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This document provides instructions for running data quality reports, making data corrections,
running the RSR XML file, and transferring the file off of the remote server.
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2019 Changes

1. Changes to Client Level Report
Six variables modified
Nine variables removed (mostly clinical information)
e One variable added (date housing status collected)
o CAREWare will automatically generate the revised RSR.
2. Changes to RSR Instrument: Provider Report
o New: List of provider ZIP codes in service area and number of clients services in each
ZIP code
e Acustom report is available that produces the number of clients served by ZIP code
to upload to the HRSA web application.

Navigating to Reports
1. To navigate to the different reports, first log in to Massachusetts CAREWare.

X | CWs-Login x |+

a @ Customize 2
Add Client
1t of Health and Human Services Find Client

o)

sources and Services Administration Rapid Entry

My Settings

Submit

1 Login

Enter your CAREWare Username

Administrative Options
Switch Providers
Log Off

Username:

2. Click on “Reports” from the main menu.

3. This will bring up a Reports menu of different types of reports that can be run.

CAREWare Reports
@®CAREWare Reports
HRSA Reports RSR and ADR
Custom Reports Run or manage custom reports
Performance Measures Run or Manage Performance Measures
Client Data Reports Run reports on client information

Financial Report Setup and run the financial report
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Custom Reports

There are several Custom Reports that are available in CAREWare MA. To get to the Custom Reports
screen, go to the reports menu and click on “Custom Reports,” then “Manage/Run Custom Reports”
(below). When running Custom Reports, the desired report (1) and date span (2) will need to be
specified. When done, click “Run Report” (3) (below, right).

CAREWare Reports

®Custom Reports
@CAREWare Reports

[ Manage/Run Custom Reports ] Run or manage custom reports

HRSA Reports RSR and ADR
Run or manage custom reports. Export Custom Reports Export custom report definitions to a portable xml file
Performance Measures Run or Manage Performance Measures
‘ Lneod CL;??:]HIR;EMS ion Import custom report definitions from a portable xml file
Client Data Reports Run reports on client information
Financial Report Setup and run the financial report
TLS MISSIng Ryan Wh Ite Ellglblllty CAREWare Reports > Custom Reports = Manage Run Custom Reports
Th |S report ShOWS a ||St Of Cl IentS that are Manage Run  Add Delete Make Read Only Back Help  Print or Export
not eligible for receiving Ryan White Manage/Run Custom Reports
services. If your agency receives funding Sansi
th rough the MA Depa rtment Of PU b“C MName ’ CrossTab Report Type Description Read Only
. TLSMissingDemographics Demographics
Health a nd Sme |tS RSR report to H RSAy TLSMissingRyanWhiteEligibility Demographics
we recommend running this report USSR Senvice
. Viiral Load Suppression <=199 Lab
before you submit the RSR to make sure || reeue: b
it includes all of your Ryan White eligible viral Load Suppression >=200 Lab

clients. That way all of your eligible clients will be reported to HRSA.

1. Select TLSMissingRyanWhiteEigibility from the list of reports and select Manage 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

Search:

Name CrossTab Report Type Description Read Only
TLSMissingDemographics Demoagraphics

TLSMissingRyanWhiteEligibility Demoagraphics

TLSServiceDetailReport Service

Viiral Load Suppression ==199 Lab

Viral Load List (All Resulis) Lab

Viral Load Suppression ==200 Lab

2. Under the report page for TLSMissingRyanWhiteEligibility, select Run Report.

Lo 10

@TLSMissingRyanWhiteEligibility

i Start Date : 03/05/2017, End Date : 11/11/2019, Clients with services, Report Display as :
z Download as CSV
Report Layout TL SMissingRyanWhiteEligibility, Demographics
Field Selection Mame, Gender, DOB, Race/Ethnicity, Enrl Date, Enrl Status, Is RW Eligible?, Last RW

Service

Is RW Eligible In Span { Date Span Between 365 AND 0 days before the end date or as of
Report Filter date (11/11/2018 And 11/11/2019). AND Cross-Provider = No ) = No AND Has RW Funded
Service = Yes
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3. Inthe Run Report page, select Edit and modify the date range to the desired range. Then
save.
4. Click on “Run Report”.

CAREWare Reports » Custom Reports > Manage Run Custom Reports > TLSN CAREWare Reports > Custom Reports > Manage Run Custom Reports > TLSMi:
Edit RunReport Back Save Cancel

Run Report Run Report

Parameters Parameters
Date From: 3/5/2017 | Date From: |3/5/2017 =
Date Through: 11/11/2019 g Date Through: |11/11/2019 =
Clinical Review Year: 2019 Clinical Review Year: 2019
Qutput Display: Open in New Window
Show New Clients only:
Show Clients with Service only: ¢
Show Specifications:
Sum Numeric Fields:
5. The report will look like this:
CWB - mdavis x £ CW6 - TLSMissingRyanWhiteElic X +
[&] 8 testmdphcw.net/careware/rp/75bc9ad4-c91e-434d-b8c3-526a2d7bd869/f1/48b8c124-cT70c-457 c-ae8f-a36d4159d2f2%2FTLSMissingRyanWhiteEligibili
TLSMissingRyanWhiteEligibility
Data Scope: MDPH
Report Start Date: 03/05/2017
Report End Date: 111172019
Name: Gender: DOB: Race/Ethnicity: Enrl Date: Enrl Status: ls RW Eligihle?: Last RW
Service:
asd, asd Male 01/01/1970 Mot Specified 06/01/2018  Active Mo 09/05/2019
asd, asd asd Male 1011011970 Mot Specified 0170872019 Active Mo 01/08/2019
bet alpha test Female 07/05/1994 White (non-Hispanic) Active Neo 1210372019
Bond, James L Male 10/07M1977  White {non-Hispanic) 03/06/2012  Active Mo 122002018
Bouffet. Phosbe Transgender MtF 06/13/1970 More than one race Active No 06/05/2017
Brady, Tom M Transgender FiM 01/01/1975 Pacific Islander 01/30/2018  Active No 06/01/2018
edelman, fon Male 01/15/1979  More than one race 0171072019 Active Mo 01710/2019
-Johson, James Male 01/06/1999  Black or African-American 01/10/2018  Active Mo 0110/2018
Lugo, hector Javier Male 05/17/1980 Hispanic 01/30/2018  Active No 01730/2018
Pepe, Juan DeLaluma Male 09/09/1999 Hispanic 0173072018  Active No 0173052018
S, B Female 11111977 Hispanic 117292018 Active No 0111172019
Silva, Antheny E Female 1211211974  ‘White {non-Hispanic) 12/07/2012 Refered or Discharged No 06/11/2017
Smith, Bil Male 01/01/1970  White {non-Hispanic) 11/05/2018 Referred or Discharged No 1170572018
Testi, Test1 Male 01/01/198& More than one race 01/30/2017  Active Mo 037302017
Thunder, Alaska Transgender MtF 010111979 White (non-Hispanic) 107312018 Active No 062572018
Number of Records : 15
(Count is unduplicated across providers)
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Correcting Ryan White Eligibility Status
Follow these steps to update a client’s Ryan White Eligibility Status:

1. Navigate to the client record Demographics page and select “Eligibility”

Find Client > Search Results > Demographics
Delete Client  Back

®Demographics
Personal Info Name: azd, asd asd Gender: B
Change URN ADAD1010701U
Contact Informaticn No description supplied
Race/Ethnicity No description supplied

HIV Risk Faclors No description supplied

Wital Enroliment Status Vital Status: Alive Enrolled: 0¢

[ Eligibility ] Not Eligible for Ryan White

2. Click the “Add Record” link

Find Client > Search Results > Demographics > Eligibility > Add
View Add Edit Delete Back Print or Export

Eligibility History
3. Editthe date soit’s in 2018 (use 12/31/2018 if there isn’t a specific date where the client

became eligible)

Find Client > Search Results > Demographics > Eligibility > Add

Save Cancel

Add

Eligbility Date: |7/1/2019 )
Is Eligible: |Yes
Funding Source: |PartB

Comment:

4. Select “Part B” for the funding source and “Yes” for “Is Eligible”
5. Click Save



MASSACHUSETTS

‘careware

RSR Data Updates and Reports
February 2020

Correcting Missing ZIP Codes
This report shows a list of clients with missing ZIP codes. Run this report before you submit the RSR
to make corrections for clients whose ZIP codes were not filled in.

1. Under CAREWare Reports, select Performance Measures then Create Client List.

CAREWare Reports
CAREWare Reports » Performance Measures

@®CAREWare Reports Back

®Performance Measures
HRSA Reports RSR and ADR

Run Ferformance Measures Evaluate the current status of one or more performance measures
Custom Reports Run or manage custom reports

[ Create Client List ] Examine clients in the performance measure sections

[Peﬁormance IMeasures ] Run or Manage Performance Measures.

2. Tofind the missing ZIP code report, type “zip” into the search bar and the report will appear.
Select it by highlighting the row and click Use Selected to run the report.

CAREWare Reports > Performance Measures > Client List

Use Selected Back Print or Export

Client List
[Search.‘ zip ]
Code Na_me 3 Description
ZIPO Clients with missing zip code Produce list of clients with a missing zip code

3. Set the As of Date to 12/31/2019 then Create Client List.

Performance Measure Client List Settings

Performance Measure: |Clients with missing zip code
As Of Date: |12/31/2019

Performance Measure Section: |In Numerator

QOutput Format: |Real-time Lookup list
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4. A new tab will open with a list of clients. You can select a client by double clicking on their
name, or highlighting the row and click Go To Client, which will bring you to the Demographics
page of the client record where you can add their ZIP code. For clients with an unknown ZIP
Code:

a. Use ZIP Code of service location as proxy
b. If that is unavailable, report client’s ZIP Code as “99999”

RSR Data Updates and Reports
February 2020

Demographics

CAREWare Reports = Performance Measures > Client
Delete Client  Back

Go To Client Back  Print or Export

. . I . @®Demographics
Clients with missing zip coc
Search: Farsonal Info Name: Test, Test Gender: Male DOB: 01/01/2000
Client ) Viewed Change URN TSTS0101001U

Test, Test S 125 Doy 1.
" isy Lane
smith, rob l Contact Information I_ Somerset, MA

Clients by ZIP Code

This report will generate a list of clients and their ZIP codes. You will need to download and save this
list to upload when submitting the RSR. Most ZIP codes will begin with “O”, which will be dropped
when it is generated in a CSV. We will walk through how you can correct this.

1. Select Clients by ZIP code (RSR) from the list of reports and select Manage 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

Search: |zip
Name CrossTab Report Type Description
Clients by zip code (RSR) Demographics

2. Under the report page for Clients by ZIP code, select Run Report.

CAREWare Reports > Custom Reports > Manage Run Custom Reports > Clients by zip code (RSR)

Back

®Clients by zip code (RSR)

Start Date : 03/05/2017, End Date : 11/11/2019, Clients with services, Reg
[ e ] QOpen in New Window ’ ‘
Repert Layout Clients by zip code (RSR), Demographics
Field Selection ZipCode, CountOfClients

Zip code NOT NULL AND Has RW Funded Service In Span ( Date Span E
Report Filter months before the end date or as of date (11/11/2018 And 11/1172019). Al
=No ) = Yes AND Is RW Eligible In Span { Date Span Between 12 AND 0
end date or as of date (11/11/2018 And 11/11/2019). AND Cross-Provider
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3.

In the Run Report page, select Edit and modify the date range to the desired range. In the

Output Display, choose Download as CSV. Then save.

Date From:

Date Through:

Clinical Review Year:
Output Display:

Show New Clients only:

w Clients with Service only:

352017 =
11172019 |
2019

)

Download as CSV

Open in New Window

MASSACHUSETTS
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Show Specifications:

Open as PDF

Sum Numeric Fields:

4. Click on “Run Report”.

CAREWare Reports » Custom Reports > Manage Run Custom Reports > Clients by zip code (RSR) > Run Report

Edit RunReport Back

Run Report

Date From:
Date Through:
Clinical Review Year:

Output Display:

G
Parameters
31512017 B
1112018 |

2019

Open in New Window

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

Sum Numeric Fields:

5. Click Download Clients by ZIP code (RSR) in the pop-up window and save the file to your
agency folder.

° CSV export generation is now
complete.

Download Clients by zip code
(RSR)

File name: | Clients by zip code (RSR)

Save as type: | CSV File

= Hide Folders

Save Cancel

STTOW LTTETITS WITIT SETVICE Oy~ v
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For the next step, you will need to retrieve the file from the SFTP site. For instructions on how to log
in to the SFTP site, please see page 14 of this guide.

RSR Data Updates and Reports
February 2020

6. For ZIP codes starting with “O” you will need to reformat the column before you upload the
RSR. To do this, open the file in Excel, then highlight the column with the ZIP codes and right-
click within the highlighted area to select Format Cells.

g — v g M
A B | c Format Cells - M
1§|ZipCode JCountOfClients
I Mumber Alignmentl Font | Borderl Fill |Protection
2 1610 1
| Category:
3 1852 2 =
[ General e Sample
4 2110 1 Number ZipCode
H currency
] 2141 1 Accounting Type:
| Date —
6 2389 1 pate E
H ip Code +
7 2657 1 Percentage Phone Mumber
| Fraction Sodal § ity Numb
8 ‘ Scientific oda ECUrIt]f umber
| Text
.
Custom
Locale (location):
English (United States) E
Special formats are useful for tracking list and database values.
[ ok ][ canca |

7. Inthe formatting window that opens, select Special and then choose “Zip Code” from the list.
Then save. Your Zip Code column should now include the leading “0.”

B

: ZipCode [LountOfClie
01610 1

01852
02110
02141
02389
02657

FREN R T R STV R
e e L
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HRSA Reports
Click on “HRSA Reports” to get started.

CAREWare Reports

@CAREWare Reports

I HRSA Reports I RSR and ADR

Custom Reports Run or manage custom reports.
Performance Measures Run or Manage Performance Measures
Client Data Reperts Run reports on client information
Financial Report Setup and run the financial report

RSR Validation Report

The RSR Validation report provides a list of all errors, warnings and alerts that are built into HRSA’s
Electronic Handbook (EHB). Warnings and alerts indicate areas where data may be incorrect or
missing. However, not all warnings or alerts may need to be corrected. Warnings must have a comment
explaining the data in the EHB.

1. From the HRSA Reports menu, click on “RSR Validation Report”.

@®HRSA Reports
RSR Client Report Create the RSR client level data file
RSR Viewer View RSR files
| RSR Validation Report | View the RSR Validation Report
ADR Client Export Create the ADR Client Export
ADR Viewer View ADR files
ADR Validation Report View the ADR Validation Report

2. From the RSR Settings page, select Edit to adjust the reporting year. Then click Save and Run.

CAREWare Reports » HRSA Reports > RSR Validation Report Settings
@ Edit Filter  Filter By Funding Source Run Help Back

RSR Validation Report Settings

[Year: 2019 ]

Cross Provider Labs: ¢

Cross Provider ART:
Apply Filter:

Filter Description: |Zip code MOT NULL

10
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3. Click View RSR Validation Report from the pop-up to open the report table. From the table,
you can click any row with errors that need correcting by highlighting the row and clicking
View Client List or double clicking the highlighted row.

RSR Data Updates and Reports
February 2020

CAREWare Reports > HRSA Reports > RSR Validation Report Settings > RSR Validation Report

View Client List §Back Print or Export

RSR Validation Report

Search:
Severity & Errors

Category Validation Rule

Demographics Clients missing Housing Status Warning 9
Demographics Clients missing Poverty Level Warning &
Demographics Clients missing Medical Insurance Warning 11

4. Choose the client of interest and then click “Go to Selected Client” to be brought directly to
their record. Errors must be fixed before the RSR can be submitted.

CAREWare Reports > HRSA Reportz > R
Go To Client  Back  Print or Export

Clients missing Pove

Search:

Client : Viewed
smith, rob

MDPH, Testing

Jacks, Apple

Mazarian, Greg G

Haste, Holly

Edwards, Alyssa

Test. Test

fred, rogers patrick

11
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RSR Client Report Viewer

The Client Report Viewer shows frequencies of the data included in the RSR file, including a count of
missing data.

1. From the HRSA Reports menu, click on “RSR Client Report”.

@HRSA Reports
| RSR Client Report l Create the RSR client level data file
RSR Viewer View RSR files
RSR Validation Report View the RSR Validation Report
ADR Client Export Create the ADR Client Export
ADR Viewer View ADR files
ADR Validation Report View the ADR Validation Report

2. Make sure the Report Year is 2019 and click “Run” to generate the report. Once it is
finished, click Download RSR file in the pop-up window in the top right corner of the page.

CAREWare Reports > HRSA Reports > RSR Settings
Edit JEditFilter Run Help Back

RSR Settings .
[ Year: [2019 ] Report complete
Cross Provider Labs: ¢ Dﬂmlﬂad R_SR_ ﬁlc

Cross Provider ART:

Apply Filter:

Filter Description: |Report Filter is empty

3. A new download folder will open prompting you to save the RSR export file. Save this file to

your agency’s designated folder on the G drive where you will need to access it later in this
guide.

File name: | RSR_Export

Save as type: |XML Document v|

Hide Folders | Save | | Cancel |

4. From the HRSA Reports page, select RSR Viewer, then click Choose File to upload the RSR
export file saved in your agency’s folder.

CAREWare Reports > HRSA Reports > RSR Viewer
View RSRFile Help Back

RSR Viewer

RSR File Name| Choose File | 20§9_RSR_Export.xml Upload Completed Successfully. (25.38 KB of 25.38 KB)

12
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5. Once the file has finished uploading, click View RSR File. A new window will open where you
can view the components of the RSR. To select a category, highlight the row and click View
Client List, or just double click the row.

CAREWare Reports > HRSA Reports > RSR Viewer> MDPH 2019 RSR

View Client List § Back Print or Export

MDPH

2019 RSR

Search:

Category Count Percent
Total Clients (any service): 28 100%
Clients with Core Medical/CM services: 27 96.4%
Clients with QAHS/CM/Housing services: 27 96.4%
Clients with QAHSICM services: 27 96.4%
Clients with OAHS services: 0 0.0%
HIV+ Clients with OAHS: 0 0.0%
Female HIV+ Clients with OAHS: 0 0.0%
2. Vital Status (CAHSICM) 27

2. Alive: 24 88.9%

6. Within the category field you clicked, you can select the client record you wish to review.
Once you have viewed the client, an X will appear under the Viewed column to reflect which
clients have been reviewed.

Viewed
CAREWare Reports > HRSA Reports > RSR Viewer> MDPH 2019 RSR > Total Cli X
Go To Client | Back  Print or Export
o - X

Total Clients (any service)

X
Search:

X

Client Viewed

13
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Running the RSR
1. From the HRSA Reports menu, click on “RSR Client Report”.

@HRSA Reports
RSR Client Report Create the RSR client level data file
RSR Viewer View RSR files
RSR Validation Report View the RSR Validation Report
ADR Client Export Create the ADR Client Export
ADR Viewer View ADR files
ADR Validation Report View the ADR Validation Report

2. Make sure the Report Year is 2019 and click “Run” to generate the report. Once it is
finished, click Download RSR file in the pop-up window in the top right corner of the page.

CAREWare Reports > HRSA Reports > RSR Settings
mEdit Filter Run Help Back

RSR Settings .
[ Year: |2019 ] Beport complete
Cross Provider Labs: ¢ [}Qﬁrﬂl@ad RSR ﬁ_h-:

Cross Provider ART:

Apply Filter:

Filter Description: |Report Filter is empty

3. A new download folder will open prompting you to save the RSR export file. Save this file to
your agency’s designated folder on the G drive where you will need to access it later in this

guide.
File name: | RSR_Export v|
Save as type: |XML Document v|
Hide Folders Save | | Cancel |

14
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Connect to Secure File Transfer Protocol (SFTP) Site

1. Download WinSCP (https://winscp.net/eng/download.php) and install it on your computer

2. Alogin screen will appear.
a. Forthe host name, enter “mdphcw.ixn.com”
b. The port number should be 22 by default. Do not change it.

c. Enter your username and password for the CAREWare remote server (not the
CAREWare application itself).

B Y
B Login ' L= S
G Mew Site Session
File protocol:
SFTP -
Host name: Port number:
mdphcw.ixn.com 2=
User name: Password:
EE—— ..oo..o..oo.oo..ol
Save |v Advanced. .. |v
[ Tools V] ’ Manage - Login |V] ’ Close ] ’ Help
L d
d. Click “Login”

3. Your computer’'s documents folder will be shown in the window on the left side of the screen.
On the right side, you will see white space or any files that you've saved to the D drive from
CAREWare. Only users at your agency and JSI will be able to view these files.

To transfer files onto the server, navigate to your file in the left window. Select it, then drag it
to your to the right window.

5. To transfer files from the server to your machine, select the file in the right window and drag
it to the left window where you’d like to save the file.

6. That’s it! Click the X in the upper right corner of the window to disconnect.

15





