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Welcome!

CAREWare Quick Starts will walk you through the basics of setting up, managing and
using basic CAREWare functions. They’re not a replacement for the CAREWare User
Manual, which is where you’ll need to go to learn about more advanced functions. This
material is for non-technical users who just need to get information in and out of
CAREWare with no worries.

About This Guide #2:
Setting up Contracts and Services

It does NOT cover merging subservices, service sharing between providers, or other
more advanced topics. For that you’'ll need the full user manual.

Guides in this series:

Downloading and installing CAREWare

Setting up contracts and services

Entering Clients and their Service and Clinical Data

Customizing tabs and fields

Customizing clinical data

Working with CAREWare’s prebuilt reports (including the Ryan White
Annual Program Data Report)

7. Creating basic custom reports

Creating more advanced reports

User and System administration
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First Things First

What are contracts?

CAREWare has been set up to mirror the way services are handled in the real world: for
instance, your agency many have a contract to perform case management services,
and the contract is funded by Part B (formerly RW Title II). Under that contract, you
perform a variety of subservices — intakes, medical case management, chart updates,
etc. What you'll be doing in CAREWare is setting up your data entry to reflect that. That
contract might also have multiple sources of funding—Part B and Part C, and your
contract will need to reflect that; CAREWare allows you to accommodate this as well.

Remember: At least one contract must be set up in CAREWare before you can begin
entering services!

What do | need to get started?

. You'll need to decide if your contracts are going to be Central (only
editable by the user with access to Central Administration) or Provider
level (editable only by users with access to the Provider domain and the
necessary permissions). If you are a stand-alone provider (for example a
Part C or D grantee that receives no other Ryan White Program funding),
we recommend making all your contracts Provider level, but you will want
to make sure that not all users in your agency have the right to modify
contracts (see appropriate guide for details on restricting rights for user
accounts).

Setting Up Contracts

1. Log into CAREWare as either Central or Provider.

f B

Central Adminiztration
Drefault

2. Select Administrative Options from the main menu.
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Department of Health and Human Services Add Client System Messages
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Health Resources and Services Administration .
Beports 11 Qutgoing Referralz

Refresh Messages
v Settingz
Log OHf

Select Contracts.

Administrative Options

Setup Wizard Employee Setup
Prowider/Uzer Manager Swztem Information
Custom Features Clinical Encounter Setup
N Contracts Change Prowvider Logo
Huality of Care Options Scheduler Setup
|nternational Options Beqgimen Setup

=L Import/E=part Options Pharmacy Supplier

[Beta]
COP Expart [Beta] Appaintment Purpose
ART meszaging Back ta Main Menu

The Service Contracts menu will appear.

If you have imported your database from CAREWare 3.6, you will see the
contracts CAREWare has automatically created based on the service setup

you performed in 3.6. In this sample database, imported from 3.6, the

services were entered with an “unspecified” or “not currently funded” funding

source.
Click Add to enter a new contract. The Contract Editor appears.
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Service Contracts

Manage Subservices ‘

Frovider:

Mame: Start Date: Stop Date:; Funding: Central -
Unspecified 3/1/1539 1043172003 Unspecified Mo
MNat Currently Funded  1/1/2003 1/31/2003 MNat Currently Funded Mo

¢ \ |
Add | Yiew/Edit | Delste | it |

5. Enter the name of the contract. It's a good idea for basic RW grants to use
the funding stream as the name of your contract.

Below this, enter the start date of your contract. It's not necessary to enter a
stop date; remember, if you do, you'll be unable to enter services provided

past this stop date!

6. Now you'll specify the funding source. Click Edit List to indicate available
funding streams.

7. Select one or more funding streams. You can add streams not listed by
default; To do so, simply click Edit List, then Add Item, and then Save after
you've typed in a new Funding Source Name. In this case, we’ll select Part B.
Click Use selected Funding Sources when done.

Remember to check “CARE Act funded” if that is appropriate.
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Check 1 or more funding sources to use

Funding Source Mame | CARE Act Funded |
O HOPw Ho
[ Mot Currently Funded Mo
O Part 2 ez
Part B ez
OFatC ez
OFartD es
O Fart D Youth es
[ Unzpecified Mo
Lidd ltem Edit Item Delete Item
Add/E dit
Funding Source Mame:
CARE Act
I r Funded
Save I LCancel I
Usze zelected Funding Sources I LCancel |

8. Click Save Contract Changes to continue.

Contract Editor: Ryan White AIDS Care

Contract Mame: IF'rimary care

Stat: [37147983 <]

[~ Ceptral?

End: I 'i

Funding:

Funding Source Hame

[carEact.. [ [ Edt Listl

Part &
PartB

ez
Yes

— Contract [tems

Contract Item Mame:

Budget:

Cafice

Contract |term: | Subservices: I Budget: I Allow D ata-Entry Past Budget:

Main HIV Services 22 $100,000.00 ez

< | >
Add Mew ltem Edit Selected ltem Delete SelecteN | Edit Subszervices For Selected ltem I

Merge Subservices

Save Contract Changes LClaze I

9. Click Add New Item to enter a contract item name.
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10.

11.

12.

Enter the broad general name of the contract item (in this case we’ve called it
Main HIV Services), the budget (not required) and whether or not to Allow
Data-Entry past Budget Amount.

IMPORTANT: The item labeled “Primary Health Care Service” must be
checked if you would like clients that receive the subservices in this contract
item to be counted in Section 6.2 of the Ryan White Program Data Report for
Part D

Contract Mame: | I ] Funding:
Funding Source Name | CARE Act .. |
Start: End: FatH e
Eontla& \ \x

Sonieet e Hoie, Eocoe: Allovs Data-Entry past &F’rimal}l Health ﬂ
[Main HIV Services |4100.000.00 T R Ivide o i Cancel

Contract Item: | Subservices: | Budget: | Allowe Data-Entry Past Budget:

Main HIV Services 22 $100,000.00 Yes

£ ;

Merge Subservices | |

Entering the budget allows you to choose whether or not to allow data entry
beyond the budget amount. In a minute, you’ll see how to enter a unit cost of
service for your subservices. If you deselect this check box, and provide unit
costs of service for the subservices, CAREWare will lock out data entry when
the amount spent first exceeds the budget amount.

Click Save Item to continue. The contract item will appear in the lower part of
the window.

Highlight the contract item, and click Edit Subservices for Selected Item in
the bottom right.
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r— Contract ltemns
Contract ltem Mame: Budget saye ltem
St By e r Allov [ ata-Entry past r Frimary Health —_—
Eudget Amount Care Service Cancel

Cantract [teri: | Subzervices: | Budget: | Alloww D ata-Entry Past Budget:

M ain HIW Services 22 $100,000.00 ez

L3 | ]

Add Mew [tem Edit Selected Iterm Delete Selected [tem | Edit Subzervices For Selected ltem

If you're new to CAREWare, you'll see an empty window. Click the
Subservice Manager to add subservices. If you've imported data from the
old version 3.6 this window will be populated with those services and their
funding sources. You will likely want to edit this as needed to reflect your new

contract structure.

Contract ltem Subservices
Contract [tem Mame: iCase Management Amount; l$1 50,000.00 LCloze |
— Available Sub -
Subservice: | Categon:
i 1] | l
‘ Subservice Manager I Add the selected subservice[s) to the contracted subservice list.
— Contracted Subservices:
Save
Subgervice: Price: Drefaulk Auantity:
I~ aictive ~
I I I Can
Subservice I Frice I Gty I Active?
< | =
Edit the selected subzervice contract | Hemove the selected subservice(s] from the contracted subservices list, |

13. The Subservice Manager appears. Click on the Add Subservice button to
create new subservices.
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Subservice Manager

Cloge

Subservices
Category: Shart M ame: Long Mame:
Categony: | Sharthlame: ] Long Mame: | Under Contract?:

"‘\% >
Add Subservice ‘ Edit Subservice J Dielete Subservice ‘

A List Contracts for Subservice ‘

14. To add a subservice, you'll need to specify the Category and give it a Short

Name. The Category is the HRSA-defined service category (as seen on your
Ryan White Program Data Report). The Short Name is the name you'll use to
perform data entry.

Use the drop down menu to select the category.

Subservice Manager

Subservices
Save
Categony: Short M ame: Long Mame: C_ ;
] =] | |
ADAP Inzurance
AIDS Pharmaceutical &ssistance ortM amne; ] Long Marme: | Under Contract?: e
Buddy/Companion Service |ddies Buddy/Companion Services Ve
Eﬁﬁdﬁ Edaar;asg;r‘:iir;ts[non-medlcal] ane monitaring F'honn_a monitoring/Ck0 Mo
Child walfars Semvices plving tea leaves Applving te_a leaves/dmbulatoy/0...  Yes
Client Advocacy :!vocac_l,l ngeral Client Advocacy Mao
E arly Intervention [Part & - B) w il advocacy Jail advocacy Mo
3y AEErVEnton [Far & - B] Ceqgal advocacy Legal advocacy Mo
Emergency Financial Assistance Financial Azsistance Financial fzsigtance standard Mo
Emergency Financial A szistance Utility azzsiztance Utility azzistance/EFa Ve
Face-to-face Caze Management Brief Caze Mgt Brief Case Mgt/CHF Yes
Food Bank/Home-delivered Meals Home Meals Home Delivered Meals Mo
Food Bank/Home-delivered Meals Food Food/Default Mo o
o e T S e T Y Fednio.. Feedia. .
£ 2

Next, enter a short name. We recommend using clear, easy hames. The
“Long Name” is a concatenation of the short name you created along with the

service category. You can edit the long name if you wish, but it's not
necessary.
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15.

16.

Click Save when you've finished. The subservice appears on the list and is
ready to be attached to a contract.

Click Close to return to the Contract Item Subservices menu.
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Subservice Manager

Cloze

Subservices
Category: Short Harne: Long Mame: ‘Ii
Categony: | Sharthame: I Long Mame: | Under Contract?;

Face-toface Caze Management

Add Subservice ‘ Edit Subservice ‘

201 Face-to-Face CM

Delete Subservice ‘

201 Faceto-Face CMAFacetofac.. Mo

List Contracts for Subservice ‘

17.  You'll see your new service listed. Click Add the selected subservice(s) to
the contracted subservice list.

Contract Item Subservices

Contract [tem M arme:

Available Subsemices

Amount: {$100,000.00 LCloze

Subservice:

| Categary: | ”

Azzessment/CMFAAssessment
Benefit assistance/CMO/Benefit assiztance

Brief Caze Mgt/CMF /Erief Case Mgt

Brief Other Case Mgt/CMO/Brief Other Caze Mgt
Bus Ticket/Bus Ticket

CabVoucher/Cab

Drefault/Permanency Planning/D efault
D efault/Referral: Clinical Research/Default_0566

Blood draw/Ambulatony/Outpatient Medical Care/Bloo. .

Check upAsmbulatory/Outpatient Medical Care/Check...

Medical Caze Management

Other Caze Management [non face-to-face]
Outpatient/ambulatory Medical Care
Face-to-face Case Management

Medical Caze Management

Medical Transportation Services

Medical Transportation Services
Outpatient/ambulatory Medical Care
Permanency Flanning

Referral: Clinical Research

Edit the selected subzervice contract

Hemove the selected subservice(s] from the contracted subservices list,

Dertal Care/Dental Oral Health Care
Facetoface Casze Mat/CMF/Face-to-face Caze Mgt Medical Caze Management o
Subservice Manager Add the selected subservice[s) to the contracted subservice list.
Contracted Subservices:
Subgervice: Price: Drefaulk Auantity:
! J o
Subservice | Frice | Oy, ] Active? o
Appling tea leavest@mbulatory/Outpatient Medical Care/Applying tea leaves $20.00 1 Yes
Buddy/Conmpanion Services/Buddies $0.00 1 Yes
Counzeling/ [not mental health)/Counseling $0.00 1 ez
D ay or Respite Care/Respite $0.00 1 Yes
Default/Treatment Adherence Counseling/ddherence counseling $0.00 1 Yes
Eye Examsdmbulatory/Outpatient Medical Care/Eve Exarn $40.00 1 Yes
G as voucher/Gas voucher $20.00 1 Yes
Hep C Education/Health ed. sk reduction/prevention/Hep C Education $0.00 1 Yes
Home Murse/Home Health: Professional Care/Home Murse $110o0 1 s v
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18.

19.

20.

You'll be prompted to enter default units of service and cost of service. The
default quantity is 1, and the default price is 0. You should enter a unit cost of
service if you plan on tracking your budgetary expenditure.

Subservice default quantity and price

Current Subservice: |2|:|-| Face-to-Face CH

Set the default quantity and price for the subzervice: 201 Face-to-Face
Ch. Click OF to accept the entered values. Click Cancel to skip adding
the subzervice to the contract. Check the box before clicking OF. to uze
the quantity and price entries for all remaining subservices.

D efault Qy: | Diefault Price: |$|:|_ 0o

IJze thiz quantity and price far all
remaining subservice QK. | Cancel

Click OK. The subservice is now part of this contract and you can begin doing
data entry for this subservice.

Contract Item Subservices
Contract Item Name: ]Ease t anagement Armount; |$1 50,000.00 Close

Available Subservices

Subservice: ] Categony:

Subservice Manager Add the selected subservice(z] to the conbracted subservice list.

Contracted Subservices:

Subservice: Frice: Default O uantity:
| | | 5
Subservice ] Price | Gty | Active?
201 Face-to-Face CM/Faceto-face C...  $0.00 1 Yes
< | =
Edit the selected subzervice contract Bemove the selected subszervice(s] from the contracted subservices list.

Repeat these steps as necessary for all subservices you'll be providing under
your contract and contract items.



