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Best Practice Data Entry Policies
1. Capitalization - All fields are to be entered in an upper/lower case format. The first initial of formal names are to be capitalized unless another format is deemed necessary.  
2. Unknown/Unreported – Never change known information to unknown/unreported if valid data exists

3. If you see valid data along with unknown data, please remove the unknown data

Demographics
[image: image1.png]@ customize

Demographics
"Client Report
Encounter Report
Drug Payments
Services

Annual Review
Case Notes

Custom Forms

Vital Signs

Hospital Admissions
Medications

Labs

Screenings

Screening Labs
Immunizations
Diagnoses

Sharing Requests
Referrals

Relations

Counseling and Testing
Pregnancy History

Find Client > Search Results > Demographics

Delete Client  Back

@®Demographics

Personal Info

Change URN

Contact Information

Race/Ethnicity.

HIV Risk Factors.

Vital Enrollment Status

Eligibility

Name: Testing, Abbottest G Gender: Refused to Report DOB: 04/04/1994

ABTS0404946U

1234 Testing Street

Normal, OK 88888

Asian (Filipino)

MsSM

Vital Status:

ive Enrolled: 08/01/2017 Current Status: Active

Not Eligible for Ryan White




  [image: image2.png]Eligibility

HIV Status

Common Notes.

Provider Notes.

Other Core Information

CW8 Special Info-mation

Linkage

Not Eligible for Ryan White

CDC defined AIDS HIV Date: 06/21/2009 AIDS Date: 06/21/2009

asdf

asdffffddd

View or Edit the client's Other Core Information information

View or Edit the client's CW6 Special Info-mation information

View or Edit the client's Linkage information





Key Fields
· CAREWare requires the following fields to produce an unduplicated client: First name, Last Name, Date of Birth and Gender.
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Personal Info

First Name: |Abbotest
Middle Name: |G
Last Name: [Testing

Preferred Language:

Gender: |Refused to Report ﬂ
Date of Birth: 4/4/1994 =
DOB Estimated?:
Sex At Birth: a
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Client ID:
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Client URN and Encrypted URN (eURN)
These are calculated by CAREWare. The eURN is created by taking the URN and applying an algorithm to create an encrypted value. URN can be modified to accommodate multiple clients with the same URN.
Notes:
URN consists of:
· First and Third letters of First name

· First and Third letters of Last name

· Date of Birth

· Gender – 1 = male, 2=female, 3=transgender, 9=unknown/unreported

· Unique character
· Shared – with other providers who serve same client

Encrypted UCI

This is calculated by CAREWare and used for the client level Ryan White Services Report (RSR) and ADAP Data Report (ADR)
Notes:
· Shared – with other providers who serve same client

Name Fields (First, Middle, Last)
Enter the client’s legal name
Notes/Tips:  

· Spelling of the name is to follow the legal format

· Ex, O’Connor (use the appropriate capitalization and use of characters)

· Ex, De La Client (use appropriate spacing of name as well)

· Seek clarity of names by verifying with an ID or legal documents

· Nicknames/aliases can be placed in the Common Notes field
· Required fields are First and Last name for CAREWare
· Shared – with other providers who serve same client
Gender
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Enter the gender the client identifies

Notes/Tips:  

· Self-reported field
· Shared – with other providers who serve same client

· Required field for CAREWare
· RSR required field
· ADR required field
· https://www.targethiv.org/
· Search for “RSR or ADR manual” to find more information
Date of Birth
Enter the client’s legal date of birth

Notes/Tips:
· Shared – with other providers who serve same client

· Required field for CAREWare
· RSR required field (Year only)
· ADR required field (Year only)
· https://www.targethiv.org/
· Search for “RSR or ADR manual” to find more information
Sex at Birth
Enter the client’s biological sex assigned at birth
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Notes/Tips:

· Shared – with other providers who serve same client

· RSR required field
· ADR required field
· https://www.targethiv.org/
· Search for “RSR or ADR manual” to find more information
Client ID
Enter an unique identifier for the client
Notes/Tips:

· Provider-specific field

· Used to identify clients between multiple systems

· Optional

· Not Shared
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Address Fields
Enter following the USPS guidelines for bulk mail
Notes/Tips:

· State field is used to build the County field

· If the client is homeless and does not have a mailing address, enter Homeless in the street address line

· Include in mailing label reports?
· Address will be added to a canned report which creates mailing labels
· Shared – with other providers who serve same client

Phone Number and Alt Phone Numbers
Enter the client’s contact phone numbers provided as needed
Notes/Tips:

· Shared – with other providers who serve same client
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Race and Subgroups 
Enter what race(s) the client identifies
Notes/Tips:  

· Self-reported field
· Subgroups include Asian and Native Hawaiian or Other Pacific Islander

· A client that has an unknown Ethnicity and no Race checked will report as unknown/unreported on the RSR and ADR
· Shared – with other providers who serve same client
· [image: image27.png]mvsews: [ 9
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Subgroups are required
· RSR required field
· ADR required field

· https://www.targethiv.org/
· Search for “RSR or ADR manual” to find more information

Ethnicity and Subgroups

Enter how the client identifies
[image: image28.png]Custom Tab 1

Custom Tab 2

Custom Tab 3




Notes/Tips:  

· Self-reported field
· A client that has an unknown Ethnicity and no Race checked will report as unknown/unreported on RSR and ADR
· Shared – with other providers who serve same client
· Subgroups are required

· RSR required field
· ADR required field
· https://www.targethiv.org/
· Search for “RSR or ADR manual” to find more information
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HIV Risk Factors
Select all factors the client identifies
Notes/Tips:

· Self-reported field

· Shared – with other providers who serve same client

· RSR required field

· https://www.targethiv.org/
· Search for “RSR manual” to find more information
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Enrollment Status
Enter the client’s status within your agency
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Notes/Tips:

· Provider-specific field

· Not Shared
· RSR required field

· https://www.targethiv.org/
· Search for “RSR manual” to find more information

Enrollment Date
Enter the date the client was first enrolled at your agency
Notes/Tips:
· Provider-specific field

· This should reflect the 1st date a client was seen even if they have come and left your agency several times
· No services can be entered before this date
· Not Shared
· RSR required field
· ADR required field

· https://www.targethiv.org/
· Search for “RSR and ADR manual” to find more information

Vital Status
Enter the client living status to the best of your knowledge
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Notes/Tips:

· Unknown should not be used

· Please use this field carefully as the client will show up as deceased on all providers
· Shared – with other providers who serve same client
· RSR required field

· https://www.targethiv.org/
· Search for “RSR manual” to find more information

Date of Death
Enter the date a client was deceased to the best of your knowledge
Notes/Tips:
· Shared – with other providers who serve same client
Case Closed Date

Enter the date a client was closed or left your agency
Notes/Tips:
· Provider-specific field

· This will not let you enter any services past that date
· This should reflect the last date a client was closed even if they have come and left your agency several times
· Not Shared

Services may be entered after a deceased date (for example, when some case management is performed) but not after a case closed date and not before the enrollment date.
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Eligibility
Enter a record when the client is enrolled into Ryan White services and update the record if the client is no longer enrolled in services
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 Notes/Tips:
· This status is used to enter a client onto the Ryan White Services Report (RSR)

· Is Eligible indicates they are Ryan White funded or Not
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Funding Source is populated by the contracts set up in CAREWare

· Can be Shared
· RSR required field
· ADR required field

· https://www.targethiv.org/
· Search for “RSR or ADR manual” to find more information
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HIV Status and Diagnosis Dates
Enter client’s current HIV Status and the date(s) the client was originally diagnosed with either HIV or AIDS
Notes/Tips:

· Once a client has been diagnosed as AIDS, they must be reported as AIDS

· The status may change from HIV to AIDS
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The status would not change from AIDS back to HIV

· The Date fields will become active depending on the HIV Status that is selected

· Use an estimated date as needed
· Be sure to ask the client for the earliest date they were diagnosed
· Shared – with other providers who serve same client

· RSR required field
· ADR required field
· https://www.targethiv.org/
· Search for “RSR or ADR manual” to find more information
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Common Notes
Enter information about the client that can be shared with other providers who serve the client
Notes/Tips:

· A good place for nicknames/aliases
· Shared – with other providers who serve same client
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Provider Notes

Enter information about the client that is useful for your agency staff
Notes/Tips:

· Not Shared

Custom Tabs
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Used to place custom fields/data needed to collect agency specific or other reporting requirements



Notes/Tips:

· Tab names can be customized

· Individual fields can be shared if they are activated at multiple providers

· Optional

Services

[image: image13.png]® customize
Demographics
Client Report
Encounter Report

Drug Payments
Services I
inual Review

Case Notes
Custom Forms

Vital Signs

Hospital Admissions
Medications

Labs

Screenings
Screening Labs
Immunizations
Diagnoses

Sharing Requests
Referrals

Relations

Find Client > Search Results > Demographics > Services > Add Service

Next

Back

Add

Client: [Client New

Date: [8/23/12019 =

sevieetame: [ 10

Community Vitals
Dental Cleaning
dental_Kevin's Clinic
Home Healthcare Nursing
Non MCM

olame

Outpatient

Rehousing

STD Education



   [image: image14.png]Find Client > Search Results > Demographics > Services > Add Service > Add Service

Save | Back

Next

Client: [Client New

Date: |8/23/2019

it

Service Name: [Community Vitals
Contract: |Home and Community Based Health [
Units: 1
Price: [0.01 s

Total: [0.01 S




Services entered for a client are very important for correctly reporting to HRSA on the RSR. Services are set up under the Contract module and should be reviewed every year for changes or updated when a change occurs. Each agency may use CAREWare to enter services and data for other Ryan White and other funding sources but use caution to NOT set up the contracts, so the data is reported on the RSR.

Please note there is a requirement for RSR reporting called “Eligible Scope” that began January 2015 that an eligible client would have all services reported during their eligibility period regardless of payer source (See glossary to search definition). 


Notes/Tips:

· Service Name - list is specific to each agency
· Date – date the service was provided NOT entered into CAREWare
· Data entry can be done at any time

· Can be Shared

· RSR required field (by service category)
· https://www.targethiv.org/
· Search for “RSR manual” to find more information

Annual Review
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Insurance Assessments
Enter all sources of the client’s medical insurance
Notes/Tips:
· This is reported by the client and verified at Eligibility Certification/Recertification
· Shared – with other providers who serve same client

· RSR required field
· ADR required field
· https://www.targethiv.org/
· Search for “RSR or ADR manual” to find more information
Poverty Level Assessments
Enter the client’s household size and household income per approved documentation
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Notes/Tips:
· This is reported by the client and verified at Eligibility Certification/Recertification

· Shared – with other providers who serve same client

· RSR required field
· ADR required field
· https://www.targethiv.org/
· Search for “RSR or ADR manual” to find more information
Housing Arrangement
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Enter the current type of residence the client identifies as living
Notes/Tips:
· This is reported by the client and verified at Eligibility Certification/Recertification

· Homeless would be reported as unstable

· See RSR manual for definitions

· Shared – with other providers who serve same client
· RSR required field

· https://www.targethiv.org/
· Search for “RSR manual” to find more information
Clinical Data
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Vital Signs

Enter the client’s vital information as needed at your agency 

Notes/Tips:

· Optional
· Can be shared
Medications

Enter the client’s current regiment of ART (Antiretroviral Treatment) and PCP prophylaxis medications

Notes/Tips:
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A Medications Import file is created by jProg and needs to be imported
· Download file at:

https://hab.hrsa.gov/program-grants-management/careware 

· Medications need to be activated prior to data entry
· Can be shared
· ARTs are required

· RSR required field

· https://www.targethiv.org/
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Search for “RSR manual” to find more information
Labs
Enter the client’s laboratory results as needed at your agency 
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Notes/Tips:

· CAREWare has a list of laboratory tests built in and allows you to create new tests as needed
· Can be shared
· Viral Load and CD4 counts are required
· RSR required field
· ADR required field
· https://www.targethiv.org/
· Search for “RSR or ADR manual” to find more information
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Screenings

Enter the client’s screening results as needed at your agency 

Notes/Tips:

· Optional
· CAREWare has a list of screenings built in and allows you to create new tests
· Can be shared
Screening Labs
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Enter the client’s screening laboratory results as needed at your agency

Notes/Tips:

· CAREWare has a list of screening laboratory tests built in and allows you to create new tests
· Can be shared
· syphilis screening is required

· RSR required field

· https://www.targethiv.org/
· Search for “RSR manual” to find more information
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Immunizations


Enter the client’s immunity results as needed at your agency 

Notes/Tips:

· Optional
· CAREWare has a list of immunizations built in and allows you to create new tests
· Can be shared
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Diagnoses

Enter the client’s medical diagnoses as needed at your agency 

Notes/Tips:

· Optional
· CAREWare has a list of IDC 10 codes built in
· Can be shared
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Pregnancy History


Enter each female client’s pregnancy information
Notes/Tips:

· LMP means Last Menstrual Period

· RSR required field

· https://www.targethiv.org/
· Search for “RSR manual” to find more information 

ADAP Data
CAREWare is used to manage the eligibility status of a client’s ADAP eligibility and renewal progress. This system does not have the capabilities to pop up messages regarding client status and requires each end user to understand which screens must be reviewed to determine the current client status. 
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ADAP Enrollment History
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Enter a record when the client is enrolled into ADAP services and every time they recertify their enrollment
 Notes/Tips:
· Provider-specific field

· Enrolled means the client has completed or recertified the ADAP application
· This status is used to enter a client onto the ADAP Data Report (ADR)
· The ADR also records if a client recertifies based on the dates after the first ADAP application received
· Not Shared

· ADR required field

· https://www.targethiv.org/
· Search for “ADR manual” to find more information
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ADAP Enrollment Status 

Enter the date the client completes and each update to the ADAP application within your agency

Notes/Tips:

· Provider-specific field

· ADAP Enrollment Status and Latest Enrollment Date is populated by the Date and Enroll Status under Enrollment History

· Not Shared

· ADR required field

· https://www.targethiv.org/
· Search for “ADR manual” to find more information
ADAP Vital Status
Enter the client’s living status to the best of your knowledge
Notes/Tips:

· Unknown should not be used

· Please use this field carefully as the client will show up as deceased at all agencies
· Shared – with other providers who serve same client

· ADR required field

· https://www.targethiv.org/
· Search for “ADR manual” to find more information

ADAP Drug Payments

Enter the payments for each medication paid by ADAP for an uninsured client (340B)


Notes/Tips:

· A default Dispense fee can be added 
· Medication include ARTs, Hepatitis B and Hepatitis C medications

· An ADAP Medication Import is created by jProg and needs to be imported

· Download file at:

https://hab.hrsa.gov/program-grants-management/careware
· Drugs need to be added to the formulary prior to data entry

· When new medications are not available to be imported, placeholders can be created to continue entering data
· ADR required field

· https://www.targethiv.org/
· Search for “ADR manual” to find more information 
ADAP Insurance Services
Enter payments for medical insurance which includes co-payments, deductibles, full or partial premiums depending on the client’s needs (medical or medications out-of-pocket expenses)


Notes/Tips:

· The Service Names are built into CAREWare
· Premiums paid for ACA/Obamacare/FFM medical insurance plans should recorded as an “Other health insurance premiums – full payment (ADAP)” service
· ADR required field

· https://www.targethiv.org/
· Search for “ADR manual” to find more information 
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Price: [0.00 s

Total: |0.00 s




Seeking Assistance
1. For technical assistance related to data entry elements, reporting or other issues, please contact Triyoung Inc
a. rwsupport@triyoung.com
2. For CAREWare functionality questions, please contact CAREWare Help Desk 
a. 877-294-3571

i. 12 pm - 5 pm ET - Monday, Wednesday, Friday

ii. 10:30 am - 6:30 pm ET - Tuesday and Thursday

b. cwhelp@jprog.com
3. For RSR and ADR questions, please contact Data and Reporting TA (DART)
a. 888-640-9356
i. Hours: 10am - 6:30pm ET, Mon – Fri

b. https://targethiv.org/ta-org/data-support
Glossary
https://www.targethiv.org/library/glossary
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