragid Enlry |
* Englsh ™ Metic
Prion Value: Date Taken: Cuntent Valwe:  Curient Value Provides
Heghifinches)| | :_][m | t Caee, IN
weighifbs]| | 2| B [Priacky Hoath Caro, T
Pulse eprit | = | |
!|-Iu||e.-|nl-rch]] I ;” |
B.P, Sye/Dial] | = || [
| Pregnant?
[ Ll i 'l View/Edit Histoiy |

Adding Vital Signs from Rapid Entry

Appomtments Ordess | s | Cthugl ClentHewt| Marge[!ant' Damﬁwl Find List | New Search | Close |
¥ital Signs Rapid Entry
Client: [Toat test Fram Through: |\-"al-uecae'¢t Hep I | i
Result Save
= g
i~ List
Resuk: | Provider: Primary:
GO0  Prioeity Health . iﬁ
1250 Prioeity Health.,
Secondany
F Show bl
~ Chart
Primary:
|+ | Secondar:
i e [ |l |
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e For each vital sign, CAREWare has set a “normal” range. If the value you enter is outside
of that range, you’ll be asked if you want to correct it or not.
Quality Check .

543 is out of the normal range For weight, Do you want to correct this value?

Mo

Hospital/ER Admissions

e Hospital/ER admissions Information on a client’s HIV-related hospital and ER admissions,
number of days in hospital, and reason for ER visit/diagnosis can be entered here.
Historical information entered at previous encounters shows up on the bottom half of
the screen.

Encounter Date: |[|9;[|3;2009 | Yolanda ..l LCreate Encounter | Delete Encounter Encounter Repart Sharnng Dptions

IV | Orily show data for this provider

Vital Signs  Hospital/ER Admissions | Med'scatiom' Labs ] Screening Ld:sl Screenings Imlmnizations] Diagnnsssl Case Nutel

Hospital/ER Admissions:
~Current
Total number of HiV-related  Total Number of Total number of HiV-related
hospital admissions since Hospital Days: ER wisits since previous _ i Save
previous encourter: Encounter. Reason/Diagnosis:
|1 |2 |2 |Pneumocystis
Encounter D ate: | Hospital admissions: | Hospital days: | ER wisits: | Reason/Diagnosis: | Provider:
9/3/2008 1 2 2 Preumocystis ‘Yolanda HIV Clinic
711542008 3 8 1 Prieumocystis Yolanda HIV Clinic

Medications

* Enter the client’s complete medication prescribing history here for antiretroviral and
any other medications. For purposes of the Ryan White Service Report (RSR), you must
enter the client’s HIV antiretroviral medications.

« ”Date ART 1** Prescribed” (antiretroviral therapy) defaults to the date of the first HIV
medication entered into CAREWare. However, since many clients may have started ART
before they came into your care, this field is editable in the “Medications Rapid Entry”
screen, and an earlier date may be entered.

Enter any medication allergies in the “Allergies” box. This information will carry over
into future clinical encounters.

NOTE: Before you start entering medications for individual clients, you may want to go
into the Medications Setup screen and make sure all the medications in your formulary
are active and properly named for your purposes.
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Client Not Receiving HAART

[Orders Farms Delete Client Find List MNew Search

Appointments Change Log Client Report IMerge Client Cloze |

Demographicsl Sewicel Annual Beview Encounters | F!efenalsl HIW C&TI Helationsl Client |nfarmation I Contact |Information I Agency Specific I Sud I L4

Encourter D ate: I vl Lreate Encounter | [Delete Encaunter | Encounter Bepaort | Sharing D ptions |

™| Oy show data For, this provider

VitalSignsI Hospital/ER Admissions  Medications | Labsz I Screening Lahsl Screenings Immunizationsl Diagnosesl Caze Notel

. . Date ART 1zt
Current Medications: Hiv«Datz  Presobed. . PreART Reason 2| sewp |
[21/2005 | | ] =l RapidEnty

Allergies: I

Il T T e s L 1 T | eatmnent not medically indicated per guidelines
Client not ready [az determined by clinician]
Client refuzed therapy
Other extenuating circumstances (2.0, nadequate nsurance, ahility to pay]

Starting Medications

To start medications, click Start

Demoglaphicsl Dirug Sewicesl Sewicel &nnual Review  Encounters IFEefenaIsI Hiv E&TI F'regnanc_l,ll Helationsl Eonsent&Additionallnfolmationl [ | 'l

Ermmuier Heler |11,.-'u5;2011 | Priority Hj LCreate Encounter Delets Encounter Encounter Beport Sharing Uptions

[V iy shiow data for this pravider

VitalSignsI Hozpital/ER Admissions  Medications |Labs I Screening Labsl Screenings Immunizationsl Diagnnsesl Caze Notel

. . Date ART 1st
Current Medications: Hiwv+Date Presoribed: . PreRT Reason 2| s |
| | [117a20m | | RapidEnty
Allergies: I
Medication: | Abbreviation: | Class: | Linits: | Stiength: | Dose: | Frequency: | Daily Dose: | Indication: | 0l

1 | i

Start Stop Correct Data Error Change Dose |

Enter the medication name. You can select it from the pull down menu, or type the first few
letters of the medication. You can add the strength and frequency
Indication will be:

e ART (for HIV antiretrovirals)
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* Ol (opportunistic infection) prophylaxis

* Ol treatment

e Other (for other medications you may enter not related to HIV care)
If the indication is Ol prophylaxis or treatment, the Ol pull down will become active; select the
relevant Ol for which the medication (s) is being prescribed as treatment or prophylaxis.

Start Medication

4 Enter the strength, frequency and other related information for each medication.

5. Click Finish.
Medication: Units: Farm: Strength: Frequency: Dosze: Indication: al: Comment; Instructions:
efavilenzfemtricitabj |1_ ITabIets j IBDD qu j IBDD I j I j | I

ART

Ol Prophylasis

Ol Treatment

Other

<<Back Finish

Adding a Regimen

Adding a regimen minimizes data entry when medications are entered more than once. To
setup a regimen, click Regimen Setup, enter the regimen’s name, add the medications from the
list of medication drop list and complete the fields in the in the image below as it relates to the

medication that you are entering. Upon completion, click save to save the regimen.

Reaimen Mane:

Save
F E nfuvirticl atri i i
I uzeon, £ nfuvitide [~ Pediatic [~ 1stline [ 2ndLine Cancel
—Medication Selection
M edication: Lnitg: Strength: Form; Dioze; Frequency: Daily Doze:  Indication; Save
vt = jao |Salution =] [30 fad =] Jao [sRT x| Cancel
I - - Duration
Instructions: = J—— Diuration: = e Refillz: Each Rl j
I End D ate IU j Prezcrbe IU ID .
tedication Mame Ltz Strength Farm Doze Frequenc
enfuvirtide S alution
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This image shows a list of regimens that can be used on client when taking the listed

medications.

Start Medication{s) Page 1

1. Enter the start date for the medicationz).
2. Select the regimen you are starting
OF
Click on the medication(s] yau want to start.
3. Click Mest:»

& 2l Medications
AR T Medications
! NonAFT Medisations

Start D ate: Medication(s) Filter: I
I‘I'I /54201 i I Stat | Medication Mame -]
—Fegimen: O efavirenz
Stat | Fegimen Mame | B O efavirenzdemtricitabine/tenofovi
| fluconazole- difulcant _candidiaziz O emtr?c?tab?ne :
(] Fuzeon _ O emtricitabine-tenafowir
Fuzeaon_Enfuvitide enfu‘f'ft'de
O Inzentiess raltegravir O straviing
| F.aletra Lopinawir+itrowanic LI O fuconazols R
— O Fortovase [zaquinavir mesylate)
Fegimen Setup | O fozamprenawir -
4| | »
Cancel | Meuts = |
Stopping Medications
To stop a medication, select it from the list and press Stop:
Appointments Orders | Farms Change Lag | Client Repart | Merge Client | Delete Client Find List New Search Claze |

Demoglaph\csl Drrug Servicesl Servicel Annual Review  Encounters |F|efenals| HIV C&T | Pre Stop edication .

Delete Encount: 1. Enter the last date that client took the medcation(s] and the reason for

Lreate Encounter

Encounter Date: |11!D4.-"2D11 | Priarity H vl

¥ | Ol show data for this prosvider

dizcontinuing the medication(z):

o Stop D ate: Reason for Dizcontinuing:
“ital Signsl Hospital/ER Admissions  Medications | Labs I Screening Labsl Screeningsl Imirm |11.-’4.-’2U11 _I |
-
. . Date ART 1st -
Current Medications: Hiv+Dale  Frescribes: PIeART RESS0m. 5 0y the medicalionis \Tfmﬁ;c Failure =
| | ez Intalerance
Stop | Medication Na|Last to Follawup e
Allergies: ™ ; Dose Change
| favirenz/emir 205
— = Lnknown
Medication: I Abbreviation: I Class: | Units: | Shiength: | Dose: | Therapy completed
efavienz/e.. ERV+TDF+.. NRTIMM.. 1 600 600
4| |
Cloge | Stop Selected Med | Go ta Start Mew Med(z) Form |
< | |
Start | Stop I Correct Diata Ermar | Change Dose |

Medications are discontinued because of one of the reasons above, as defined below:
* Virologic Failure: the medication has ceased to be effective in fighting the virus.

e Toxicity: the medication has become toxic to the client’s system (usually to one or more

vital organs, for example, as measured by specific liver function tests or lipids).
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* Intolerance: the medication’s side effects have become intolerable to the patient.
e Lost to follow-up: the patient has stopped receiving treatment.

* Dose change: the medication has been re-prescribed with a different dosage.

e Therapy completed

* Other: if you choose, the comment field can be used to elaborate.

Correcting a Data Error
If you make an error in entering the medication, you can change it through the Correct Data
Error button. You can correct any information entered under the Start or Stop menus.

Change Dose

This button allows you to change a medication’s dose, rather than having to stop the
medication and restart at a different dose. Information on the prior dose will be retained.
The change date defaults to the date of the current encounter.

Medications Rapid Entry - Change [

Client: Change Date:
Eugle. Deann 34372008 =

Medication;

oxycodone hydrochloride

r— Curment;
rits: Strength: Doze: Frequency: Tatal Doze:
1 100 100 bid 200
—Change Tao:
ik Strength: Dloze; Frequency: Total Doge:
Apply I Cancel
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Entering Labs

To enter a lab value:
* Select a lab from or type the first few letters of the name of the test in the “Current

Test” field.

* Enter the value in the “Result” field.
NOTE: the pull down menu allows values of =(equal to), <= (less than or equal to), and >=
(greater than or equal to). An “undetectable” viral load under 50, then, would be entered as
<=49.

Encounter Date: W Create Encounter | Delete Encounter | Encaunter Report | Sharing Options |

J¥ | Ol shows data For, this prosidsn

Wital Signsl Hospital/ER Admissionsl Medications Labs | Screening Labsl Scleeningsl Immun\zationsl Diagnosesl Casze Notal

LabS Fapid Entry | Setup
—Add/Edit

Current Test Result: Save

CD 4 Court (cells/mm j |= j I Delete

s

CD4 Percent
1/CD4/CD8 Ratio =]
&l|CD8 Percent (%) J
&l Chloride. serum [mmol/L]
Al|Creatinine [mg/dL]
| Creatinine, Senm [madL)

D4...| Provider: | Comment:

s Creatining, Ur 24hr mgd24hr

AST (UL

Beta Globulin [g/dL]

Bilirubin, Direct [mg/dL)

Bilirubin, Total (mg/dL]

BUM [mg/dL)

Calium, Semm [mg/dL]

Carbon Dioxide, Total |

CD4 Count [cells/mm?]  10/28/2010 330

C?‘t Percent 10/28/2010 33 _ILI
4 o

Providers using HL7 uploads are required to manually map clients who are receiving lab data
via upload. To get to the unmapped client list, click the following from the Main Menu

e Administrative Options

e HL7 Client Mapping

NOTE: When mapping clients, you must be certain that the client is being mapped to the

correct record in CAREWare. Once a client has been mapped, the client’s lab data will upload.
pprveo0 .~~~ 00|

Add Client

System Messages

Department of Health and Kuman Senvices

Urdid

Health Resources and S ervices Administration

Beports

Setup Wizard | Emplayse Setup |

& Unmapped Clients =1

o Mame DOB Gender Address Phone. B

FEhamacy

Provider/User Manager

Apprintrents

Custom Features

Esc
F2 Map Selected Client
Delete  Delete Import Row

Close:

Administrative Options Contracts

HOP4 Setup (Beta) F3 Refiesh - -
oo | e T e List of clients to be
I Loa Off I HL7 Client Mapping I? Fix Incoming D ata
mapped before lab results

Esit Enport Menu

: will upload to CAREWare.

Filter:
Last Name:
I

First Name.

tiddle Name:
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Entering Screening Labs

Screening labs allow you to track tests that have a qualitative result, that is, where the result is
either positive or negative. For certain tests like syphilis RPR, you can also record the titer.

Encounter D ate: ID?H15;‘2DDB | Yolanda .l Lreate Encounter | Delete Encounter | Encounter Heport | Sharnng Uptions |

¥ | Oy show data for this provider

Yital Signsl Hospital/ER Adm\ssionsl Medicationsl Labs  Sweening Labs | Screenings Immunizationsl Diagnosesl Case Notel

Screening Labs RepidErty | Sep |

r—Add/E dit

Current Test Result: Titer: Treatment: Save

ISyphi\is lensitive [Scree d 1: |512 IYES [5T1) d Delete

Test: | Diate of Prior T... | Frior Result: | Current Result ... | Titer: | Treatment | Provider | Caormment: -

Chlarnypdia Poszitive [Scree... Yes [STI) Yolanda HWV C...
Cytarmegalovirus. ..
Epstein Barr Vir...
Genital Herpes
Gonorhea
Hepatitiz & Ab-|
Hepatitis & Ab-T...
Hepatitiz B core..
Hepatitis B core..
Hepatitiz B surfa...
Hepatitiz B surfa...
Hepatitiz C antib...

Hurman Papillam .
d- B

Entering Screenings

Screenings are tests typically performed annually, such as a Pap smear, or a TB skin test (PPD).

Encounter D ate: IU?.H 5/2008 | Yolanda vl Lreate Encounter | Delete Encounter | Encounter Repaort | Sharing Hptions |

¥ | Orily shows data for, this prosider

VitaISignsl Hospital/ER Admissionsl Medicationsl Labs | Screening Labs  Screenings |Immunizations| Diagnosesl Caze Notel

Screenings RapidErty | sewp |

—Add/E dit

Current Test: Current Result: Current Action: Save

|F|ecta| Pap Smear dlYes [Pelvic/Rectal le j Delete

Test: | [ ate af Prior T... | Prior Result: | Prior Action: | Current Result .. | Current Action: | Pravider: | Caomment:

Colposcopy

Geno/Pheno

Fap Smear Other, abnorm... Yolanda HIV C...
Pelvic exam

FFD

Fiectal Pap Smear ‘res [Pelvic/R... “olanda HIY C..
TE Chest Radio...

NOTE: Colposcopy, mammogram, Pap smear and pelvic exam options will only appear for
female clients. Colposcopy and mammogram were created through the Screenings setup
function that allows you to add your own tests.
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Entering Immunizations

You can enter information on immunizations as you provide them, or enter a client’s

immunization history.

* For clients with a history of hepatitis or previous vaccination series, you can mark their
immunization “NMI” (Not Medically Indicated) under the “Received:” field, then indicate
“History of infection” or “history of vaccination” under the “Immunity:” menu. If a client
has already been vaccinated, or is known positive from a prior infection, that
information should be entered in the Screenings module to record serology.

Encounter D ate: ID?#15.-"2DDE | *folanda -l

¥ | Grly show data for this provider

Lreate Encounter | Delete Encounter | Encounter Bepart |

Sharing Uptions |

Wital Signsl Hospital/ER Admissionsl Medicationsl Labs I Scieening Labsl Screenings  Immunizations | Diagnosesl Case Notel

Immunizations RapidErly_| SR
r—Add/Edit
Waccine: Received: Imrnunity: Save
[Hep A7Hep B Twini1] = (| = Delete
- Nonirmmiune
Waccing | Completed: | D ate: | Feceived:

Hiztory of infection

Hep As/Hep B (Twinnx)(1]
Hep A/Hep B [Twinix)[2]
Hep A/Hep B [Twinrix)[3]
Hepatitiz & [1]

Hepatitiz & [2]

Hepatitiz B [1]

Hepalitiz B [2]

Hepatitiz B [3)

Influenza

MR

Preumavar [Pheumococca..
Tetanus Toxoid

Waricella [Chicken pox )

“

History of vaccination
Unknown

Entering Diagnoses

Enter an ICD-9 diagnosis, and indicate whether the diagnosis is presumptive or Definitive

Encounter Date: IEI?.-"IE.-"ZEIEIE | Yolanda vl

Lreate Encounter |

Delete Encounter | Encounter Bepart |

Sharing Options |

¥ |l shovs data for this provider

VilalSignsI Hospital/ER Admissionsl Medicationsl Labs I Scieening Labsl Screenings | Immunizations  Diagnoses |Case Notel

Diagnoses Fiapid Entry | Setup
r—Add/Edit
Condition: Diagnosis Comments: Save
IPneumncncca\ pheumonia [Streptococcus pneumanias pneudlDehnitive dl Delete
Caonditian: | Prior Diagnosis Date: | Prior Diagrosis: | Prior Comments: | Current Diagrosis: | Comments:

[Candidiaziz] Of lung
[Candidiaziz) Of other s...
[Coccidinidomycosis] P...
[Dizgeazes due to ather...
[Dizeazes due to ather..
[Lyrphozarcoma and r...
[Lyrnphozareoma and r
[Malignant neaplasm o...
[Other and unspecified...
[Other conditions of br...
[Other diseases due to...
Other ill-defined and u...
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Case Notes
Clinical information sharing and case notes

Encaounter Date: IDT.-"1 542008 | Yolanda vl Lieate Encounter | Delete Encounter | Encounter Bepart | Sharing [Options |
¥ | Orly show data for this provider
Wital Signs I Hoszpital/ER Admissions I Medications I Labs I Screening Labs I Screenings | Immunizations I Diaghoses Cass Mote |
Case Note (for the selected encounter date): RapidEnty |
—Edit/Append
|E\ient' = health has improved. Continuing to make D'z visit far fallow-up ;I Save Edit
Append
_I Delete
Provider: | [iote:
*tolanda HIV Clinic Client' 5 health has impraved. Continuing to make Dr.'s visit for fallow-up
0l (|

e Important Note on Entering long case notes: If you are entering a long series of Case
notes at one sitting for one client, you may want to save your changes after each
paragraph or two.

Rapid Entry Screens in Clinical Encounters

Rapid entry screens allow for quick adds and changes to clinical encounter information entered
from any date. The encounter-by-encounter screens allow providers to see current information,
as well as some information from the previous encounter. By default, all rapid entry screens
show you the entire previous year of data, but you can change this to any date range.

Rapid entry screens give providers an overview of a client’s historical data in each clinical area.
Users can readily produce charts and progress reports that allow for quick review of the
medical history for any date range selected. Charting options are available in sub-tabs to plot
guantitative values that change over time such as lab results for CD4 count and viral load or any
other test, and vital signs.

You can add, edit, or delete information in any of the rapid entry screens. We recommend you
use rapid entry only for minor additions and corrections to clinical information, (i.e., a client
stops or changes a medication between visits). Using dated clinical encounters to enter
information makes it easier for yourself and others to access that information in the future.
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Vital Signs Rapid Entry
e By default, all vital signs from the last year are shown. Un-checking the “Show All” box in
the center of the screen will allow you to see only one or two (primary and secondary)
values. You can also choose primary and secondary values on which to run a chart.

Vital Signs Rapid Entry
Client: I From: Through: —Walues are in; Bepart Close |
[ Oy shaw this provider [0 =] [ararzome =] © Endish € Metic View Expanded Chart |
. . Save
Wital Sign: Date: Result: ="
I j I j I Lancel 240 240
Ty 220 220

ital Sign: | Date: | Result: | Pravider: PFrimary: - -
Heightlinches) 09/03/2008 790 ‘olanda HiY ... I—;l &0 180
weight[lbs) 09/03/2008 2100 “Yolanda HIY ... 1560 160
B.P. Sps/Dia 09/03/2008 080 Yolanda HIV | sec o dan

Pulze(bpm) 09/03/2008 B5.0 ‘olanda HIY ... 140 140
Temperature(f] 09/03/2008 979 “Yolanda HIV ... I 'l 120 120
"wheight(lbs) 07/23/2008 165.0 “olanda HIY ...

B.FP. Sps/Dia 07 H7/2008 145/90 “olanda Hiv . | ¥ Show 2l 100 g\ 100
B.P. Sps/Dia 071642008 16095 “Yolanda HIv ... 80 a0
Height(inches) 07152008 730 Yolanda HIY .. —Chat

Weight(lbz) 07./15/2008 156.0 “olands Hiv .. b E0 EO
B.P. Sps/Dia 071542008 17099 “Yolanda HIv ... Timary:

’ [eyic =] S S e S
ystolic - o
| |_,| Secondary:
|D- ol _l [ Systolic 4 Diastolic J]
sod | Edt | Delete | astole

The View Expanded Chart button allows you to see a larger version of the chart, and choose
whether to see it three-dimensionally. The expanded chart is not printable from that window.

* The Report button allows you to generate a printable report based on the filters you've
selected:

* Change the “From” and “Through” dates on the top of the screen and the graph will
automatically re-plot using your new date range.

Medications Rapid Entry
By default, all prescribed medications for this client are shown. You can filter them using the
‘Indication’ field to show only meds for ART, Ol prophylaxis, Ol treatment, or other. You can
also modify the “Date ART first prescribed” if the client began ART treatment prior to becoming
your client, otherwise CAREWare will populate this field with the earliest ARV start date
entered.

* Note that you can also check on the top right to include only current medications, that

is, those for which there is no stop date (or a stop date after the Date range selected).

This will shorten the printout for clients with many non-active meds.
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Medications Rapid Entry

Client: Hivi+ D ate: B g?cﬁEer-1 st Pre-4RT Reason: ﬂ

o KX

Chart
Allergies:
Cloze |

—Filker

Fraom: Through: Indication: al: Onl

ly Include Current
a2y o [aze o | | | I7| =how Al I Medications On Report
Medication: | Abbrey.: | Units: | Str: | [loze: | Frg: | Total Daily ... | |ndication: | 0l; Chart
clindarmpcin 1 100 100 tid 300 Other
Carnbivir [zid... AZT+3TC 1 250 250 qid 1000 ART
ospcodone ... 1 100 100 bid 200 Other Stop

Change Doze
ZoomdCorrect Emar

| | |

Labs Rapid Entry
By default, all labs are shown. You can apply primary and secondary filters (for instance,
CD4 and viral load) to view only 1 or 2 labs, view charts, and run reports.

Labs Rapid Entry

Client: l Pl i Setup Beport
Frarm: I d
Iﬁ Import Cloze
¥ Dl show this provider 715/2008 - Secondany Filer:
Through: I =l Yiew Expanded Chart
|9-"'3-"2DD8 "I ¥ Show all Labs [no chart)
Test:
Crabe: Fiesult:
| == sove |
Caornment:
I | Laneel |
T est: I Date: I Fesult: I Provider: | Cormment: I Da
CO4 Count (... 7F/31/2008 < 2580 Tolanda Hl... Mo
CO4 Count (... 7/15/2008 » 260 TolandaHl... Mo
Wiral Load [C... 7/15/2008 <100 TolandaHl... Mo
. | i

add | Edt | Delete | Image |  HL7Source |

Screening Labs, Screenings, Immunizations and Diagnoses Rapid Entry

These work in the same way as the other tabs, allowing you to specify date ranges and primary
and secondary filters, and produce basic reports. However, you cannot generate charts from
these screens as their values are not chartable.
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HIV C&T
The HIV Counseling & Testing (C&T) tab can be used to track clients who enter care through

an agency’s C&T program. It also allows agencies to track C&T for clients who only receive
HIV C&T and not any other CARE Act eligible service.

Part A uses this module to track and report client utilizing Early Intervention Services.

Clients who are entered here will be included in the C&T section of the RSR, but they will
not be included in the overall client counts unless they have also received an eligible CARE

Act service in the reporting period.

Appointments Orders | Forms Change Log | Client Report | Merge Client | Delete Client Find List | MNew Search Close |
Demngraphlcsl Diug Servlcesl Servl:el Annua\Hewewl Enmunlersl Refenals  HIY C&T |F‘regnan:y| Helatlnnsl Ennsemt&Add\tmnallnlnrmahnnI [
—Add/E dit
i PretestC In Test e |
Pretest Counseling Pretest Date: Tested: Test Date: Test Result
LCarnce| |
= R ) =] | ]
i Posttest Ci Partner Notification——————————
Posttest Counsel: Posttest Date: Reason no Counsek: Partner Motification Offered:  Mumber Motified:
| ] | | I | |
Comments: I
Tested: I Test Date: I Test Result: | Pretest Counsel | Pretest Date: | Provider:
e 114442011 HIY Negative es 1147201
14 | ]
New Test Series Edit Test Series Delete Test Series

[rders | Farms Change Log | Client Beport | Merge Client || Delete Clisnt Find List | Mew Search [Close |

Appaintments

Demagraph\csl Drug SErwcesl Servicel Annua\F!ewewl Encoumlersl Referals HIV CET |P|egnancy| He\at\onsl Comsent&Addit\onallnfmmat\onl N 1=

—Add/Edit
— Pretest C: L Test RS
Pretest Counzeling: Pretest Date: Tested: Test Date: Test Result:
LCancel Add
[ites x| sz =] res x| 112011 =] [Hiv Hegative =l
— Posttest Ci Partner Notificati
Posttest Counsel: Posttest Date: Reagon no Counsel Paitrier Motification Offered: - Mumber Motified:
[ites =l s =] | o =l
I” Refened after post test counseling:
Comments: I
Tested: I Test Date: I Test Result: | Pretest Counsel: | Pretest Date: I Piovider:
1| |+
Hew Test Series | Edit Test Series Delete Test Seres |
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Pregnancy

Pregnancy and prenatal care is collected on the Pregnancy tab (which only appears for

female clients)

The following variable are collected on this tab

Demaographics | Drug Servicasl Servicel Annual Review | Encounters | Refenalz | HIv C&T - Pregnancy | Relations CDnsent&AdditionalInlormat\onl (] I L4

Estimated Conception Date
Date client begin Prenatal
# of prenatal visits
Pregnancy Outcome ¢

Delivery/outcome date
Newborn HIV status
ART Counseling

ART Offered

ART Taken

Date ART begin

Live Birth

Therapeutic Induced) abartion
Spontaneous abortion [miscamange]
Stillbarth

Unkniown

—Add/Edit

PMTCT/ART
Estimated Conception Date:  Prenatal Begin D ate: 1t Prenatal Visits: ART Coungeling? ART Dffered? &I
I = I E I I j I j Lancel
Pregnancy Outcome: Deliverp/Outcome Date:  HIW Status of Mewbarn: ART Taken? ART Date:
| = [ = =l | 7

Edit Delete
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Case Notes

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

F- ~y

Public, John Q

Appointments Orders Forms Change Log | Client Report | Merge Client | Delete Client Find List Mew Search Close
Demographics | Service I Annual Review | Encourters | Refemals | Intake & Assessment Forms I Performance Measures

First Name: Middle Mame: — Ethnicity

|J°h” IQ % Hispanic " Non-Hispanic " Unknown

Last Name: Date of Birth:

[Public [ziee < ese || o

' ¥ \hite [ American Indian or [ Othe
Gender: Client URN: Encrypted URN: Mlaska Native J
Foe— o Black or African

|Male ~| preBi0217210 .. | [EPufYdZve T pmericon [~ Native Hawaiian or Other [ e '

Encrypted UCI: Pacific Islander
|21CEF3C53F1F51C5DEi11121&8158.£.ESB151E.2.1FLI ™ Asian

Client 1D: Address: City: Common Notes | Provider Notes I Case Notes |
[2-0050 |2345 Drury Lane |Eugene Previous Address (10/01/02 - 10/01/05); A

State: Zip Code: 5432 Candyland Ln

|Oregor| L||97"‘W3 Eugene, OR 97403

County: Phone Number: v EElreaT DO NOT LEAVE MESSAGES AT PHONE NUMBER.

W
|Lar1e j|{541)234'5‘5?3 label report CONFIDENTIAL MAIL OK TO ADDRESS

-

HIV Status: [HIV-postive (AIDS status urknawn) =] HveDate: [1071872005 | Est? T AIDS Date!] ] Es ™

HIV Risk Factors
[¥ Male whe has sex with male(s) [~ Heterosexual contact [~ Receipt of transfusion of bloed, bleod components, or tissue

¥ Injecting Drug Use [™ Perinatal Transmission [~ Other, specify: I

[~ Hemophiliaicoagulation disorder [~ Undetermined/unknown, Risk not reported or identified

To enter a Case Note:

- Select Add

- Enter the Date

- Select a Case Note Author if applicable

- Enter text of Case Note

— End note by typing your name and title

- Spell Check if desired

— Print note, sign and keep in hard chart. You can print notes individually or as a
group by specifying the date range at the top of the Case Note screen and selecting
Report
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Case Notes (Rapid Entry) r— D\}—
Client: [Public, John Q -
From: Through: Templates Report
5/30/2010 *| 157307201 hd Sharing Close
[¥ Only show this provider _I I _I it
Mote: Date:
Client 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 CAREAssist. Client will come in to the office next Weds. to complete application
with assistance.

Authaor:

e Proud to be JR|

Helpful, Caze Manager, Prg
Manager, BN, Ina

Sarah Case Manager, RN

Type the case note.
Save

:

Enter a case note date.
Cancel

Select a case note author.
Paste Template |

Use Spell Check or Thesauras as

desired. — Lzl BizEe
Thesaurus |
Date: | Provider: | Case Note: | Author: Add |
Edit
Append |
Delete
4 n 3

If you make a mistake in the Case Note after it has been saved, you may not Edit the note, but
you may Append the note.

To Append a case note entry, select the note from the history window and then select Append.
When you are finished editing the note, select Save Append.
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Referrals

Two types of client referrals may be recorded in CAREWare:
1. External Referrals: Referrals made to agencies not using the LaCAN CAREWare
2. Internal Referrals: Referrals made to agencies using the LaCAN CAREWare.

Note that Internal and External refers to whether the agency you are referring a client to uses
LaCAN CAREWare, NOT whether the client is being referred within your agency.

1. Open the client record in CAREWare and go to their Referrals tab.
! Demographics | Drug Sendces | Senvice | Anmual Review | Encounters  Alefemals i:HI‘-'CH| Pregnancy | Relations | Chent information '.Em:rw"q":uLlL

Referral Date Type Refer-To Provider Requested Servica Catagory Type Redferral Class
| A Al =]z | £33 =]
Ralsrrnl Siabie Fedarral Complets Data Fefarral Comments
|1 = | |
: | |
F1: Add Redesrgdl  F2- Edift Fleferral Del Delste Raferral
| jos0 |
Dinaction | 1 Faferral Date | Provider | Sarvica Categony | Status | Complated Date | Raferal Class Comrents |

2. To enter a new referral, click the blue “Add Referral” link. This allows you to enter
referral information.

3. Enter the referral date in the Referral Date field (this is the date you make the referral,
not of the appointment or when the client goes).

4. Select the appropriate referral type in the Type drop down box. You will not be able to

select a Refer-to Provider until this is selected.

a. Internal: Referrals made to agencies using the LaCAN system.

b. External: Referrals made to agencies not using the LaCAN system.
Remember that you should only make Internal referrals if you already have a
relationship with the agency you are referring to, know that they are accessing
CAREWare frequently, and that you have both the client’s consent to make the referral
and are still sending over the appropriate paperwork.

5. Select the name of the provider you are referring the client to in the Refer-To Provider
drop down box.
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a. If the provider is not listed on the drop down, click the Add button and browse
the pop up list for the provider.
i. If you find the provider on this list, check the box next to their name and
click the blue Close link.
ii. If the provider is not on the list, click the blue Add Provider link and
complete as much information as you have. Only Provider Name is

required, but the rest is helpful. Click Save and then the blue Close link.
. Dﬂmyﬂﬂl&u&miﬁenmhkrﬂﬂm Encounten WWSIHWC&TJFW Hadations | Chent information
ExternalProviderSetup e — : -

. Extemnal Providers

H

[ Provider Hame [ 3Cortact Name | Prione |
Aaron Edwards
Abbella Mertal Heal
Acadians CARES Ris
Acadiana Recovery C
Acrylic Derdsl
Addctive Disorder Cinic
AHEC
AIDS Law
Aomo Area Fescunce
Aleander, Randolph
Heandia Counselng
Agiers Fisher Behavic
Aprl H. Mati
At Smat
Ascension Parish Sub
Ashiey Counseling Ser.
B R Ganeral Menal

F1: Add Provader
F2: Edit Provider

Diel: Delede Provider

Esc: Close

-000080000000000000

6. After selecting the Refer-to Provider, go to the Requested Service Category Type and
choose the appropriate category. If you are completing an Internal referral, only the
service categories currently active in a CW contract for that agency will appear.

7. |If applicable, select the appropriate Referral Class.

8. The Referral Status will initially be Pending for all referrals unless you are entering them
after an outcome has occurred. For External referrals, select the appropriate Referral
Status and, for anything other than Pending, a Referral Complete Date. If doing an
Internal referral, this information is completed by the Refer-To Provider.

- Enter any additional comments in the Referral Comments box.

- If you wish to make a Silent Referral check that box.

- Press Save to send the referral to the other agency.

- The referral will appear in the box at the bottom of the Outgoing Internal Referrals
screen for that client.

Note: The Referral Class field is a customization available for additional referral tracking.
Please contact LaCAN for more information. This field is not required to complete a referral.
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To add, delete, activate, or deactivate providers on the drop-down list for External Referrals,
select the “Add” button.

Demographics | Drug Senvces | Senvice | Annusl Review | Encounters Hdmwlmta.rmmmlwmlmwm | Emermency Cor | + i
qer’er.rel D;!e.- . Type Refer-To Provider Requested Service Category Type Feferral Class

I £3]| =i ¥} | E3) =]
Relerral Skabus Rederral Complete Date Referral Copments

| =l | E) \

[ \

| r | |

Fl:5dd Referrgd  F2 Edit Roferral  Del: Delote Referral
o7o |

Dwection | tReferrsl Dale | Provider | Service Categary | Status | Completed Date | Referal Class | Commenis |

e To add a new provider, click “Add New Provider” and type the name into the Provider
Name field, then click on “Save this Provider.”

e To delete a provider, highlight the provider and click “Delete Selected”.

e To activate a provider (have the name appear on the drop down menu), click the check
box next to the provider name and make sure that the box is checked.

e To deactivate a provider (have the name appear on the drop down menu), click the
check box next to the provider name and make sure that the box is unchecked.

e Click ‘Close’ to exit out of this screen and save changes.
ExternalProviderSetup e —— - -

External Providers

ive I Provider Name
Aaron Edwards
Abbevile Mental Heal
Acadiana CARES Ris.
Arcadiana Recovery C
Acnviic Dental
ADAP
Addictive Disorder Clir
AHEC
AlDS Law
AMlama Area Resource
Aexander, Randolph
Aexandria Counseling
Agiers Fisher Behavio
April H. Matt
At Smart
Ascension Parish Sub
Ashley Counseling Ser
Audiclogy/Hearing

F1: Add Provider
F2: Edit Provider

Del: Delete Provider

Esc: Close

OO0O000000000000F8O00|z
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........................................................................................................................................................
.

3 About “Silent Referrals”

A silent referral is made with a greater degree of confidentiality. With a normal referral,
the receiving agency is notified by a message on their CAREWare main menu that a referral

i has been received. With a silent referral, the receiving agency is not notified of the referral :
: in CAREWare and does not know the client was referred unless they are notified through
another method (e.g. the client coming in for the service or a phone call/email/fax from
the agency sending the referral). :
: For silent referrals, the receiving agency must add the client to their CAREWare to see that :
i areferral has been made. When they add the client, a message will appear notifying them :
of a possible duplicate and referral. E
You may also edit outgoing internal referrals that have not been completed to change
them to silent referrals. 3

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

When your agency has a Received Internal Referral (non-silent):

For users with permission to see incoming referrals, a link will appear on their CW main menu:

Main Menu

Add Cliert

Department of Health and Human Services Pl Cheek
Lol £ Incoming Referrals
T J rd Reports :

ol o N Sl
Health Resources and Services Administration Ph
BT 20 Outgoing Referrals
Appointments
24 incoming share reguests.
Orders
& LaCAN Administrative Options About CAREware
v
My Settings
Fefresh Meszages
Rapid Service Entry
Log OF
For all assistance with CAREWware, send an
Exit email to hap@|a.gov with "CAREWwWare” in
the subject line. Do not email client
informaticn.

- Click on the Incoming Referrals link to view the referrals received electronically
by your agency.

- Inthe list of clients that appears, select a record and click Details.

- If the client is already in your agency’s CAREWare list (i.e., has been a client at
your agency before) then you will be taken directly to the client record.
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- Ifthe client is new to your agency, the Possible Duplicate Client screen will
appear and prompt you to add them as a client.

- You will be taken to the client’s Referrals screen in their record and should then
complete the Referral Status and Referral Complete Date fields once you have
that information.

- If aservice is provided that is related to the referral you received, you can
enter that service from the referral record. It will also show up on the client’s
Services tab.
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Client Information, Emergency Contacts, & Agency Specifics

Every client has three custom tabs in their record that LaCAN has set up:
1. Client Information: Used to record other client information such as who is their case
manager, SSN, and mailing preferences. Fields on this tab are shared with and editable

by all of the client’s providers.

2. Emergency Contacts: Used to record the client’s current emergency contact and
evacuation information. Fields on this tab are shared with and editable by all of the

client’s providers.

3. Agency Specifics: A tab to include fields needed only by individual agencies. An agency
may wish to record specific information collected only by their program that would not
be useful to other agencies or is not otherwise required in CAREWare. For example:
where a client’s paper record is stored, other agency/local programs the client is
enrolled in, or other staff assigned to the client. Fields on this tab are only visible to your
agency unless otherwise requested. Contact your LaCAN Partner to have fields added.

Client Information Tab

Demographics ] Drug Services ] Service ] Annual Review 1 Encounters ] Refemals 1 HIY C&T] Pregnancy | Relations |[::li'3|"t Information | Efergency Con 4| *
Case Management Program Dther Case Management Program
10ther L] |
Case Manager Assigned: Part & Case Manager Assigned: Part B
Case Manager Assigned: Part D S5N
Pnimary Language Secondary Language
Consent to Mail Consented Mailing Address
1‘(&5 - at address in Consented Mailing Address ﬂ |
[ Mon-logo mailing only Attachment
[~ Veteran
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Case Management Program: Select the case management program the client is enrolled in.
Contact your designated LaCAN Partner if you have questions about what to choose.

Other Case Management Program: If you select OTHER in the Case Management Program field,
type the name/type of program in this field.

Case Manager Assigned: Part A: If the client is case managed through a Part A program, select
their name from this box. If the name does not appear in the dropdown, contact your
designated LaCAN Partner to add it to the field. If the client is not case managed through Part A,
leave this blank.

Case Manager Assigned: Part B: If the client is case managed through a Part B program, select
their name from this box. If the name does not appear in the dropdown, contact your
designated LaCAN Partner to add it to the field. If the client is not case managed through Part B,
leave this blank.

Case Manager Assigned: Part D: If the client is case managed through a Part D program, select
their name from this box. If the name does not appear in the dropdown, contact your
designated LaCAN Partner to add it to the field. If the client is not case managed through Part
D, leave this blank.

SSN: Enter the client’s Social Security Number. If the client does not have a SSN, leave the field
BLANK.

Primary Language: The language the client is most comfortable speaking. If the client is most
comfortable speaking Spanish and can only speak some English, put Spanish as their primary

language. If you need a language not listed in this field, email hap@la.gov to have it added.

Secondary Language: Other language spoken by the client. Leave blank if not applicable. If you
need a language not listed in this field, email hap@Ia.gov to have it added.

Consent to Mail: Indicate the client’s mailing preference.

Consented Mailing Address: If client wishes to receive mail at a different address than the one
listed on their Demographic Tab (the physical address), enter the address here.

Non-Logo Mailing Only: Check if only mail without the agency’s logo should be sent to client.
Veteran: Check if the client qualifies as a military veteran.

Attachments: Links to attached documents. See Attachments section in this manual.
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Emergency Contacts Tab

Drug Services ] Service ] Annual Review ] Encourters ] Refemals ] HIV C&T1 Pregnancy] Relations ] Client Information | Emergency Contacts ] Moency &4 J L4
-
EmergContact] Name EmergContact] Relationship
| | =l
EmergContact] Address1 EmergContact] Address2
EmergContactl
EmergContact] City State EmergContact] Zip Code

L

EmergContact1 Phone

| |

EmergContact] Cell

EmergContact1 Email

1

I~ EmergContact! Aware of HIV Status [~ EmergContact] Auth to take kids

m

EmergContact? Name EmergContact? Relationship
EmergContact? Address 1 EmergContact? Address2 |
EmergContact2
EmergContact2 City State EmergContact? Zip Code
EmergContact? Phone EmergContact? Cell =
—

Emergency Evac Plan: Required for New Orleans agencies. Indicate the client’s evacuation plan
This screen includes fields for two emergency contacts for the client. Each set includes the
same fields:

Name: Name of the client’s emergency contact

Relationship: This contact’s relationship to the client

Address1, Address2: Street address for the emergency contact

City, State, Zip: City, state, and zip code for the emergency contact

Phone: The emergency contact’s primary phone number

Cell: If not used for Phone, put the emergency contact’s cell number in this field

Email: Emergency contact’s email address

Aware of HIV Status: Check this box if the emergency contact IS aware of the client’s HIV status

Auth to take kids: Check this box if the client has children AND the emergency contact is
authorized to watch the children in the case of an emergency
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Attachments

The link for attachments is on the Client Information tab.

To attach a file to the client record, click on the field’s hyperlink to open the attachment
window. Click on F1 — Attach New File.

( 4% AttachmensLs L e - . |EIMP
Click Here Filter Text: Filter Calumn: 0/0
|Search All Columns j
Content | | fttach . | Attach User | Mod Date | Mod User
F3 - Delete Attachment(s)
F4 - \View Attachment(s)
E5 - Check All
E6 - Uncheck All
ESC - Close
« I r
8 = b

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

'«{5_’; Open - - | P J
@uw| |J <« DHS » Working Docs - | ¢f| | Search o
‘ Organize ~ g Views v . Mew Folder .
Eiiiiie Bk Namet Date modif.. Type Size Tags
! @2010 Instructions for using RW CAREWa...
Ei Documents ;
) CAREWare County Data Form 2010
| Recently Changed ,
I@.jC;\'-\RE‘l."‘ufare Data Form PILOT 2009
g Bakiag ] CustomRequestForm
More » @j CW Permission Temnplates 020511
Folders v | W] W Permission Templates 032111
| Log Files " @j HIV Alliance Custom Report Request St...
|, Program Manua B pilot Performance Measures N and D wi...
| ROR || ) Test fillable upload
i ROI
J RSR
i . Working Docs.  _ I
File name: Test filable upload - [.Pdiachmarﬂs for RO {doc; pd V]
’ Open ] [ Cancel ]
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Select the type of attachment you are uploading.

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.
( '.fj.fa Attachment List Manager IEIMP
Filter Text: Filter Column: 141
Elosmmliz Fisg | |Search All Columns |
F2 - Edit Content Description(s) Content | | Attach ... | Attach User | Mod Date Mod User File Type | File Name | Com
E3 - Delete Attachment(s) General - ROI 06/06/2011 CWHEELER 06/06/2011 CWHEELER .doc Test filable....

E4 - \View Attachment(s
E5 - Check All

F& - Uncheck All

ESC - Close

4

L1
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Relations

The Relations tab allows you to enter HIV-Negative/Affected members of the “Index Client’s”
family into CAREWare. The Index Client is your client the dependent is linked to.

Demographics ] Drug Services ] Service ] Annual Review 1 Encounters ] Refemals ] HIV C&T] Pregnancy FRelations ]C]ierrt Information ] Emergency Con_‘_]_i_
Tao revert to a dependent'’s client information screen, double click the client's record.
Index Client: ] Dependent Name: ] Birth Date: ] Gender: Relation: 1 Provider: J
Create New Dependent ] Append Dependent j Detach Dependent ]
L\ — — —

Entering dependents in CAREWare does not mean they will be counted on the RSR for your
agency. You must provide at least 1 service to a relation for them to be included.
To create a new dependent:
- Click on Create New Dependent on the Relations tab within the record of your HIV-
Positive client.
- Ascreen that looks like the same screen you use to add a new client will appear.
Enter the URN components for the dependent.
- If you enter a dependent who is less than 2 years old, CAREWare will ask you to
confirm that you are adding an infant.
- Once you add the dependent, a screen will appe

ar asking you the relationship:

-

Flagse specify thea corract ralaticon between the
Tellowing elisnts.

The INDEX clernt

12 Ihe= IF"am-nf _;I al

Th= DEFEHDEHT:
|PManp Bires

o
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- The Relations tab will now list the new dependent.

- Double-click the dependent record to go to their CAREWare record.

- The RSR requires the following information for any dependents you are reporting a
service for: Race, Ethnicity, Vital/Enrollment Status, Enrollment Date, Services, HIV
status.

To append a dependent:

When the dependent already has a record in CAREWare, you can link them to the Index Client
on the Relations tab by clicking Append Dependent, searching for their record, and then
indicating they should be added to the Index Client’s record as a dependent.

Client, Test

Te revert to a dependent’s cliant infarmation
Find Client

Index Cliert: S— — e

Enter search criteria. Partial matches will be included. \wildcards (7) are accepted.

Last Name: Case Manager Assigned: Part A

| I =

First Name: S5N

Client 1D: Case Manager Assigned: Part B

| I =

Client URN:

Client UC:
|

¥ View Active Clients Only Maximum Results: I'IDD

Search Cancel |

Create New Dependent | [ Append Dependent |

To detach a dependent:
If a dependent has been added by mistake, go to the Index Client’s Relations screen, select the
dependent record, and then click Detach Dependent.
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Subforms

Subforms within each client record are another way to collect date-specific information that is
not entered under services, referrals, or the annual review. The subforms currently established
by LaCAN are listed below. Active subforms for your agency depend on your funder’s
requirements. Not everyone will have all of these subforms activated.

6 Month Eligibility Verification Review
NOLA Part A Acuity Scale
HOPWA (Household Beneficiaries)
NOAIDS-only subforms:
a. NOAIDS Intake
NOAIDS Discharge
NOAIDS PMC
NOAIDS MCM
NOAIDS Pantry
NOAIDS Behavioral Health
NOAIDS HDM
NOAIDS Housing

PwwnNE

S@m o a0 T

[ Encountersl F{e'fenalsl HIV C&Ti Pregnancy! Relations ! Client Inforrnation! Emergency Contacts i Agency Specific  Subform iF‘han‘nacy; Sdﬂeduler! ijr

NOLA Part A Acuity Scale | 6 Month Eligibity Verfication Review | HOPWA (Housshold Beneficiaries) | NOAIDS Intake | NOAIDS Discharge | NOA_4 |

Custom Su... ! Linguistic a... | Family and ! Housing/Li... _l Transportat... | HIV Educa... ] Legal Needs | Food or nt... l Functional ... ! Medici

4 1] 2

Add Row Edit Row Delete Row
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All New Orleans Part A and Louisiana Part B agencies are required to complete the 6 Month
Eligibility Verification Review for each client. This is to comply with the HRSA Monitoring
Standard requiring grantees/providers to verify each client’s eligibility for Ryan White services
every 6 months.

To enter data in a subform:
- Click on the Subform tab within a client’s record
- Use the sub-tabs to select the correct form (e.g., 6 Month Eligibility Verification Review)
- After selecting the correct sub-tab, click Add Row to enter a new record
- This opens up the subform on the Edit Page tab:

Annual Review ] Encounters ] Refemrals 1 HIV C&T] Pregnancy] Relations ] Cliert Information ] Emergency Contacts ] Agency Specific  Subform l Pharrn:ﬂ

NOAIDS Behav Hih | NOAIDS PMC | NOAIDS MCM | NOAIDS Housing | NOAIDS HDM | NOAIDS Partry | Defautt  Edit Page i

[ & menth HIV status updated & Month Review Date

| =

[ & month Income Updated [ & month Residency Updated

- Every subform includes a date field. In this example, it is 6 Month Review Date. A date is
required for every subform entry.

- Complete all applicable fields on the subform and click Save.

- Once the entry is saved, you will see a new row for the entry on that subform’s page.

If not all of the information is available at the time you complete the subform then you may
edit it at a later time by navigating to the subform, selecting the appropriate row, and clicking
Edit Row.
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Pending CAREWare Manual Sections

CAREWare Forms
Group Service Entry
HOPWA

Louisiana CAREWare Access Network CAREWare 5.0 User Guide
Last Updated: December 2012

83



Performance Measures

Performance Measures (PM) in CAREWare guide the case manager, quality management staff,
and LaCAN in determining whether certain standards are being met. 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.

-
Headlights, Deer N

1

Change Log | Client Report Click Here FCI f t w Search Close

Demographics ] Service l Annual Review | Encounters | Referrals | Intake & Assessment Forms EEHUFH:IE“CB Measures |

Resulisasof [4/19/2011 ~|

w S001 - Clients with current acuity level .
— 5002 - Acuity 1 clients w/ case mgt contact w/in 6 months

— 5003 - Acuity 2 clients w/ case mgt contact w/in 6 months

m

— 5004 - Acuity 3 Clients w/ RN contact within 90 days
— 5005 - Acuity 3 Clients w/ case mgmt w/in 30 days

S007 - Acuity 4 Clients with CM Services within 14 days

X X

S006 - Acuity 4 Clients with RN contact within 30 days =

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 need some case
management attention.

A green check mark indicates that the performance measure applies to the client and has been
met.
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A yellow line indicates that the performance measure does not apply to the client and therefore
the performance measure is not applicable.

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

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.

If you are uncertain which PMs are applicable to your program, contact the LaCAN Help Desk.

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 fromZ =2 A.

PERFORMANCE MEASURES FOR LACAN ARE UNDER DEVELOPMENT. IF YOUR AGENCY HAS
SPECIFIC MEASURES YOU WISH TO TRACK FOR CLIENTS, CONTACT YOUR DESIGNATED LACAN
PARTNER FOR ASSISTANCE.
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% RW CAREWare - DHS Training Set — =[E] =]

F1: Sinale Performance Measure Client List Right Click |3
F2: Single Performance Measure Agg. Report MName Numerator Denominator | Percent Creating Provider o For Provider
F3: Multiple Performance Measure Report Two Primary Care visits >= 3mos Apart 7 ” 7 Central Administration DHS Training Set
Percentage with »=2 CD4 Counts 7? 7 77 Central Administration DHS Training Set
F4: Client Tab Setup CD4<200 with PCP prophylaxis ” 7 77 Central Administration DHS Training Set
N AIDS Clients on HAART 7 7 7 Central Administration DHS Training Set
F5: Add New Performance Mezsure Percentage of pregnant women prescribed ART 7 n 77 Central Administration DHS Training Set
Adherence Assessment ” 7 77 Central Administratior DHS Training Set
Fé: Performance Measure Setup Cervical Cancer Screening 7 7 7 Central Administration DHS Training Set L
F7. Delete Performance Measure Hepatitis B Vaccination 7 ks 7 Central Administration DHS Training Set L
Hepatitis C Screening ” 7 77 Central Administratior DHS Training Set
F&: Copy To New Performance Measure HIV risk counseling 7 7 7 Central Administration DHS Training Set
oo Lipid Screening 7? 7 77 Central Administration DHS Training Set
e T ] Oral Exam ” 7 77 Central Administratior DHS Training Set
F10: Load From File (Advanced) Syphilis screening 7 ” 7 Central Administration DHS Training Set
TB Screening 7? 7 77 Central Administration DHS Training Set
F11: Refresh Counts Chlamydia Screening ” 7 77 Central Administration DHS Training Set
Gonorhea Screening 7 7 7 Central Administration DHS Training Set
F12: Refresh Single Performance Mezsufe Hepatitis B Screening 7 n 77 Central Administration DHS Training Set i
Erint Performance Measure Worlesheet Influenza vaccination ” 7 77 Central Administratior DHS Training Set
MAC prophylads 77 77 77 Central Administration DHS Training Set
Esc: Exit Mental Health Screening 7 ks 7 Central Administration DHS Training Set
Pneumococcal Waccination ” 7 77 Central Administratior DHS Training Set
s Of Date Substance Use Screening 77 77 77 Central Administration DHS Training Set
Toxoplasma Screening 7? 7 77 Central Administration DHS Training Set
6/5/2011 x Clients with current acuity level ” 7 77 Central Administratior DHS Training Set
Acuity 1 clierts w./ case mgt cortact w/in & morths 77 77 77 Central Administration DHS Training Set
Acuity 2 clierts w/ case mgt cortact w/in 6 morths 7? 7 77 Central Administration DHS Training Set
Acuity 3 Clients w/ RN contact within 50 days ” 7 77 Central Administratior DHS Training Set
Acuity 3 Clients w/ case mgmt w/in 30 days 77 77 77 Central Administration DHS Training Set
. . Acuity 4 Clients with RM cortact within 30 days 7? 7 77 Central Administration DHS Training Set
Dy and TEE L Acuity 4 Clients with CM Services within 14 days 77 77 77 Central Administration DHS Training Set
gggg}rﬁ;g“gmg“ filters applied "As OF Date” \ Curent CD4 or Viral Load 7 » » Central Administration DHS Training Set
4 | 1 »
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.

- DHS Trsining Sat

F1: Singln Perfrmoncs Measute Clier List
Fi Singln Perfrmancs Measuto fos. Recor
F3 Mulbole Perdormance Mesawre Beocd
Fa Chient Tab Seuo

FE: Add Hew Perbrmance Megaurs

Fé: Parkamarcs Megssrs Sche

F7: Daiste Perlormance Megsure

F&: Coger T bigw Porormance Megguee
S Mabe File (2 pneesl)

0 Lz From Pl (Aagnces

F11: Bafragh Courss

P12 Pgfragh Sncle Paromarce Megire
Erict Perkormance Messsre tiarkabees

Esc: Rt

Charts wth curmmt scasty el
Aoty | charts w/ case gt contsd win € monthe n

Acuty & Cherts wih CM Services witen 1 dys Ll il kil Corteal Admrsstraton
Currerst C04 o Vil Liaed Ed 7 7 [ m—

s 0 D
[eazm =]

rerice prcd busmes s oee nchaplicaned
clien counts with filers agpiled “As Of Date” [
bove

Cornected to Ingmper@0HS Taing Sel @155 121 098131 e

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.
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Using Calendar/Date Picker Screens

The following instructions apply to any “date field” used in CW. Click on the down arrow to the
right of the date field and a calendar screen will open. The current date is circled in red.

Click on the date of the service to select the date for entry.

You can also scroll by month forwards or backwards using the
arrows to the right and left of the month and year.

You can jump across several months by selecting the month at
the top of the screen or you can jump across years by clicking
on the year and using the arrows to scroll.

Sun Mon Tue Wed Thu Fi Sat
28 2% 30 3 1 2 3
4 B 7 S50
11 1313 14 15 18 17
18 1% 20 2 22 23 24
2 26 27 28 25 3

-

Today | Clear |

ll't May. 2006 IO

Sun Mon Tue Wed Thu Fi Sat
w1 2 3 4 4@ G
708 5 10 11 12 13
14 15 16 17 18 15 20
21 22 23 24 3 ¥ I
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CAREWare 5.0 Reports

This manual focuses on those reports that are expected to be of greatest use to LaCAN users.
Additional information on using the reporting functionality in RW CAREWare can be found in
the HRSA developed RW CAREWare 4.0/4.1 manual as well as in the document describing new
features for RW CAREWare 5.0 both available from
http://hab.hrsa.gov/manageyourgrant/careware.html.

LaCAN will also be holding trainings on Custom Reports and adding to this manual in the future.

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 lient Report ‘ Find List | MNew Search ‘ Close |
Demographics ] Service ] Annual Review ] Encounters ] Referals 1 Intake & Assessment Forms ] Performance Measures ]
First Name: Middle Name: Ethnicity
|Dearest |N " Hispanic * Non-Hispanic " Unknown
Last Name: Date of Birth:
- Race
|Headights [174/1380  ~ |~ Est? Arreri ;
= ¥ ‘white [~ American Indian er ™ Oth
Gender: Client URN: Encrypted URN: Alaska Native ol
TS T Black or African
Femal »| |DAHADI04802U ... | |66VwuSHem Lot ) .
| Emae J ! = J ! L AMENCan Native Hawaiian or Other [~ |nknown
Encrypted UCI: Pacific Islander
|C€ETIECZ=.#.'—.ILTETEIIZ:?E.'—.Z52292557??723233'.' I Asian
Clignt 1D: Address: City: Common Notes | Provider Nates Case Notes
| |3320 SE Doe Lane |Deerand B
State: Zip Code:
|oregon 12345
County: Phone Number: - Include on
[Wheeler _~||5033891111 Iabel report
| HIV Status: [CDC defined AIDS > HveDate 127271880 | Espp [T AIDS Date:|12/2/2006  ~| Est? [~
HIV Risk Factors
r ™ Heterosexual contact ™ Receipt of transfusion of blood, blood components, or tissue
¥ Injecting Drug Use I Perinatal Transmission [ Other, specify:
I Hemaophilia'coagulation disorder I Undetermined/unknown, Risk not reported or identifisd
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The client report menu offers several viewing options. The two page report includes more client
information than the one page report.

Client Reports

Client Report (Cne 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
BDR Clinical Encounter Reports
Custom Reports Clinical Encounter Preprints
Beferrals Mailing Labels
Einancial Report LIser Login Report

Mo Service in X Days

Service Detail Report (Beta) Mulitple Client Case Notes

Report
[ Maximize &l Reports? Close
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1. RDR runs the annual report required by HRSA (being discontinued) and gives a very
useful demographic overview of the clients served by your agency during a specific time
period.

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

3. Referrals opens the referral reports module.

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

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

6. 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.)

7. Clinical Encounter Reports are related to specific clinical conditions.

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

9. Mailing Labels prepares a set of mailing labels to be used for US postal mail.
10. User Login Report provides information on user login/logout activities.
11. 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

The CAREWare Financial Report is very useful as a simple 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

Diata Scope: Date Selection:
Domains: | Year: From: Through:
DHS Training Set \ =] ‘jum;zmn =] [z~
Funding Source | RW Funded?
Mon-RW Funding Source MNa

Part B \ Yes

4 111} 3

[+ Include Subservice Detail [ Include Provider Information

[ Pull amount received data from receipts in the date span

Report Filter:

™ Apply Custom Filter Filter ‘

I ___*- Run Repart | Close

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

DHS Training Set

Phone:
Address:
. Oregon
Medical Case Management Clients: Units: Total: Amount Received: Not Received:
RAF - RN Intake & Assessment: Face-to-face 2 20 50.00 £0.00 30.00
RIF - RM Case Management: Face-to-face 2 B $0.00 £0.00 30.00
Medical Case Management Totals: 4 26 $0.00 $0.00 $0.00
Case Management (non-medical) Clients: Units: Total: Amount Received: Not Received:
MAF - Mon-RM Intake & Assessment: Face-to-face 1 1 50.00 50.00 50.00
NIF: Non-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 a 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.

Data Scope:

I Include shared services entered by other providers.
* Service Category " Subservice Type

|0ther Case Management {non facetoface) j

Number of Days:

180

Report Filter:

[~ Apply Custom Filter Filter
Bun Report | Close |

You may choose to use an additional filter to add to the report. See the section on Custom

Reports or contact your LaCAN Partner 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)
Lﬁs! qualifying at least 180 days ago.
service:
Enrollment Status: active or unknown.
Name: URN: Last Service Date: Provider:

Adams, BoazBartholomew  BAAAD101411U
Anderson, Michagl Philip  MCAD1002821U

Another, Client To ClAD1125801U
BIGHHOUSE, MATT A MTBGO0301201U
Blow, JoeJ JEBOODS099%1U
Bob, BobBob BBEBB1212061U
Bobo, Clown T COBB1212523U
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Clinical Encounter Reports

For a more advanced understanding of these reports, please contact your LaCAN Partner or
consult the HRSA RW CAREWare 4.1 User Manual.

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

Data Scope: Encounter Reports: Report Specifications
" Clients with no encounter in X days Clients who have not had the specified
Include shared data from screening test in the last X304 days.
iders? ]
other providers? " ARV Ingredient Count

* Clients with no tests in X days

(" Clients with no Hepatitis Vaccinations Screening Test:

|;'-‘scuity Level j
" Clients with no Syphilis test in X days

Number of Days:
" Clients with no Pneumaovax in X months ,3557

(" Clients with last selected Lab Results
" Clients ever disgnosed with Hepatitis

" Empty Encounter Report

Report Filter:

[ Apply Custom Filter Filter Run Report | Close
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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 enroliment is active or unknown
status:
HIV Status: Not equal to Negative or Unknown

Name:

Adams, Boaz Barthalomew
BIGHHOUSE, MATT A
Blow, Jogd

Bob, BobBob

Bobo, Clown T

URN: Last Lab Result: Last Screening Date:
BAAADID1411U

MTBGO301201U 2 1/10/2005
JEBOOS0SE31U

BBBB1212081U 12 1W2/2006
COBB1212523U 1 208/2008

Provider Name:

DHZETraining et

DHZETraining et
DHS Training S&t
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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

Data Scope: Encounter Reports: Report Specifications
(" Clients with no encounter in X days Clients whose last selected lab value
r Include shared data from was less than or greater than the
i ? . tered It.
other providers? " ARV Ingredient Count entered resu

" Clients with no tests in X days

(" Clients with no Hepatitis Vaccinations Lab: Operator:
|;'-‘xcui‘t1.r Level ﬂ |>= ﬂ

" Clients with no Syphilis test in X days

" Clients with no Pneumovax in X menths Value:
3

B

Clients with last selected Lab Results

-

Clients ever diagnosed with Hepatitis

" Empty Encounter Report

Report Filter:

[~ Apply Custom Filter Filter PRun Report | Close

You may choose to use an additional filter to add to the report.
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: URN: Last Lab Result: Last Lab Date: Provider Name:
Bob, Bob Bob BEBB1212081U 12 100272006 DHS Training 3&
Cadabra, Abra "Abby” ARCDO00ETZ2U 3 71212006 DHS Training 3&
Clampett, Jedediah iJed) JDCAD3D4T41U 4 4/21/2008 DHS Training S&t
clark, mark j MRCA1212801U 3 2812006 DHS Training Set
Colombo, Cyna CHCL1231672U 3 Bi32010 DHS Training St
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Service Detail Report

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 Amount(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 LaCAN Help Desk for assistance in using filters.

Example of report output:

Headlights, DearestN

URN: DAHAO0104802U

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

Ef30/2011 MIF: Mon-RM CaseManagement OHS Fy 2008-2010 1 50.00 20.00 DHS Training Set
Face-to-face

EM2/2010 RIM-RNCase Management DHS Fy 2008-2010 4 S0.00 Z0.00 DHS Training Set
Mon-face-to-face

8122010 Med Visit other ss Testing Med Prov 1 S0.00 Z0.00 DHS Training 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:
1. From the Main Menu, select Reports, then select Mailing Labels

2. Determine
options
[ ]
[ ]

which clients to include on the labels by selecting from the four

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

3. Check the box Only include clients with street addresses. This will omit clients
who do not have a mailing address entered in CW.
4. Select whether to sort alphabetically by last name or numerically by zip code.

5. Select Run

Report

Mailing Lab: P ' —'—'—-—._.______‘__

=

ra

" All Clients

Closed’

™ Select a filter type for generating mailing |abels. These labels are formatted to fit Avery 5160 label sheets.
MNaote that a client is included on this report only if the “Include on Label Report’ box on the Client screen is

{* Al clients whaose enrollment status is "Active’

~ Al clients whose vital status is not ‘Deceased’ and whose enrollment status is not Inactive/Case

. . and
" All clients who have services between: >~ >

¥ Only include clients with street addresses

Specific Provider: OHS Training Set

Sort By:
* Last Mame, First Name " Zip Code

Report Filter:

I Apply Custom Filter Filter ‘

| Bun Report | Close |

s
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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.)

rMuItipIe Client Case Motes Reports Setup
From this screen you can print Case Motes Reports for muliple active clients.
Case Motes Date Span
From:  |5/1/2011 -] Through - 5/31,2011 -]
Saort By
* Last Name, First Name " Date
Last Name: First Name: Client 1D:
Adams Boaz
Andersan Michael
Another Client
[w] BIGHHOUSE MATT
Blow Joe
Bob Bob BEE
Bobo Clown Bobao
BROKEBACK JAKE 1212
Brown Charles
€[ i =
| selectau Deselect All
Print ‘ Cancel
Example of report output:
. . Date From: Date Through:
Multiple Client Case Notes Report
05/01/2011 05/3172011

Provider Name:

DHS Training Set

Name: URN:
Public, John JHPE10217210
Case Note Date:

5307201

Case Note Author:

Helpful, Case
Manager, Proudto
be

Case Note:

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

RW CAREWare 5.0 has a very extensive custom reporting module. LaCAN can provide custom
reports upon request. Please complete the Custom Report Request Form (example on the
following page) found on the LaCAN 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)?

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

- Where do | want CW to look for the information that | want returned in the results (e.g.
CW should look to Enrollment Status to determine “Active” clients)?
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Louisiana CAREWare Access Network
RW CAREWare Custom Report Request Form

This form should be used to request a custom report from CAREWare. Please review the
section on custom reports in the LaCAN RW CAREWare User Guide prior to completing this
form.

Custom Reports will be created centrally within the system and you will be notified when they
are ready for you to run locally within CAREWare. Please email this completed form to your
designated LaCAN Partner

Date:
Agency (aka: CAREWare domain):
Name of person requesting report:

If we need additional information or clarification, who should we contact (name, e-mail, and
phone)?

1. Has anyone in your agency tried to set-up or run this report? If so, what is the name of the
report in CAREWare?

2. Please describe the report you need in your own words:
3. Who is going to use this report and how will the information be used?
4. Is this report a “one-time” report or will it be used on a regular basis?

5. What information do you want displayed in the report results (e.g. poverty level, HIV Risk
Factor and client name)?

6. How do you want the information displayed (e.g. by client name alphabetically; by poverty
level — lowest to highest)?

7. For which clients do you want the information (e.g. clients served in the past year, Hispanic
clients only, all clients with an “active” enrollment status)?

8. Are there specific groups of clients that you want to exclude from the results (e.g. clients
under 18 years of age)?
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Exporting Reports

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

To export a report:
— Run the report

— Select Export from the File Menu

@ RW CAREWare Report Viewer

L Export... |\_‘Ctrl+E

-

Export

Ry i

Export Type |Fich Text Format (RTF)

=

Rich Text Format (R T
Portable Document Format (FDF)
HTML Format (HTM)

Microsoft Excel Format (XLS)
Tagged Image Format (TIF)

Text Format (TXT)

File

XML Format (XML}
0K I Cancel

HlaaE &
[ SN

- Select the Export Type (e.g. Portable Document Format)

— Click on the box with the 3 dot ellipsis next the field called 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

% Save As W R— e S
@uv| |« DHS » CWReports » v | 4| [ Search o
= = =
Favorite Links Namej Date moedified Type Size »
EI Documents '@Eﬂlﬂ Financial Mon Pilot by Provider
. '@]Eﬂlﬂ Financial Mon Pilot Grouped
[4 Recently Changed o _
'@Eﬂlﬂ Missing Acuity Levels -
— Desktop 112010 Nonpilot RDR
) EEEl e 512010 Null Acuity Levels by Provider
% Computer 12010 QI Acuity Point Groups
B Pictures 12010 QM Question 1 Nonpilot
More » L2010 QM Question 2 Nonpilot
L2010 QM Question 7 Nonpilot
Folders ~ | 512010 QM Question 10 Nonpilot -
AR lient Transportation Report -
Save as type: ’Purtablle Docurnent Format v]
~ ' Hide Folders | Save | | Cance |
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How To: User Messaging
What is User Messaging?
CAREWare users are now to able to transmit client related messages to other CAREWare users
on the same or different provider domains within the same CAREWare network instance. This
will allow users to instantly communicate new or time sensitive information regarding a specific
client to other users and ensure reception of the message.

As with all data in CAREWare these messages will be securely stored in the CAREWare database
and changes can be tracked using the change logs. Users will also be able to review all received
and sent messages at their discretion. Messaging is only enabled on a single provider domain at
a time by default. The CAREWare administrator can enable cross provider messaging in order
for specific users to communicate across provider domains within the same CAREWare instance
regarding specific clients.

New link on the main menu to get to the user message form:

Main Menu
Add Cliert
Department of Health and Human Services bl (et
’{;’_/_;-_J j _“] _-_Fj_r"_l Reports 1 Outgoing Referrl

alth i ices Administrati
Health Resources and Services Adminisiration Drug Inventory System

| \essag
Sppoirkmes - User Messages

Orders
& LaCAN Administrative Options
< R

My Settings

About CAREWare

Befresh Messages
Rapid Service Entry

Log Off

For all assistance with CAREWare, send an

Exit email to hap@la.gov with "CAREWare" in

the subject line. Do not email client
infermation.

The number in parentheses shows the number of unacknowledged messages the user has.

Note: if you do not see the ‘User Messages’ link on your main menu then contact us at
HAP®@Ila.gov to have it activated.
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Main message form:
User Messages Main

Messages | 3/3
Ta | From | Cliert URN Message Text
El- Mew Messa Megan Wright Daniel Anderson Test message
Sy o Daniel Anderson Daniel Anderson Thanks
F2: Message Details Daniel Anderson Daniel Anderson Flease review this client.

F3: Acknowledge
F4: Go To Client
F5: My Messages

Esc: Close

Showing:
[
v
W Acknowledged
W Unacknowledged

4 m i b

Messages per page: |2D < Newer Page 1 of 1 Older ==

New messages will appear in bold until they are acknowledged. Sent messages (denoted by
‘To’) will be bold until acknowledged by the recipient.

F1 - Opens new ‘create message’ window.

F2 — Allows you to view the details of a message after you select it.

F3 — Allows Acknowledging multiple messages at once (multi-select listview).
F4 — Allows you to go directly to a client record that is attached to a message.
F5 — Returns to main message view.

ESC — Closes the messaging system.
Showing — Allows you to view the messages separated into the following categories; received,
sent, acknowledged, or unacknowledged. (Check or deselect boxes as needed)

e Listview is NOT user sortable; It is always ordered by Date descending.

e Users can use the Search box to find items on the list. This search box uses the button
since only some of the total records are shown in the listview. The Search will apply to
any column.

e Only a small number of records will be displayed at one time. Use the Newer and Older
links to retrieve more records.

e Messages can also be sent directly from a clients’ record via the User Messages button
located by ‘Case Notes’.
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Create New Message:

User Message - Create Message

To User(s):

Client UBN:

Send ‘ Cancel

This can be opened from the main Messaging form or from within a client record. If opened
from a client record, the URN for that client will be automatically entered.

There are 2 ways to select the Recipients for the message:
- Typing in a user’s name will open a filtered select list from which the user can choose.
The textbox will allow a comma-delimited list of names to be entered and will make
suggestions on the name currently being typed:

User Message - Create Message @
Click to open the ‘T o |
list of users In your e )
. aus
domaln(s). santa kringle
nta rich
/Diverrt uRN: S3ntaric
Click to open the L [hisizatest message.
client search form

Send
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Messages can be tagged to a specific client. User can either type in the URN, or click the
ClientURN link to go to the client search form.

User Message - Create Message @

To Userfs): Dale Gordon, Flash Gordon

Client URN: BEMM11223 Q
ol

This is a test message.

’ Click “‘Send’ after you
Send M are finished
composing your

ror provider warns if the URN is not a valid URN. The URN can be blank, but cannot be saved
unless the URN is valid.

Create/Receive Messages From a Client Record:
[ Crawfish, Cindy ul
.1-[. 1L 10

I Appointments ” Orders ‘ Change Log “ Client Report || Merge Client B User Message Details
Demographics | Drug Services | Service | Annual Review | Encounters | Refemals | HIvCaT| P From User: Flash Gordon
First Name: Middle Name: Ethricity Provider:  Local Care Provider
Cindy T Received: Feb 9, 2011
() Hispanic Client: CHNCAD110752U
Last bl.lame: Date of Bitth: 0 Pace Thiz guy has large claws and would be great in a gumba.
Crawfish 11071975 [« ][7] Est?
[F] White
Gender: Client URN: Encrypted URN:
PR MK NYH Black or African
Femals ~ ' |ENCAD110752U D IMKe+YNYH il e |
Encrypted UCI:
F19FC555447ERATCT, b |:| Asian I Acknowledge ] [ Reply ]

Client 1D: Address: City: Ciwien Mok imo[ User Messages ] [ Caze Motes l
State: Zip Code:

Courity: Phone Number: iy !\lOtIfK_:atlon for an

< = =ke] INCOMING Message for
| this client i
HIV Status: HIV-negative (affected) HIV= Date; : AIDS Date:
HIV Risk Factors
8 7] Heterosexual contact 7] Receipt of transfusion of blood, blood compeonents, or tissue
7] Injecting Drug Use 7] Perinatal Transmission [T] Other, specify:
[

|| Hemophilia/coagulation disorder | Undetermined./unknown, Risk not reported or identified

e Click the ‘User Messages’ button to send and receive messages within a client’s record.
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