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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 #6:

Working with Prebuilt Reports (Including the Ryan White
Annual Data Report)

Guide in this series:

Downloading and installing CAREWare

Creating contracts and services

Entering Clients and their Service and Clinical Data

Customizing tabs and fields

Customizing clinical data

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

Creating basic custom reports

Creating more advanced reports

User and System Administration
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First Things First
What do | need to get started?

. You must have the appropriate user privileges to run reports.

. You should have a number of clients entered in the system so you can
see how your reports will look.

Running “Prebuilt” reports

CAREWare comes prepackaged with a number of clinical and service reports. We'll
cover all of them here, then take a look at running the RDR for both reporting and
guality assurance purposes.

1. Log into CAREWare. If you have administrative privileges and are asked to
choose between Central Administration and Provider (“Default” until you
change the name), you can log in as either a Provider or Central Admin. To
run reports for multiple agencies within a provider network, log in as Central
Admin.

r -

Central Adminiztration
Drefault

2. Select Reports from the main menu.
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Department of Health and Human Services Add Client System Messages
Fd | .._I
sz _J r) J : o
[ —
"J"‘:r ol ] Find Client
Health Resources and Services Administration )
Reports 11 _Outgoing Referrals
Pharmacy

S ndith Sbout CAREW are

Adminiztrative Ophonz

Fiefresh Meszages
Iy Settings

Log OFf

Exit

The various report categories will appeatr:

CADR Clinical Encounter Reports
Cuztom Reports Clinical Encounter Preprintz
Refemals Mailing Labels

Financial Report

Mo Service in# Days Uszer Permizsionz Report

Iv taximize All Reports? Cloze

We’'ll cover everything here in this manual except custom reports. Custom
reports are addressed in guides #7 and 8.

Running the Ryan White Annual Data Report (RDR)

PLEASE NOTE: This manual addresses how to execute and analyze
your RDR, formerly the CADR. It does not cover details such as the
difference between services funded by the Ryan White Program vs. all
eligible services, the difference between a service and a referral, etc. For
specific guidelines on these subjects, please see HRSA’'s RDR
instructions at http://hab.hrsa.gov/tools.htm
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1. Select RDR from the reports menu.
Reporis
) BDR Clinizal Encounter Beportz
Custom R epaorts Clinizal Encounter Preprints
Referals Mailing Labels

FEinancial Bepart

Mo Service inx Days Uzer Permiszions Repart

[v Maximize Al Beports? Cloze

TIP: Select Maximize All Reports? to see reports in a full-size window.
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Enter the dates for which you'd like run the RDR. This may be a calendar
year, a funding year, a quarter, or any other date range.

If your Start and End Dates span more than one year, you must tell
CAREWare which Annual Review Year you want to select information from.

i -

Ryan White HIV/AIDS Program -
Data Report -

General l Section 1 ] Section 1 [cnnt]] Section 1 [cnnt]] Sectiond | Section 5 | Section 6.1 | Section 6.1 [cnnt]]

Start Date; End Date; Arnual Beview
‘rear
142007 - 12/31/2007 - 2007 -

Ryan White AIDS Care

Report Scope

f& ALL Clients receiving a service ELIGIBLE for Part &,
B, C ar [ funding.

~ OMLY Clients receiving a Part &, B, Cor D FUMDED
FEIVICE,

Create RDR

Use the remaining tabs, where and if applicable, to fill in funding and target
population (Section 1), HIV counseling and testing (Section 4), Medical
(Section 5), Part C (Section 6.1) and Part D, Section 6.2.

To enter your other agency information, use the Setup Wizard under
Administrative Options (See guide #9, “System Administration”).

Click Create RDR. Processing your RDR may take from a few minutes to
considerably longer, depending on the amount of client information to be

processed, whether you are running the report over a network, and other
factors. CAREWare will keep you informed on the progress by indicating

which section is currently being processed:

Creating Report

Froceszing data for the RDR. Thiz may
take a few minutes.

Processing Section 3

Page 5
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Using the RDR for Quality Assurance

The RDR can be more than a mandatory reporting tool for your agency. It's
also a one-click overview of all of your client activity for a specific date range.

e You can run it on a quarterly basis to see if your agency has busier
times of year (often the case in areas with significant seasonal
populations) and adjust your staffing, hours or budgeting accordingly.

e You can run it to see if the appropriate percentage of clients are
receiving PPDs or pap smears as the year goes by.

e You can run it along with a chart review to see if your data is getting
into the system in an accurate and timely manner.

Let's take a look at a sample RDR to see how you can avoid some of the
typical problems agencies have with reporting, starting with the total number
of clients:

23. Total number of unduplicated clients:

20 HIY positive

1 HIV indeterminate (underage 2 only)
1] HIY negative (affected)

1 Linknowniunreported (affected)

22 Total

This agency has served 22 clients in the time span specified for this RDR.
Note the one client listed as Unknown/unreported (affected). This may be
accurate if you provide services to affected family members of HIV-positive
clients. However, the RDR also counts clients where the HIV status is blank
as Unknown/unreported (affected).

You can run a simple custom report (see Guide #8 for this sample report) to
find the name of the client whose status is set to unknown and determine if
this client’s record needs adjustment. Don’t forget to check the rest of the
demographics on pages 4 and 5 of the RDR - race/ethnicity, income, living
arrangements, insurance, HIV/AIDS status — that can often be missed when a
client is entered into the system.
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For Clinical Providers:

The RDR can be a powerful tool for clinical providers looking for a quick way
to determine if their agency is fulfilling HRSA mandates for quality of care.

On page 8 of the RDR run on our sample database, we see that 17 clients
have been provided clinical services in the reporting period (in this case, the
first 6 months of 2007):

42. Total number of unduplicated clients with visits for
ambulatory medical care by gender:

10 Male

7 Female

0 Transgender

0 LInknowniunrepored
17 Total

HRSA needs to know how many of those clients received HIV medical
services from your agency for the first time during this reporting period, and
how many of them received a CD4 count and viral load test:

45. Number of clients (reported in kem 42) who received
HN-medical services from your agency for the first
time during this reporting period:

T Mew clients

46. Of the clients who were new to HV-medical services
(tem 45 abowve), indicate how many received the
following tests at least once during this reporting

b D4 Count
4 Wiral Load

We see immediately that two clients have not received a CD4 count, and
three have not received a viral load — or that this information has not been
entered in the system. In this manner, the RDR allows you to determine if
there is a shortfall in care, or a shortfall in data entry. Running the RDR on
a quarterly basis allows you to address such shortfalls long before your report
is due to HRSA, and take steps to remedy them.

You can also use a quarterly RDR to see if you're on track to provide PPDs
and pap smears to all your HIV medical clients.
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Running the Referrals Report

The Referrals report allows you to track the status of referrals for services
you've made to other agencies. This allows you to schedule a regular status
check on your referrals rather than having to perform chart review to
determine if referrals were followed through.

1. From the Reports menu, select the Referrals report.

BDR Clinizal Encounter Beportz

\Eusp:um Reports Clinizal Encounter Preprints
A

Referals Mailing Labels

FEinancial Bepart

Ha Service inx Days Uszer Permizzions Repart
[v Maximize Al Feports? Cloze
2. Make your selections as detailed below:

Reports - Referrals

Data Scope: Enter zelection criteria it all, some or none of the boxes below. Entering more
criteria will rezult in fewer records on the report. If wou enter no criteria, the report

" Ineoming Select Al will inchude all referral records within the data scope.
f* Outgoing/External Deselect Al
Refenal Type:

Pravider:
Unzpecified Service Category: l Ll

External hd

-Reftemned Date Span; -Received Date Span:

Frarm: 14142007 - Fram: -
Thraugh: = Through: =

Referal Status: -

Comment contains text: "

£ | | ¥ Bun Repart | Cloze
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Data Scope allows you to choose the “Referred By” provider (incoming
referral) or “Referred To” (outgoing referral) providers. Referrals are
Outgoing/External unless you're part of a provider network sharing a
CAREWare database over a wide area network.

Provider allows you to specify a certain provider to whom clients have been
referred (i.e., the legal services agency or food bank you use).

Referral Type is either “Internal” or “External.” If the provider is part of your
grantee network and shares this database, the referral is internal; an
electronic referral has been made. If the provider is outside your database,
the referral is external, it's been made by phone, fax, or mail.

Service Category is the type of HRSA service category for which the referral
was made.

Referred and Received Date Spans are, respectively, the dates within which
the referrals were made, and the dates within which the referrals were
received by the receiving agency.

Referral Status is either Pending, Completed, Lost to Follow-up, or Rejected.
You can also search the Comment fields of referrals for information.

The more criteria you enter, the more specific the report will be. Entering no
criteria will result in all referrals being listed

3. Click Run Report. A sample result is shown below.

Referrals Report.

Data Scope: Marianas Trench Care Certer
Report Critena:

Group By Fefemad To Provider

Referred To: Unzpecified

Referral Type: Extemal

Referred onor after: 112007
Octopus, Joseph Buddy /Companion Service 0262007 Completed 03002007 Heeds running partrer
Sturgeon, Suzan K Food BankfHome-deliversd hdeals 0662007 Pending
Sturgeon, Susan K Transportation Services 02192007 Complated 02/26/2007 Heeds bus passto get to wark

Number of Records:
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Running the Financial Report

The Financial Report can be run to determine how much you've expended in
a specific time frame for any or all service categories and subservices, if you
have specified a service cost when you set up your contracts and services.
Even if you aren’t tracking cost information, it can also be used to track clients
and units of service for a specific time frame.

1. From the Reports menu, select the Financial Report.

BDR Clinical Encounter Reports

Cuztom Feports Clinical Encounter Breprintz

Befernals Mailing Labels

Einancial Report

Mo Service in# Days User Permizsions Feport
Iv M aximize All Reports? Cloze
2. Make your selections as detailed below.
RW CAREWare 4.0 - Financial Report

[iata Scope: Diate Selection:

] e | Year: From: Through:

o <] R | =1 =
Funding Source J R Funded?
Mot Currently Funded Mo
R Title | Yes
Fws Title 11 Tes
R Title 1 Yes
Fws Title [V Tes
Title I Y'auth Yes
Unzpecified Mo
< >

e =L ¥ Include Subservice Detal [ Include Provider Information
Bun Report | LCloze ‘

The Domain is only applicable if you are part of a multi-provider network.
The Date Selection can be a calendar year, or a specific date range

Select a Funding Source; if you do not, the report will run for all funding
sources.



CAREWare Quick Start — Prebuilt Reports

Page 11

Include Subservice Detail if you wish to see service category information

broken down to the subservice level.

Include Provider Information is only applicable if you are part of a multi-

provider network.

3. Click Run Report. A sample result is shown below.

Financial Report

Sunday,January 01, 2006 through Monday, Movember19, 2007

Outpati enttd@mbulatory Medical Care

Eye Exam
Lab test
Medical Cane

Mertal Health Services

Mental He alth
Merntal Hezlth Services Totals:

BuddyiCompanion Service

1492007 2:13:11 P

Outpati entd@mbulatory Medical Care Totals:

Clierts:

4
1

11

14

Clients:

2
2

Clierts:

Unit=:

ML

Unit=s:

[n}

Unit=:

Report Criteria:
Provider]a): Fyan Wit AIDS Care
Funding Sources: HOPWUR, HotCarrety Fuaced, Part &, Part B, Part C, Part O, Part O vouth
Group By Providers: Tre
nclude subervice detall: Tre
Includa pro vider datall: Trae
Ryan White AIDS Care

Fhone: 2132229955

Address:; 100 Anypwhere RBd
Chicaga, linois<$2000

Total: Armount Receiwed:
F16000 FO0
FE000 FOu00
F1300 F000
$22300 o
Total: Armount Received:
27500 F10.00
$27500 $10000
Total: Armount Receiwed:

Mot Received:

F1600M0
F5000
F1z200
22300

Mot Received:

F2E500
268100

Mot Received:

Page 1 0Of 2
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No Service in X Days Report

This report can be run to assist you in locating clients who have fallen or are
in danger of falling out of care. As a general rule, clients who have not been
seen in six months or more are often considered out of care or in danger of
falling out of care. This report allows you to examine the records of individual
clients and determine if action is necessary.

Note that this report does not include Closed or Deceased clients.
1. From the Reports menu, select the No Service in X Days report.

BDR Clinizal Encounter Beportz

Custom R epaorts Clinizal Encounter Preprints

Referals Mailing Labels

FEinancial Bepart

Mo Service inx Days Uszer Permizzions Repart
[v Maximize Al Feports? Cloze
2. Make your selections as detailed below.

Reports - No Service in X Days

Thiz report listz clients who hawe not received a service in the specified category or a particular subzervice within the supplied number of days. If
you do not select a subzervice or zervice categony, the report will be run on all zervices.

Data Scope:

-
(* Service Categorny (" Subservice Type

|Face-t0-face Caze Management L]

MNumber of D ays:

180

Bun Repart | LClose

Data Scope is only applicable if you are part of a multi-provider CAREWare
network.



CAREWare Quick Start —

Prebuilt Reports

Page 13

Choose a Service Category or a Subservice Type (specific subservice) on
which to report.

Enter the Number of Days since the last instance of the selected category or

subservice

encounter.

3. Click Run Report. A sample result is shown below.

Clients With no Service in 180 days.

Data Scope: Default

Provider:

Service Categon.

Report Criteria:

Detault

Face-to-face Caze Management

Last qualifying senice: at least 150 days ago.
Enrollment Status: active or unknowen.
Hame: URH: Last Service Date: Provider:
Abalane, Julia JLART 2234721
Bluefin, Joseph M JSBEU 21535410 121 12006 Marianas Trench Care
Certer
Clam, Thomas TOCAD21 14211
Coral, Clementine CECRO4145020 9M 72006 Marianas Trench Care
Certer
Deeprweater, Geraldo GROEOS2E0611U
Qrca, Jeff JFOCT 2166110 41172006 Marianas Trench Care
Certer
Pozeidon, Rex RHXPS0OS07E31U
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Running Clinical Encounter Reports

Clinical encounter reports are a quick way of finding clients who need to be
flagged for attention. These prebuilt reports address key markers of care for
persons with HIV/AIDS, both for preventive care and routine clinical follow-up.

Clients with no encounter in X days

Unlike the No Service in X Days report, appearing on this report does not
mean that a client has not had any CARE Act service, only that they have not
had a clinical encounter. If you use “rapid entry” to enter clinical data instead
of explicitly creating an encounter in the database, a clinical encounter is not
created unless some vital sign information is entered at that time.

Note that this report does not include Closed or Deceased clients.

1. From the Reports menu, select Clinical Encounter Reports.
Reports
-y
BDR Clinical Encounter Reports
Cuztom Feports Clinical Encounter Breprintz
Befernals Mailing Labels

Einancial Report

Mo Service in# Days User Permizsions Feport

Iv M aximize All Reports? Cloze

2. Make your selections as detailed below.
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Clinical Encounter, Report Setup

Data Scope: Encounter Reparts: Repart Specifications
+ Clients with no encounter in % days Clients wha hawve not had an encounter
r in the lazt *004 days.
" ARY Ingredient Count
" Clients with no tests in ¥ days
" Clients with no Hepatitiz Yaccinations Mumber of Days:
180
" Clients with no Syphilis test in# days
" Clients with no Pneumavas in  manths
(" Clients with last selected Lab Results
" Clients ever diagnosed with Hepatitis
" Empty Encounter Report Bun Repart | Close
3. Select the Clients with no encounter in X days button.
4. Enter the Number of Days since the last encounter.
5. Click Run Report. A sample report is shown below.

Clients who have nothad an encounter within last 180 days.

Data Scope: Default

Report Criteria:
The client has naot had an encounter atthe provider inthe last 1580 days.
Or the client: has nat had an encounter atthe provider.
Client enrollment stahes: iz active or unknown
Hame: URN: Encounter Date: Provider Hame:
Abalone, Julia JLAAT 22347210 0301 L2006 Marianas Trench Care
Center
Blowyfish, Christing CRBOOS207921 06022007 Marianas Trench Care
Center
Bluefin, Joseph M JSBLN 2155410
Brutus, Cassius CSBUM00SEE1U 05092007 Matianas Trench Care
Center
Cesar, Julius JLEZ091 28510
Clam, Thomas TOCAD2114210 06022007 Marianas Trench Care
Center
Caral, Clementine CECRO4145020 0901 L2006 Marianas Trench Care

Center
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ARV Ingredient Count

This report will generate a list of active HIV-positive clients and their
antiretroviral medications, sorted by the number of ARV active ingredients
they are taking on the day specified. If a client is on Combivir, for instance,
that will be counted as two ingredients.

6. Make your selections as detailed below.
Clinical Encounter Report Setup
Data Scope: Encounter Fieparts: Report Specifications
" Clients with no encounter in ¥ days Dizplays ARV ingredient counts far
r Active HIY-pozitive clients on the

specified date.

%)

ARV Ingredient Count

" Clignts with no tests in i days

" Clients with no Hepatitiz Yaccinations Referance D ate:
BABSZ00F -

™ Clients with no Syphilis test in ¥ days

o

Clients with no Prieumowvar in = months

~

Clients with last selected Lab Results

~

Clientz ever diagnosed with Hepatitis

" Empty Encounter Report Fiun Report | Cloze

Select the ARV Ingredient Count button.

Select the Reference Date (the date for which the count is to be made,
usually today).

9. Click Run Report. A sample report is shown below.
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ARV Ingredient Report
Data Scope:
Report Criteria:
Wital Status: Potive
Enrallrment Status: Fotive
HIW Status: Mot equal to Megative or Unknown
Reference Date: GAG2007

Clients on 4 or more ARV's:

Marne Medications
Jelhyfizh, Ry AZT, TRZ

Clients on 3 ARVs:

Marne Medications
hagura, Juan J MF%, KLT
hallusk, Jane AZT+ITC, EFY
Clam, Themas 10, AET+ITC

Clients on 2 ARVs:

Marne Medications
hantaray, Peter AIT+HITC
Cuttlefizh, Constarntie aTC, FTC
Coral, Clementine AITHITC
Brutus, Cassius ATC, ATA
Exill, Wiendy AP, 3TC

Ingredierts

zidowudine, abacavirlamivudine/namor

Ingredierts

nielfinawir, ftonawvir, loprar
gidovudinedamivudine, efaviene
indinawir, zidowudineAamiwvudne

Ingredisrts
gidovudinedamivudee
lamivudine, emtricitabine
gidovudineAamivudne
lamivudine, atazanawir sulfae
amprengvir, lamivodne
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Clients with no tests in X days

This test identifies clients who have not had any lab, screening or screening
lab in a specific number of days.

10. Make your selections as detailed below.

Clinical Encounter Report Setup

Data Scope: Encounter Reparts: Repart Specifications
(™ Clients with no encounter in x days Clients who have not had the specified
r screening test in the last X0 days.

" ARV Ingredient Count
* Clients with no tests in X days

" Clients with no Hepatitiz Yaccinations Screening Test:
|CD4 Court |

" Clients with no Syphilis test in# days
Mumber of Days:
" Clients with no Prieumayas in = manths 180

" Clients with last zelected Lab Results

" Clients ever diagnosed with Hepatitis

" Empty Encounter Report Bun Repart | LCloze

11.  Select the Clients with no tests in X days button.

12.  Select the test from the Screening Test drop down menu.
13.  Enter the Number of Days.

14.  Click Run Report. A sample report is shown below.
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Clients who have not had a CD4 Count within last 180 days.

Data Scope: Default
Report Criteria:
Provider: Default
The client haz not had a CD4 Count screening at the provider inthe last 1580 days.
Or the client: has not had & S04 Count screening at the provider,

Client enrollment status: iz active ar unknoywn

Hame: URN: LastLab Result Last Screening Date: Provider Hame:

Abalone, Julia JLAAT2234720 1150 G5 2006 Marianas Trench
Care Center

Bluefin, Jozeph M JEBLA 2155410

Cezar, Julius JLCS0S1 28510

Coral, Clementine CECRO4145020 199 9H J2006 Marianas Trench
Care Center

Cuttlefizh, Willizm WLCTO402601 1

Doe, Bob BEDED21 27111 441 112002005 Marianas Trench

Care Center

Clients with no Hepatitis Vaccinations

Use the steps documented above, select Hepatitis A or B. This report will list clients
with no vaccinations, or those who have only received a partial series.

Clients with no Syphilis test in X days

Use the steps documented above; select Number of Days since last test.

Clients with no Pneumovax in X months

Use the steps documented above; select Number of Months since last pneumonia
vaccination.
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Clients with last selected lab results

Make your selections as detailed below.

Clinical Encounter Report Setup

Data Scope: Encounter Reparts: Report 5pecificationsz
™ Clients with no encounter in < days Clients whoze last selected lab value
r waz less than ar greater than the
entered result.

" ARV Ingredient Count
" Clients with no tests in ¥ days

™ Clients with no Hepatitis Vaccinations Lah: Operatar:

il Load — w| |¢= |

" Clients with no Syphilis test in days
" Clients with no Preumoyvas in % months "Walue:
49

(% Clients with last selected Lab Results

" Clients ever diagnosed with Hepatitiz

" Empty Encounter Report Bun Report | Cloze

e Select the Lab to report on from the drop down menu.
e Choose the Operator (<=, =, or >=).
e Enter the numeric Value.

¢ Click Run Report. A sample report is shown below.
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Clients with Viral Load <= 49 at |last test.

Data Scope: Default

Report Criteria:
The client’s: last Wiral Load result was ==43,
Client enrollment stabus: iz active or unknown

Hame: URN: Last Lab Result Last Lab Date: Provider Hame:

Abalone, Julis JLAAT 223472 43 0501 L2006 Marianas Trench C:
Center

Elovwfish, Christina CRBEO0SZ207I2U 43 0092007 Marianas Trench C:
Center

Coral, Clementine CECRO41 45020 439 0901 £2006 Marianas Trench C:
Center

Deeprwwater, Jennifer JMDET 2094320 49 0EM 52007 Marianas Trench C:
Center

Krill, Wienchy W03 96320 49 0092007 Marianas Trench C:
Center

Maguro, Juan J Jandcd 0234510 49 0EM 552007 Marianas Trench C:
Center

Sequidd, Jeremiak L JRSIM 2155610 43 0200952007 Marianas Trench C:
Center

Swyardfizh, Baots BR=O0325571U 449 01092007 Marianas Trench C:
Center

Empty Encounter Report

This lists clients for whom clinical encounters were created, but which were
not populated with any clinical data. You can specify a date range or leave it
blank to see all clients with empty encounters. This is a “quality check” feature
that allows you to delete mistakenly entered encounters, or populate
encounters with the relevant data.

1. Use the steps documented above; select a date range or leave blank to find
all empty encounters.
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Clinical Encounter Preprints

Clinical encounter preprints are “flow sheets” many clinics use as a snapshot
of a client’'s most recent clinical data. You can use them as “preprints” to be
marked up during an appointment, and/or as a flow sheet to be inserted in the
chart after the information from the encounter is entered into CAREWare.

1. From the Reports menu, select Clinical Encounter Preprints.

CADR Clinizal Encounter B eports
Custom Reparts Clinic*ncuunter Preprints

Referals Mailing Labels

Financial Repaort

Mo Service in# Days Izer Permizzions Report
[v Maximize &l Feparts? Cloze
2. Click Setup to set up the information provided on your preprints.

Encounter Preprint

Fram thiz gcreen vou can print Encounter Beparts for multiplN
clients for a future date. To zelect multiple clients, hold down the Setup

Contral button on the keyboard while selecting them.

3. Make your selections as indicated below.
Clinical Encounter Report Setup
Paosition 1: Position 4: Position 7:
= ||l =1 ||l =
Position 2; Pogition 5: Fogition &
Poszition 3: Pozition &: Fozition 3:
Elafiarm 10 [ Always include thiee subreparts per page.
Position 11:
| J Clear All | | Save Setiings Cancel
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Each preprint can hold some or all clinical encounter data. Positions
correspond to a related Encounters subtab — medications history, labs history,
etc.

As each item is selected for a position on the page, it decreases the
selections available for the following positions. You can select up to three per
page, however; if you have a long list of available lab tests, for instance, this
may take up more page space than a “normal” position.

Here is a typical preprint setup:

Clinical Encounter, Report Setup

Page 1: FPage 2 Fage 3

Pozition 1: Pozition 1: Pozition 1:

|Labs j |Screening$ ﬂ |Diagnu:uses ﬂ

Position 2 Position 2: Pozition 2

|Vita| Signs j |Screening Labs j |H|:u$pital.fEF| Admizzions j

Puaszition 3: Pozition 3: Pozition 3:

|Medicatiu:uns j |Immuni2atinns ﬂ |Case Motes ﬂ

Page 4:

el e W Alwayz include three subreports per page.

|Empt_l,l ﬂ

Poszition 2

| J Clear Al | | Save Settingz Cancel
4, Click Save Settings to continue.

You can now select some or all client records to print. If you are using the
form as a flow sheet, use the check boxes next to the clients to indicate the
records to be printed, and select the date of their next encounter. Many clinics
print client sheets for the next day’s visits at the end of the day.
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Fram thiz screen vouw can print Encounter Beparts for mulkiple
clients for a future date. To zelect multiple clients, hold down the Setup
Contral button on the keyboard while selecting them.
Encounter D ate: |5;1 2007 ﬂ

Last Marne: | First M arne: | Client 1D: Last Encounter [+
Abalone Julia 273 aM1/2006

[ Blawiizh Chriztina 460 B/9/2007

[ Bluefin Jozeph 37 B
O Brmtus Cazzius 332 B/9/2007

O Cezar Juliug 342342

O Clam Thomas 285 B/9/2007

Coral Clementine A00 9142006

Cuttlefizh Constantine 340 4142007

O Cuttlefizh Willianm a2

O Deepwater Geraldo 458

[ Deepwater Jennifer 223 B,/15/2007 K.
7 e L | 5 v

Select Al Dezelect Al
Frint Cancel
5. Click Print to print these encounter reports. You'll be prompted if you wish to

proceed. These encounters do not preview on screen but go directly to your
default printer.

Quality Check

You have selected 3 clients, Are vou sure you wank to print Clinical Encounter Preprints for them?,

Yes Mo

6. A sample is shown below.



CAREWare Quick Start — Prebuilt Reports

Page 25

Client

Encounter Report

[THOMAS BAIRD

Wisit Date: |1 11952007

URHN:
Birth Crate:
La=t Vfisit D ate:

TOBIM0055210
100G S

e 200y

Main Labs

Cats

O Count

Ham oglobin

iral Load

‘Wialght

R0

2 15

320

121

1200

R0

14 Q00N

EllEs |

240200

G0

CO4 Count by “iral Load

1,000

31c

AZT+ITC

From: 111902008

Through: 111352007

100,000
10,000
1,000
100

10

0

o

at g

[® D4 Court # ViralLoad

If column sizes on the clinical encounter report are too narrow or too wide, go

into a client’s encounter screen and resize the field to the desired width.

Rerun the report and the new width will be reflected in the report. The new
width that you have established will be stored for the next time you run the

re

port.
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Mailing Labels

You can generate mailing labels for clients with this report, which pre-formats
client names and addresses to the Avery 5160 layout.

Only clients who have the “Include on Label Report” box checked on
their Demographics screen will be included. To screen out clients who do
not wish to receive mail, uncheck this box in their record.

From the Reports menu, click Mailing Labels.
Make your selections as detailed below.

Mailing Label Report Setup

Select a filker type for generating mailing labelz. These labelz are formatted ta fit Avery 5160 label sheets.

Mate that a client iz included on this repart only if the Inciude on Label Report’ box on the Client screen iz
checked for that client.

Specific Provider: Drefault

" All Clients

(v Al clients whiose enmollment status iz Achive’

~ All chents whose wital statuz iz not 'Deceazed' and whoze enrollment statuz iz not Tnactive/Case

Clozed”
' : and
" Al clients wha have services between: ﬂ ﬂ
Sart By
v Only include clients with street addresses & Last Name, First Mame  Zip Code

Burn Report Cloze

The options above allow you to specify all clients, active clients, or only
clients seen between certain dates. You can include only clients with street
addresses (this includes PO Boxes), so that if the address line is blank, those
clients will be excluded. You can sort by name or by zip code (for providers
with large mailings who meter their mail and must sort it by zip).



