Intro to CAREWare 6



For purposes of these

Tra i n i ng m Od u Ies modules, “Care Coordinator”

o Uk whNh e

will refer to all persons
providing a case management
function

CAREWare Basics

Case Management 1

Case Management 2

Reports

Specialty Reports (optional)

Administrative Training (for Administrative staff only)

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


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!

e 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.

e Click Performance Measure Status.

Sharing Requests
Referrals

Pregnancy History

- = =

User Messages
Search Change Details
Duplicate Client

Performance Measure
Status

Delete Client
Close


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.

Performance Measure Status

Search: |

Performance Measure

Virally supressed - County

Current VL Lab (wfin 12 mo) - County

Current CD4 or VL lab win 6 mo (Mo Gap)- County
Current CD4 or VL lab wiin 12 mo (Mo Gap) - County
Stahle Housing - County

(RCP) RN Care Plan - All acuities {(w/fin 6 mo)
Current Intake/Eligibility Review C

Client Status
In Mumerator
In Mumerator
In Mumerator
In Mumerator
In Mumerator
In Mumerator

Mat In Mumerator


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 ? ?:ETEE
. . o roviaer summary
clle.nt—specn‘lc PMs), start at the Add Client
main page of CAREWare. Find Client
* Click Reports.
Rapid Entry
My Settings

System Information
System Messages
Administrative Options
Switch Providers

Log Off


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.

CAREWare Reports

@®CAREWare Reports

HRSA Reports

Custom Reporis

FPerformance Measures

Client Data Reporis

Financial Report

Adminisirative Reporis

RDR

R3R and ADR

Run or manage custom reports

Run or Manage Performance Measures

Run reports on client information

Setup and run the financial report

Administrative reports and options

Manage/Run the RDR


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.

CAREWare Reports > Performance Measures > Performance Measure Client List Settings

Back

®Performance Measures

Run Performance Measures J Evaluate the current status of one or more performance measures

Create Client List Examine clients in the performance measure sections

Create Aggregate Report Track results for a performance measure over time

HIVQM Export Groups Manage HIVGM Export Groups



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.
e SCH# 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.

e CAREWare will
automatically display
matching results.

CAREWare Reports > Performance Measures > Performance Measure Client List Settings > Ewvaluate Measures

Evaluate Selectad  Evaluate Group  Back  Print or Export

Evaluate Measures

Search: [SR

Code Name

SR-01 Virally suppressed

SR-01E Virally suppressed EOCIL

SR-03 Current VL lab (wiin 12 mo)

SR-03 E Current VL lab (wiin 12 mo) EOCIL

SR-04 Current CD4 or VL lab wiin 6 mo, (No Gap in care)

Description

Active clients in case management whose last

Active clients in case management whose last

Last VL lah enfry was within the last 12 months

Last VL lab enfry was within the last 12 months

Clients who have a CD4 or viral load lab entry

Selected

g

o oogog


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:

e Select the PM(s) of
interest. CW6 allows for

multiple PMs to be
evaluated at once.

e Click Evaluate Selected.

CAREWare Reports > Performance Measures > Performance Measure Client List Seftings > Evaluate Measures

I Evaluate Selected I Evaluate Group Back  Print or Export

Evaluate Measures

Search|$C-0

Code - Name

HABO7? Cermvical Cancer Screening

HABDS Hepatitis C Screening

SC-01 Virally supressed - County

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

SC-04 Current CD4 or VL lab w/in 8 mo (No Gap)- County
SC-05 Current CD4 or VL lab win 12 mo (Mo Gap) - County
SC-08 (RCF) BN Care Plan - Acuity 3 (wfin 30 days)
SC-09 (RCP) RN Care Plan - Acuity 4 (wfin 14 days)
SC-10 Stable Housing - County

Description

Percentage of HIV-infected adult female client:
Percentage of client screened for Hepatitis C s
Last viral load lab within the past 12 months ur
Last VL lab eniry was within the past 12 month
Clients who have a CD4 or viral load lab entry
CD4 or Viral Load lab entry within the past 121
Al least one RCP care plan service for acuity 3
At least one RCP care plan service for acuity 4

Clients with Stable housing

Selected

a

<} <] N

O o0o0oog

<]



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.

Today OpenlinNewTab PDF Back

e Click Edit on the next
screen.

e Enter the As Of Date. AsOfDate: 63012020 =

Performance Measures: Virally supressed - County (SC-81), Current VL Lab {w/in 12 mo) - County
(5C-83), Stable Housing - County (5C-18@)

Performance Measure Settings

Parameters

CAREWare Reports » Performance Measures > Performance Measure Client List Settings > Evaluate

* C“Ck Save. Save | Cancel

Performance Measure Settings

Parameters

AsOfDate: (6/30/2020 B

Narfarmuancn Mascurac:s Virallv eonreczed - Coanndw (SC-A1Y Corcent W 1 ah fwddin 17 mad
\


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


Performance Measures cont.

CI i C k O n O p e n I n N eW Ta b O r CAREWare Reports > Performance Measures > Performance Measure Client List Settings » Evaluate Measures = F
R Edit Today | OpenlnMNew Tab PDF | Back
PDF to view the PMs.

Performance Measure Settings

Parameters
AsOfDate: 6/30/2020

Performance Measures: Yirally supressed - County (5C-81), Current VL Lab {w/in 12 mo) - County
(5C-83), 5table Housing - County (5C-18)



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



Performance Measures cont.

* |f a user selected PDF, a pop up will ®

appear.
pp . @ Report generation complete.
* Click View Report. View Revort
ew Beport
* |f 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.

"' Customize
Provider Summary
Add Client

e Click R rts. Find Client
Click Reports

Rapid Entry
My Settings
System Information
System Messages
Administrative Options
Switch Providers
Log Off


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.

CAREWare Reports

@®CAREWare Reports

HRSA Reports

Custom Reporis

FPerformance Measures

Client Data Reporis

Financial Report

Adminisirative Reporis

RDR

R3R and ADR

Run or manage custom reports

Run or Manage Performance Measures

Run reports on client information

Setup and run the financial report

Administrative reports and options

Manage/Run the RDR


Presenter Notes
Presentation Notes
Click Performance Measures.



Performance Measures cont.

CIiCk Create Client List. CAREWare Reports > Performance Measures

Back

®Performance Measures

Run Performance Measures Evaluate the current status of one or more performance measures

Create Client List Examine clients in the performance measure sections

Create Aggregate Report Track results for a performance measure over time

HIVQM Export Groups Manage HIVGM Export Groups



Presenter Notes
Presentation Notes
Click Create Client List.



Performance Measures cont.

¢ NaV|gate tO the PIVI fOI’ Wthh CAREWare Reports > Performance Measures > Client List
you Would ||ke to generate a Use Selected | Back Print or Export
Client List. Client List

Search: | sc-0

* Click Use Selected. =

Code Name Description

HAEOT Cervical Cancer Screening Percentage of HI'
HABDS Hepatitis C Screening Fercentage of cli
SC-01 Virally supressed - County Last viral load lak
SC-03 Current VL Lab {wiin 12 mo) - County Last VL lab eniry


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.

CAREWare Reports > Performance Measures > Client List > Performance Measure Client Lis

Edit | Today Create Client List

Back

Performance Measure Client List Settings

Performance Measure:
As Of Date:
Performance Measure Section:

QOutput Format:

Virally supressed - County J

81112020 | =

In Numerator J

Feal-time Lookup list J


Presenter Notes
Presentation Notes
Click Edit.


Performance Measures cont.

E nte r t h e AS Of D ate a n d CAREWare Reports > Performance Measures = Client List = Performance Measure C

Performance Measure Section. o
Performance Measure Client List Settings

Performance Measure: Virally supressed - County

As Of Date: |6/30/2020 E:

Performance Measure Section: %

Output Format: |0 Numerator

Not In Numerator
In Denominator

Mot In Denominator


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



Performance Measures cont.

o ! N Ot I n N u m e ratO r ’ W| I I p u I I a I |St CAREWare Reports > Performance Measures > Client List > Performance Measure C

of clients not meeting the PM. Save  Cancel
Performance Measure Client List Settings

Performance Measure: \irally supressed - County

As Of Date: |6/30/2020 =

Performance Measure Section: %

Output Format: |0 Numerator

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

Not In Numerator
In Denominator

Not In Denominator


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 CAREWare Reports > Performance Measures > Client List = Performance Measure Client List Settings
available: Save Cancel
* Real-time Lookup List will pull Performance Measure Client List Settings

the Client ||St onNn a new screen. Performance Measure:  Virally supressed - County

Users can access a client directly As Of Date: [6/302020 |

from thls I|St. Performance Measure Section: | Not In Numerator B

. . . Output Format: Click here to select from 2 choices.

* Quick Paper List will open a pop- Real-time Lookuplist

up prompting users to open the
file in a new window. This is the
best choice to save the Client
List as a PDF.

Quick Paper List


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.

® REV| ewt h e settiin g S. CAREWare Reports > Performance Measures > Client List > Performance Measure Client List Setti

. . . Edit Today |Create Client List | Back
e Click Create Client List.

Performance Measure Client List Settings

Performance Measure: Virally supressed - County
As Of Date:  6/30/2020 =&
Performance Measure Section: Not In Numerator
Output Format: Quick Paper 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.

@' Customize

Demographics

Client Report

Encounter Report
Services

Annual Review
Case Notes
Custom Forms
Vital Signs

| [ [PES I RN N SN


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 Search Results > Search Resus > Demographics > Client Report
format: =
* Run Client Report will open the ©Client Report
report in a new tab. ————

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

printing.

Fun Client Report As PDF Run a PDF report containing general client information



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. e Complete

View Client I[_Lﬂpu_rt
v



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 Customize
a client over a specified timeframe. _lient Summar
Demographics
Client Report
Encounter Report

* Navigate to the client main menu.
e Click Case Notes.
Services

Annual Review
Case Motes

Custom Forms


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.

CI'Ck Case Note Report_ Find Client > Search Results > Demographics > Case Notes

Back

®Case Notes

Case Note Entry Enter a new case note for the client

l Case Note Report J Run a report on case notes entered for this client



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.

Find Client > Search Results > Demographics > Case Notes » Case Motes Report
Run PDF Cancel

Case Notes Report

From: Iﬂ?a'ﬂﬁzﬂzﬂ Iﬁg
Through: || 07/31/2020 }E

Only show this provider:



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 prefe rred V|eW|ng Find Client > Search Results > Demographics > Case Notes > Case Notes Report
fOI"matZ Run| | PDF] Cancel
* Run will open the report in a Case Notes Report
new tab. From: |07/01/2020 [
Through: |07/31/2020 E:

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

Only show this provider:


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. e Complete

View Case Notes REeport
|

A



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.

.' Customize

Demographics
Client Report
Encounter Report
Services

Annual Review
Case Notes
Custom Forms

Vital Signs

Hospital Admissions
Medications

Screenings


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.

Find Client = Search Results > Demographics > Labs

View Add Delete HL7 Source Help
Labs


Presenter Notes
Presentation Notes
Click Print or Export.


CAREWare Reports - Lab Report cont.

 Select the format to print the labs: @Report Setup
* Print Current Page will only print the first

Print Current Page

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

Print All Pages

client labs. Ve Curen Page 252 POF
* View Current Page as PDF will only print

the first page of client labs into a PDF file. Ml el
* View All Pages as PDF will print all pages e oteble Lict Format Optons

of client labs into a PDF file.

C3V Export (All Fages)

e CSV Export (All Pages) and CSV For Excel
(All Pages) will pull all labs into an excel CSV For Excel (All Pages)

-E 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 a Complete

different based upon the format
chosen in the last step).

Open All 1.1st Pages PDF
b



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.

e 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.

e 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.

CAREWare Reports

®CAREWare Reports

HRSA Reports

Custom Reports

FPerformance Measures

Client Data Reports

Financial Report

Administrative Reports

FDR

RSR and ADR

Run or manage custom reports

Run or Manage Performance Measures

Run reports on client information

Setup and run the financial report

Administrative reports and options

Manage/Run the RDR


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.

[ ] E n te r t h e B egi n D ate a n d CAREWare Reports » Financial Report Settings

IFundingScurce Filterl Edit Filter Run PDF Help Cancel

End Date. Financial Report Settings

Begin Date: | | &

* Click on Funding Source . 2
Fi Ite r. Funding Sources: MNo Funding Source Filter Applied.

Include Subservice Detail?: [

Include Provider Information?: [

Pull Amount Received from receipts in the date span?: []
Apply Filter: []

Filter Description: Report Filter is empty



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.

e Click Save.

CAREWare Reports = Financial Report Settings = Funding Source Filter

Save

Cancel Print or Export

Fu

nding Source Filter
sEarcn_||.m—||
Select Funding Source
JHA Program Income
] JHA Program Incomes
] Oither Funding through OHA


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 e e T e o
Detail? and Include Provider Financial Report Settings
Information? check boxes. o -

Funding Sources: OHA Program Income

e Check Apply Filter if a filter is

desired.
* Click Run or PDF. T
. . Pull Amount Received from receipts in the date span?: [
* Run will open the report in e
a hew browser tab. o

 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.

* |f PDF was selected, a pop-up will
appear on the right side of the

screen. e
Complete
* Click View Financial Report.

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.

CAREWare Reports

@CAREWare Reports

HRSA Reporis

Custom Reports

Performance Measures

Client Data Reporis

Financial Report

Adminisirative Reporis

ROR

EHE Triannual Report

Mailing Labels Report

RSR and ADR

Run or manage custom reports

Run or Manage Performance Measures

Run reports on client information

Setup and run the financial report

Administrative reporis and options

Manage/Run the RDR

Requires permission: "Run EHE Triannual Report'

Setup and run the Mailing Labels Report


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



Mailing Labels Report cont.

Click Edit.

Edit | EditFilter Run Back



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.

e 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.

Clients To Include:

With StreetAddress:
Sort By:
1tifying Information:

\pply Custom Filter:

Filter Description:

All clients
All clients with 'Active’ enroliment status
All clients not 'Deceased' or 'Inactive/Case Closed'

All clients with services in date span


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.

I Find Client » Search Results > Demographics » Contact Information I

Save Cancel

Check the box Only include :
. . Contact Information
clients with street P

addresses. This will omit City: [Weures

State: | Oregon

clients who do not have an e

" ,
! G

address entered in Zip Code:

Phone: |9713338383

CAREWare. o 3

Include in mailing label reports?:

Mailing Address: |

Mailing City: |Madras

Mailing State: | Oregon

Mailing Zip Code: |97383

Alt. Phone 1: |

Phone Type (Alt. Phone 1): | 4
Alt. Phone 2: |

Phone Type (Alt. Phone 2): | 4



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 CAREWare Reports > Mailing Labels Report
. Save Cancel
alphabetically by last name or

numerica“y by Zip code. Mailing Labels Report

Provider: HIV Alliance

Clients To Include: |All clients 4

OnlyClientsWith StreetAddress:

Sort By: |[EELNE LD m

Hide Personally Identifying Information:  |_ast Name, First Name

Apply Custom Filter: 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.

Edit Edit Filter



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. 0 Report generation completed
* The report will open in a new Show Mailing Labels Report
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 CAREWare Reports
screen ®CAREWare Reports
HRSA Reports RS&R and ADR

Custom Reports

Ferformance Measures

Client Data Reports

Financial Report

Adminisirative Reports

RDR

Run or manage custom reports

Run or Manage Performance Measures

Run reports on client information

Setup and run the financial report
Administrative reports and options

Manage/Run the RDR



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.

CAREWare Reports * Custom Reports
Back

®Custom Reports

Manage/Run Custom Reports Run or manage custom reports

Export Custom Repaorts Export custom report definitions to a portable xmil file

Import Custom Reports fram an xmi file Import custom report definitions from a portable xmi file



Presenter Notes
Presentation Notes
Click Manage/Run Custom Reports.



Running Custom Reports cont.

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

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

 Select the report you'd like to
run.

CAREWare Reports = Custom Reports > Manage Run Custom Reports
Manage Run  Add Delete Make Read Only Back Help Print or Export

Manage/Run Custom Reports

Name CrossTab Report Type De
Viral Load and Acuity County (CB0O3072016) Demographics

4 4 Page|1 |uf2 (2|



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.

CAREWare Reports > Custom Reports * Manage Run Custom Reporis

Manage Run] Add Delete Make Read Only Back Help Print or Export

Manage/Run Custom Reports

Search: |

o

Mame CrossTab Report Type

Viral Load and Acuity County (CBO3072016) Demographics

test Feferrals



Presenter Notes
Presentation Notes
Click Manage Run. 



Running Custom Reports cont.

Click Run Report.

CAREWare Reports » Custom Reports * Manage Run Custom Reports > Viral Load and Acuity County (CB03072016)

Back

®Viral Load and Acuity County (CB03072016)

Run Report

Report Layout

Field Selection

Report Filter

Start Date : 08/06/2019, End Date : 08/06/2020, Clients with services

Viral Load and Acuity County (CB03072016), Demographics

URN, County, Viral Load, Viral Load Lab Date, Acuity Level, Acuity Score, Acuity Level Date

Enrollment status = Active


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.

CAREWare Reports > Custom Reports > Manage Run Custom Reports = Viral Load and Acuity County (CB03072016) > Run Report > Edit

Save | Cancel

Run Report
Parameters
Date From: |7/1/2019 L
Date Through: |6/30/2020 B

Clinical Review Year: |2020 »

Show New Clients only: ||
Show Clients with Service only:
Show Specifications:

Sum Numeric Fields: [


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

* |f a filter needs to be applied to the
report, click Back

* |f a filter does NOT need to be
applied, disregard the next 8 slides

CAREWare Reports > Custom Reports = Manage Run Custom Reports > V

Edit Parameters OpeninNew Tab PDF CSV

Run Report

Excel

Parameters

Date From: 7/1/2019

Date Through: 6/30/2020

Back



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.

CAREWare Reports > Custom Reports > Manage Run Custom Reports = Viral Load and Acu
Back

®Viral Load and Acuity County (CB03072016)

Run Report Start Date : 07/01/2019, End Date : 06/30/2020, Clients with ser
Report Layout Viral Load and Acuity County (CB03072016), Demographics
Field Selection URN, County, Viral Load, Viral Load Lab Date, Acuity Level, Ac

Report Filter Enroliment status = Active



Presenter Notes
Presentation Notes
Click Report Filter.



Running Custom Reports - Applying Filters

cont.

If using a filter template,
click Templates.

CAREWare Reports > Custom Reporis > Manage Run Custom Reporis > Viral Load and Acuity County (CB03072016) > Report Filter

Manage Add MoveUp Move Down Delets Back  Print or Export
Report Filter

Search: | |

Operat Paren. Field Name Is Not = B= o= Null Paren. Status
Enrl Status Active Complete
AND Last Quantitative Lab Value 2 Complete


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



Running Custom Reports - Applying Filters
cont.

¢ Sea I'C h fO r t h e te m p I ate tO CAREWare Reports > Custom Reports > Manage Run Custom Reports = Viral Lo
use. Use Selected Template | Save To Selected Template  Save To Mew Template

* Click Use Selected Filter Templates
Template. search |

e

Template Name

Active client


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.

® Ta ke n Ote Of t h e CAREWare Reports = Custom Reports > Manage Run Custom Reports = Viral Load and Acuity County (CB0O3072(
C u r‘r‘e nt fl |te r If Manage |Add]| MoveUp Move Down Delete Templates Back Print or Export
applicable. Report Filter
Search: |

° If fu rther fllterlng IS Op Paren. Field Name Is Not = = == Mull
needed, click Add. Enrl Status Active


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.

e Select the field.
e Click Use Field.

CAREWare Reports > Custom Reports > Manage Run Custom Reports > Viral Load and Acuity Co

Use Field | Back  Print or Export

Report Fields

Searr:h.‘l last quanti I

Field Hame Keywords
Last Quantitative Date With Values
Last Quantitative Lab Date Demographics

Previous Field Nar Description -
Last Quantitative D:
Last CQuantitative Ls

Last Quantitative Lz

Last Quantitative Lab Operator
| Last Quantitative Lab Value Demographics

Last CQuantitative Ls

Last Quantitative Result With Values

Last Quantitative Re


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 CAREWare Reports > Custom Reports > Manage Run Custom Reports > Viral Load
selected field. Next| Back Help

* In this example, clients with Last Quantitative Lab Value>Subfilter
an Acuity level in the last 6 The following 3 criteria need completion for the subliltr
months from the local 1. Lab
provider only will be included —:|[Acuiy Leve |
in the report. 2. Date Range

. Date Option: | Months
e Click Next.
- |E | Max. months before end date
2= |U | Min. months before end date
2. Cross-Provider

S I



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.

¢ Se I ec:t t h e O pe ratO I. CAREWare Reports » Custom Reports = Manage Run Custom Reports = Vir:

Save | Back

* Enter parentheses if needed

(Paren.). Select Field Setup
* Enter the value associated operator: A0 Y

with the field. paren: |__J

Field Name: Last Quantitative Lab Value

* |n this example, clients with s Not: [ ]

an Acuity score of 2 or more = | |

will be included in the report. > |2

: <= | |
* Click Save. —
Paren.: :


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.

CAREWare Reports > Custom Reports » Manage Run Custom Reports > Viral Load and Acuity County (CB03072016) * Report Filter

° ' h
REVIeW t e report Manage Add MovelUp Move Down Delete  Templates Print or Export

filter. Report Filter
. Search: | |
¢ I n t h IS exa m p I e, a | | Operat Paren. Field Name Is Not = B= <= Null Paren. Status
Enrl Status Active Complete
2 Complete

clients with an U T i
enrollment status of

active and an Acuity

score of at least 2 in

the last 6 months will

be included.

e 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.

CAREWare Reports > Custom Reports > Manage Run Custom Reports = Viral Load and Acuity County (CB03072016)

Back

@®Viral Load and Acuity County (CB03072016)

Run Repaort

Start Date : 07/01/2019, End Date : 06/30/2020, Clients with services, Display Specifications

Report Layout

Viral Load and Acuity County (CB03072016), Demographics

Field Selection

URN, County, Viral Load, Viral Load Lab Date, Acuity Level, Acuity Score, Acuity Level Date

Report Filter

Enrollment status = Active AND Last Quantitative Lab Value { Lab = Acuity Level Date
Range Between 6 AND 0 months before the end date or as of date (12/30/2019 And
. 6/30/2020). AND Cross-Provider =No ) >=2



Presenter Notes
Presentation Notes
Click Run Report.



Running Custom Reports cont.

® CIiCk Open in NeW Ta b' PDF' CAREWare Reports > Custom Reports > Manage Run Custom Reports > Viral Load a1
Edit Parameters | Open in Mew Tab | |PDF] | CSV] |Excel] Back
CSV or Excel. -
. . Run Report
* Open in New Tab will open P

the report in a new browser rerameters
Date From: 7/1/2019 ]
tab' Date Through:  6/30/2020 |

* PDF will open a PDF filein a
new browser tab. This is best
if the report will be printed.

e 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 ®
S|de Of the screen. e Report generation complete.

* Click View [Custom Report T DA
Name] or Download [Custom
Report Name].

©)

CS5V export generation 15 now
complete.

Download Viral Load and Acuoity
County (CB03072016)



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.)?


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.

e Start at the main page of
CAREWare.

* Click on Reports.

'.' Customize
Provider Summary
Add Client

Find Client

Rapid Entry

= -
= (R

My Settings
System Information

System Messages
Administrative Options
Switch Providers

Log Off


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



Building Custom Reports cont.

CAREWare Reports

Click on Custom Reports.

@®CAREWare Reports

HRS5A Reports

R5R and ADR

‘ Custom Reports \ Run or manage custom reports

Ferformance Measures

Client Data Reports

Financial Report

Adminisiraiive Reports

RDR

Run or Manage Performance Measures

Run reports on client information

Setup and run the financial report

Administrative reports and options

Manage/Run the RDR


Presenter Notes
Presentation Notes
Click on Custom Reports.



Building Custom Reports cont.

Click Manage/Run Custom
Reports.

CAREWare Reports > Custom Reports
Back

®Custom Reports

Manage/Run Custom Reporis Run or manage custom reports

Export Custom Reporis Export custom report definitions to a portable xmil file

Import Custom Reports from an xmi file Import custom report definitions from a portable xmil file



Presenter Notes
Presentation Notes
Click Manage/Run Custom Reports.



Building Custom Reports cont.

Click Add.

CAREWare Reports > Custom Reports > Manage/Run Custom Reports
Manage / Run | Add | Delete Make Read Only Back Help Print or Export

Manage/Run Custom Reports


Presenter Notes
Presentation Notes
Click Add.


Building Custom Reports cont.

o E n te r yo u r‘ Re p O rt N a m e . CAREWare Reports = Custom Reports > Manage/Run Custom Reports = Manage/Run Custom Reports

Save | Back

* Choose your Report Manage/Run Custom Reports
Type. :
Setup Details

e Add a Description if Report Name: | El
desired. -
Description:
Use Totals: [ |
Header/Footer Format


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.

CAREWare Reports > Custom Reports > Manage/Run Custom Reports = Manage/Run Custom Reports

Save | Back

Manage/Run Custom Reports

Setup Details

Report Name: |Example Custom Build |

Report Type: |Demugraphic:5

Is Crosstab: [_J

Description: |This is a custom report including client URN, last viral load, and acuity
level

Use Totals: [ |

Header/Footer Format



Presenter Notes
Presentation Notes
Click Save.


Building Custom Reports cont.

CI | C k F | e I d Se I e Ct | O n . CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build
Back

@®Example Custom Build

Start Date : 06/01/2021, End Date : 06/30/2021, Clients with services, Disp

Run Report Most medical services in date span

Report Layout Example Custom Build, Demographics

‘ Field Selection \ Mo fields selected

Feport Filter Report Filter is empty



Presenter Notes
Presentation Notes
Click Field Selection.



Building Custom Reports cont.

CI |C k Ad d R CAREWare Reports = Custom Reports > Manage/Run Custom Reports > Example Custom Build > Field Selection

Manage | Add | Move Up Move Down Delete Templates Back Print or Export

Field Selection

Search: | |

Field N Column Header Column Width (in) Tota Sort Sort Priority Status



Presenter Notes
Presentation Notes
Click Add.


Building Custom Reports cont.

® Sea r‘c h fo r t h e f| e I d CAREWare Reports » Custom Reports > Manage/Run Custom Reports > Example Custom Build = Field Selection
Use Figld | Back Print or Export

Report Fields

you would like to

include.
Search.l urm |
° Se I eCt th e d ESI re d Field Name Keywords Previous Field Nar Description
fl e I d . Encrypted URN Demographics eURN

{ URN Demographics URN Uniquire Record Nil

e 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.

) E d It t h e CO | u m n H e a d e r CAREWare Reports > Custom Reports > Manage/Run Custom Reports = Example Custom Build > Field Selection = Select F

R R Save | Back
if desired.
Select Field Details

e Sort the field. T

H Column Header: | |URN
* Click Save.

Sort: | I3

Sort Priority:  Ascending

Descending
Column Width: |1.£ | inches



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.

CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Field Sele

Back

@URN

View Select Field

URN; Demographics; Uniquire Record Number


Presenter Notes
Presentation Notes
Click Back.



Building Custom Reports cont.

Th e n eW f' e | d W| | | CAREWare Reports > Custom Reporis > Manage/Run Custom Reporis * Example Custom Build > Field Selection
ShOW u p on th e Fle I d Manage Add MoveUp Move Down Delete Templates Back Print or Export
Selection screen. Field Selection

Search: | |

Field N Column Header Column Width (in) Tota Sort Sort Priority Status

URMN URN 1.20 Asce 1 Complete



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



Building Custom Reports cont.

CI |C k Ad d . CAREWare Reports > Custom Reports > Manage/Run Custom Reports = Example Custom Build > Field Selection

Manage | Add | MoveUp Move Down Delete Templates Back Print or Export

Field Selection

searc |

Field N Column Header  Column Width (in) Tota Sort Sort Priority Status
URN  URN 1.20 Asce 1 Complete



Presenter Notes
Presentation Notes
Click Add.



Building Custom Reports cont.

o Sea rCh fOI’ the fl@ld you CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Field Select
would like to include. Use Field | Back  Print or Export

. _ Report Fields
e Select the desired field.

Search |Iast guantitative

° CI |C k U Se F | e I d - Field Mame Ka]'wnr&-s Previous Field Nar Description
Last Quantitative Lab Date Demographics Last Quantitative Lz
Last Quantitative Lab Value Demographics Last Quantitative Lz
CQuantitative BMI Change Demographics CQuantitative BMI Cr Returns change in t
Cuantitative Lab Amount Change Demographics Cluantitative Lab Am Returns change in £
Cuantitative Lab Percent Change Demographics Cluantitative Lab Pe Returns the percent
Last Quantitative Date With Values Last Quantitative Dz
Last Cuantitative Lab Operator Last Quantitative Lz

Last Quantitative Result With Values Last Quantitative Re



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.

e Edit the Subfilter:
e Select the Lab.

 Enter the Max months before end
date.

* Enter the Min months before end
date.

e Select whether you want the field to
be cross-provider. Usually this is ‘yes’
for viral load labs.

e Click Next.

* |n this example, we are pulling in the
last Viral Load Lab Date in the last 12
months in any provider domain.

CAREWare Reports = Custom Reports > Manage/Run Custom Reports = Exa
Date>Subfilter

Mext | Back Help

Last Quantitative Lab Date>Subfilter

The following 3 criteria need completion for the subfilter

1. Lab
2. Date Range
Date Option: |Months 0
==: (12 | ax. months before end date
<= |‘U | Ijin_ months before end date

3. Cross-Provider

= Ii‘fes t’



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.

o E d it t h e COl u m n ggg&ﬁ;;&ip:gl;f:x;mnsteaﬁm > Manage/Run Custom Reports = Example Custom Build > Field Selection = Last Qu
Header if desired. Save ] Back
» Sort the field if desired. = SelectField Details
Select Field: Last Quantitative Lab Date
® CIiCk Save. Column Header: ||Last Viral Load Lab Date

sort: | 4]

Sort Priority: |0 |



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.

CI | C k B a C k CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Field Selection = Last Vil
* Date

Back

@®Last Viral Load Lab Date

View Select Field Last Viral Load Lab Date; Demographics

Lab = Viral Load Date Range Between 12 AND 0 months before the end date or as of date

ZHuTss (7/1/2020 And 6/30/2021). AND Cross-Provider = Yes

Date Format Mo formatting chosen



Presenter Notes
Presentation Notes
Click Back. 



Building Custom Reports cont.

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

CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Field Selection
Manage Add MoveUp Move Down Delete Templates Back Print or Export

Field Selection

Search: | |

Field Name Column Header Column Width (in) Tota Sort Sort Priority Status
URM URN 1.20 Ascending 1 Complete
Last Quantitative Lab Date Last Viral Load Lab Date = 0.68 0 Complete



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



Building

Click Add.

Custom Reports cont.

CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Field Selection

Manage | Add | Move Up Move Down Delete Templates Back Print or Export

Field Selection

Search’ |

Field Name Column Header Column Width (in) Tota Sort Sort Priority Status
URM URM 1.20 Ascending 1 Complete
Last Quantitative Lab Date Last Viral Load Lab Date  0.68 0 Complete


Presenter Notes
Presentation Notes
Click Add.



Building Custom Reports cont.

 Search for the field you would like
to include.

e Select the desired field.
e Click Use Field.

CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom B

Use Field] Back Print or Export

Report Fields

Sear-::hl last quant |

Field Name Kemm; Previous Field Nar Description

Last Cluantitative Lab Date Demographics Last Cluantitative La

Last Quantitative Lab Value Demographics Last Quantitative Lz

CQuantitative BMI Change Demographics Quantitative EMI Cr Returns change in t
Cluantitative Lab Amount Change Demographics Cuantitative Lab A Returns change in £
Cluantitative Lab Percent Change Demographics Cuantitative Lab Pe Returns the percent
Last Quantitative Date With Values Last Quantitative Dz

Last Quantitative Lab Operator Last Quantitative Lz

Last Cluantitative Result With Values Last Cluantitative Re


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.

e Edit the Subfilter:
e Select the Lab.

 Enter the Max months before end
date.

* Enter the Min months before end
date.

e Select whether you want the field to
be cross-provider. Usually this is ‘yes’
for viral load labs.

e Click Next.

* |n this example, we are pulling in the
last Viral Load Lab Value in the last 12
months in any provider domain.

CAREWare Reports > Custom Reports > Manage/REun Custom Reports > Exam
Value>Subfilter

Mext | Back Help

Last Quantitative Lab Value>Subfilter

The following 3 criteria need completion for the subfilter

1. Lab
= I!‘I.-'iral Load B
2. Date Range
Date Option: |Months 4
»=: |12 | Max. months before end date
<=1 |U | Min. months before end date

. Cross-Provider

= | Yes H



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.

o Ed it t h e COl u m n H e a d e r if E;Etfmﬁﬁ I:ltz;r):rtsse:;;u:itgg [I;l:t;;;:;;ts > Manage/Run Custom Reports > Example Custom Build > Field Selection = Last
dESired. Save | Back
. . . Select Field Details
e Sort the field if desired. B
Select Field: Last Quantitative Lab Value
[ ) CI ick Save. Column Header: IlLast Viral Load Lab "u’aluel
Sort: | 4
Sort Priority: |0 |



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.

C I i C k B a C k CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Field Selection > L
° Value

Back

®Last Viral Load Lab Value

View Select Field Last Viral Load Lab Value; Demographics

Lab = Viral Load Date Range Between 12 AND 0 months before the end date or as of date

2t (7/1/2020 And 6/30/2021). AND Cross-Provider = Yes

Mumber Format Mo format chosen



Presenter Notes
Presentation Notes
Click Back.



Building Custom Reports cont.

The new field will show
up on the Field Selection
screen

CAREWare Reports » Custom Reports > Manage/Run Custom Reports > Example Custom Build > Field Selection
Manage Add MovelUp MoveDown Delete Templates Back Print or Export

Field Selection

Search:l

Field Name Column Header Column Width (in) Tota Sort Sort Priority Status
RN URN 1.20 Asce 1 Complete
Last Cuantitative Lab Date Last Viral Load Lab 0.68 0 Complete
Last Cuantitative Lab Value Last Viral Load Lab 0.55 ] Complete



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



Building Custom Reports cont.

CI iC k Ad d CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Field Selection
Manage | Add | Move Up Move Down Delete Templates Back Print or Export

Field Selection

Search: |

Field Name Column Header Column Width (in) Tota Sort Sort Priority Status
RN URN 1.20 Asce 1 Complete
Last Cuantitative Lab Date Last Viral Load Lab 0.68 0 Complete

Last Cuantitative Lab Value Last Viral Load Lab 0.55 0 Complete



Presenter Notes
Presentation Notes
Click Add.



Building Custom Reports cont.

o Sea r‘ch for the field you Would Iike CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Bu

. Use Field| Back Print or Expo
to include. B
Report Fields

* Select the desired field. sorcflostquaniate |

o I . k . I d Field Name Kemni_s Previous Field Mar Description
C I C U S e F I e . Last Cluantitative Lab Date Demographics Last Cluantitative La
Last Cuantitative Lab Value Demographics Last Cuantitative L
Cluantitative BMI Change Demographics Cuantitative BMI Cr Returns change in b

CGuantitative Lab Amount Change Demographics CGuantitative Lab Ar Returns change in ¢
Cluantitative Lab Percent Change Demographics Cluantitative Lab Pe Returns the percent
Last CQuantitative Date With Values Last Cuantitative D:
Last Cuantitative Lab Operator Last Cuantitative Lz
Last Quantitative Result With Values Last Quantitative Re



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.

e Edit the Subfilter:
e Select the Lab.

 Enter the Max months before end
date.

* Enter the Min months before end
date.

e Select whether you want the field to
be cross-provider.

e Click Next.

* |n this example, we are pulling in the
last RN Acuity Level in the last 12
months in only the provider domain.

CAREWare Reports > Custom Reports > Manage/Run Custom Reports = Exi
Date>Subfilter

Mext | Back Help

Last Quantitative Lab Date>Subfilter

The following 3 criteria need completion for the subfilter
1. Lab
= I| BN Acuity Level B
2. Date Range
Date Option: |I"-'1nnths B

==: 112 Max. months before end date

==: 1|0 Min. months before end date

<. Cross-Provider



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.

° Ed|t the Column He ader Eia:REWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Field Selection > Last F
if desired. Save | Cance
. . . View
e Sort the field if desired.

Select Field: Last Quantitative Lab Date

° CI iCk Save . Column Header: [Last RN Acuity Lewel Datel

sort: | 4]

Sort Priority: |0 |



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.

CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Field Selection

Manage Add MoveUp MoveDown Delete

Field Selection

Templates Back

Print or Export

Search: | |

Field Name Column Header Column Width (in) Tota Sort Sort Priority Status

URN URN 1.20 Asce 1 Complete

Last Cluantitative Lab Date Last Viral Load Lab Date 0.68 0 Complete

Last Ciuantitative Lab Value Last Viral Load Lab Value 0.55 0 Complete
| Last Quantitative Lab Date Last BN Acuity Level Date 0.68 ] Complete



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



Building Custom Reports cont.

CI | C k Ad d . CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build = Field Selection

Manage JAdd | MoveUp Move Down Delete Templates Back Print or Export

Field Selection

Search: | |

Field Name Column Header Column Width (in) Tota Sort Sort Priority Status
URN URN 1.20 Asce 1 Complete
Last Ciuantitative Lab Date Last Viral Load Lab Date 0.68 0 Complete
Last Cuantitative Lab Value Last Viral Load Lab Value 0.55 0 Complete

Last Quantitative Lab Date Last BN Acuity Level Date 0.68 ] Complete



Presenter Notes
Presentation Notes
Click Add.



Building Custom Reports cont.

 Search for the field you
would like to include.

e Select the desired field.
e Click Use Field.

CAREWare Reports = Custom Reports > Manage/Run Custom Reports > Example Custom H

Use Field

Back Print or Export

Report Fields
Search

-

Field Name Keywords Previous Field Nar Description

Last Cluantitative Lab Date Demc»graphics Last Cluantitative La

Last Cluantitative Lab Value Demographics Last Quantitative La

Cluantitative BMI Change Demuographics Cluantitative BMI Ct Returns change in b
Cluantitative Lab Amount Change Demographics Cluantitative Lab A Returns change in £
Cluantitative Lab Percent Change Demographics Cluantitative Lab Pe Returns the percent
Last Quantitative Date With Values Last Quantitative D:

Lasi Cuantitative Lab Operator Last Cuantitative Lz

Last Quantitative Result With Values Last Quantitative Re


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.

e Edit the Subfilter:
e Select the Lab.

 Enter the Max months before end
date.

* Enter the Min months before end
date.

e Select whether you want the field to
be cross-provider.

e Click Next.

* |n this example, we are pulling in the
last RN Acuity Level in the last 12
months in only the provider domain.

CAREWare Reports = Custom Reports > Manage/Run Custom Reports > Exar
Value=Subfilter

Mext | Back Help

Last Quantitative Lab Value>Subfilter

The following 3 criteria need completion for the subfilter
1. Lab
2. Date Range
Date Option: |Months 5

- |12 | Max. months before end date

<=|[0 l[Min. months before end date

<. Cross-Provider

= || No l’



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.

o E d It t h e CO | umn H eda d er CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Field Selection > Last
] ) Value> Subfilter > Select Field Details
|f deSIFEd. Save| Back

* Sort the field if desired. = SelectField Details

Select Field: Last Quantitative Lab Value

o CI ICk Save. Column Header: fLast RN Acuity Level I

sort: | L]

Sort Priority: |0 |



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.

CI | C k Ba C k . CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Field Selection = Las
Back

@Last RN Acuity Level

View Select Field Last RN Acuity Level; Demographics

Lab = RN Acuity Level Date Range Between 12 AND 0 months before the end date or as of

2t date (7/1/2020 And 6/30/2021). AND Cross-Provider = No

Mumber Format Mo format chosen



Presenter Notes
Presentation Notes
Click Back.



Building Custom Reports cont.

T h e n eW fi e | d Wi | | S h OW u p CAREWare Reports > Custom Reports > Manage/Run Custom Reports * Example Custom Build > Field Selection

. . Manage Add MovelUp Move Down Delete Templates Back Print or Export
on the Field Selection _ .
Field Selection

screen. — |
Field Name Column Header Column Width (in) Tota Sort Sort Priority Status
URN URN 1.20 Asce 1 Complete
Last Quantitative Lab Date Last Viral Load Lab Date 0.68 ] Complete
Last Cuantitative Lab Value Last Viral Load Lab Value 055 0 Complete
Last Quantitative Lab Date Last RM Acuity Level Date 0.68 0 Complete
I Last Quantitative Lab Value Last BN Acuity Level (.55 0 Complete



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



Building Custom Reports cont.

o N ext’ We a r‘e gOi n g to a d d CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Field Selection

R Manage Add MovelUp MoveDown Delete Templates | Back | Print or Export
a filter.

Field Selection
* You may not need to add a seacr| |

fi Ite r d e p e n d i n g O n yo u r Field Name Column Header Column Width (in) Tota Sort Sort Priority Status
’

URN URN 1.20 Asce 1 Complete

re p O rt n e e d S Last Quantitative Lab Date Last Viral Load Lab Date 0.68 0 Complete

‘ Last Quantitative Lab Value Last Viral Load Lab Value 0.55 0 Complete

o Last Quantitative Lab Date Last RM Acuity Level Date 0.68 0 Complete

o C I I C k B a C k . Last Quantitative Lab Value Last RM Acuity Level 0.55 0 Complete



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.

CI | C k Re p 0] rt F | Ite I, CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build

Back

®Example Custom Build

Run Report

Report Layout

Field Selection

Report Filter

L
e

Start Date : 06/01/2021, End Date : 06/30/2021, Clients with services, Disp
Most medical services in date span

Example Custom Build, Demographics

URN, Last Viral Load Lab Date, Last Viral Load Lab Value, Last RN Acuity
RN Acuity Level

Report Filter is empty


Presenter Notes
Presentation Notes
Click Report Filter. 


Building Custom Reports cont.

* Click Add.

* |n this example, we will
only be including clients
whose current
enrollment status is
Active.

CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Report Filter
Manage Move Up Move Down Delete Templates Back Print or Export

Report Filter

Search: |

Op Paren. Field Nair Is Not = | B=| 2= Mull Paren. Status


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.

o Se a r‘C h fo r t h e fi e I d to CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Report Filter

filter by Use Field | Back Print or Export
' Report Fields

 Select the desired field. earch[[anrol

. . Field Name Keywurnfs Previous Field Mar Description
 Click |d
C I C U S e F I e . Date of ADAF enrollment Demoagraphics ADAP Legacy Enrl |

ADAP enrollment stafus Demographics ADAP Legacy Enr ¢ Values:

Age at Enroliment Demographics Age at Enrollment ~ Client's age at enrol
Client pregnant at enrollment Demoagraphics Client is Pregnant a Returns: Yes or No
Days Enrolled Demoagraphics Days Enrolled Total days enrolled i
Enrollment date Demographics Enrl Date From services scree
Enrollment status Demographics Enrl Status From services screq
Enrollment status (old) Demoagraphics Enrl. Status Enroliment status pi

Enroliment status by date Demoaraphics Enrl. Status Bv Date Used to determine ¢



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.

CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Exar

Save Back

Criterion Details

Field Name: Enrl Status

Is Not: [

Null: | Active lh,

Inactive/Case Clogéjd
Incarcerated

Referred or Discharged
Relocated

Removed


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


Building Custom Reports cont.

Cl IC k Save. CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Ex:

Save | Back

Criterion Details

Field Name: Enrl Status

Is Not: [ |

= ' Active n

Null: [



Presenter Notes
Presentation Notes
Click Save. 



Building Custom Reports cont.

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

CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build = Criterion Details
Manage Add MoveUp Move Down Delete Templates Back Print or Export

Criterion Details
Search:

Paren. Operat§y Field Name Is Mot = = o= Null Paren. Status
Enrl Status Active Complete



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



Building Custom Reports cont.

C I | C k B a C k . CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Criterion Details

Manage Add MoveUp Move Down Delete Templates | Back | Print or Export

Criterion Details

Search: |

Paren. Operatc Field Name Is Not = = &= Null Paren. Status

Enrl Status Active Complete



Presenter Notes
Presentation Notes
Click Back.



Building Custom Reports cont.

o N ext’ We Wi | I S p e Cify t h e CAREWare Reports = Custom Reports = Manage/Run Custom Reports > Example Custom Build

date range. =

. . .
e Click Run Report. Example Custom Build

Start Date : 06/01/2021, End Date : 06/30/2021, Clients with services, Display Spe

sl Most medical services in date span
L '
Report Layout Example Custom Build, Demographics
: . URN, Last Viral Load Lab Date, Last Viral Load Lab Value, Last RN Acuity Level |
Field Selection RN Acuity Level
Report Filter Enrollment status = Active



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



Building Custom Reports cont.

CI IC k Ed It Pa rameters. CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Run Report
Edit Parameters] Selected Providers OpeninNew Tab PDF CSV  Excel Help Back

Run Report

FParameters

Date From: 06/01/2021

Date Through: 06/30/2021



Presenter Notes
Presentation Notes
Click Edit Parameters. 



Building Custom Reports cont.

* Enter the Date From and CAREWare Reports > Custom Reports > Manage/Run Custom Reports > Example Custom Build > Run Report > Edit
Date Th rough. Save | Cancel

e Check Show Clients with N
Service Only. Date From: |[06/01/2020

Date Through: §| 06/30/2020

* Check Show Clinical Review Year:

Run Report

Specifications. Show New Clients only: [
. Show Clients with Service only:
o CI'Ck SaVe. Show Specifications:



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.

o Click Open in NeW Tab CAREWare Reports » Custom Reports > Manage/Run Custom Reports > Example Custom Build > Run Report
)
Edit Parameters  Selected Providers |Open in New Tab | JPDF] | CSV ||Excel | Help Back
PDF, CSV or Excel.
i . Run Report
* Open in New Tab will :
o Parameters
Open the report In 4 Date From: 08/01/2020 =&
new browser tab Date Through: 06/30/2020 |
° PDF Wl” Open a PDF file Clinical Review Year: 2021
. Show New Clients only:
N a NEW browser tab Show Clients with Service only:
This iS bESt If the Show Specifications:

report will be printed.

e 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. @ Fovor cenccaion compete

View Example Custom Build

* Click View [Custom Report
Name] or Download [Custom
Report Name]. ®

e CSV export generation 15 now
complete.

Download Example Custom Build



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.

.l 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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