
Intro to CAREWare 6 



Training modules

1. CAREWare Basics
2. Case Management 1
3. Case Management 2
4. Reports
5. Specialty Reports (optional)
6. Administrative Training (for Administrative staff only)

*Training modules 1-4 are meant to be watched in order

For purposes of these 
modules, “Care Coordinator” 
will refer to all persons 
providing a case management 
function

Presenter Notes
Presentation Notes
Welcome to the Introduction to CAREWare 6 training modules. Training modules 1-4 are for Care Coordinators and are intended to be watched in order. Module 5 is an optional training on specialty reports for Care Coordinators, and Module 6 is for administrative staff only.

Please note: For purposes of these modules, “Care Coordinator” will refer to all persons providing a case management function.




MODULE 1: 
CAREWare Basics
Topics:
 The basics of CW6
 Accessing the CW6 website
 Log-in and password
 Add a client/find a client
 Client demographic data
 Add/view common notes
 Add/view provider notes

Presenter Notes
Presentation Notes
Module 1 will cover the basics of CAREWare6, including how to access, login, and change your password, adding or finding a client, adding client demographic data, as well as adding and/or viewing common notes and provider notes. 



CW 6: The Basics

• CW6 has new features including: 
• Search fields 
• Drop down menus

• Scroll bar on the righthand side of 
the page.

• CW6 has “breadcrumbs” to track 
your steps in the database.

• Clients will open in new tabs – 
don’t forget to close out when 
finished!

• Top bar will show client name, 
DOB, and last service.

Presenter Notes
Presentation Notes
CAREWare 6 has new features, including search fields and drop-down menus. There are some navigation features to be aware of, including a a scroll bar on the righthand side of the page, and breadcrumbs on the top of the screen to help you track your steps through the database. Clients will open in new tabs, so be sure to close out all tabs that open in your browser when you are finished. And finally, the web browser tab will list the client's name, date of birth, and date of last service.



CW 6 Website & Database Access

• CW 6 Website: 
https://careware.oregon.gov/ca
reware/rs/index.htm

• New users must complete the 
CAREWare Add/Delete Form 
and Confidentiality Agreement 
to gain access to the site. 

• Current users must complete a 
new Confidentiality Agreement 
on an annual basis. OHA will 
reach out to users when 
needed. 

Presenter Notes
Presentation Notes
You can access CAREWare at the website listed on the slide. New users must complete the CAREWare Add/Delete form, which is also used to remove users. New users must also complete the confidentiality agreement, which is updated annually.  OHA will let users know when it is time to update. 

https://careware.oregon.gov/careware/rs/index.htm
https://careware.oregon.gov/careware/rs/index.htm
https://careware.oregon.gov/careware/rs/index.htm
https://careware.oregon.gov/careware/rs/index.htm
https://careware.oregon.gov/careware/rs/index.htm
https://careware.oregon.gov/careware/rs/index.htm
https://careware.oregon.gov/careware/rs/index.htm
https://careware.oregon.gov/careware/rs/index.htm
https://careware.oregon.gov/careware/rs/index.htm
https://www.oregon.gov/oha/PH/DISEASESCONDITIONS/HIVSTDVIRALHEPATITIS/HIVCARETREATMENT/Pages/careware.aspx
https://www.oregon.gov/oha/PH/DISEASESCONDITIONS/HIVSTDVIRALHEPATITIS/HIVCARETREATMENT/Pages/careware.aspx


Privacy Message

Users may receive the following 
message when trying to access 
the CAREWare webpage.

Presenter Notes
Presentation Notes
Users may receive an error message when trying to access the CAREWare webpage




Privacy Message cont.

• This is okay! 
• This is a browser prompt. CAREWare is bound by the security network 

of your agency.
• CAREWare is encrypted end to end and is safe to use.

Presenter Notes
Presentation Notes
This is okay! This is a browser prompt. CAREWare is bound by the security network of your agency. It is encrypted end to end and is safe to use.




Privacy Message cont.

To navigate past this page, click 
Advanced.

Presenter Notes
Presentation Notes
To navigate past this page, click Advanced



Privacy Message cont.

Text will appear below. Click 
Proceed to careware.oregon.gov.

Presenter Notes
Presentation Notes
Text will appear below. Click Proceed to careware.oregon.gov.�




Privacy Message cont.

This should take you to 
the main CAREWare 6 
log in page. 

Presenter Notes
Presentation Notes
This should take you to the main CAREWare 6 log in page. 




Logging In 

Open the CW 6 website. 
Enter your CW username 
and click Submit.

Enter your CW password 
and click Submit.

Presenter Notes
Presentation Notes
To login, go to the CAREWare website. Enter your Username and click Submit. When prompted,  enter your password and click Submit.




Provider Main Menu

The provider menu 
contains multiple options, 
including the provider 
summary, adding or finding 
clients, reports, settings, 
and the link for logging off 
CAREWare.

Presenter Notes
Presentation Notes
The provider menu contains multiple options, including the provider summary, adding or finding clients, reports, settings, and the link for logging off CAREWare.



Provider Summary

The image on the screen is 
an example of the Provider 
Summary, displaying both 
active clients and new 
clients.

Presenter Notes
Presentation Notes
The image on the screen is an example of the Provider Summary, displaying both active clients and new clients.



Changing your CW Password

Users can change their password 
by clicking My Settings from the 
main menu, then clicking Login 
Password.

Presenter Notes
Presentation Notes
Users can change their password by clicking My Settings from the main menu, then clicking Login Password



Changing your CW Password cont.

A new screen will 
prompt the user to 
enter a new 
password twice.  
Click Save when 
completed.

Presenter Notes
Presentation Notes
A new screen will then prompt the user to enter a new password twice.  Click Save when completed.




Adding a New Client

Click Add Client from the 
main menu.

Presenter Notes
Presentation Notes
To add a new client to CAREWare 6, click Add Client on the main menu.



Adding a New Client cont.

• Enter client’s entire name as it 
appears on legal documents.

• Enter client’s Gender based on 
their self-report. 

• Enter client’s Date of Birth.
• Click Add.

Please refer to the CW6 User Guide 
for additional guidance on client 
demographic information

Presenter Notes
Presentation Notes
Enter the client’s entire legal name, their gender based on their self report, and their birthdate. Once all fields are complete, click Add. Please refer to the CAREWare 6 User Guide for additional guidance on client demographic information, including what the gender categories mean.



Duplicate or Transfer Clients 

• If a client has already been served in the Oregon Part B case 
management system, a CAREWare record already exists in the 
database.

• If a client is new to the agency, Care Coordinators must add the 
client in the same manner as a client new to the Part B network.

• CAREWare will identify potential matches for clients already in the 
system.

Presenter Notes
Presentation Notes
If a client has already been served in the Oregon Part B case management system, a CAREWare record will already exist in the database. If a client is new to the agency, Care Coordinators must add the client in the same manner as a client new to the Part B network. CAREWare will identify potential matches for clients already in the system and flag them for you (see next slide for an example).




Duplicate or Transfer Clients cont.

• After entering the client 
information on the Add Client 
screen, CAREWare will 
identify potential matches for 
clients already in the system.

• Select the client and click 
View More Information to 
determine if this client record 
matches your agency’s client.

Presenter Notes
Presentation Notes
After entering the client information on the Add Client screen, CAREWare will identify potential matches for clients already in the system. Select the client and click View More Information to determine if this client record matches your agency’s client.




Duplicate or Transfer Clients cont.

• Review the address, race and 
ethnicity to determine if this is the 
same client you are attempting to 
add.  

• If it is, click This is the same and 
continue. 

• If it is not, click This is a new client and 
continue.

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

Presenter Notes
Presentation Notes
Review the address, race and ethnicity to determine if this is the same client you are attempting to add.  If it is the same client, click This is the same and continue. If it is not the same client, click This is a new client and continue. If you have any questions about a potential duplicate client, or if you accidentally create a duplicate client, please contact HIV Community Services.





Client Demographic Data 

After finding or adding a client, 
the client’s file will open to the 
Demographics screen. 

Presenter Notes
Presentation Notes
After finding or adding a client, the client’s file will open to the Demographics screen. 




Client Demographic Data

Enter the following fields: 
• Personal Info:

• Preferred Language: Enter the 
client’s self-reported preferred 
language.

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

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

• Email address.



Client Demographic Data cont.

• Contact information: Enter the client’s Address, City, State, County, ZIP 
code, Phone, Phone Type, Mailing Address, City, State, ZIP Code, and 
Alternate Phone (if applicable).

• “Oregon” must be selected from the dropdown menu in the State field before 
selecting the appropriate County.

• Include in mailing label reports? 
• Check this box to include this client in the mailing labels report If the client consents to 

receiving mail at their provided mailing address. 
• This field is unchecked by default. 

• Race/Ethnicity: Enter the client’s self-reported race and ethnicity. 
• Race/Ethnicity Subgroup (if applicable) – If a client reports Hispanic/Latino, Asian or 

Native Hawaiian/Pacific Islander, additional information is required.

Presenter Notes
Presentation Notes
Additional demographics to enter includes contact information and race/ethnicity.



Client Self-Report

Several fields in CAREWare are considered client self-report.  The 
data entered into these fields should be based on the client’s self-
identified data.  These fields are:

• Sex at Birth  
• Gender
• Race
• Ethnicity
• Race/Ethnicity Subgroup

Presenter Notes
Presentation Notes
There are several fields in CAREWare that are self-reported by the client, and this data should be entered based on how the client self-identifies. These include sex at birth, gender, race, ethnicity, and race/ethnicity subgroups.



HIV Risk Factors

• Enter the client’s self-identified 
HIV risk factor(s) from the 
dropdown menu. 

• Please refer to the CW6 User 
Guide for definitions of HIV Risk 
Factors.

Presenter Notes
Presentation Notes
Another section in demographics is HIV Risk Factors, where you will indicate which self-identified HIV risk factors the client has. See the CAREWare 6 User Guide for definitions of HIV risk factors.



Vital Enrollment Status

Enrollment Status: 
• Select the appropriate enrollment 

status from the dropdown menu. 
• This field is agency specific. For 

example, a client may have an 
Enrollment Status of “Relocated” 
in Polk County but “Active” in 
EOCIL.

• Please refer to the CW6 
User Guide for definitions 
of Enrollment Status.

Presenter Notes
Presentation Notes
For the clients Enrollment Status, select the appropriate status from the dropdown menu. This field will be agency specific. For example, a client may have an Enrollment Status of “Relocated” in Polk County but “Active” in Eastern Oregon Center for Independent Living. Please refer to the CAREWare 6  User Guide for definitions of Enrollment Status.



Vital Enrollment Status cont.
• Enrollment Date: The official 

enrollment date will be the date 
informed consent was received.

• Vital Status: Select the from the 
dropdown menu; do not use the 
option “Unknown”; this is a shared 
data field for all agencies serving the 
client. 

• Case Closed Date: Enter the case 
closed date if the client has an 
enrollment status other than Active. 

• Date of Death: Enter the date of death 
if the client is deceased. 

• Click Save.

Presenter Notes
Presentation Notes
On the Vital Enrollment Status screen, you will also need to input the official enrollment date, which is the date informed consent was received. This is also where you will select the client’s vital status from the dropdown menu; do not use the option “Unknown” because this is a shared data field for all agencies serving the client. If the client has an enrollment status other than Active, enter the case closed date. If the client is deceased, enter the date of death. Then click Save.
 



Eligibility Status

• Eligibility Status is only used for 
federal reporting purposes and 
is not tied to the 12-month 
eligibility process in any way.

• When a new client is added to 
CAREWare, an Eligibility Record 
needs to be added.

• Click Add.

Presenter Notes
Presentation Notes
Eligibility Status is used for federal reporting purposes and is not tied to the 12-month eligibility process in any way. When a new client is added to CAREWare, an Eligibility Record needs to be added. To start, click Add.



Eligibility cont.

• Eligibility Date: Enter the date the 
client was activated in your 
agency’s domain.

• Is Eligible: Choose “Yes.” 
• Funding Source: Refer to OHA 

program guidance and/or agency 
management for which Funding 
Source to choose.

• Click Save. HIV Alliance staff must add an eligibility record with 
the funding source Part B for new clients as of 
1/1/2021.

Presenter Notes
Presentation Notes
Enter the eligibility date, which is the date the client was activated in your agency’s domain. Choose Yes for Is Eligible, select Part B Program Income for Funding Source, and  click Save. Please note that HIV Alliance staff also have to add an eligibility record with the funding source Part B for new clients as of 1/1/2021.



A note about Eligibility Records

If the client’s Eligibility on the Demographics states “Not Eligible for 
Ryan White,” this does not change the services the agency may 
provide. This statement only indicates how the agency is funded. 
The HIV Community Services Program uses a combination of Ryan 
White funds and other funding to support HIV services.

Presenter Notes
Presentation Notes
If the client’s Eligibility on the Demographics states “Not Eligible for Ryan White,” this does not change the services the agency may provide. This statement only indicates how the agency is funded. The HIV Community Services Program uses a combination of Ryan White funds and other funding to support HIV services.




HIV Status 

• Select the client’s current HIV 
status from the dropdown list.

• Enter the HIV+ Date, and the AIDS 
Date if necessary.

• Use the Estimated? check box if 
needed.

• Click Save.

Please refer to the CW6 User Guide for 
definitions on HIV Status if needed.

Presenter Notes
Presentation Notes
On the HIV Status screen, select the client’s current HIV status from the dropdown list. Enter the the client’s first documented positive test date as the HIV+ Date, and the date the client was diagnosed with AIDS as the AIDS Date,  if appropriate. Use the Estimated check box, if needed. Click Save. Please refer to the CAREWare 6 User Guide for definitions on HIV Status.




Common Notes

• Used to gather additional client 
information.

• Common Notes are visible to any 
agency that serves the client.

• To add or edit Common Notes, click 
Common Notes from the main 
demographics page.

Presenter Notes
Presentation Notes
Common Notes are used to gather additional client information and are visible to any agency that serves the client. To add or edit Common Notes, click Common Notes from the main demographics page.




Common Notes cont.

• Add information into the field.
• Click Save.

Presenter Notes
Presentation Notes
Add your comment into the Common Notes field, and then click Save.



Provider Notes

• Used to gather additional client 
information.

• Provider Notes are only visible to 
the agency entering this data.

• To add or edit Provider Notes, click 
Provider Notes from the main 
demographics page.

Presenter Notes
Presentation Notes
Provider Notes are also used to gather additional client information and are only visible to the agency entering the data. To add or edit Provider Notes, click Provider Notes from the main demographics page.



Provider Notes, cont.

• Add information into the field.
• Click Save.

Presenter Notes
Presentation Notes
Add comments in the Provider Notes field and click Save.



Finding a Client

Click Find Client from the main 
menu.

Presenter Notes
Presentation Notes
To Find a Client, click Find Client from the main menu.



Finding a Client cont.

• Enter search text into any of the 
fields:  Last Name, First Name, 
DOB, Client ID or URN and click 
Client Search.

• Users can search using the first 
few letters of the client’s first or 
last name.

• If the caseload is small, users can 
search by using the * (wildcard) 
symbol in any field.

To search for an inactive 
client, uncheck this box. 

Presenter Notes
Presentation Notes
On the Client Search screen, enter search text into any of the fields:  Last Name, First Name, DOB, Client ID or URN and click Client Search. Users can search using the first few letters of the client’s first or last name, and if the caseload is small, users can search by using the asterisk symbol in any field. To search for an inactive client, uncheck this box the Active Only box.




Finding a Client cont.

• The results screen will 
display a list of clients 
who match the search 
criteria.

• Select the client of 
interest, then click View 
Details to open the 
client record.

Presenter Notes
Presentation Notes
The results screen will display a list of clients who match your search criteria. Select the client of interest, then click View Details to open the client record.




Finding a Client cont.

If the client of interest does not 
appear on the search list, click 
Back to modify the search criteria.

Presenter Notes
Presentation Notes
If the client of interest does not appear on the search list, click Back to modify the search criteria.



Thank you

Please complete all the CAREWare 6 training modules appropriate 
for your role and download a copy of the CAREWare 6 User Manual. 

CAREWare 6 User Support Website

Presenter Notes
Presentation Notes
You’ve reached the end of the first module. Please complete all CAREWare 6 training modules appropriate for your role and download a copy of the CAREWare 6 User Manual to continue learning how to use CAREWare 6.

https://www.oregon.gov/oha/ph/DISEASESCONDITIONS/HIVSTDVIRALHEPATITIS/HIVCARETREATMENT/Pages/careware.aspx
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