
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 4: 
Reports
Topics:
 Running performance measures
 Running CAREWare reports
 Running custom reports
 Building custom reports (optional)

Presenter Notes
Presentation Notes
This module will discuss how to run performance measures, CAREWare reports, and custom reports. There is also optional content on building custom reports.



Welcome!

• The CAREWare 6 website is: 
https://careware.oregon.gov/careware/rs/index.htm

Presenter Notes
Presentation Notes
You can access CAREWare at the website listed on this screen


https://careware.oregon.gov/careware/rs/index.htm


Performance Measures

• Client-specific PM data can be 
accessed in a client’s record. 

• Click Performance Measure Status.

Presenter Notes
Presentation Notes
Client-specific Performance Measure data can be accessed in a client’s record. To start, click Performance Measure Status in the client record.




Performance Measures cont.

• The client PM page will only 
display the PMs appliable to the 
client.

• ‘In Numerator’ means the PM is 
being met.

• ‘Not In Numerator’ means the 
PM is NOT being met.

Presenter Notes
Presentation Notes
The client Performance Measure page will only display the Performance Measures applicable to the client. ‘In Numerator’ means the Performance Measure is being met. ‘Not In Numerator’ means the Performance Measure is NOT being met.




Performance Measures cont.

• To review overall performance 
measures for your agency (not 
client-specific PMs), start at the 
main page of CAREWare.

• Click Reports.

Presenter Notes
Presentation Notes
To review overall performance measures for your agency, not client-specific Performance Measures, start at the main page of CAREWare and select Reports.




Performance Measures cont.

• Click Performance Measures.

Presenter Notes
Presentation Notes
Click on Performance Measures.



Performance Measures cont.

• To run performance measures, 
click Run Performance 
Measures.

• This will open the Evaluate 
Measures screen.

Presenter Notes
Presentation Notes
To run performance measures, click Run Performance Measures.  This will open the Evaluate Measures screen.




Performance Measures cont.

• The Evaluate Measures screen contains a long list of PMs.
• Each PM has a unique code assigned to it. 
• Only certain PMs are relevant to your agency.

• SC## are relevant to county-based case management.
• SR## are relevant to regional-based case management.

• The quickest way to find the PMs relevant to your agency is to search on 
the Evaluate Measures page.

Presenter Notes
Presentation Notes
The Evaluate Measures screen contains a long list of Performance Measures. Each Performance Measure has a unique code assigned to it and only certain Performance Measures are relevant to your agency. SC## are relevant to county-based case management and SR## are relevant to regional-based case management. The quickest way to find the Performance Measures relevant to your agency is to search on the Evaluate Measures page.




Performance Measures cont.

• To search on the 
Evaluate Measures page, 
enter the criteria in the 
Search field.

• CAREWare will 
automatically display 
matching results.

Presenter Notes
Presentation Notes
To search on the Evaluate Measures page, enter the criteria in the Search field. CAREWare will automatically display matching results.




Performance Measures cont.

• To run a specific 
Performance Measure or a 
set of Performance 
Measures:

• Select the PM(s) of 
interest. CW6 allows for 
multiple PMs to be 
evaluated at once.

• Click Evaluate Selected.

Presenter Notes
Presentation Notes
To run a specific Performance Measure or a set of Performance Measures, select the Performance Measure or Measures of interest. CAREWare 6 allows for multiple Performance Measures to be evaluated at once. Click Evaluate Selected.




Performance Measures cont.

• Click Edit on the next 
screen.

• Enter the As Of Date.

• Click Save.

Presenter Notes
Presentation Notes
On the next screen, click Edit. Enter the As Of Date, then click Save.



Performance Measures cont.

Click on Open In New Tab or 
PDF to view the PMs.

Presenter Notes
Presentation Notes
Click on Open In New Tab or PDF to view the Performance Measures.




Performance Measures cont.

• If a user selected PDF, a pop up will 
appear.

• Click View Report.
• If a user selected Open In New Tab, 

a new tab will appear in the 
browser window to display the 
results.

Presenter Notes
Presentation Notes
If you selected PDF, a pop up will appear. Click View Report to open the PDF. If you selected Open In New Tab, a new tab will appear in the browser window to display the results.




Performance Measures cont.

• To create a Performance Measure 
client list, begin at the CW6 main 
menu.

• Click Reports.

Presenter Notes
Presentation Notes
To create a Performance Measure client list, begin at the CAREWare 6 main menu and select Reports.




Performance Measures cont.

Click Performance Measures.

Presenter Notes
Presentation Notes
Click Performance Measures.




Performance Measures cont.

Click Create Client List.

Presenter Notes
Presentation Notes
Click Create Client List.




Performance Measures cont.

• Navigate to the PM for which 
you would like to generate a 
Client List.

• Click Use Selected.

Presenter Notes
Presentation Notes
Navigate to the Performance Measure for which you would like to generate a Client List. Click Use Selected.




Performance Measures cont.

Click Edit.

Presenter Notes
Presentation Notes
Click Edit.



Performance Measures cont.

Enter the As Of Date and 
Performance Measure Section.

Presenter Notes
Presentation Notes
Enter the As Of Date and select a Performance Measure Section from the drop-down list.




Performance Measures cont.

• ‘Not In Numerator’ will pull a list 
of clients not meeting the PM.

• ‘In Numerator’ will pull a list of 
clients meeting the PM.

Presenter Notes
Presentation Notes
’Not In Numerator’ will pull a list of clients not meeting the Performance Measure. ‘In Numerator’ will pull a list of clients meeting the Performance Measure.




Performance Measures cont.

Two output options are 
available:
• Real-time Lookup List will pull 

the client list on a new screen. 
Users can access a client directly 
from this list.

• Quick Paper List will open a pop-
up prompting users to open the 
file in a new window. This is the 
best choice to save the Client 
List as a PDF.

Presenter Notes
Presentation Notes
Select the Output Format from the drop-down list. There are two output options available. The Real-time Lookup List will pull the client list on a new screen. Users can then access a client record directly from this list. And the Quick Paper List will open a pop-up prompting users to open the file in a new window. This is the best choice to save the Client List as a PDF.




Performance Measures cont.

• Review the settings.
• Click Create Client List.

Presenter Notes
Presentation Notes
Review the settings. If all looks right, click Create Client List.




CAREWare Client - Level Reports

• Commonly used client-level reports include:
• Client Report
• Case Note Report
• Lab Report

Presenter Notes
Presentation Notes
Commonly used client-level reports include the Client Report, the Case Note Report, and the Lab Report.




CAREWare Reports – Client Report

• Client Report displays information 
entered on the Demographics and 
Annual Review tabs.

• Navigate to the client main menu.
• Click Client Report. 

Presenter Notes
Presentation Notes
The Client Report displays information entered on the Demographics and Annual Review tabs. Select Client Report from the client main menu. 




CAREWare Reports – Client Report cont.

• Select the preferred viewing 
format:

• Run Client Report will open the 
report in a new tab.

• Run Client Report as PDF will 
open the client report as a PDF 
file. This is the best option for 
printing.

Presenter Notes
Presentation Notes
Select the preferred viewing format. Run Client Report will open the report in a new tab and Run Client Report as PDF will open the client report as a PDF file. The PDF is the best option for printing.




CAREWare Reports – Client Report cont.

• A pop up will appear on the right 
side of the window.

• Click View Client Report.

Presenter Notes
Presentation Notes
A pop up will appear on the right side of the window. Click View Client Report.



CAREWare Reports – Case Note Report

• A Client-Level Case Note Report 
displays the case notes entered for 
a client over a specified timeframe.

• Navigate to the client main menu.
• Click Case Notes. 

Presenter Notes
Presentation Notes
The Client-Level Case Note Report displays the case notes entered for a client over a specified timeframe. Select Case Notes from the client main menu.




CAREWare Reports – Case Note Report Cont.

Click Case Note Report. 

Presenter Notes
Presentation Notes
Click Case Note Report



CAREWare Reports – Case Note Report Cont.

• Enter the From and Through dates.
• Check Only show this provider if 

desired. 

Presenter Notes
Presentation Notes
On the Case Notes Report screen, enter the From and Through dates. Check Only show this provider if desired.




CAREWare Reports – Case Note Report Cont.

• Select the preferred viewing 
format:

• Run will open the report in a 
new tab.

• PDF will open the client report 
as a PDF file. This is the best 
option for printing.

Presenter Notes
Presentation Notes
Select the preferred viewing format. Run will open the report in a new tab and PDF will open the client report as a PDF file. The PDF is the best option for printing.




CAREWare Reports – Case Note Report Cont.

• A pop up will appear on the right 
side of the window.

• Click View Case Notes Report.

Presenter Notes
Presentation Notes
A pop up will appear on the right side of the window. Click View Case Notes Report.




CAREWare Reports – Lab Report

• The Client Lab Report is useful if 
you would like to print the client’s 
labs.

• Navigate to the client main menu.
• Click Labs.

Presenter Notes
Presentation Notes
The Client Lab Report is useful if you would like to print the client’s labs. Select Labs from the client main menu.




CAREWare Reports – Lab Report cont.

Click Print or Export. 

Presenter Notes
Presentation Notes
Click Print or Export.



CAREWare Reports – Lab Report cont.

• Select the format to print the labs:
• Print Current Page will only print the first 

page of client labs.
• Print All Pages will print all the pages of 

client labs.
• View Current Page as PDF will only print 

the first page of client labs into a PDF file.
• View All Pages as PDF will print all pages 

of client labs into a PDF file.
• CSV Export (All Pages) and CSV For Excel 

(All Pages) will pull all labs into an excel 
format.

Presenter Notes
Presentation Notes
Select the format to print the labs. Print Current Page will only print the first page of client labs, Print All Pages will print all the pages of client labs, View Current Page as PDF will only print the first page of client labs into a PDF file, View All Pages as PDF will print all pages of client labs into a PDF file, and CSV Export (All Pages) and CSV For Excel (All Pages) will pull all labs into an excel format.




CAREWare Reports – Lab Report cont.

• A pop up will appear on the right 
side of the window.

• Click the live link (names will be 
different based upon the format 
chosen in the last step).

Presenter Notes
Presentation Notes
A pop up will appear on the right side of the window. Click the live link to open the document. The name of the document will be different based upon the format selected in the last step.




CAREWare Multi Client Reports

Presenter Notes
Presentation Notes
There are a variety of multi client reports accessible from the CAREWare Reports menu.



CAREWare Multi Client Reports cont.

• Custom Reports opens the custom reporting module.
• Performance Measures opens the Performance Measures screen.
• Client Data Reports houses the following: 

• Clinical Encounter Reports includes the No Service in X Days and Clients With 
Last Selected Lab Result reports.

• Multiple Client Case Note Report prints case notes for a group of clients in a 
specified time frame.

• Referrals Report provides referral information.
• Financial Report provides information on quantity and type of services 

provided.
• Mailing Label Report prepares a set of labels to be used for US postal mail.

Presenter Notes
Presentation Notes
Custom Reports opens the custom reporting module. Performance Measures opens the Performance Measures screen. Client Data Reports houses the following report: Clinical Encounter Reports which includes the No Service in X Days, and Clients With Last Selected Lab Result reports, Multiple Client Case Note Report prints case notes for a group of clients in a specified time frame, and Referrals Report provides referral information. Financial Report provides information on quantity and type of services provided. And the Mailing Label Report prepares a set of labels to be used for US postal mail.




Financial Report

• This report displays the units and 
total costs of services/subservices 
provided by your agency and the 
number of unduplicated clients 
served in a specified time period.

• Click Financial Report on the 
Reports screen.

Presenter Notes
Presentation Notes
The Financial Report displays the units and total costs of services and subservices provided by your agency and the number of unduplicated clients served in a specified time period. To run this report, select Financial Report on the Reports screen.




Financial Report cont.

• Enter the Begin Date and 
End Date.

• Click on Funding Source 
Filter.

Presenter Notes
Presentation Notes
On the Financial Report Settings screen, enter the Begin Date and End Date, and click on Funding Source Filter.




Financial Report cont.

• Select the Funding Source from the 
list. 

• Common funding sources include 
Part B and Part B Program Income.

• Let the HIV Care and Treatment 
Team know if a funding source 
does not appear.

• Click Save.

Presenter Notes
Presentation Notes
On the Funding Source Filter screen, select the Funding Source from the list. Common funding sources include Part B and Part B Program Income. Let the HIV Care and Treatment Team know if a funding source does not appear. Click Save. 



Financial Report cont.

• Check the Include Subservice 
Detail? and Include Provider 
Information? check boxes.

• Check Apply Filter if a filter is 
desired.

• Click Run or PDF.
• Run will open the report in 

a new browser tab.
• PDF will open a PDF file in a 

new browser tab. This is 
best if the report will be 
printed.

Presenter Notes
Presentation Notes
On the Financial Report Settings screen, check the boxes for Include Subservice Detail? and Include Provider Information? Check Apply Filter if a filter is desired. Click Run or PDF. Run will open the report in a new browser tab and PDF will open a PDF file in a new browser tab. PDF is best if the report will be printed.




Financial Report cont.

• If PDF was selected, a pop-up will 
appear on the right side of the 
screen.

• Click View Financial Report. 

Presenter Notes
Presentation Notes
If PDF was selected, a pop-up will appear on the right side of the screen. Click View Financial Report to open the PDF.




Mailing Labels Report

• This report generates a list of client names and addresses in the Avery 5160 
layout.

• Only clients with the Include in mailing labels report? box checked on their 
Contact Information screen will be included in the report.

• Do not check this box for a client who does not want to receive mail.

Presenter Notes
Presentation Notes
The Mailing Labels Report generates a list of client names and addresses in the Avery 5160 layout. Only clients with the Include in mailing labels report? box checked on their Contact Information screen will be included in this report. Do not check this box for a client who does not want to receive mail.




Mailing Labels Report cont.

• Click Mailing Labels Report from 
the Reports screen.

Presenter Notes
Presentation Notes
Select Mailing Labels Report from the Reports screen.




Mailing Labels Report cont.

Click Edit.

Presenter Notes
Presentation Notes
Click Edit.



Mailing Labels Report cont.

• Determine which clients to include 
on the labels by selecting from the 
four options:

• All Clients in the agency’s 
database.

• All clients whose enrollment status 
is “Active”.

• All clients whose vital status is not 
“Deceased” and whose enrollment 
status is not “Inactive/Case 
Closed”.

• All clients who have received 
services for a selected date range.

Presenter Notes
Presentation Notes
Determine which clients to include on the labels by selecting from the four options in the drop-down list. 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, ” or all clients who have received services for a selected date range.




Mailing Labels Report cont.

Check the box Only include 
clients with street 
addresses. This will omit 
clients who do not have an 
address entered in 
CAREWare.

Presenter Notes
Presentation Notes
Check the box Only include clients with street addresses to omit clients who do not have an address entered in CAREWare.




Mailing Labels Report cont.

Select whether to sort 
alphabetically by last name or 
numerically by zip code.

Presenter Notes
Presentation Notes
Select whether to sort alphabetically by last name or numerically by zip code from the Sort By drop-down list.



Mailing Labels Report cont.

Click Save.

Presenter Notes
Presentation Notes
Click Save.




Mailing Labels Report cont.

Click Run.

Presenter Notes
Presentation Notes
Click Run.




Mailing Labels Report cont.

• A pop up will appear on the right-
hand side of the window.

• Click Show Mailing Labels Report.
• The report will open in a new 

window.

Presenter Notes
Presentation Notes
A pop up will appear on the right-hand side of the window. Click Show Mailing Labels Report. The report will open in a new window so you can print them on labels.




Running Custom Reports

Click Custom Reports on the Reports 
screen

Presenter Notes
Presentation Notes
To run a custom report, select Custom Reports on the CAREWare Reports screen.




Running Custom Reports cont.

Click Manage/Run Custom Reports. 

Presenter Notes
Presentation Notes
Click Manage/Run Custom Reports.




Running Custom Reports cont.

• Enter the report name into the 
Search field (if known).

• Users can also find a report by 
scrolling through the results 
page.

• Select the report you’d like to 
run.

Presenter Notes
Presentation Notes
Enter the report name into the Search field (if known). You can also find a report by scrolling through the results page using the arrows at the bottom. Select the report you’d like to run by clicking on it in the list.




Running Custom Reports cont.

Click Manage Run. 

Presenter Notes
Presentation Notes
Click Manage Run. 




Running Custom Reports cont.

Click Run Report. 

Presenter Notes
Presentation Notes
Click Run Report.



Running Custom Reports cont.

Click Edit Parameters.

Presenter Notes
Presentation Notes
Click Edit Parameters.




Running Custom Reports cont.

• Enter the Date From 
and Date Through 
fields.

• Check Show New 
Clients only (if 
applicable).

• Check Show Clients 
with Service Only.

• Check Show 
Specifications.

• Click Save.

Presenter Notes
Presentation Notes
On the Run Report screen, Enter the Date From and Date Through fields. Check the box for Show New Clients only (if applicable). Check the boxes for Show Clients with Service only and Show Specifications. Click Save.




Running Custom Reports – Applying Filters

• If a filter needs to be applied to the 
report, click Back

• If a filter does NOT need to be 
applied, disregard the next 8 slides

Presenter Notes
Presentation Notes
If a filter needs to be applied to the report, click Back. If a filter does NOT need to be applied, disregard the next eight slides.




Running Custom Reports – Applying Filters 
cont.
Click Report Filter.

Presenter Notes
Presentation Notes
Click Report Filter.




Running Custom Reports – Applying Filters 
cont.
If using a filter template, 
click Templates.

Presenter Notes
Presentation Notes
If using a filter template, click Templates.




Running Custom Reports – Applying Filters 
cont.
• Search for the template to 

use.
• Click Use Selected 

Template.

Presenter Notes
Presentation Notes
Search for the template you want to use by adding the search criteria into the Search bar. Select the template and click Use Selected Template




Running Custom Reports – Applying Filters cont.

• Take note of the 
current filter if 
applicable.

• If further filtering is 
needed, click Add.

Presenter Notes
Presentation Notes
Take note of the current filter, if applicable. If further filtering is needed, click Add.




Running Custom Reports – Applying Filters cont.

• To add to the current filter, 
search for the Field Name to 
use. 

• Select the field.
• Click Use Field.

Presenter Notes
Presentation Notes
To add to the current filter, search for the Field Name to use. Select the field and click Use Field.




Running Custom Reports – Applying Filters cont.

• Enter the filter criteria for the 
selected field.

• In this example, clients with 
an Acuity level in the last 6 
months from the local 
provider only will be included 
in the report.

• Click Next.

Presenter Notes
Presentation Notes
Enter the filter criteria for the selected field. In this example, clients with an Acuity level in the last 6 months from the local provider only will be included in the report. Click Next.




Running Custom Reports – Applying Filters cont.

• Select the Operator.
• Enter parentheses if needed 

(Paren.).
• Enter the value associated 

with the field.
• In this example, clients with 

an Acuity score of 2 or more 
will be included in the report.

• Click Save.

Presenter Notes
Presentation Notes
Select the Operator from the drop-down list and enter parentheses if needed. Enter the value associated with the field in the Field Name. In this example, clients with an Acuity score of 2 or more will be included in the report. Click Save.




Running Custom Reports – Applying Filters cont.

• Review the report 
filter.

• In this example, all 
clients with an 
enrollment status of 
active and an Acuity 
score of at least 2 in 
the last 6 months will 
be included.

• Click Back.

Presenter Notes
Presentation Notes
Review the report filter. In this example, all clients with an enrollment status of active and an Acuity score of at least 2 in the last 6 months will be included. Click Back.



Running Custom Reports cont.

Click Run Report.

Presenter Notes
Presentation Notes
Click Run Report.




Running Custom Reports cont.

• Click Open in New Tab, PDF, 
CSV or Excel.

• Open in New Tab will open 
the report in a new browser 
tab.

• PDF will open a PDF file in a 
new browser tab. This is best 
if the report will be printed.

• CSV or Excel will download 
the report in an Excel format.

Presenter Notes
Presentation Notes
Click Open in New Tab, PDF, CSV or Excel. Open in New Tab will open the report in a new browser tab, PDF will open a PDF file in a new browser tab, and CSV or Excel will download the report in an Excel format. PDF is the best if the report will be printed.




Running Custom Reports cont.

• A popup will appear on the right 
side of the screen.

• Click View [Custom Report 
Name] or Download [Custom 
Report Name].

Presenter Notes
Presentation Notes
A pop-up will appear on the right side of the screen. Click View or Download. The name of the report in the pop-up window will depend on what report you selected to run.



Building Custom Reports

Questions to ask for designing a custom report:
• How will this information be used?
• What information should be included (e.g., poverty level and HIV Risk Factor by 

client name)?
• How should the information be displayed (e.g., by client name, by service 

category)?
• Which clients should be included (e.g., clients served in the past year, Hispanic 

clients only)?
• Should any clients be excluded (e.g., clients under 18 years of age)?
• Does this report require a filter (e.g., Active clients only, no specialty programs, 

etc.)?

Slides 73-122 are 
optional for staff 
who will build 
custom reports 

Presenter Notes
Presentation Notes
The remaining slides are optional training and only pertain to staff who plan to build their own custom reports. Questions to ask for designing a custom report include: How will this information be used? What information should be included? How should the information be? Which clients should be included? Should any clients be excluded? Does this report require a filter?




Building Custom Reports cont.

• Start at the main page of 
CAREWare.

• Click on Reports. 

Presenter Notes
Presentation Notes
To build a custom report, start at the main page of CAREWare and select Reports.




Building Custom Reports cont.

Click on Custom Reports. 

Presenter Notes
Presentation Notes
Click on Custom Reports.




Building Custom Reports cont.

Click Manage/Run Custom 
Reports. 

Presenter Notes
Presentation Notes
Click Manage/Run Custom Reports.




Building Custom Reports cont.

Click Add.

Presenter Notes
Presentation Notes
Click Add.



Building Custom Reports cont.

• Enter your Report Name.
• Choose your Report 

Type.
• Add a Description if 

desired.

Presenter Notes
Presentation Notes
On the Manage/Run Custom Reports screen, enter your Report Name, choose your Report Type, and add a Description if desired.




Building Custom Reports cont.

Click Save.

Presenter Notes
Presentation Notes
Click Save.



Building Custom Reports cont.

Click Field Selection.

Presenter Notes
Presentation Notes
Click Field Selection.




Building Custom Reports cont.

Click Add.

Presenter Notes
Presentation Notes
Click Add.



Building Custom Reports cont.

• Search for the field 
you would like to 
include.

• Select the desired 
field.

• Click Use Field.

Presenter Notes
Presentation Notes
Search for the field you would like to include using the Search bar and select the desired field. Click Use Field.




Building Custom Reports cont.

• Edit the Column Header 
if desired. 

• Sort the field.
• Click Save.

Presenter Notes
Presentation Notes
Edit the Column Header, if desired. Select a Sort for the field using the drop-down list and click Save.




Building Custom Reports cont.

Click Back. 

Presenter Notes
Presentation Notes
Click Back.




Building Custom Reports cont.

The new field will 
show up on the Field 
Selection screen.

Presenter Notes
Presentation Notes
The new field you created will show up on the Field Selection screen




Building Custom Reports cont.

Click Add.

Presenter Notes
Presentation Notes
Click Add.




Building Custom Reports cont.

• Search for the field you 
would like to include.

• Select the desired field.
• Click Use Field.

Presenter Notes
Presentation Notes
Search for the field you would like to include using the Search bar. Select the desired field and click Use Field.





Building Custom Reports cont.

• Edit the Subfilter:
• Select the Lab.
• Enter the Max months before end 

date.
• Enter the Min months before end 

date.
• Select whether you want the field to 

be cross-provider. Usually this is ‘yes’ 
for viral load labs.

• Click Next.
• In this example, we are pulling in the 

last Viral Load Lab Date in the last 12 
months in any provider domain.

Presenter Notes
Presentation Notes
Edit the Subfilter by selecting the Lab. Enter the Max and Min months before end date. Select whether you want the field to be cross-provider, this is usually ‘yes’ for viral load labs. Click Next.
In this example, we are pulling in the last Viral Load Lab Date in the last 12 months in any provider domain.




Building Custom Reports cont.

• Edit the Column 
Header if desired.

• Sort the field if desired.
• Click Save.

Presenter Notes
Presentation Notes
Edit the Column Header if desired. Sort the field by selecting from the drop-down list, if desired. Click Save.





Building Custom Reports cont.

Click Back. 

Presenter Notes
Presentation Notes
Click Back. 




Building Custom Reports cont.

The new field will show 
up on the Field 
Selection screen.

Presenter Notes
Presentation Notes
The new field will show up on the Field Selection screen.




Building Custom Reports cont.

Click Add.

Presenter Notes
Presentation Notes
Click Add.




Building Custom Reports cont.

• Search for the field you would like 
to include.

• Select the desired field.
• Click Use Field.

Presenter Notes
Presentation Notes
Search for the field you would like to include using the Search bar. Select the desired field and click Use Field.




Building Custom Reports cont.

• Edit the Subfilter:
• Select the Lab.
• Enter the Max months before end 

date.
• Enter the Min months before end 

date.
• Select whether you want the field to 

be cross-provider. Usually this is ‘yes’ 
for viral load labs.

• Click Next.
• In this example, we are pulling in the 

last Viral Load Lab Value in the last 12 
months in any provider domain.

Presenter Notes
Presentation Notes
Edit the Subfilter by selecting the Lab. Enter the Max and Min months before end date. Select whether you want the field to be cross-provider. This is usually ‘yes’ for viral load labs. Click Next. 
In this example, we are pulling in the last Viral Load Lab Value in the last 12 months in any provider domain




Building Custom Reports cont.

• Edit the Column Header if 
desired. 

• Sort the field if desired.
• Click Save.

Presenter Notes
Presentation Notes
Edit the Column Header if desired , and Sort the field using the drop-down list,  if desired. Click Save.





Building Custom Reports cont.

Click Back.

Presenter Notes
Presentation Notes
Click Back.




Building Custom Reports cont.

The new field will show 
up on the Field Selection 
screen

Presenter Notes
Presentation Notes
The new field will show up on the Field Selection screen.




Building Custom Reports cont.

Click Add.

Presenter Notes
Presentation Notes
Click Add.




Building Custom Reports cont.

• Search for the field you would like 
to include.

• Select the desired field.
• Click Use Field.

Presenter Notes
Presentation Notes
Search for the field you would like to include using the Search bar. Select the desired field and click Use Field.




Building Custom Reports cont.

• Edit the Subfilter:
• Select the Lab.
• Enter the Max months before end 

date.
• Enter the Min months before end 

date.
• Select whether you want the field to 

be cross-provider.
• Click Next.
• In this example, we are pulling in the 

last RN Acuity Level in the last 12 
months in only the  provider domain.

Presenter Notes
Presentation Notes
Edit the Subfilter by selecting the Lab. Enter the Max and Min months before end date. Select whether you want the field to be cross-provider. Click Next. 
In this example, we are pulling in the last RN Acuity Level in the last 12 months in only the  provider domain.



Building Custom Reports cont.

• Edit the Column Header 
if desired.

• Sort the field if desired.
• Click Save.

Presenter Notes
Presentation Notes
Edit the Column Header if desired and Sort the field using the drop-down list, if desired. Click Save.




Building Custom Reports cont.

Click Back. 

Presenter Notes
Presentation Notes
Click Back. 




Building Custom Reports cont.

The new field will show 
up on the Field 
Selection screen.

Presenter Notes
Presentation Notes
The new field will show up on the Field Selection screen.




Building Custom Reports cont.

Click Add.

Presenter Notes
Presentation Notes
Click Add.




Building Custom Reports cont.

• Search for the field you 
would like to include.

• Select the desired field.
• Click Use Field.

Presenter Notes
Presentation Notes
Search for the field you would like to include using the Search bar. Select the desired field and click Use Field.




Building Custom Reports cont.

• Edit the Subfilter:
• Select the Lab.
• Enter the Max months before end 

date.
• Enter the Min months before end 

date.
• Select whether you want the field to 

be cross-provider.
• Click Next.
• In this example, we are pulling in the 

last RN Acuity Level in the last 12 
months in only the  provider domain.

Presenter Notes
Presentation Notes
Edit the Subfilter by selecting the Lab. Enter the Max and Min months before end date. Select whether you want the field to be cross-provider or not using the drop-down list and click Next.
In this example, we are pulling in the last RN Acuity Level in the last 12 months in only the provider domain.




Building Custom Reports cont.

• Edit the Column Header 
if desired.

• Sort the field if desired.
• Click Save.

Presenter Notes
Presentation Notes
Edit the Column Header if desired. Sort the field using the drop-down list, if desired, and click Save.




Building Custom Reports cont.

Click Back. 

Presenter Notes
Presentation Notes
Click Back.




Building Custom Reports cont.

The new field will show up 
on the Field Selection 
screen.

Presenter Notes
Presentation Notes
The new field will show up on the Field Selection screen.




Building Custom Reports cont.

• Next, we are going to add 
a filter.

• You may not need to add a 
filter, depending on your 
report needs.

• Click Back.

Presenter Notes
Presentation Notes
Next, we are going to add a filter. You may not need to add a filter, depending on your report needs. Click Back.




Building Custom Reports cont.

Click Report Filter. 

Presenter Notes
Presentation Notes
Click Report Filter. 



Building Custom Reports cont.

• Click Add.
• In this example, we will 

only be including clients 
whose current 
enrollment status is 
Active.

Presenter Notes
Presentation Notes
Click Add. In this example, we will only be including clients whose current enrollment status is Active.




Building Custom Reports cont.

• Search for the field to 
filter by.

• Select the desired field.
• Click Use Field.

Presenter Notes
Presentation Notes
Search for the field to filter by in the Search bar. Select the desired field and click Use Field




Building Custom Reports cont.

Enter the Filter Criteria Details.

Presenter Notes
Presentation Notes
Enter the Filter Criteria Details using the drop-down list.



Building Custom Reports cont.

Click Save. 

Presenter Notes
Presentation Notes
Click Save. 




Building Custom Reports cont.

The new filter field will 
now show up on the 
Filter screen.

Presenter Notes
Presentation Notes
The new filter field will now show up on the Filter screen.




Building Custom Reports cont.

Click Back.

Presenter Notes
Presentation Notes
Click Back.




Building Custom Reports cont.

• Next, we will specify the 
date range.

• Click Run Report.

Presenter Notes
Presentation Notes
Next, we will specify the date range for the custom report. Click Run Report.




Building Custom Reports cont.

Click Edit Parameters. 

Presenter Notes
Presentation Notes
Click Edit Parameters. 




Building Custom Reports cont.

• Enter the Date From and 
Date Through.

• Check Show Clients with 
Service only.

• Check Show 
Specifications.

• Click Save.

Presenter Notes
Presentation Notes
Enter the Date From and Date Through. Check the boxes for  Show Clients with Service only and Show Specifications, then click Save



Building Custom Reports cont.

• Click Open in New Tab, 
PDF, CSV or Excel.

• Open in New Tab will 
open the report in a 
new browser tab.

• PDF will open a PDF file 
in a new browser tab. 
This is best if the 
report will be printed.

• CSV or Excel will 
download the report in 
an Excel format.

Presenter Notes
Presentation Notes
Click Open in New Tab, PDF, CSV or Excel. Open in New Tab will open the report in a new browser tab, PDF will open a PDF file in a new browser tab, and CSV or Excel will download the report in an Excel format. PDF is best if the report will be printed.




Running Custom Reports cont.

• A popup will appear on the right 
side of the screen.

• Click View [Custom Report 
Name] or Download [Custom 
Report Name].

Presenter Notes
Presentation Notes
A pop-up will appear on the right side of the screen. Click View or Download. The name of the report in the pop-up window will depend on what report you selected to run.




Thank you

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

CAREWare 6 User Support Website

Presenter Notes
Presentation Notes
Please complete all CAREWare 6 training modules 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
https://www.oregon.gov/oha/ph/DISEASESCONDITIONS/HIVSTDVIRALHEPATITIS/HIVCARETREATMENT/Pages/careware.aspx
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