The Form Designer allows users to add virtually any field in CAREWare to any location on a form,
just as they might create a data entry screen in MS Access. The main impetus for building the
Form Designer was that users found it cumbersome to have to click a number of buttons to get to
different locations in the application—jumping back and forth between the services screen, for
example, and then maybe clinical encounters to enter vital signs or diagnoses, and then case
notes, etc. The Form Designer allows users to place critical fields for data entry on one (or more)
forms in the order that mirrors paper forms (such as clinical encounter forms).

The Form Designer reduces the amount of time needed to enter data for each encounter and can
eliminate the need to first record information on paper forms. This is a decision that should be
made within the context of the workflow and demands of the provider.

These instructions for the Form Designer include:

* Creating a Form

e Activating a Form

» Setting up Control Rules

* Adding Custom Reports to Forms
* Adding Form Images

* Adding Encounter Grids

How to Begin

Getting clinical forms set up properly in the Form Designer can take a lot of work. Form
maintenance is usually less work, though from time to time administrators will want to go
back into a form, change the layout, add or remove fields, and so forth.

Terms to Know

It is important to understand the following terms, which are used throughout this guide.

Page — This is the main document on which the form is created.

Form — This is the actual workspace on which fields and their labels are placed. It is possible to
have multiple pages per form.

Record — A record group is a set of fields that must be placed on the form together. For example,
to enter services on a form, you must place at least two fields on the form within the same box--the
checkbox for the service name itself and the contracts field that identifies the funding source for
that specific service. Adding the the service container onto the form generates the service box to
add other service controls. The contract field and any other service-related fields such as units and
price must be added while the service container box is selected. If the page or any other box on
the page is selected, the service controls are unavailable in the list when clicking Add Control.
Service controls are only available in the service container.

Field — These are simply the data fields in CAREWare (e.g. gender, risk factor, etc.)
Labels — A text field used to label fields added or to replicate data entry spaces from paper forms.

Properties — Formatting for labels and fields such as setting fonts, colors, etc.

To grant access to the Form Designer, permissions need to be granted by following the instructions
here.
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Note: The minimum permission required to add new forms is Create/EditView Form Design in
Central Administration. The providers and users need the permission Create/Edit Form Design.
Data entry in forms requires the permission Edit Form Design Records.

Creating a Form
To create a new form in the Form Designer, follow these instructions:

1. Click Administrative Options.
2. Click Custom Features.

Administrative Options > Custom Feature Setup

Back

@®Custom Feature Setup

Custom Fields Create custom data fields and place them in various domains and user screens
Custom Service Data Entry Rules Manage Custom Service Rules
Client Menu Link Managemeant Manage external links that appear on the client menu
Main Menu Link Management Manage external links for the main menu
Incoming URL Loakup Manage hitp query fields for incoming data lookup requests
Form Designs Manage Form Designs
Chient Summary Designer Create, design, and assign Client Summary Screens

3. Click Form Designs.

Adminisirative Options » Custom Feature Setup > Cusiom Forms

Edit #&dd Delste Back Printlor Export

Custom Forms

Search

Nam# Use Count  Owner Shargable Retired  Universal Description

TEST Form 1] Central Agministraton Yes No descripton found

Uintitied Form1 1] Central Administrabon No descriptson found

Uniithed Form10 0 Detaul Mo description found

Uniitled Form11 0 Central Administratson No description found
4. Click Add.

Custom Forms menu descriptions:

Edit — Opens the form for editing.

Add — Starts a new form.

Delete — Deletes the form from the Form Designer.
Back — Navigates back to Custom Feature Setup.
Print or Export — Prints the list of custom forms.
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Custom Forms column descriptions:

Name: Name of the form.

Use Count: Number of clients using the form.

Owner: Provider that owns the form.

Shareable: Indicates whether the form can be shared with other providers.
Retired: If set to Yes, the form is no longer available for data entry.
Universal: If set to Yes, all users and providers have access to the form.
Description: Notes explaining the form for users.

5. Select a Page Size.

Administrative Options > Custom Feature Setup > Custom Forms > Mew Form Design

New Form Design
PageSize: [ 9§ Cock here 1o select from 4 choices
Ad
A5
Legal
Letter

6. Click Continue.

Form Designer

Group Assignment

Custom Reports

i |"'-:<"-':'_'-

Form Designer vertical menu descriptions

Design View — Navigates back to the design page.

Form Properties — Properties for the form including Active, Owner, and Universal used for
granting access or retiring a form. Click here for Form Properties.

Control Properties — Properties for the selected control. Click here for Control Properties.

Control Rules — Established rules that trigger error messages or warnings, or disable or hide the
control.

Add Control — Produces the list of options for controls based on whether or not the page or a
container is selected. Click here for Controls.

Add Page — Adds another page to the form.
Provider Assignment — Grants access to the form for a provider.

User Assignment — Grants access to the form for a user.
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Group Assignment — Grants access to the form for a user group.

Custom Reports — Creates a control for adding a container with the results of a custom report
selected from the custom reports list.

Form Images — Creates a control for adding an image to be displayed in the form.

Encounter Grids — Creates a control for adding a grid using encounter fields.
Close — Closes the form.

Form Designer horizontal menu descriptions

Find Control — Creates a searchable list of controls currently added to the form so user's can
locate them.

Delete Control — Deletes the selected control.
Undo — Reverts back prior to the last action.
Redo — Recreates an action that was undone.
Save — Saves the form.

Note: Forms can be edited within the provider that is the owner of the form or in Central
Administration. Data entry can only be done in the provider.

Note: The highlighted red box is the current selection space for controls and properties.
The following example is for adding a service to a form.

1. Click the page to highlight it.

2. Click Add Control.

3. Type Service in the Search field.

4. Click Longitudinal Container (Service).

Form Designer

Add Back Printor Expo

Add Controls

Search: | Sarvice

Name Type Read Only Node Description
ChangeView ENgibility Link Yes Demographics  Follow this link 1o
Eligibility Status Tet Blon Yes Demographics  The cument stabus
Longitudingl Container (Senvice Longudinal Contaimer SeViCes A SENACE Mecord C

5. Select the Longitudinal Container Definition (This is the Subservice).

Form Designer

Sdd Back

Add Controls

Longitudinal Container Type: Sanvice

Longitudinal Container Definition: |~'0 Medical Care |H

Design View Fomm Designear
Form Properties Find Contral  Delete Control  Und Redo Save
Control Properties
Control Rules |I — Ear Piats
Add Control Name r A
Add Page

f p-'\'.l-":.'-:-'ﬂz-:-':_lri“'w"|
User Assignmant
Group Assignmant
Custom Raporns

Form Images

Encountes Grids

Clasa
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6. Click Add.

7. While the new service container is highlighted in red, drag the box to the location desired.

Dasign View

Foarm Properies
Control Propearties
Control Rules

Add Conirol

Add Page
Provider Assignmant
Lzar JEEIE_Jr‘lI'I'.Qr"I_
Group Assignment
Custom Reports
Form Imagas
Encounter Grids
Close

Form Designer
Find Control  Delete Contral  Unde Reds Save
Chen Foim Date 2
MName =
AD Medical Care

8. While the container is still highlighted, click Add Control. (Now the control list only shows

service controls)

9. Select Service Date.

10. Click Add.

Design View

Form Propenies
Control Properties
Control Rules

Add Control

Add Paga
Provider Assignment
Usear Assignmant
Growp Assignment
Custom Repons
Form Images
Encounter Grids
Closa

Fomm Designer

Find Control  Delete Contrel LUnde Redo Save

Form Diate &

11. Drag the Service Date to the desired location within the Service Container.
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Dasign View Form Designer

Form Proparies Find Contral  Delete Control Unde Redo
Control Properties
o Chent Form Date B
Add Control Mame I | =
Add Page

Provider Assignment
Usar Assignmant
Group Assignment I
Custom Reporis
Form Images
Encounter Grids
Close

(7]

pa= )

AJD Medical Carn

12. Click the Service Container again to add another service control.

13. Repeat the process of adding service controls for Service Contract, Service Units, Service
Price, and Service Total.

A data entry field has been created for an A/O Medical Service in the form.

Dasign View Form Designer

Farm Properties Find Comtral Dealete Contral Undo Redos Save

Control Propertias

Control Rules e e

Add Control MName | I | 25

Add Page

Provider Assignment
User Assignmant -
Graup Assignment | I_-E’J I I
Cusiom Reports
Form Images | H I |
Encounter Grids

Close I |

HLT Migration

Contact cwhelp@iprog
com Tor issues!
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Activating a Form

A form is activated by granting access to the form for a provider, for a user, or for a user group, and
adding the form to a client.

Note: Setting a form as universal grants access to all providers and users.

Open custom forms to begin the following instructions.

Administrative Options > Custom Feature Setup > Custom Forms

m

m

AICK r Cxpan

Custom Forms

Search

Mame ? Use Count  Crwner Shareable Retired Universal Description

TEST Form 0 Central Adminisiration Yes Mo description found
Unkitsed Form1 0 Central Agminisiraton Mo description fgund
Untitied Form10 0 Detaylt Mo description found
Unkitled Form11 0 Central Administration MNo description found

Follow these instructions to activate a form for a provider:
1. Select a form.
2. Click Edit.
3. Click Provider Assignment.
4. Click the Checkbox to select a Provider.
5. Click Save.

Note: Making a form provider-wide grants access to all users in that provider to the form.

Follow these instructions to activate a form for a user:
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1. Click User Assignment.
2. Click the Checkbox to select a User.

3. Click Save.
Note: Users are only available in the list after a form is activated for at least one provider.
Follow these instructions to activate a form for a group:

1. Click Group Assignment.

2. Click the Checkbox to select a Group.
3. Click Save.

Note: Groups in forms are user groups created by following the instructions here.

Once the form is active for a provider and a user, that user can log into that provider to add the
form to a client and begin entering data.

Follow these instructions to edit data on a client using a form:

Log into the provider for which the form was activated.
Click Find Client.

Enter search criteria.

Click Client Search.

Select a client.

Click Custom Forms.

Click the button for the Form.

Noohkwdh -~

@ 2 Find Client > Ssarch Results > Custom Forms
Lustomiza

Client Summary

@®Custom Forms

TEST Farm View or edit TEST Form

Drug Payments

Services

Hospital Admissions
Note: There is also a custom forms button in the client menu if View Details is clicked instead.

8. Click Add.

Find Client * Search Results * Custom Forms > TEST Form

Forms

Search

Date : Prowider

9. Select a Form Date.
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10. Complete other fields in the form.

Search Results » Search Results = Custom Forms = TEST Form

Save Back Print

Client )
Mame: Test Test Form Date: e
Eligibility
gtgms ! Mot Eligible for Ryan White
®2/0 Medical Care (will add new) Ep—
- I
First Contract g
0.00
0.00

11. Click Save.

Find Client > Search Results > Custom Forms > TEST Form

Forms
Search

Date : Provider
05012021 Dedault

Note: Data saved in Custom Forms appears in the client's record. In this case, a service was
added.

Find Client > Search Resulis > View Detalls > Services

HEC&I D Halp  Prinl or Export
Services
Search
Date Subservice Contract Units
Qa0R2021 AMD Medcal Care | First Coniract
047232021 Taxi Eoring
0472372020 Taxi Boring
1273172014 Lab Visit Pos Impact

Note: When a form is in view mode, data controls are grayed out and cannot be changed. There is
an option to click Edit here to switch to the edit mode and change client data.
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Custom Forms > TEST Form > View

Edit Back Print

Client
Name: Test Test Form Date: L
Eligibility
gtgms " | Mot Eligible for Ryan White
AD Medical Care 5252021
First Contract
0.00
0.00

Once Edit has been clicked, the client’s record can be changed.

Custom Forms > TEST Form > View = Edit

Save And Continue  Save And Exit  Print  Cance

Client . o
Name: Test, Test Form Date: 1 o5i0112021 |—1
1000 Testing Way Tested 74343

555-555-5555

Eligibility
5»[31“5 g Mot Eligible for Ryan White
[_la/0 Medical Care 5252021
First Contract
0.00
0.00

Save and Continue — Saves and leaves the form open to continue editing.

Save and Exit — Saves and closes the form.

Print — Opens print options to print the client's form.

Cancel — Closes the record without saving the changes made after the last save.
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Fields changed in the form are directly linked to the same field in the client’s record in CAREWare.
For example, if the client’s phone number is changed here, it is also changed in contact information
under demographics.

Demographics

Back
®Demographics

Personal Info Client ID; Name: Test, Test Gender; Male DOB: 04/01/1930

Change URM TST30401801U

1000 Testing Way
Contact Information Tested, 74343
5h5-555-5055

Note: When adding a case note to a form, a content field must be added. If a user tries to save
without it, this error appears:

x|
The Mote control is required for Case Note
Container

Form Designer

Find Control Delete Control Undo Redo Save

Casze Note

To add the required Case Note Container follow these instructions:

Click the Case Note box.
Click Add Control.

Click Note.

Click Add.

BN =
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Form Designer
Add Back Print or Expont

Add Controls

Search: |

Mame Type Read Only  Node Description

Note Texd Box Case Noles  The text of the case note

Author Combo Box Case Noles  The employes thal entered the case note
Date Date Picker Case Noles  The date of the Case note

Vertical Ling Vertical Ling Yes Design Tools Used to place a vertical line on & form
Label Labe! Yes Design Tools  Used to label other controls

Horizontal Line  Horizontal Ling Yes Design Tools Used to place a horizontal line on a form

Once the note control is added, the case note can be saved without error.

Form Designer

Find Control Delete Control  Unde Redo Save

]

Case Note B I i I:
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Setting up Control Rules

Data rules and restrictions can be set up for fields placed on the form in order to ensure data entry
quality. For example, data quality can be improved by setting date ranges for service entry,
reminding users to enter services within a month.

To add a Control Rule, follow these instructions:

1. Click a Control within a container. (Example: Service Date in the A/O Medical Service

container)
2. Click Control Rules.
3. Click Add.

4. Select an Action Type.

Form Designer

Edit Rules For Selected Control
Sadecied Condrod

Action Type: [ ]
Mumbar OF Crileria Error {save not allowed)

Warning (save allowed)
Disable

Hide

Enter a Message to the user.
Click Save.

Click the Control.

Click View.

9. Click Edit Criteria.

LW

Form Designer

Edit Citeria E

Edit Rule

Ssdpcted Conirok  Dale
Action Type
Messsge

Mumbaer OF Crileria

10. Click Add.

Form Designer

Add

i riterion
Conirgl Mams
Operaton H
Compariscn Date: | Tods; [ % |
Plus Or Mimus: | s H

Wumber Of Days

11. Select values for the Criteria.
12. Click Save.
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Adding Custom Reports to Forms

Click Custom Reports.

Click Add.

Select a Report Name. (If a new report needs to be added, follow the instructions here.)
Click Add.

bl

Form Designer

Add Back Print or Export

Custom Reports Not Mapped To This Form Design

Search

Report Name Report Type
Address Demographics
Test Cross Demographics
date dift Demographics
abc Demographics
Lab Source Lab

Note: The custom report has been added as a new control for the page.

5. Click Back.

6. Click Add Control.

7. Type the name of the report in the search field.

8. Click the Custom Report.

9. Click Add.

10. Drag the Custom Report to the desired location on the page.
Form Designer
Find Control  Delete Contrel Undo Redo Save

I
I = I a

Hame L aby Test Lab Dole Lab Dala Source
IDesign view Ciesign vt Diesign view  [Design view
[Design view Ciesign view Degign view  [Design view
JDesign view Ciasign vidw Diagign view  [Design view
IDesign view Ciesign vigw Diesign view  [Design view
IDesign view Ciesign vt Diesign view  [Design view
JPROG 71712021
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Adding Form Images

1. Click Form Images.
2. Click Add.

3. Click Choose File.
4. Select an image file.
5. Click Open.

Form Designer

Form Images

Hama:

Chooss File | Fish jpg

Note: The added image is now a new control for the page.

6.
7.
8.
9.
10.

Click Back.

Click Add Control.

Type the name of the image file.
Click Add.

Drag the image to the desired location on the page.

Note: Large images need to be resized to fit the page.

Form Designer

[SEal: nt j Red S AVE

JPROG
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Adding Encounter Grids

1. Click Encounter Grids.
2. Click Add.

Follow these instructions to add an Encounter Grid to a Custom Form:

3. Enter a Days in Span. (Number of days prior to the form date.)

4. Enter a Title.

Form Designer

Add Back

Encounter Grids

Days In Span: 365
Title: |Labs ”: & ,e_ar

Codumn Count: 0

5. Click the Grid Name.

6. Click Manage Columns.

7. Click Add.

8. Select an Encounter Column.

Form Designer

Encounter Grid Columns

Encounter Column: [0

u bk Counl

Column Justity: CD4 Count

CD4 Percent
Header Font: |Anai 3
Header Fomt Style: | Feguls B

Header Fom Sipe: (2
Meader Font Color: | Black [ #]
Data Column Font
Columa Font: | Anal ]
Colurmn Fot Style: | Feguls £ |
Colamn Font Size: |8

Column Font Codor: | Blatk (]

9. Click Add.

Form Designer

View Add MovelUp MoveDown Delete Back Prind or Export
Encounter Grid Columns

Search

Column Name Pasition
C04 Count

Wirad Loaed 2

JPROG 71712021
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Note: The Encounter Grid is now a new control for the page.
10. Click Back.
11. Click Add Control.
12. Type in the Title of the Encounter Grid.
13. Click Add.
14. Drag the Encounter Grid to the desired location on the page.

Farm Designer

e —

[T
I 5 .

[Cane JCO Coumd il Load
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