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CAREWAREG

CAREWare 6 is the newest version of CAREWare. It has a new interface that runs in an
internet browser rather than a program installed on your computer. CAREWare 6 can
be used with the following browsers:

e Chrome

e Firefox

 Microsoft Edge

e Safari

Internet Explorer cannot be used to access CAREWare 6.

WHAT 5 NEW IN CAREWARE b
MENU OF LINKS

Upon logging in to CAREWare, you will find a Menu of Links on the left-hand
side of the screen. Simply click on the item you wish to access.

.' Customize

Add Client

Find Client

Reports

Rapid Entry

My Settings

System Information
Administrative Options
Switch Providers

Log Off



BREADCRUMBS

Breadcrumbs or Breadcrumb Trails allow users to keep track and maintain awareness of
their locations within CAREWare 6.
¢ In this example: Find Client > Search Results > Demographics is considered the
Breadcrumb Trail

Find Client > Search Results > Demographics

Delete Client Back

®Demographics
Parsonal Info Client ID: Name: Test, Client Gender: Female DOB: 11/21/1987
Change URN CITS1121872U

123 Harbor Rd

Contact Information Crabville, LA 12345

Race/Ethnicity White

If the items in the Breadcrumb trail are blue (as in the example above), click on the item
link to return to that section. If they are black, you must either click Save or Cancel to
return to the previous section.

Find Client > Search Results > Demographics > Personal Info

Personal Info

First Name: Johnny
Middle Name:

Last Name: Appleseed



CUSTOMIZATION

You can customize which menu items are visible by clicking on the Customize
button and uncheck any items you don’t want on the menu then click Save.

Customize menu items > Personal Menu Settings

Save| Back| Printor Export

Menu Item Customization

Search:|

Show Menu Ite?n
Add Client
Administrative Optic
Appointments
Find Client
My Settings
Rapid Entry
Reports
Switch Providers

CLIENT RECORDS

Client records open in a separate tab on your browser. When you have
finished with a client’s record, make sure to close out of that tab.

CWE - testcwb x i CW8 - Test, Client * -+

& @ lacan-rsr.ixn.com/careware/rs/Clientinformation.htm

s Apps m Boards | Trelle £ CW6-Llogin £ CW6E-Llogin 4§ REDCap 0¥ Staff Infc



LOGGING INTO CAREWARE b

01 Open your browser and go to lacan.ixn.com

02 Enter your CAREWare username and click Submit.

Submit

Login

Enter your CAREWare Username

Username: ||

03 Enter your CAREWare password and click Submit.

Login

Submit | Cancel

Login

Enter your password

Password: |

04 (If Applicable) Select the Domain you would like to use and click Submit.

Submit | Cancel

Login

Search: |

Provider Locked
Central Administration

LaCAN Demo


http://lacan.ixn.com/

RESETTING PASSWORDS

After three failed login attempts your account will be locked.

01 Click Email Reset Code

02 Check your email for the Reset Token.

03 Enter the Reset token and click Submit.

Login > Login = Login

Submit |Email Reset Code Cancel

Login
Your account was locked due to too many Failed login attem
A reset token has been emailed to you.

Enter the reset token to reset your password.
*» User account locked. A reset token has been emailed to your regustered a
Reset Token: [ |

04 Enter your new password, then retype it and click Submit.

05 You will then be asked to log in with your new password.

Login > Login = Login

Submit Cancel

Login
Enter a new password
»>» Password failed validation: The minimum password reguirements ane:
Minimum Length: 12
Minimum Lower Case Characters: 1
Minimum Upper Case Characters: 1
Minimum Numeric Characters: 1

Minimum Special Characters: 1

<L

Hew Passwornd: ﬂ |

Retype Password: | |




TWO-FACTOR AUTHENTICATION IN CAREWARE

WHAT IS TWO-FACTOR AUTHENTICATION?

Two-factorauthentication (2FA) is a type of multi-factor authentication which is a
way to protect access to data systems by requiring both something the user knows,
like a password, and something the user possesses, such as a code or token to log
in. Use of 2FA is required in your organization’s installation of CAREWare. This
document will instruct you on how to enroll in 2FA with either your mobile device
or with an authenticator application that stays on your desktop or computer.

WHAT WILL CHANGE WITH TWO-FACTOR AUTHENTICATION?

CAREWare users will be able to get the two-factor code from one of two places:
e Username
e Password
e Two factor code from the WinAuth application or the Google Authenticator App

TWO-FACTOR AUTHENTICATION OPTIONS

CAREWare users will be able to get the two-factor code from one of two places:
e The Google Authenticator (available free in iOS App Store and the Google Play
app store)
e The WinAuth application (available free online)

The WinAuth app is the easier of the two options to use. Using the WinAuth
application will require your IT staff to install a program and configure it in order
to receive codes to use during the login process.

OPTION 1: GOOGLE AUTHENTICATOR APP ENROLLMENT

01 Inthe App Store or the Google Play app Store, search for and download
Google Authenticator.

02 Sign into CAREWare as usual. You will be asked to set up your 2-factor app
and then enter the code or token to verify that you are the appropriate user of
the account.

03 On your mobile device open the Google Authenticator app and select Begin
Setup.

04 Select Scan Barcode. You may be prompted to allow access to the camera or
other resources on your phone. Allow access.



05 With your phone, in the Google Authenticator app, take a picture of the QR code to
enroll your device.

06 You should now see a six-digit number and a countdown. IMPORTANT: Wait until
the countdown ends and a new number appears before proceeding to the next
step.

07 Once the number regenerates, type the six-digit number into CAREWare and press
Submit.

Setup 2 Factor &pp

testuser Cancel

Setup you 2 factor app (like Google Authenticator
or WinAuth) then enter the foken from your app

[=] 35

et
Chpie

Manual Entry Key:
|SYIORTQBBDEX6 JHIASB7DEYPPDK4KXVX

08 You should now be logged into CAREWare.

REGULAR LOGIN PROCESS WITH THE GOOGLE AUTHENTICATOR APP

Once you have enrolled your device with the Google Authenticator app, when you
log into CAREWare, you will get a code from this application every time you log in
and will need to enter it each time you want to access CAREWare.

IMPORTANT: Wait until the countdown ends and a new number appears before
entering the six-digit code into CAREWare.

Login process: Username> Password > Authenticator Code

01 Start CAREWare as normal. Log in with your usual username and password.

02 When prompted for the code, open your Google Authenticator app and wait for the
current code to be replaced by a new code.

03 When the new code appears, enter the six-digit number into CAREWare and submit
it. You should be logged in.

OPTION 2: WINAUTH AUTHENTICATOR APP ENROLLMENT

01 VYour IT staff will need to install and set up a shortcut for you to use WinAuth

02 Signin to CAREWare as usual. You will be asked to set up your 2 factor app, then
enter the token to verify that you are the appropriate user of the account



testuser [ st | Concel

Setup you 2 factor app (like Google Authenticator
or WinAuth) then enter the token from your app:

Manual Entry Key
|SYIORTQBBDEX67HIASB7DE YPPDK4KXWX

03 Launch WinAuth. Click Add to set up the CAREWare authenticator. Select the top
option—Authenticator.

WinAuth

Click the "Add" button to create or import your authenticator

Add Authenticator a

Google
Microsoft
Battle.Net
Guild Wars 2
Glyph / Trion

Steam

Gms e O

'h

Import...

04 On the next screen, add the name CAREWare for the Name.

Add Authenticator

Name: CAREware

05 Select the Manual Entry Key from the Setup 2 Factor App screen in CAREWare,
right click and copy it. Right click and select paste in the field to the left of the
Decode button in WinAuth.
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06

07

08

The Time-based option is the default and should not be configured differently that
itis.

Press Verify Authenticator. A six-digit code should appear at the bottom of the
screen with a green timer that shrinks as it expires.

IMPORTANT: Wait until the countdown ends and a new number appears before
proceeding to the next step.

Once the number regenerates, type the six-digit number into CAREWare and press
Submit.

09 You should now be logged into CAREWare.
10 In WinAuth, press OK. This brings you to a “Protection” Screen where you can
create a password to protect your code generator for CAREWare.
11 Do not select the “Encrypt to only be useable on this computer” nor “Lock with a
YubiKey”
12  Press OK.
13 On the code generation window, right click and make sure Auto Refresh is
checked.
- X
WinAuth
& CAREware
wg 796 979
Set Password...
Add
Copy Code

Show Secret Key...

Delete

Rename

Auto Refresh

Copy on New Code

lcon
Shortcut Key...

Sync Time

When you launch WinAuth, you will be prompted for the password you created in
step 10 above and you will see this window containing your CAREWare 2FA code.

- =

WinAuth

V - CAREWare
€ 703057

Add <



REGULAR LOGIN PROCESS WITH THE WINAUTH AUTHENTICATOR APP

Once you have enrolled with the WinAuth authenticator app, when you login to
CAREWare, you will get a code from it every time you login and must enter this
code in order to proceed.

IMPORTANT: Wait until the countdown ends and a new number appears before
entering the six-digit code into CAREWare.

Login process: Username > Password > WinAuth Code

01 Start CAREWare as normal. Login with your usual username and password.

02 When prompted for the code, open your WinAuth authenticator app and wait for
the current code to be replaced by a new code.

03 When the new code appears, enter the six-digit number into CAREWare and submit
it. You should be logged in.

HOW TO GET ASSISTANCE WITH TWO-FACTOR AUTHENTICATION

If you have specific questions regarding the CAREWare application, WinAuth
application, or Google Authenticator, please contact the CAREWare Help Desk by:
e Completing a help desk ticket at: https://louisianahealthhub.org/careware-
submission-form/



https://louisianahealthhub.org/careware-submission-form/

HOW T0 ADD A CLIENT

01 Select Add Client from the main menu and a new tab will open in your
browser.

. Customiza
Add Client

Reports
Rapid Entry

My Settings

System Information
System Messages
Administrative Options
Switch Providers

Log Off

02 Enter the Last Name, First Name, Gender, and Date of Birth of the client. ALl
fields are required, except Middle Name and the DOB Estimated checkbox .
Click Add.

Last Name:

First Name:

Gender:

|
|

Middle Name: | |
|

Date of Birth: |

DOB Estimated?: [_]

POSSIBLE DUPLICATE CLIENT

01 If aclient’s information is similar to an existing CAREWare record, you will
see the message stating “The client you are adding is a possible duplicate.”

Select the client from the list and select View More Information to review
additional client information.

Client Hesohalion

Bar.». Print or Export
The client you are adding is a possible duplicate. Resolve the duplicate URNs if it is a new client.

LastMa First Clhen
et st TETS

03 Compare client information to determine if this is the same client.



04 Ifitisthe same person, click This is the same client. The existing client
record will be displayed. If it’s a new client, click This is a new client. Doing
so will create a new client record. If the client matches multiple clients in the
database, click Back and repeat step #2.

HOW TO FIND A CLIENT

01 To search for a client, select Find Client from the main menu.

. Customize
Add Client

Reports
Rapid Entry

02 Enter search text into any of the fields and press Client Search.

Search Results

Find Client

Last Name: ||

DOB: |
ClientiD:

]
First Name: | |
|
|
|

URNOrEURN: |
Encrypted UCI: |

Active Only:

03 A list of matches to your search appears. Select the correct name from the list
and click View Details.

Find Client > Search Results

Search Results

Search:

Last Name First Mame Clent ID URKN EURN Encrypted UCI Match Type
Appleseed John JHAPO10SB51U | XgYSZJ4bl ECABBA4A1FEGSS! Exact
Applesead Johnay EMR123 JHAP1 2066510 T+aM+blin BAJDE4EFACOG2TE Exact
Appleseed Martha MRAFPDSOTTEAU  HM+keK20a 1AGA4DFS4CAB24] Exact

04 After clicking View Details, the Demographics screen will appear.



Like CAREWare 5, the demographic information is shared across domains with
the exception of Eligibility, Enrollment Status, and Provider Notes.

A Link Summary is displayed to the right of each link item. In the example
below, once Demographics is selected from the Menu of Links, a new screen
appears with additional link items. To the right of each is a Link Summary.

The demographics screen in CAREWare 6 has the demographic information
broken down into sections.

@Demographics
Personal Info Client ID: Name: test, person Gender: Female DOB: 03/02/1984
Change URN PRTS03028420

1263 Street Dr

Contact Information Townville, LA 12345

Race/Ethnicity American Indian, Asian (Filipino)

HIV Risk Factors Hemophilia

Vital Enroliment Status Vital Status: Alive Enrolled: 03/15/2014 Current Status: Referred or Discharged

Eligibility Ryan White Eligible

HIV Status HIV-positive (AIDS status unknown) HIV Date: 02/02/2012

8M2/2020 RP @SHHP Case Notes are seen across domains.
1211/15 MW @ SHP: merged duplicate client record

Cabponioles 10/15/15 J$ @ CARES: updated client address and emergency contacts

9/1/15 MW @ SHP: updated client address. Client moved to Lafayette

Provider MNotes 8M2/2020 RP: These notes are only seen at your agency
Client Information View or Edit the client's Client Information information
Emergency Contacts View or Edit the client's Emergency Confacts information

LA HAP Elig Info View or Edit the client's LA HAP Elig Info information




PERSONAL INFO

Personal Info

First Mame: [person |

Middie Name: | |

Last Name: | test |
Prefemed Language: |
Gander: |Female
Date of Birth: | 121084 =]
DOB Estmated?: [
Sex At Birth: |Female

URN: FRTS03028420
Encrypted URN:; HouBaigWu
Encrypbed UCl: 10DBATC556FFECES15DB5TZETRESSDC 1B 1AB DL

cwenti: ||

LastService: 8M42020

Lask Poverty Level: 08172015

CHANGE URN

Find Client = Search Results = Demographics = Change URN

Save Cancel

Change URN
New URN: [PRIS0302842U

CONTACT INFORMATION

Contact Information

Address; [1263 Street Or ]

City: | Townwille

State: |Louisiana
County: | Orieans
Zip Code: | 12345
Phone: | 123-455-T890 |
Phone Type: !!
Include in mailing label reports?: ||
Mailing Address: |
Mailing City: |
Mailing State: | a
Mailing Zip Code:

Alt. Phone 1: | |

Phone Type (AL Phone 1): | [+ ]

Alt. Phone 2: | |
Phone Type (AL Phone 2): | B




RACE/ETHNICITY

Race/Ethnicity

Asian:

Asian Indian:
Asian Chinesea:
Asian Filipino:
Asian Japanese:
Asian Korean:
Asian ietnamesa:

Asian Other:

Black or African American:

American Indian or Alaska Native:

Other:

Native Hawaiian or Other Pacific Islander:
White:

Hispanic or Latino:

HIV RISK FACTORS

4]

I & 1 O

B O O 0O 0

i
=)
W=

‘ind Client > Search Results » Demographics » HIV Risk Factors

Save Cancel

HIV Risk Factors

Male to Male sexual contact (MSM): |

Hemophilia/Coagulation Disorder:
Receipt of transfusion of blood, blood components, or tissue: [

Not Reported or Not Identified: [

Injection Drug Use (IDU): |

Heterosexual Contact: [

Perinatal Transmission: [

VITAL ENROLLMENT STATUS

Find Client » Search Results > Demographics = Vital Enrollment Status

Save Cancel

Vital Enroliment Status

Enroliment Status: |Referred or Discharged [4]

Enrollment Date: | 3/15/2014

Latest Eligibility Status: Ryan White Eligible

vital Status: |Alve

Case Closed Date: |

Date of Death:

Select the race and ethnicity the
client identifies as Multiple
selections are allowed.

Any clients who identify as Asian,
Native Hawaiian or Pacific Islander,
or Hispanic, will need to be select
a subgroup as well.

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.

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 Crescent Care but “Active” at
Southwest Louisiana AIDS Council.



ELIGIBILITY

01 Click Add

Find Clignt > Ssarch Results = Demographics = Eligibility

View | Add | Edit Delste Back Print or Export

Eligibility History

Seavch: |

Duate Is Eligibde Funding Source Rlyan 'ﬂhﬁe Funded Co
[ 030272016 s Part B_bfal L

Q3022016 Mo CAFUS

02 Complete the fields below and click SAVE

e Eligibility Date

e |s Eligible?

e Funding Source

e Current Review Type

e Next 6 Mos Review Due Date

e Appointment Date if Applicable
e Staff or Provider Name

e Comment

Save ancel

Add

Eligbility Date: [9/10/2020f )

iseigive: | |
Funding Source: n
Current Review Type: B
Next 6 Mos Review Due Date: |}§
Appointment date if applicable: |}§
Staff or Provider Name:

Comment:

|
|
|
|
|

A new record needs to be added for each Funding Source the client is eligible
for.

Eligibility Records should be added:
e At the time of Enrollment
e At the time of Disenrollment
e Every 6 months when a client is actively enrolled



HIV STATUS

HIV Status

HIV Status: [HIV-positive (AIDS status unknown) [+ ]

e

HIV+Date: |2/2/2012

Estimated?: ||
AIDS Date:

Estimated?:

COMMON NOTES

Common Notes are 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 OT @ Agency:
Updated address”

Common Notes

Common Notes: |8/12/2023 RP g5HHP Case Notes are seen across domains.
12/1/15 MW @ SHP: merged duplicate client record

18/15/15 J5 @ CARES: updated client address and emergency contacts

9/1/15 Ml @ SHP: updated client address. Client moved to Lafayette.

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.

Provider Notes

Provider Notes: |8/12/292@ RP: These notes are only seen at your sgency.




CLIENT INFORMATION

EMERGENCY CONTACTS

LAHAP ELIG INFO

_ £
_ B
_ £
_ £

g




CASE NOTES

01 Select Case Notes from the main menu.

.' Customire
Demagraphics
Client Repon
Encownder Haport
Dirug Paymenits

02 Select Case Note Entry.

Fird Chignt > Search Resulls > Demographics > Cose Hotes

Back
@Case Notes
Case Nobs Enfry Ender a new case nole for the cliemt
Carse Mole Regen Foun & repon on case potes entered for tis clent

03 Select Add.

Find Client > Search Results > Demographics > Case Moles > Case Mobe Entry
View Add With Templates Delete  Manage Templates Help Back Printor E

Case Notes

Search: |

Date Provider  Author Case Note
0812472019 LaCAN Derr test

04 Enter the Case Note date, Author, and case note text and click Save.

Add
Date: | 9/10:2020 B

Add Service:
Author: |testl, test2

Case Mote: [Enter your text here.




CASE NOTES TEMPLATE

01 Click Add With Templates.

Find Client > Search Results > Demographics > Case Notes > Case Nole Entry
View Add I Add With Termplates |Delete  Manage Templates Help Back PrintorE

Case Notes

Search;

Date : Provider  Author Case Note
DE242019 LaCAMN Darr test

02 Check the box next to the template you would like to use and click Continue
Add With Templates.

Case Note Template Manager

Search: |
Select Hame Text
lemplate 4 Marme:
Date:
Case manager,
Obsenvations:

03 Enter the Date of the Service, Author, and complete the Case Note in the
format you have selected and click Save.

Apply template 4 Back
Continue Add With Templates

Date: [9r10v2024 | -=

Add Service: ||
Author: |

Case Hote:; |Name:

Date:



ADDING A NEW TEMPLATE

01 Click Manage Templates.

Find Client > Search Results > Demographics > Case Notes > Case Note Entry
View Add Add With Templates Delete | Manage Templates | Help Back PrintorE

Case Notes
Search: | |
Date : Provider  Author Case Note

062472015 LaCAN Desr test

02 Click Add.

viaw Dalete Back Print or Expon

Case Note Template Manager

Search: |
Name Text
templata 4 Name:
Date:
Case manager,
Csenvations:
test templi Date:

03 Create a name for your Template, type out template format you would like to
use and click Save.

S — N —— e g —— ——— i ——

Add

Name: |SOAP Template

Text: |Service Type
Humber of Service Unfits



SERVICES

01 Click Services from the Menu of Links.

Find Clignt > Search Results » Demographics

C] Customize

Demagraphics Delete Client  Back

Client Report

Encounter Repart .DEI‘I‘IDgrﬂphlcs

Parzonal Infa Client ID: Name: test, person Genda

Case Naotes
£ Chane URN PRTS0302842U

02 The Services screen will now be displayed. Click Add.

Find Client > Saarch Resulls > Démographics > Services

Wiy Elele  Receipts Help  Print or Expon

Services

Search

Dt Subsanvice Coniract Linéts Price Todal Amount Recelved Provider Staff or P Res
Q2072020 Health Models Disc! CAPUS Health Med 1 S0.00 50.00 0,00 LaCAN Der

T I2018 Mon-MCM Other 51 LaCAN Part B Dem 1 S0.00 $0.00 £0.00 LaCAN Der

03 Select Service Name from the Subservice drop-down list, previously setup in
CAREWare for each funded provider. Select the desired service and click Next.

Next Pack
Add
Client: persan test
Date: | 1142020 |E
Service Name: |Non-MCH Social Work face-to-face] | »]

04 Enter the Contract for this service, and any other necessary information, such
as Units, Price, total and any fields required for the service. Once complete,

click Save.
Next
Clenl: pereon test
Dabe: 11142020
Service Mame:  Mon-MCM Social Work tace-to-fade
Contract: |LaCAN Part B Demo 1920 H
Units; |1

Price: (000 §



EDITING A SERVICE

01 To edit a previously entered service, click on the service you would like to
edit and click View.

Find Clignt > Search Resuls > Demographics > Services

*.Id Delede Feceipts Help  Print or Expon

Services

Seanch

Date Subsanice Caontract Linits Prica Tt Amount Received Providel
Q2072020 Health Models Discl CAPUS Health Mod 1 5000 50000 50.00 LaCAN I
TN Non-MCh Other 51 LaCAN Part B Dem 1 5000 50000 0,00 LaCan [

02 Click Edit, make any edits you need to, then click Save.

Find Client > Search Resulis > Demographics > Services > View

Receipts  Back
View
Provider: LaCAN Demo

Date: 10/11/2019 &

Service Name: MNon-MCM: Other Staff non-face-to-face

Contract: LaCAN Part B Demo 19-20

Units: 1
Price: 0.00 5
Total: 0.00 5

Staff or Provider Name:

01 Select Rapid Entry from the Main Menu

.' Customize Sapk Eoty

Add Client Cancel

Find Client

Reports ®Rapid Entry

Rapid Entry

Appointments

My Settings Quickly enter services for one or more clients

System Information —_—

Eysiemiiiessates Group Rapid Entry Enter services for clients that match specified report criteria

Administrative Options
Switch Providers
Log Off




02 Select Service Rapid Entry

03 Click View Service List

Rapid Entry = Service Rapid Entry
Edit JView Service List IBac:k

Service Rapid Entry

Contains last: 1
Calendar Months

As OF 81472020 B

04 Search for the client you are entering the service for and click New Service for
Selected Client

Rapid Entry > Segd i i
Choose A Client @ New Service For Chosen Clientl]l New Service For Selected Client Edit Delete  Back  Print

Services

Search: | test

Date X Date : Last Name First Name Middle Name Service Unit
08/30/2019 089/30/2019 Appleseed Johnny Case Management. 1
09/30/2019 09/30/2019 Charming Henry Case Management. 1
09/30/2019 09/30/2019 test test3 Case Management. 1
09/20/2019 09/20/2019 test person CAPUS 15 Minute E 2
09/20/2019 0972042019 test person CAPUS Incentive 1
09/05/2019 09/05/2019 test person CAPUS 15 Minute E 1
08/05/2019 08/05/2019 test person CAPUS Incentive 1
09/05/2019 09/05/201% test person CAPUS 15 Minute E 1
09/05/2019 09/05/2019 test person CAPUS Incentive 1

0b Enter the Date of service and the Service Name then click Next.

Rapid Entry > Service Rapid Entry > Services > Add Service

New Service For Selected Client

Client: person test

Date: |2/2/2020

Service Name: |1 Transportation Dollar Issued [ ]

06 Enter the Contract for this service, and any other necessary information, such
as Units, Price, Total and any fields required for the service. Once complete,
click Save.



ANNUAL REVIEW

Annually, CAREWare users are required to review and update two annual
review fields and one screening for all RWHAP eligible clients. These fields
are:

e Housing Arrangement (found within the Annual Screenings tab)

e Insurance Assessments

e Poverty Level Assessments

These three fields are RSR-required data elements for clients that received
ANY service in the reporting year.

There are also three additional annual screenings (as of the 2019 RSR, these
screenings are no longer RSR-required data elements):

e HIV Risk Reduction Counseling

e Mental Health

e Substance Abuse

ANNUAL SCREENINGS

01 Select Annual Review from the menu on the left side of the screen. Then
Select Annual Screenings.

. Customize Find Client > Search Results > Demographics > Annual Data
Demographics Back

Client Report

Encounter Report .Annual Data

Drug Payments

Services
Annual Review Annual Screenings View or Edit the client's Annual Screenings
Case Motes :

Custom Forms

Insurance Assessments View or Edit the client’s Insurance Assessments
Vital Signs

Hospital Admissions

Medications Poverty Level Assessments View or Edit the client’s Poverty Level Assessments
Labs
Scresnings Annual Custom View or Edit the client's Custom Annual data

Screening Labs




02 On the next page, click Add.

Find Clieg earch Results > Demographics > Annual Data »> Annual Screenings
View Edit Delete Bring Forward Back Help Print or Export

Annual Screenings

Searcn.'|

Date : Type Result Counsele
08172020 HIV Risk Reduction Counseling Yes Case magr/
08172020 HIV Primary Care Private practice

08172020 Housing Arrangement Stable/Permanent

08172020 Mental Health Mot medically indicat
081772020 Substance Abuse Yes

03 Enter Date and select Type, Result, and Counseled By (if applicable) from the
drop-down lists. Once all information is entered, click Save.

Cancel

Add

Date: |9/10/2020

Type: |Hnusing Arrangement

Result: |Stable/Permanent] 53

Counseled By:

The following Types are available in the drop-down list. Refer to the guidance
below regarding the Result field:
e HIV Risk Reduction Counseling- If the counseling has been provided,
select the appropriate authorized counselor who performed it.
e Housing Arrangement - Please refer to HRSA guidelines to determine the
difference between stable/permanent, temporary, and unstable.
e Mental Health - Select Yes, No, or Not Medically Indicated, if applicable.
e Substance Abuse - Select Yes, No, or Not Medically Indicated, if
applicable.
e HIV Primary Care - Enter the location where the client receives their
primary HIV medical care.



INSURANCE ASSESSMENTS

01 Select Annual Review from the menu on the left side of the screen. Then
Select Insurance Assessments.

.CUC‘-tDmiZe Find Client » Search Results > Demographics > Annual Data
Demographics Back

Client Report

Encounter Report ®Annual Data

Drug Payments

Annual Review Annual Screenings iew or Edit the client's Annual Screenings
ase Notes _

Custom Forms

Insurance Assessments View or Edit the client’s Insurance Assessments
Vital Signs

Hospital Admissions
Medications Poverty Level Assessments View or Edit the client’s Poverty Level Assessments
Labs
Screenings Annual Custom View or Edit the client’s Custom Annual data

Screening Labs

02 On the next page, click Add.

Vie Add Efit Delete BringForward Back Help Print or Export

Insurance Assessments

Sea.rch:|
Date Primary Insurance Secondary Insurance High Risk Insuran«
09/10/2020 Frivate - Individual

03 Enter Insurance Assessment Date, then select the client’s Primary Insurance
from the drop-down list. Once the value is selected from the drop-down list
for primary insurance, the value will automatically be checked in the list
below.

04 Select secondary insurance/other insurance using the checkboxes, as
applicable. Click Save.

Find Client » Search Results > Demographics > Annual Data > Insurance Assessments > Add

Add

Insurance Assessment Date: [3/6/2019

(i

Primary Insurance: Medicaid u
Private Individual:
Private Employer:
Medicare Part A/B:
Medicare Part D:
Full LIS:
Medicare (Part unspecified):

Medicaid:

VA, Other Military:
IHS:
Other Public:
Other:
Other Insurance Specify:
High Risk Insurance Pool:

Insurer:



POVERTY LEVEL ASSESSMENTS

01 Select Annual Review from the menu on the left side of the screen. Then
Select Poverty Level Assessments.

-

. . Find Client » Search Results > Demographics > Annual Data
Customize

Demographics Back

Client Report

Encounter Report .Annual Data

Drug Payments

Services

Annual Review Annual Screenings View or Edit the client's Annual Screenings

Case Note :
C=x Insurance Assessments View or Edit the client’s Insurance Assessments
Vital Sid | i

Hospital Admissions

Medications Poverty Level Assessments View or Edit the client's Poverty Level Assessments
Labs

Screenings IAnnuaI Custom View or *it the client's Custom Annual data
Screening Labs : .

02 On the next page, click Add.

Find Client > Search Results > Demographics > Annual Data > Powverty Level Assessments

Vie Add dit Delete Bring Forward Back Help Print or Export

Poverty Level Assessments

Search.‘l
Date . Household Size Household Income  Individual Income Federal Poverty Le
11/16/2020 2 $10,000 50 58%

03 Enter Date, Household Size, and Household Income. Click Save.

Find Client > Search Results > Demographics > Annual Data > P

Cancel
Add

Date; 3/6/2019 #
Household Size: 2
Household Income: 12000.00 $

Individual Income: 0.00 $

BRING FORWARD

If the Household income and size are staying the same at the time of your
recertification, you can bring that information forward in a new record.



01 Select Bring Forward

Find Client > Search Results > Demographics > Annual Data > Poverty Level Assessments

View Add Edit Delete JBring Forward JBack Help Print or Export

Poverty Level Assessments

Sea.rch.'|

Date ’ Household Size Household Income  Individual Income Federal Poverty Le
08172019 1 513,000 513,000 104%

01/31/2018 ] 534,000 50 101%

01/12/2016 1 55,000 55,000 42%

071212015 1 512,000 512,000 102%

02 Select the date you are recertifying and click Save.

Find Client > Search Results > Demographics > Annual Data > Poverty Level Assessments > Annual Poverty Level Bring Forward

Save Cancel

Annllal Poverty Level Bring Forward

Bring forward the latest poverty level assessment record for the chosen date

Bring Forward Date: [8/17/2020 |

A new record with the Bring Forward date will be created.

Find Client > Search Results > Demographics > Annual Data > Poverty Level Assessments

View Add Edit Delete BringForward Back Help Print or Export

Poverty Level Assessments

Search: |

Date . Household Size Household Income  Individual Income Federal Po
0BMA72020 1 513,000 513,000 102%
0872019 1 513,000 513,000 104%

ANNUAL CUSTOM

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.



01 Select Annual Review from the menu on the left side of the screen. Then
Select Annual Custom

. . Find Client > Search Results > Demographics > Annual Data
Customize

Demographics Back
Client Report
Encounter Report ®Annual Data

Drug Payments

Annual Screenings View or Edit the client's Annual Screenings

Custom Forms

Insurance Assessments View or Edit the client’s Insurance Assessments
Vital Signs
Hospital Admissions
Medications FPoverty Level Assessmenis View or Edit the client's Poverty Level Assessments

Labs . =
Screenings I Annual Custom IView or Edit the client's Custom Annual data
Screening Labs

02 On the next page, click Add.

Find Client > Search Results > Demographics > Annual Data > Annual Custom

View§ Add JEdit Back Help Print or Export

Annual Custom

Search: |

Year Education Level Empluynfent Status Annual Marital Status Instructions for Enterin Primary Income Source  Pril
2019 http:{inew_dhh louisiana.c

2018 hitp:/inew.dhh.louisiana.c

2017 http:/inew_dhh louisiana.c

2016 http:/inew_dhh louisiana.c

2015 http:/inew_dhh louisiana.c

2014 http:/inew_dhh louisiana.c

2020 High School/GED  Part time Married, spouse absent http://new_dhh.louisiana.c Wages or Salary MIC

03 Complete the fields, then click Save.

Save | Cancel

Add

Year: [2020 »

Education Level: |High school graduate

Employment Status: | Unemployed

e il

Annual Marital Status: | Married, spouse absent

Instructions for Entering Custom Annual Data:  http:/inew.dhh.louisiana.gov/index.cfm/page/1147

Primary Income Source: |Wages ar Salary

Primary Care Source: |Dr. Hemmingcourt

Number of children in HH: |0

Number of HIV+ children in HH: [0

e De

Has client been incarcerated?: | NO

ADAP Card Date Received by Agency: | |i§

Date entered PMC in current year: | |:i§

Part A NOLA Enrollment Status: |



Mepication

01 From the Demographics screen, select Medications from the Menu of Links.

. 3 Find Client > Search Results > Demographics

Customize

Demographics Delate Client  Back

Client Report

Encounter Report .Demographics

Drug Payments

Services

Annual Review Personal Info Client ID: Name: test, person Gender: Female DOB: 03/02/1984
Case Motes

Custom Forms Change URN PRTS0302842U

Vital Signs

1263 Street Dr

Contact Information Townville, LA 12345

02 Select Allergies and ART.

SRR R SR AR AR R RN T R RS IR © R R R e

Back

@Client Medications

IART First Prescribed: 04/25/2018Pre-ART reason: Client refused therapyNo medication

Allergies and ART allergies recorded

All (Start, Stop, Change) 3 medication records entered

Current Medications tenofovir (08/21/2020), abacavir (04/25/2018), abacavir {04/25/2018)

Past Medications No past medications

03 Select Edit to enter allergies and ART information

Edit ack
Allergies and ART
Allergies:
ART Prescribed Date: 4/25/2018 j

Pre-ART Reason: Client refused therapy



04 After making the desired edits, click Save and then Back (see previous
screenshot) to return to the Client Medications screen.

Find Client = Search Results > Demographics > Client Medications > Allergies and ART > Edit

Save [Cancel

Allergies and ART

Allergies:

ART Prescribed Date: |4!25F2013

Pre-ART Reason: |SIEU8EVEENIUEEN |

Client not ready (as determined by clinician)

Client refused therapy

Other extenuating circumstances (e.g. inadeguate insurance, ability to pay)

_ Treatment not medically indicated per guidelines I

05 From the Client Medications screen, select ALl (Start Stop, Change).

e T TSP

Back

@Client Medications

ART First Prescribed: 04/25/2018Pre-ART reason: Client refused therapyNo medication

GllEesand ARE allergies recorded

All (Start, Stop, Change) 3 medication records entered

Current Medications tenofovir (08/21/2020), abacavir (04/25/2018), abacavir (04/25/2018)

Past Medications Mo past medications

06 Select Start to enter a new client medication.

View | Start [Start Regimen Stop Delete Back Print or Export

All (Start, Stop, Change)

Search: |

Medication Name Abbreviation Form Units. Strength (mg) D¢
tenofovir TDF 23 300 68
abacavir ABC Solution 1 an aq

abacavir ABC Solution 1 a0 aq



07 Enter the following information (as applicable):

e Start Date

e Medication Name - enter the first few letters of the medication to filter
results

e Units - number of days of the prescription, (30-day or 90-day)

e Form - type, capsule, tablet, etc. (optional)

e Strength - in milligrams e

e Frequency - once a day, twice a day, etc.

e Indication - reason the medication is prescribed. The default indication is
ART (Anti-retroviral Therapy)

e Ol - opportunistic infection (as applicable)

e Comment - optional

e Instructions - optional

Save [Back

Start

Start Date:

Medication Name:

Units:

Form:

Strength: mg

Frequency:

Med ICD10:

Indication:

ol

Comment:

i

Instructions:




LAgs

01 From the Demographics screen, select Labs from the Menu of Links. On the
Labs screen, click Add.

Demegraphics View] Add | Delete HL7 Source Help Print or Export
Client Report
Labs

Encounter Report
Drug Payments Search.‘l |

Services =
Annual Review Date Test Name Test Operator Test Result Assay Pro

Case Motes 08072017 CD4 Count = 500 {cell=mm?) Lal
Custom Forms

Vital Signs

Hospital Admissions

Medications

Labs
Scresnings
Screening Labs
Immunizations

02 Enter the following information (as applicable) and then click Save.

e Date

e Lab

e Test Operator
e Test Result

e Assay

e Comment

Save |Back

Add

Date: [9/10/2020) | -

Lab: | "y
Test Operator: |:B

Test Result: |:|
Assay: | B

Comment:




S

01 From the Demographics screen, select Screenings from the Menu of Links. On
the Screenings screen, click Add.

Demographics Vied Add [Pelete HLT7 Source  Print or Export
Client Report S .
Encounter Report creenings

Drug Payments Search:l

Services
Annual Review Test Date Test Definition Name Qualitative Result Action/Treatment Test Score
Case Notes 08/24/2020 Chlamydia DNA Probe w/Rflx Negative

Custom Forms

Vital Signs

Hospital Admissions

Medications
o

Screenings
acreening Labs

Immunizations

o

02 Enter the following information (as applicable) and then click Save.
e Test Date
e Test Definition, (TST - TB skin test)
e Result
e Action
e Test Score
e Test Comments

Save iack

Add
Test Date: |9/10/202() B
Test Definition: |
Result: | B
Action: | [ 4]

Test Comments:




SCREENING LABS

01 From the Demographics screen, select Screenings from the Menu of Links. On
the Screening Labs screen, click Add.

Demographics View | Add |Delete HL7 Source Print or Export

Client Report
Encounter Report
Drug Payments
Services =
Annual Review Test Date Test Definition Name Qualitative Result Treatment Titer
Case Notes 08/24/2020 (82607) Vitamin B-12 Negative No

Custom Forms

Vital Signs

Hospital Admissions

Medications

Labs

Screenings

Screening Labs

Search: |

02 Enter the following information (as applicable) and then click Save.
*Test Date
*Test Definition
*Result
eTreatment
eTiter 1
*Test Comments

Save |[Pack
Add
Test Date: [9/10/2020 | &
Test Definition: |
Result: | B
Treatment: | 4|

Test Comments:




C

Any Custom Subforms that were in used in CAREWare 5 will be in CAREWare
The process of adding or editing a record on a Custom Subform will be the
same regardless of which Custom Subform you are using.

Lounssnng ana 1esung .
Pragnancy History Find Client > Search Results > Demographics

Orders Delete Client  Back
HOPWA (Househeld
Beneficiaries)

SHP Corrections - @®Demographics
RETIRED TAB
SPNS Videoconf
Assessment Form Personal Info Client ID: Name: test, person Gender: Femal
SPNS Videoconf
Personal Meeds Tool
SPNS Videoconf Intake Change URN PRTS0302842U
Follow Up Form .
pfsigfsn":ff Y eont RGO }ﬁﬂfﬁﬁﬂﬂ 2345
LPCC Videoconf Personal
Needs Tool Race/Ethnicity American Indian, Asian (Filipino)

LPCC Videoconf Intake
Follow Up Form

ADDING A SUBFORM

01 From the Demographics screen, select the subform you would like to use from
the Menu of Links.

02 Click Add.

Find Client > Search Results > Demographics > HOPWA {Household Beneficiaries)
‘u"iew Delete  Print or Export

Customize the List Appearance

Search: |

Entry Date Name HOPWA Gender Race HOPWA Date of Birth Hispanic |

03 Complete the fields for the subform and click Save.



Save |[Back

Add

Entry Date:

Name:

HOPWA Gender:

[

|

HOPWA Date of Birth: |
|

Race: |

i)

Hispanic: [

Beneficiary is HIV Positive: [

Most Recent HOPWA Year Beneficiary Valid For: |

EDITING A SUBFORM

01 From the Demographics screen, select the subform you would like to use from
the Menu of Links.

02 Click to highlight the subform record you would like to edit and Click View.

View | Add Delete Print or Export

Save

Search: |

Entry Date Name HOPWA Gender Race HOPWA Date of Birth
’ 02042019 Test Daughter Female Multi-Racial 04/04/2004

03 Make any changes you wish to make and click Edit.

Back
View
Entry Date: /4/2019
Name: Test Daughter
HOPWA Date of Birth:  4/4/2004
HOPWA Gender: Female
Race: Multi-Racial
Hispanic:
Beneficiary is HIV Positive:

Most Recent HOPWA Year Beneficiary Valid For:  19-20



FINANCIAL REPORT

01 Select Reports from the main menu.

. Customize

Add Client

Find Client

Rapid Entry

My Seftings

System Information
Administrative Options
Switch Providers

Log Off

02 Select Financial Report from the Reports Menu.

CAREWare Reports

@CAREWare Reports

HRSA Raports RSR and ADR

Custom Reports Run or manage cusiom repos

Parformance Maasures Run or Manage Performance Measures

Caent Data Repeits Fun reports on client information
| Francial Report |mupmd run the financial report
Administrative Repons A & ropans and op
Parmission Reports Run and search permissons held by a user a1 a point in time

03 Select your Date Span.

Funding Source Filter Edit Fiter FRun PDF Help Cancel

Financial Report Settings

Begin Date: | |
End Date:




04 Click Funding Source Filter.

Funding Source Fiter JEdeFlter Run PDF  Help Cancel

Financial Report Settings

Begin Date: | |
End Dabé: |3

Funding Sources; Mo Funding Source Filter Applied.

Include Subservice Detall?: ||

Inchude Provider Information?: ||

Pull Amount Received from receipls in the date span?: ||
Apply Filter: [

05 Select your funding source(s) and click Save.

Cancel Print or Export

Funding Source Filter

Search: | ENIED
Select Funding Source
0 WAl - Part B
0 PartA-BR TGA
Fart B_bfs0
O Part B_COVID
0O Part F, Part B MAl

06 Check any boxes that apply;

Include Subservice Detail?

Include Provider Information?

Pull amount Received from receipts in the Date Span?
Apply Filter

07 Click Run.

Funding Source Filter  Edit Filla OF Help Cancel

Financial Report Settings
Begin Dute: (31700 | &)
EndDow: 1200 |8

Funding Sources: Fart & oféd

Include Subservce Detail?:
Include Provider Informabon?:
Pull Amount Feceived from receipts in Bhe date span

Apply Filter: |



08 When the report is complete click View Financial Report.

e Complete

View Financial Report

Your financial report will display like this:

Financial Report
Saieidy Seplembey | 2015 Beoaph Tussddy Sephambed 1 200

Bepart Criteria:

Proqiiers; [ i ]

Furding Scwrcon: Parl Bi_B¥0

Group Dy Prowiden: Fane

Inchude Subarrvce Dedsd: Trsh

Revdapin In Prinad; Fane

LaCAN Denig
AL LLTE RN Chanin: Lirigs; Tookad; AMmclng R
£ st Wl Aouty Seaie 3 3 43 53 LhT ]
Ans vuma e Todalu: ¥ 3 ELRis 0
Lot bl udn e ¥og 1] [ ool | ClniAla: Uvumi! Tistmdt BV Rl
b BSCILE Cetrapr L2 rin s St 1 I =0 0

09 To view as PDF: Click PDF.

Funding Source Fiker EdEFiller Rur PDF Il-rh Cancel

Financial Report Settings

Begin Dale; | 31201%
Emd Daig: | 512000

Funding Sowrces: Fact BB

Include Subsendce Detail :
Inchede Provider information?:
Pull Amound Recerved from receipts in the date span ?:

Apply Filter:

&



10 When the report is complete click View Financial Report.

. Complete

View Financial Repont

The report will then display as a PDF file.

Financial Report

Sunday, Seplember 1, 2019 through Tisesdary, Sspbarber 1, 2020

Report Criteria:

Providers: LaCAN Demo

Funding Sources: Part B_bFG0

Group By Providers: Falze

Include Subservice Detail: True

Receipts In Period: False

LaCAN Demo
Assessments Clignts: Units: Total: Amount Received: Mot Recebved:
Casa Managemenrt Acuity Scale 3 3 30,00 000 £0.00
AssessmentsTotals: 3 3 0,00 $0000 £0.00
Case Management [non-medical) Clients: Uniits:: Total: Amount Received: Mot Received:
Nor-KCAt Other Siaff non-face-to-face i i 30.00 20000 20.00
Non-MCRE Social Work face-io-face i i 30,00 20,00 £0.00
Case Management {non-medical)Totals: 2 2 0000 £0000 £0.00
Frined Poank fbnim o cdnliversd Mol Climne- Ilmite - Trutal- Armrnmt B en v - Bt R b el



CREATING CUSTOM REPORTS

01 Select Reports from the Main Menu.
02 Select Custom Reports from the link menu.

@®CAREWare Reports

HR:3A Raport KSR asd ADR

Periomancs Molaures Fun of Mandgs Periommancs Meatures

Cleni Cata Repos Foun meparts on chient information

Fnanoal Hepart Selup and run the finsncial nepar

Agmrinaing Rapon Admisaalralive repoits and opbons

P fan RAgOE Ruf &l S0aiCh peimisLont Rsld DY & ke a0 8 poinl in)

03 Select Manage/Run Custom Reports from the link menu.

CAREWare Reports * Custom Reports
Back

@Custom Reports

ManageRun Custom Reports Run or manage custom reporls

Expan Custam Reports Export custom report definitions to a pomable xmil fils

I-'mﬂﬂmh:l'w it Impart custom repon definitions. from a portable xmi file

04 Select Add.

CAREWare Reports > Custom Reports > Manage Run Custom Reports

Manage Run Delete Make Read Only Back Help Print or Export

Manage/Run Custom Reports

Search:

Name CrossTab Report Type Report Type Description
Death dates 01 Demographics dates of death
First Medical Service 01 Demographics 1st srve

Sum of Services 01 Demographics add em up
Cap on charges |l 01 Demographics

Body Weights 01 Demographics weigh them.




05 Enterin the following information (as applicable) and click Save.
*Report Name
*Report Type
|s Crosstab (checkbox)
eDescription (optional)
eUse Totals (checkbox - will automatically sum total fields in the report)
eHeader/Footer Format (optional)

GCAREWars Reports > Custom Reports » Marages Run Custom Faports = Add

L 1] Back

Add

Setup Details
Report Mame:;  Chents by Race and Gender

Rapert Types: Demogiagphes n
la Cragyeak
Oapsription:

Uss Towals: =
HeaderFooter Formal
Fort Mama: A H

06 After clicking save, you will be on the custom report’s menu. Select Field

Selection.

CAREWare Reports * Cuitom Reports > Manage Run Custom Reports > Clients by Race and Gender

Back

@Clients by Race and Gender

Start Date : OVITI018, End Date : 0272019, Chants with services, Report Display as :

Run Report Opan in Hiw Windaw
Report Layout Clisnts by Race and Gender, Demographics
Fiekd Sedacton Ho felds selected

Repoet Filker Report Filter s empty




07 Select Add.

CAREWare Reports > Custom Reporns > Manage Run Custom Reporns > Clients by Race and Gender >» Field Selection

Manage | Add | Move Up  Move Down  Delele  Templates Back  Pnnt or Export

Field Selection

Search:

Figld Hama Column Header  Column Width (in) Totals Sort Sort Pricrity Status

08 Use the Search box to find the fields to display in the report. In this example,
“Name” was entered. Since the complete client name is desired for the report,
the Name field has been selected. Click Use Field.

CAREWare Reports » Custom Reports > Manage Run Custom Reports » Clients by Race and Gender > Field Selection » Add

Back Print or Export
Report Fields

Search: | Mame

Field Name Keywords Previous Field MName Description

Medications by indication Demographics Client Meds By Ind. Returns full medication name for selected indication
Current Regimen Demographics Current Regimen Returns a list of ARV madications in a current regimen
First Mame Demographics First Mame

Last Mame Demographics Last Mame

Last Senvice In Contract Demographics Last Senvice In Contract Retums name of service category

Middle Mame Demographics Middie Mame

MName . Demographics . MName

Physician name Demographics Phys. Mame

Preferred Mame (Cln. Custom) Preferred Mame (Cin. Custom)  Culturally Sensilive Mame requesied by the client

09 You will now be on the Use Field menu. Enter in the following information (as
applicable) and click Save.
e Column Header
e Sort
e Sort Priority
e Header Column Format
e Data Column Format



CAREWare Reports » Custom Reports » Manage Run Custom Reports » Clients by Race and Gender » Fleld Salection > Add » Use Field

Back
Use Field

Select Field: Nams

Column Header: Nase

Sort:  Ascanding ﬂ
Sont Priority: |1

Column Width: 144 inchas

Column Header Font Name: Arial 4]
Bold:
Ialic:
Underline:

Font Sipe: 8
Font Color:  Black n
Data Column Format

Font Name: Arial
Bold:
Ialic:
Underline;

Font Sipe: 8

Font Color:  Black n
a8

Field Justification: Left

10 After clicking save, you will be on the selected field’s menu. Return to the
Field Selection menu by clicking Field Selection within the breadcrumb trail.
Repeat steps 8 through 10 to add additional Report Field selections (such as
Race/Ethnicity and Gender).

CAREWsrs Reporis > Custom Repons > Mansgs Run Cusicm Reports > Chents by Race and Gender Mame
Back

@®Name
Wiew Selact Field Mame: Demographics
To Return to the custom report’s menu, click the name of the custom report in

the breadcrumb trail (in this example, “Clients by Race and Gender”) or click
Back from the Field Selection menu.

CARDWas Beports * Custoem Beports = Manage Rmtulmmmllﬂlmh wmmhm' Finld Salochsn
Marmge  Add  Move Us Move Do Delste Templales II:I.n.F:I Prieil of Expsor

Field Selection

Saanch

Fiald Mama Cohamn Header  Colwmn Widsh [@n] Tetals Saa Sort Pricaity Lratus
i Lty ] 144 3o By ] Complidn
RacwEhnicly Racw'Ehmicity 1.44 G By o Corsslitn

Candar G (=¥ ] Group By v} Comrgloln



11 Click Report Filter.

CAREWare Reports > Custom Reports > Manage Run Custom Reports > Clients by Race and Gender

Back

@Clients by Race and Gender

Seart Date : 0M2T2018, End Date : 03/27/2019, Clients with services, Report Display as :

Run Report Open in Mew Window
Reéport Layout Clisnts by Race and Gender, Demographics
Freld Selection Ho fields selected
Repor Filter Report Filter is empty
12 Click Add.

CAREWare Rap * Cunicem Rap * Manags Bun Custom Reports * Clients by Race snd Gandar > Repon Fil
Marage E Move Up  Move Down  Delele Templates Back  Print or Export

Report Filter
Seacch
Oparador Paren. Field Mams I Mt = >

13 Enter “Gender” in the Search box to limit available Field Names. Chose the
appropriate Field Name and select Use Field.

CAREWare Reports » Custom Reports > Manage Run Cusicm Reports » Clients by Race and Gender » Report Filter » Add

Back Prinl or Export

Report Fields
Findd Hama Koywords Pravious Fisld Nama Descrption
ADR Gorcder ADR Gandar
| Gencer | Demopraphics  Gender

14 Select Female from drop-down box. Click Save.

CAREWare Repartz » Custom Repodty » Mansge Run Custom Reports » Clienty by Race and Gended > Repoit Filler » Add » Criterion Detaily
Use Field

Finld Hame: Cander
s Mot

= o]




RUNNING A CUSTOM REPORT

01 Select Reports from the Main Menu.

-' Cuslomize

Add Client

Find CBent

= Tal[+ fr"

My Sattings

Systam Information
Administrative Options
Switch Providers

Log Of

02 Select Custom Reports from the link menu.

@®CAREWare Reports

HRGA Raprs R5R asd ADR

SR

FPerformance Mosures Run or Mansgs Perfonmance Measums

Chent Data Reports Run reports on chent information

Firsnol Aaport Setup and run the finencial tepor]

Admndiraing Ripoi MAmaslr alnee repoity and opbons.

Parmission Rapors Roun aned search permissons held by & wser at a point in|

03 Select Manage/Run Custom Reports from the link menu.

CAREWare Reports » Custom Reports
Back

®Custom Reports

ManageRun Custom Reports Run orf manage custom repors

Expat Cusibonm Rpodts Exporn custom report definitiong 8o a porable xml fils

MCmm;iTlmm Import custom report definitions from a portabile xmi file

04 Select Run Report.



05 Click Edit. Select the following report parameters and click Save (will be
visible after clicking Edit).
e Date From
Date Through
Clinical Review Year (optional - typically matches the reporting year)
Output Display - Download as CSV - Open in New Window - Open as PDF
Show New Client only (check box)
e Show Clients with Service only (check box - will only list clients with
services within date span)
e Show Specifications (check box - to list report criteria)
e Sum Numeric Fields (check box)
e Domain Sharing Settings (default value)

CAREWare Reports » Custom Reports » Manage Run Custom Reports » Clients by Race and Gender > Run Report

Fun Record
Run Report
Parameters
Date From: |40
Date Through: 3272010
Clinical Review Year
Cutput Display:
Show Hew Clients only:
Show Clients with Service only:
Show Specifications:
Sum Numaric Fislds:
Bomain Sharing Settings

Show Shaned Serdice Records

06 Click Run Report and then click View [name of report] (in this
example, View Clients by Race and Gender).

CAREWsrw Reports b Cunioe Raporty & arsge Bun Cuntoe Repoty v Clanty by Bsce and Oender o Bun Report

Run Report ,E‘;,
Paramwiers
Dase From: 1" . Report generaton complete.
Dowie Thrpugh: 1000
Ciiraeal Rk Var i View Clients h}" Race and Gender
Cruipeat Druplay

S M Clbmry ooy

Bivirm Cbpe with Bareiis psiy
Yew Lpae Ao ybar
Siorm Murragra Fopddy
Bomain $haring Settings
Show Ihared lervice Becondy
Treow BRared Clndcal Hecords
Bhirm Brared Cutten Subdorm Belondt
Show Bharwd Cove Roden



The report will appear in a new tab within your browser.

Clients by Race and Gender

Data Scope: Ryan White AIDS Care and Treatment Clinic
Report Start Date: 01/01/2019

Report End Date: 12/31/2019

Adap, Sigourney Hispanic Female

Applesead, Johnny Hispanic Mala

Appleseed, Martha Mot Specified Transgender MtF

Badge, Jane Hispanic Female

Badland, Abbey Hispanic Female

Baker. Clam Pacific Islander Male

Brown, Buster Hispanic Transgender MtF



DEMOGRAPHICS

e Vital Status
e Date of Birth
e Race
o Asian Subgroup
o Native Hawaiian or Pacific Islander Subgroup
e Ethnicity
o Hispanic Subgroup
e Sex at Birth
e Gender
e HIV Status
e HIV Risk Factor
e HIV Diagnosis Year

ANNUAL REVIEW

e Poverty Level
e Housing Status
e Insurance

FOR AGENCIES PROVIDING OUTPATIENT AMBULATORY HEALTH SERVICES

e First Ambulatory Care Date
e Last CD4 Test Results

e Last

e Viral Load Results

e Prescribed ART?

e Screened Syphilis

e Pregnant?



NEED CAREWARE HELP?

LACAN WEBSITE

For more information about CAREWare 6 or to access Trainings and Resources,
visit the LaCAN Website

https://louisianahealthhub.org/careware/

HELP DESK

If you are experiencing issues with CAREWare or need to ask a question
please create a ticket with the LaCAN Helpdesk

Create a Helpdesk Ticket

When creating a ticket please be sure to include

e Your Name

e CAREWAre User Name

e Agency

e Phone

e Email

e Web Browser

e Issue Type

e |If reporting error, paste the text of the error from CW
e Description of issue or error. Do not include any client PHI or user

passwords.


https://louisianahealthhub.org/careware/
https://louisianahealthhub.org/careware-submission-form/

