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This document describes the CAREWare data entry requirements for the Correctional 
Linkage-to-Care (CLTC) program.  
 
When to enter a client into CAREWare 
Enter a client into CAREWare when they have completed an intake form. 
 
Demographics 
All fields on the demographics tab are required, except for these optional fields: 

• Street address 
• Phone number and type 
• Asian subgroup, pacific subgroup, Hispanic subgroup 
• Eligibility status (leave as default: Not Eligible for Ryan White) 
• Provider notes 

 
 
Enrollment Status 
If a client is transitioned from CLTC to medical case management, keep the enrollment 
status as “Active,” but complete the CLTC close out fields on the Custom Fields tab (see 
instructions below).   
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HIV Status 
Select the appropriate HIV positive status for HIV positive clients. For HCV clients, select 
“HIV-negative (affected)” (even though the client may not be affected). If the client’s HIV 
status is unknown, leave this field blank. 

 

Eligibility Status 
Make sure to leave the eligibility as “Not Eligible for Ryan White.” 

 

Services 
Enter the date, subservice, and unit. Leave price as $0. The contract will populate 
automatically. As a reminder, units are 1 per 15 minutes for time-based services (e.g., face-
to-face or phone conversations). See the Subservices & Definitions document for a complete 
list of CLTC services.  

 
 
Referred by: 
This field will appear when the CLTC Intake/Initial Assessment service is selected.  
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Date of HIV/HCV Medical Appointment: 
This field will appear when the CLTC Linkage to Medical Care service is selected. Fill in 
Linkage type (HCV/HIV) and Confirmation of Linkage Date 
 

 

Correctional Referral Type: 
This field will appear when the CLTC Referrals (non medical) service is selected. Select the 
appropriate referral type. If your agency is funded for Medical Transportation for people with 
HIV, do not report that service for CLTC clients. Use this option for as long as CLTC clients 
are in the program. Options for Correctional Referral Type include: Financial benefits, 
Food/nutrition support services, Housing, Legal, Mental Health, Other, Other Support (HCV+ 
only), Peer support services, SSP/OEND, Substance use, and Transportation.  
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Annual Review 
Enter the client’s insurance and housing arrangement. Insurance and housing are both 
recorded on the CLTC intake form. All other fields on this tab – including poverty level - are 
optional.  

 
 
Encounters 
No fields on this tab are required for CLTC clients. 
 
Custom Fields 
Only the case manager name and CLTC fields (release date from jail, date closed out, and 
completion status) will appear, unless your agency is funded for other services that have 
their own custom fields (e.g., medical case management, ARCH, housing, and legal 
services). All fields are required, except for Case Manager Name, which is optional.  
 

 
Reason for Closing Case 
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