How to use the CAREWare Form Designer

What'’s the Form Designer (FD) and why use it?

The form designer is a major addition to CAREWare. It allows users to take virtually any field
in CAREWare and drag and drop it on your own screen, in any location, just as you 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, then
maybe clinical encounters to enter vital signs or diagnoses, and then case notes, etc. The
form designer largely eliminates the need to jump around by allowing the user to place all the
critical fields for data entry on one (or more) forms, and to place those fields in the order that
mirrors your paper clinical encounter form.

The Form Designer will likely reduce the amount of time needed to enter data for each
encounter, and it may facilitate using CAREWare at the point of data entry and eliminate the
need to first record information on paper forms. But this is a decision that should be made
within the context of the work flow and demands of your own clinic.

It is important to remember, though, that the Form Designer is simply for data entry; it
contains none of the graphing and reporting functionality found in other parts of CAREWare.

. How to begin

There will likely be a fair amount of work up front to get your clinical forms set up properly in
the Form Designer. Once created, you probably won’t need to fiddle with them too much,
but it is always possible as Central Administrator to go back into a form, move fields around,
change the layout, add other fields, or the like.

Terms to Know

We will be using a set of terms throughout this manual that identify where you are and what
we are referring to specifically within the Form Designer.

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 forms per page.

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 2 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. When you drag the Service
name onto the form, a box will appear. The contract field --and any other
service-related fields such as Units and Price-- must also be dropped into that box
and only that box! If you dropped them into another box, they would simply
disappear.
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Field: These are simply the data fields in CAREWare (e.g. gender, risk factor, etc.)

Labels: Once you drop a Record and field(s) onto a form you will want to label each of

them to make sure their identity and location is clear to data entry personnel.

Properties: When you set up a form, you’ll be doing a lot of formatting, like creating

labels, setting Fonts, colors, etc. There’s a lot you can do to design the form. In this
guide we’ll try and point out some of the more important form properties you might

want to use.

Il. Creating a Form:

To create a form in Central Administration, first check if the appropriate User within that
domain has the rights to edit and view forms. **Forms can only be created and edited
within Central Administration; Data entry can only be done within the Provider domain.

1. Click Administrative Options.

Click Provider/User Manager.

Expand Users
Expand the username

Click Individual Permissions

N o o bk w0 DN

Click on Users under Central Admin users and Permissions.

Verify that the Form Designer permissions have been granted.

42 Provider/User Manager

F1: Save Esc: Close

EI--@ Central Administration
=47 Central Administration's Users and Permissions
. B8 Users
Eﬁ CWTEMP (TEMP, CW) [221] {All Permission
- Hfective Permissions
4% Groups
iz o e [ﬁ Individual Permissions
g User Groups

To open the Form Designer:
1. Click Administrative Options
2. Click Custom Features
3. Click Form Designer

The main menu includes the option to

e Form Design

e Data Entry

o Exit
CAREWare 5.0

forrn designer

T _Permission I Pemission Section | « Pemission Group | Status

e Change Form Owner Form Designer Administration Grarted
i Create/Edit/View Form Design  Form Designer Administration Grarted
i Delete Form Design Form Designer Administration Grarted
i Set Form Designer Sharing Provider Setup Wizard  Administration Granted
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1. Click Form Design to edit or create a form.

4z CAREWare Custom Form Designer

= Designed Forms
Nzme Action Use Count Eorm Owner (Click to change) Sharesble? (Click to change!
F1 Add Form
D Turn Form Defaults On Demographics 1 Edit Delete Betire 0 Central Administration No
Esc  Back Form_93bel Egit Delete Betire 0 Tester o
Form_d9362 Edit Delate Peti 0 Default No

e Name: Name of the form

e Action: Edit, Delete, or Retire a form

e Use Count: Number of clients using the form
e Form Owner: Provider that owns the form

e Shareable: Determines of the form can or cannot be shared with other provider
domains

Retiring a form retains the form and removes it from the list of forms for data entry. The
unretired button becomes available for a retired form. Unretire removes the retired status of
the form for data entry.

Once Add Form has been clicked, a blank form will open with the tool box to the left.

Drag any field over to the blank form to add a field. To delete a field, click the field and press
the delete button. After adding fields or deleting fields, Click Save.
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Tool Box:
4 CAREWare Custom Form Designer SN SRR L DU S T

ﬂ]i Add/Edit Design

Toolbox I Properties

Design Tools ol E"E‘@_

<
E|

Images
Custom Subform

[@ Reports

Refresh | |iDesignForrn‘I LI
Save | Bat |
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Properties:

Iﬂi Add/Edit Design

Toolbox  Properties I

AccessibleNa

AccessibleRe

Default

BackColor || Control
Backgroundln_] {none)
Background|n| Tile

Cursor Default

Font Microsoft Sans Serl
ForeColor _ Control Text
FormBarderSi| Sizable

RightToleft

No

RightToleftLa
UseWwaitCursd

AllowDrop

False

False

AutoValidate

EnablePrevertFocu

ContextMenu?

{none)

DioubleBuffere

False

Enabled

True

ImeMode

ElankMasterC

NoControl

False

deletefssociz

False

Description

Designhlame

Form_e491b

InitizlForm

False

ManitorResali

Low

jDiesignForm1

Ad

Inherit

True

AutaScrollMa

8.8

AutaScrollMin

0.0

AutoSize

False

AuteSizeMody

GrowOnly

Location

0.0

nn

Lo

(= =]=]

| »

m

Text

The text associated with the control.

Befresh | |i DesignForm

53'-'B| Exitl
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Created Form:
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[]]i Add/Edit Design

Toalbaox I Properties

@~ Design Tools ad! — @
[- 85 Providers
[]—-- Demagraphics
..... Corvices iLabel1 -
]
- Annual Review | L=l
F-{ ] Vital Signs FullNamel g E}é
-] Medications -
-] Tests — Ethnicity |Gendert -
- Immunizations -
B[] Disgroses |BirthGender1 -]
[]...% Fase Note [ClientID |
----- mages
B[] Custom Subform [ClientURNT |
----- [ﬁ Reports B
----- [ Grids fetn
| Address Street 1 |
| AddressCity1 |
IﬁddressCourrtﬂ ;I
| [+
[HIvStatust - [ PhoneNumberT |
|VitalStatus1 =]
| [-]
| u| Insurance Asz=essment
. Primary Insurance:
—HIV Risk Factors AT
4 | m | ¥
Poverty Level Assessment
Household Income:
Household Size: Poverty Level:
4 [T | }
[1 Case Notes
ICaseMoteContent 1

Befresh | |Date0fBith1 -]

Sae | Bit | Pint |

lll. Activating a Form
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A form is activated by activating the form for a provider, for a user, and adding the form to a

client.

In the Add/Edit Design menu:
e Expand Providers
e Expand the provider

e Expand Users

£1-25 Providers

=87 ADAP
&3 Default
- Tester

El@ |zers
% CWTEMP

o € TEST
EIE:J Demographics

e Right click Providers
1. Edit Active Providers — Opens Provider menu

2. Make Universal — Allows form for all providers

Activate the form for providers

Check the box next to all providers that can use the current form.

Provider:

ADAP
Default
Tester

Ok ] Cancel
e Check the Provider Domain
e C(Click Ok
e Right Click Users
2015-07-02
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1. Edit Active Users
2. Make Provider-Wide

Activate the form for users

Check the box next to all users that can use the current form.

Provider:

CWTEMP (TEMP, CW)
[[] GREMDFOLS (Folsbogen, Gredlwist)

Ok Cancel

e Check the User
e Click Ok

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

IV. Editing data on a client record using a form
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1

. Click Data Entry to enter data into a form for a client

After clicking Data Entry, there are 2 options.

e Find Client
e Back

Find Client opens the Find Client menu to search for the client that data will be added to in
the form.

Find Client

Enter search criteria. Partial matches will be included. ‘Wildeards (7) are accepted.

Last Name:
ftest

First Mame:

Client D

Unigue D

Client UCI:
|

W View Active Clients Only Maximum Results: |'I{III}

Search Cancel I

e Type in the client's identifying information and click Search.

Search Results

Search results for criteria: Last Mame Like ‘test’, Active Clients Only.

Last Name | First Mame | Client ID | Unique ID__ | Ciient EURN | Client UCI | Provider | A
Test Janhy 42 JNTSON01...  3gBvowOoe  BE1AGRRES.  ADAP

Test Jonhy 42 JNTSO101...  3gBvowOoe  BE1AGEES.. Default

Test Jonhy 42 JNTS0101...  3gBvowOoe  BE1AGE89..  Tester

Test Jonny JNTS0201...  thwigTgnw DB43Ch24... ADAP B
Test Jonny JNTS0207...  thwig Tgnw DB43CE24...  Tester

Test Richard RCTSO101... EBklZLMa  SAZDEECF .. Default

Test Test TSTSO101... kBCRf++1z  GEBE1406. ADAP =
Test Test TSTS0101... kBCRf++1z  G6BG&1406. Default

Test Test 999558 TSTSO101..  ksHall+ob BAB1AES2 . Tester

Tester Jonhy JNTSO103... BGpxksc+s  CBESZSED..  Tester

Testing Sharing SATSOBDE.. +CAAT3t EB1RCEZF... Tester e

Forms | Details l Modify Search Mew Search I Close I
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e Select the client to enter data for.
e C(Click Forms

Once the Forms Designer menu opens, the option to add a form or exit will be available in
the Provider domain. The form will have to be shared with the provider domain that is
accessing it. Data entry cannot occur in the Central Administration domain.

Name Action Use Count Form Owner (Click to change’ Shareable? (Click to change)
Demographics 1 Edit Delete Eetire 1 Central Administration Yes
Form_93bel Edit Delete Retire o Tester Mo
Form_d9362 Edit Delete Eetire 0 Default Mo

If the form was created in a provider domain, that provider will be the form owner and have
access to the form.

Once Forms is clicked an available form, with the name of the form after “Add”, will have the
option to add the form to the selected client. The form with have a date for the last time the form
was edited and the options to View or Edit the form for the selected client.

—\'a_i Form Select Test, Test Test > All Forms for Past 12 Months Sharing Options

Demographics 1
F1 Add Demographics 1
Ese  Exit 792015 Wiew Edit

1. Click View to see the clients form
2. Click Edit to edit the client information in that form
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|i| Form View

Test, Test Test = View Demographics 1

F1 Edit
PgUp Frevious Page
PgDOn  MNext Page

Esc  Back
F2 Delete
Ctrl-P Print

jLabell [7/9/2015

Test, Test Test

— Ethnicity -

HIV-positive (not F.ID.:I

[11/4/2014

Ll L

—HIV Risk Factors -

Ingurance
Frimary Insurance:

Other Insurance:

4 m

3

Federal Poverly Level
Household Income:
Household Size:

Poverty Level:

1| m

When viewing form data fields 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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Once Edit has been clicked, the client’s record can be changed here. Fields changed in the form
are directly linked to the same field in the client’s record in CAREWare. If the client’s phone
number is changed here, it is also changed on the demographics tab in CAREWare.

'-?1 Form Edit Test, Test Test > Edit Demographics 1
F1
PgDn jLabell 79,2015 [~]
Esc Test, Test Test [1/1/197
Ctrl-Z Undo
CtrlY Redo Ethnicity [Male ~]
Ctrl-P Print IMaIe :_J
599558
TSTS01017
Race
1000 Long way|
iNatch'rtoches :_J
74034
HIV-posttive fnot AID ~ | 555-559-9950
[11/4/2014 -] |Alive |
| = | Insurance
. Primary Insurance:
HIV Risk Factors -

Other Insurance:

4 | n | *

Federal Poverty Level
Household Income:

Household Size: Poverty Level:

4 i 3
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Phone number currently in form

jLabel1 [7/9/2015 =]

Test, Test Test [1/1/1973 [-]
~ Ethnicity

IE??
L L

TSTS010T7

1000 Long way

g
3

{Natchtoches |

HIV-positive fnot AID » |

"

[11/4/2014 -]

=

Phone number currently in client’s record

Demographics I Drug Services I Service I Annual Review I Encounters I Refemrals I
First Mame: Middle Name: Ui D
nigue

Test Test

ITe ITe [Fstsowimaiv |
Last Name:

[Test Encrypted URN:

Gender: DatecfBirth.  Est? | [ksHallzob

[Male | hnnsm [-] O

Sex at Birth: Encrypted UCI:
|Male j IBAE'IAEE»E.'}EEFDMMSBE&BBDEDFBDSEL‘?EAMFC?U
Client |D:
IEHHBBE

Street Addrass: I Include on label report
I'IDDEI Long way Long Road

City: State: Zip Code:
I‘r’eppers Louisiana ;I IT-"-IDEI-I

County: Phone Number:
|Natchitoches | |555-559-9951

Race(s): Asian Subgroup:  Pacific Subgroup:
IWhite, Black or African American, .Hsj Iﬁsian Indian, Cj INati'u'e Hawaiiaﬂ
Ethnicity: Hispanic Subgroup:

IHispanic j IMe;dcan, Mexican American, Ehicarﬂ
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Phone number edited in form

jLabell | 7/9/2015 -

Test, Test Test [1/1/1973 -]

— Ethnicity [Male

Led Lo

|I'u'|a|e

i

TS5TS01017

—ir HIEGE
1000 Long way

g
]

|Natch'rtnd1&s _v_I

d

G
2
5

HIV-positive fnot AID ~ |

[11/472014 -

=

=

41}
RN

Phone number changed in client’s record
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Demographics | Drug Services ] Service ] Annual Review ] Encounters ] Refemrals 1
First Name: Middle Name: = D
nigue

Test Test

£ £ [rsTsoioiain .|
Last Name:

|T'3St Encrypted URN:

Gender: Diate of Birth: Est? |ksHaLl+ob

[Male x| ngm [-] T

Sex at Birth: Encrypted UCI:

Male _~| |BAB1AES23ESFD443435EA3506DFBO3607SAAAFCTU
Client [D:
[a9998

Street Address: [ Include on label report
|1 (00 Long way Long Road

City: State: Zip Code:
|Yeppers 1L|:|uisiana L] |?4D34

County: Phone Number:
[Natchitoches | |555-559-9950

Special case of Case Notes:

When you drop a Case Note onto a form, you must add the content field. There is a red
warning label showing the field is in error.

e Click Properties
e Click Show Missing Required Fields

In this case, Content must be added to complete the field for Case Notes.

Setting up Rules for Quality Control:

It is possible to set up data rules and restrictions for fields placed on the form in order to
ensure data entry quality. For example, you may want to set ranges on body weight or height
so that extreme high or low values get flagged. Or you may want to disable certain fields that
are gender-specific (e.g. no Pap smear for males).

* To establish rules for a field, first select the field of interest on the form
¢ Go to Properties and find Rules under the CAREWare subhead.
¢ Click on the 3-dot ellipsis on the right to activate the rules module.

Here’s a snapshot of the Properties location to access the rules module.

CAREWare 5.0 Form Designer 2015-07-02 pg. 16



clearDataOnl| False

Control Displa| Zip Code

DefaultValue

Mame ZipCodel

(DataBindings

DataField

DataSource

DataType String

PostValidatior| PostValidation

PreValidation | PreValidation

Tag

TextDetached) Tue

Value

ValuelsDbMNul

AutoChangeP| True

CurrentTimeZ| True

DaylightTime:| NoAdjustments

GMTOffset 0000

+UUuy
LoopPesition | True

MinShertYear | 300

‘wirapDateTim| True

CausesValida

Label | inone)

Culture (Current Cutture)

AddressStrest1

CustomForme

DateTimelnpu| True

DisplayFormz Formatinfo

EditFormat | Fomatinfo

Disabling controls

AddressCity1
Rule Editor - Zip Code
—Zip Code Rules: Close |
—Criteria
Rule Name:
I e Sl ‘
Operator | Criteria
] 1 | »
—Action
Action: Short Error Message:
Operator | Action I
Add Edit Delete |

=l

¢ |In the Rule Editor, click Add on the bottom left.

e Name your rule in the top right box. Here we are creating one called ‘In Service Area.’ This
rule will cause an error flag to be generated if a zip code does not match the service area.

¢ On the right, click Add to create a rule for zip code “Is Not”, “=”, “74034”, and then hit
save. The rule will now be listed in the box below.

¢ Now designate an Action to be taken if the criterion above has been met. Here we are
going to have an error appear and post a message to re-enter.

® To SAVE everything, you must click the Save button in the Rule Name box on the top left

CAREWare 5.0
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clearData0Onl| False
Control Displa| Zip Code
DefaultValus
Name_

ZipCode1

(DataBindings
DataField
DataSource
DataType String
Post\alidatior| PostValidation
PreValidation | PreValidation
Tag
TextDetached
Value
Waluels DbNul

AutoChangeP| True
CurrentTimeZ| True
DaylightTime| NoAdjustments
GMTOffset | +00:00
LoopPosition | True
MinShortYear | 300
‘wirapDateTim| True

|{nane)

Culture ({Current Cutture)

Address Street 1

AddressCity1

Rule Editer - Zip Cade

Edit

Delete |

CustomForme
Date Timelnpu| True
DisplayForme| FormatInfo
EditFormat | Formatinfo

EdithAzel

Disabling contrals

—Zip Code Rules: Cloce |
—Critenia for rule: In Service Area
Rule Name:
IIn Service Area {ELF;CDE‘B_ | _ﬂ | .ﬂ I
Operator | Criteria

I Zip Code - Value |s Not = 74034

l n |

Add Edit

—Actions for rule: In Service Area

Action: Short Error Message:
=]l
Operator | Action I

Waming_Alow_Save Client out of service area

Rules
The set of rules applied to the contral.

Befresh | IZpCode1 vl

soe | Edt |

pint |

Another type of rule allows you to perform an Action on one field depending on the value of
another field. For example, we may want to disable the field for entering a Pap smear if the

client is male.

¢ Another Rule might display a message if a lab test value is especially low or high, such as a
CD4 count or Viral Load.

e When you go to enter data for a client (see below) and the criteria established above are
true, a red warning triangle or exclamation will appear in the appropriate location. If you
place your mouse over the warning, the warning text will appear.
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Entering data into the form:

¢ To enter data into a form for a client, you must first log into the Provider Domain.

¢ Click Ctrl + D to enter the Form Designer.

¢ Click F1 to find a client. A screen like the following will appear, depending on how many

forms you have created and how much data you’ve entered for this client.

The function keys on the left (F1-F3) or clicking the links themselves allow you to add new
data for a client for a new encounter. We could also select to view or edit a form for a date

already entered.

Here’s a full screenshot of the client form, in edit mode. Note that some fields have already
been entered. In addition, the main demographic fields such as name, gender, and date of
birth will also pre-populate on the form.

CAREWare 5.0

jLabel 8/14/2015 ]
Test, Completed (11102001 -
nlell
Ethnicity Female -
Female -
Face
568 Williamsbur
Matchitoches -
CH
- hh5-h55-9957
[1/1/2015 - Alive -
| - [T 123112014
. Primary Insurance: No Insurance
HIV Risk Factors
Other Insurance:
1 1 | »
Federal Poverty Level 1213120
Househeld Income: $0
Household Size: 1 Poverty Level: 0%
P W b
[] Case Motes
CaseMoteContent 1
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