massacuseTts | DATA ENTRY TIP SHEET
' careware | Eor NEW CLIENTS

Search for the client to make sure . .
. . . This figure shows how to add a new client, the
their record does not already exist Add Client o
in CAREWare. See “CAREWare Client ;:'soiiem
Searching Tip Sheet.” Rapid Entry
Appointments
. . My Settings
Only enter new clients into CAREWare System Information
after the initial Intake or first client SyEm e naee
. Administrative Options
service has been completed at your Switch Providers
agency. Work from top to bottom as you Log Off
click on the tabs in RW CAREWare:
- Demographics, Service, and Annual When entering compound or hyphenated names,
Review, completing ALL required fields Last Name: |QConnor Jr | | do not leave any spaces or use apostrophes. For
and dropdowns. First Name: |Wi||iam | example: William O’Connor, Jr. should be entered as:

Last Name: OConnor Jr, First Name: William. Enter a
« Enrollment Date AND Eligibility History Middle Name: | | suffix (such as Jr, Sr, Ill) after the last name.

record will now need to be manually Gender: |Male B - Avoid embedded spaces, special characters,
entered for all new clients! including hyphens (' - & etc.), and accent marks.
irth: |11/241984 k=
Date of Birth | |E «  Place middle names (or initials) in the middle
Ask the client to provide their legal name, TIEEne @ ?:[‘;;ﬁeld only (neverin first- or last-name
1 .
official date of birth and self-reported ick “ jent” i i
o~ P Click !\dd Client tf’ save the information. . Do not use nicknames (i.e. “Ken” for “Kenneth”)

gender. It is important to use the same The client record will appear. , .
. . . . « Ifaclient has two last names enter both into the
information consistently over time to last name field. If the client has a legal ID, enter
avoid creating duplicate client records in the name as it is stated on the ID.
CAREWare. « Iftheclient has conflicting documentation,

[Note: If there is a change in the gender and/ verify the correct name with the client.

or legal name for an existing client, update
the information in the existing client record.
Never create a new client record.]

TechTIP!: Run the RSR Data Validation Report and all Custom Missing Data Reports every month.
Ensure zero (0) # Errors are listed for each Data Validation Rule, and ‘No records were found. The report
will not be displayed.’ for each missing data.

Questions? Contact J)SI at CAREWareMAhelpdesk@jsi.com
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CAREware Data Entry Tip Sheet for New Clients

Contact Information

Addresses should use the same
format as United States Postal
Service website. For example: 123 N
Main St Apt 3 (without punctuation,
with abbreviations).

® cusiomize
Demographics
Client Report
Encounter Report
Services

When reporting the HIV Status:
be sure to fill in the corresponding
HIV+ Date (date of HIV diagnosis,
if known) and AIDS Date (date

of AIDS diagnosis, if known), as
applicable. When selecting the

Annual Review
Case Notes

Medications
Labs
Screenings
Screening Labs

O Address: 123 Main Street

o

State: [Massachuselis

County: [Worcester
Zip Code:
orons:
Prone Tpe:

Demographics
Delete Client  Back

®Demographics

Personal Info Name: O'Connor Jr., William Gender: Male DOB: 07/08/1994

Change URN WLOC0708941U

44 Famsworth Street

Contactnformation | 5o ceMERRT 0

Race/Ethnicity White

HIV Risk Factor(s): this refers to
client's current risk factor(s) for HIV
infection, which may not necessarily
be the initial mode of HIV infection.

Diagnoses

Lisec

HIV Risk Factors MSM AND IDU

fatus  Vital Status: Al urrent Status: Active

Eiigivlty Ryan White Eligible

HIV-positive (not AIDS) HIV Date: 12/30/2018

i

Search Change Details
Duplicate Client

Performance Measure
Status.

Close

Provider Notes No description supplied

MassCARE View or Edit the client's MassCARE information

Custom Fields View or Edit the client's Custom Fields information

Vital Enrollment Status

Status: |Active

Enroliment Date:

wume  Off

Latest Eligibility Status: |Not Eligible for Ryan White |

The Enrollment Date (mm/

o dd/yyyy) should be the client’s
. :: - First service (Intake) at your

Race/Ethnicity (o}

Asian:

Asian Inofan:

Asian Chinese:

Asian Filipino:

Asian Japanese:

Asian Korean:

Asian Vietnamese:

Asian Other:

Black or African American:
American Indian or Alaska Native:

Other:

agency. A Case Closed Date is
required anytime Enrollment
Status is not ‘Active’. If the Vital
Status is reported as ‘Deceased’,
a Date of Death is also required.

Enter Ethnicity and Race, and
Hispanic Subgroup and/or Race
Subgroup (if applicable). These
are required in CAREWare, do not
leave either section ‘Blank’ unless
the client refused to provide.

@l

O @&

Remember to complete all sections
under the Annual Review tab,
including, Insurance and Federal
Poverty Level. At a minimum, review
and update this information at the
end of the calendar year before

RSR submission. (For clients with

no income, enter zero (0) in the
Household Income field, CAREWare
auto-fills the dollar sign and decimals,
to show $0.00; and will calculate the
Poverty Level percent (%), once the
household size is entered.)

Back

Annual Review Summary

Annual Data

@®Annual Data

Poverty Level Assessments

Annual Custom

Annual Data> Insurance Assessments

View Add Edit Delete BringForward Back Help Pri

Insurance Assessments

Search:|

Date
08/04/2019

Primary Insurance Secondary Insurar High Risk

Medicare Part A/B

Annual Screenings

\nnual Data > Insurance Assessments > Add
Insurance Assessments Add

T —
Primary nsurance: Medcare PariAB

Private Individual:

Private Employer: |/
Medicare Part AIB: ¢
Medicare Part D: ||

Fullis:

Quarter 1
Medicare (Part unspecified): |-
Medicaid: |
Quarter 2 VA, Other Military: |
ms: L
Quarter 3 Annual Data > Poverty Level Assessments > Add > Edit
Save Cancel
Quarter 4 Edit

N T r—
Housenold Size:

Household Income: s

Individual Income: s

Complete other Annual Screening fields, Housing Arrangement;
HIV Risk Reduction Counseling, Mental Health and Substance
Abuse, as applicable. At a minimum, review and update this
information at the end of the calendar year before RSR submission.
[The HIV Primary Care field is obsolete and can be disregarded.]

Annual Review
information should
be verified every year,

Annual Data > Annual Screenings > Add

\flewMEdit Delete Bring Forward Back Help Print or Export

Demographics > Annual Data > Annual Screenings > Add

Save Cancel every Six (6) months
Add for recertifications;
specifically, Income and
ba: [22209 @ Insurance. If there are
et B 1o changes - the ‘Bring
) Y Pnen = , 8 orward feature may be
Counseled By: HIV Risk Reducfion Counseling
Housing Arrangement Used.
Mental Health
Substance Abuse

TechTIP!: Schedule regular time throughout the week and month, to enter and correct client-level data in CAREWare and avoid waiting until the last day of the month.

Questions? Contact J)SI at CAREWareMAhelpdesk@jsi.com
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