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 6:
Admin Training

Topics:

" The basics of CW6

= Accessing the CW6 website
= Log-into CW6

=  Change your password

= Find a client

= View/Edit services

= Run financial reports


Presenter Notes
Presentation Notes
Module 6 is specifically for administrative staff, and will cover the basics of CAREWare 6, accessing and logging in to CAREWare and changing passwords, finding clients, viewing or editing services, and running financial reports. 


CAREWare 6: The Basics

B cwé - lyantz P8l (. CW6 - Pan, Peter

CW6 has new features including: ryv— T —— Y
o Sea rch fields. it Apps Bl ASIFlex Websites @ CCP- Monthly Park.. . CWETEST ' CWHelp | Latest CW6 builds » | [E Reading list
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ﬁ Training > Pan, Peter ( Sinfi)date: 8/4/1986, Last .
. . Vs service:) |y JProg
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the page.
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Presenter Notes
Presentation Notes
CAREWare 6 has new features, including search fields and drop-down menus. There are some navigation features to be aware of, including a a scroll bar on the righthand side of the page, and breadcrumbs on the top of the screen to help you track your steps through the database. Clients will open in new tabs, so be sure to close out all tabs that open in your browser when you are finished. And finally, the web browser tab will list the client's name, date of birth, and date of last service.



CAREWare 6 Database Access

New users must complete the
CAREWare Add/Delete Form

and Confidentiality Agreement

to gain access to the site.

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

users when needed.

Submit Print Save Reset

PUBLIC HEALTH DIVISION Oregon
HIV Community Services Program e a
-Authority

Date: Provider or agency:

The new user will receive confirmation via email when this requested change has
been completed. If deleting a current user, the manager submitting this form will
be notified.

| would like to: | | Add auser | | Delete a user Effective date:

| No longer employed by agency

I ulete, reason: | Role within agency has changed

Username:
Phone number: |Emai| address:
Job title or | | Case manager or care coordinator | | RN or ACRN
position: [ Supervisor | | Intake coordinator
User's job title:
Special || Acuity forms || Case note author
requests: || Access to CAREASssist eligibility report
[ AdA tn etaff Aran doawn (far reainnal madal anh\



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


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

CAREWare 6 Website

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



Presenter Notes
Presentation Notes
You can access CAREWare at the website listed on the slide. 

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

Privacy Message

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

A

Your connection is not private

Attackers might be trying to steal your information from careware.oregon.gov (for
example, passwords, messages, or credit cards). Learn more

MET::ERR_CERT_DATE_INVALID

Q To get Chrome's highest level of security, turn on enhanced protection

Advanced | Back to safety



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



Privacy Message cont.

* This is okay!

* This is a browser prompt. CAREWare is bound by the security network of
your agency.

* CAREWare is encrypted end to end and is safe to use.


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



Privacy Message cont.

To navigate past this page, click
Advanced. A

Your connection is not private

Attackers might be trying to steal your information from careware.oregon.gov (for
example, passwords, messages, or credit cards). Learn more

MET::ERR_CERT_DATE_INVALID

Q To get Chrome's highest level of security, turn on enhanced protection

‘ Advanced | Back to safety



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


Privacy Message cont.

A

Your connection is not private

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

Attackers might be trying to steal your information from careware.oregon.gov (for
example, passwords, messages, or credit cards). Learn maore

MET::ERR_CERT_DATE_INVALID

Q To get Chrome’s highest level of security, turn on enhanced protection

This server could not prove that it is careware.oregon.gov; its security certificate expired

397 days ago. This may be caused by a misconfiguration or an attacker intercepting your
connection. Your computer's clock is currently set to Thursday, July 29, 2021, Does that
look right? If not, you should correct your system's clock and then refresh this page.

I Proceed to careware.oregon.gov {unsafell



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



Privacy Message cont.

This should take you to
the main CAREWare 6

&
Ryan White & Global HIV/AIDS Programs

Login

I,
“se]Prog

login page.

Enter your CAREWare Username



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



Logging In

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

* Enter your CW password and click
Submit.

Submit

Login

Username: ||

Login

Submit

Enter your CAREWare Username

Cance

Login

Password: I

Enter your password



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


Provider Main Menu

The provider main menu appears on
the left side.

. Customize
Provider Summary
Add Client

Find Client
Reports

Rapid Entry

-

My Settings
System Information

System Messages
Administrative Options
Switch Providers

Log Off


Presenter Notes
Presentation Notes
The provider menu will appear on the left side and has many useful options.


Provider Summary

Provider Summary (2 Charts As of 12:01 AM)
New Clients
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Numerator: 58 Clients
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11/21/2020 03/21/2021 07192021

Numerator: 1280 Clients 1277 Clients 1288 Clients

Not in Num: 1222 Clients 1229 Clients 1242 Clients Notin Num: 139 Clients 125 Clients 137 Clients



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



Changing your CW Password

Users can change their password by

Ny Settings
clicking My Settings from the main e
menu, then clicking Login Password.
®My Settings
\, Login Password

Security Questions

User Info

Change My Password

Security Questions feature not enabled

Change My Contact Info


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


Changing your CW Password cont.

A new screen will T P —
prompt the user to Save | Cancel

enter a new password Login Password
twice. Click Save when New Password: |
completed. SR



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



Finding a Client

Click Find Client from the main
menul.

'.' Customize
Provider Summary
Add Client

Find Client
Reports
Rapid Entry

=
= -
" (R

My Settings
System Information

System Messages
Administrative Options
Switch Providers

Log Off


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


Finding a Client cont.

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

Search.

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

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

Find Client

Client Search

Find Client

Last Name: | |

First Name: | |

DOB: | s

ClientiD: | |

URMorEURMN:
l— To search for an inactive

Encrypted UC—P’[. client, uncheck this box.

Active Only:


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



Finding a Client cont.

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

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

Search Results > Search Results

View Details| Custom Forms Back  Print or Export

Search Results

URN EURN
BTMN0916001U  P1n+iOvk1

Encrypted UCI Match Type
4E473DC20C4951Z Soundex

Search: | ma

Last Nanv1e First Name DOB Client ID
Man Bat 9/16/2000

Man Super 5/10/1965

SPMNO0510651U  AuPeY6hki

C987086002447B5' Soundex



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



Finding a Client cont.

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

Search Results > Search Results

View Details Custom Forms Print or Export

Search Results

Search: |

Last Name First Name DOB

Cliem


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


Adding Client Services

e To enter a new service into

CAREWare, navigate to the client ® Customize
record. ~lient Summar

 Click Services on the main menu. Demographics
Client Report

ncounter Report
Services

Annual Review

Case MNotes
Custom Forms
Vital Signs


Presenter Notes
Presentation Notes
To enter a new service into CAREWare, navigate to the client record. Click Services on the main menu, and then click Add.



Adding Client Services

Click Add.

Find Client ® Search Results > Demographics > Services

View Celete Receipts Help  Print or Export

Services



Presenter Notes
Presentation Notes
To enter a new service into CAREWare, navigate to the client record. Click Services on the main menu, and then click Add.



Adding Client Services cont.

[ ] Enter the Date Of FindCIient>SearchResults:-I]emo:,]rﬂphics:-ﬁervioes
. Save AndAdd  Add Receipt Back
service, not the date of e
data entry.
Date: |07/29/2021 |=5]
o SElECt the Ser‘V|Ce |n Contract: :OHAFY20-21 TRAINING ONLY g
. Service Category: | Case Management (non-medical)
the SerVICe Name drop Service Name: | Intake Coordination General (IC)
H Units: |1
dowp menu, or type in e
the first few letters of o $ ;

the service name and
CAREWare will display
matching services
within the list.


Presenter Notes
Presentation Notes
On the Add Service screen, enter the Date of service not the date of data entry. Select the service from the Service Name drop-down menu, or type in the first few letters of the service name and CAREWare will display matching services within the list.



Adding Client Services cont.

 The next screen will show the Contract associated with the selected subservice
name.

e Enter the quantity of Units provided; CAREWare will default to 1.

* Enter the Price of the unit if applicable; CAREWare will calculate the Total.
* Add Service Comment if needed.

e Select the Care Coordinator associated with the service.
e Click Save.

Note: Additional service fields may be required to be completed depending on the
provider or subservice.


Presenter Notes
Presentation Notes
The next screen will show the Contract associated with the selected subservice name. On this screen, enter the quantity of Units provided. CAREWare will default to 1. Enter the Price of the unit if applicable and CAREWare will calculate the Total. Add Service Comment if needed and select the Care Coordinator associated with the service in the Project Staff field, then click Save. Additional service fields may be required to be completed depending upon the provider or subservice.



Adding Client Services cont.

| save | saveAndAdd Add Receipt Back

Cutie Pie

O7/20/2021

OHAFY 20-21 TRAINING ONLY
Case Management (non-medical)

Intake Coordination General (IC)




Editing Client Services

e Select the service to edit in the
Services list.

e Click View.

Find Client = Search Results > Demographics > Services

Add Delete Heceipts Help Print or Export

Services

Search: |

Date Subservice Contract Units
071572020 Non-RM Attempt Cit Non RW Funded Fy 1



Presenter Notes
Presentation Notes
To edit client services, select the service to edit in the Services list and click View.



Editing Client Services cont.

Click Edit on the next screen and
make the needed changes.

Find Client > Search Results > Demographics > Services > View

Edit | Receipts Back

View
Provider: Folk County Health Department
Date:  7/15/2020 |
Crrmern kamnune Mnann_BP Al AHamnt 1 Cantact


Presenter Notes
Presentation Notes
Click Edit on the next screen and make the needed changes, and then click Save.



Editing Client Services cont.

Click Save.

Find Client > Search Results > Demographics > Services > View > Edit

Cancel
Edit

Provider: Polk County Health Department



Presenter Notes
Presentation Notes
Click Edit on the next screen and make the needed changes, and then click Save.



Deleting Client Services

Select the service to be deleted, then
click Delete.

Find Client = Search Results > Demographics > Services

View Add Receipts Help  Print or Export

Services

Search: |

Date Subservice Contract Units
07/15/2020 MNon-RM Attempt Clit Non RW Funded Fy 1



Presenter Notes
Presentation Notes
To delete client services, select the service to be deleted and then click Delete.



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 Reporis

Custom Reports

FPerformance Measures

Client Data Reports

Financial Report

Administrative Reports

RDR

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.

* Enter the Begin Date and e T T ——
End Date. Financial Report Settings

Begin Date: | | &

* Click on Funding Source LI
Filter.

Include Subservice Detail?:

]
Include Provider Information?: [
Pull Amount Received from receipts in the date span?: [

L]

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

Funding Source Filter

sEan:n_lﬁl
Select Funding Source
OHA Program Income
] OHA Program Incomes
] Cther 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 vy s £ [ ][75] b o
Detail? and Include Provider Financial Report Settings
Information? check boxes. . .

 Check Apply Filter if a filter is
desired.

® CIiCk Run Or PDF. Include Subservice Detail?:

Include Provider Information?:
® Run Wi” Open the report in a neW Pull Amount Received from receipts in the date span?: [

Apply Filter: [

browser tab.

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

Filter Description: Report Filter is empty


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.

0 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



Thank you

Please download a copy of the CAREWare 6 User Manual.

.I CAREWare 6 User Support Website


Presenter Notes
Presentation Notes
Please 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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