Welcome!

CAREWare Quick Start guides will walk you through the basics of setting up, managing
and using the main CAREWare functions. It is intended for non-technical users who just
need to get basic information in and out of CAREWare.

About This Guide #2:
Setting up Contracts and Services

This guide does NOT cover merging subservices, service sharing between providers, or other
more advanced topics.

' PLEASE NOTE: The client data used in these manuals is purely fictional.

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 RSR)
Creating basic custom reports

Creating more advanced reports

User and System administration

CoNoUR~®WNE

For additional information:

’

Please refer to the Frequently Asked Questions page on the CAREWare programmers
website:

http://www.jprog.com/wiki/

Or contact the help desk at cwhelp@jprog.com.

Revision date: September 21, 2012
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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 may have a contract to perform Medical Transportation services, funded
by Part B. Under that contract, you perform a variety of subservices — providing bus tokens, gas
vouchers, taxi rides, etc. In CAREWare, you'll be setting up your data entry to reflect those
subservices.

Remember:

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

e Aclient needs at least one CARE Act-funded service in the reporting year to get
included in the RSR export. CAREWare looks at funding sources in contracts to
determine this.

e Proper configuration of contracts in CAREWare is essential to ensure accurate client-
level data collection and reporting throughout the year. Proper setup of contracts before
you begin data entry helps avoid data inconsistencies in the future.

What do | need to get started?

¢ You will need to know which funding source is applicable to your contracts and
designate them accordingly.

e |f you are a multi-agency provider, you'll need to decide if your contracts are going to be
created in the Central Administration domain (and therefore only editable by the user(s)
with access to Central Administration) or within the Provider domain (editable by users at
individual agencies, with the necessary permissions). This is a decision that you should
make in line with your HIPAA Security policies before you begin. We recommend that
contracts are administered through Central Administration.
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Setting Up Contracts

1. Log into CAREWare as a user with the proper permissions (See Quick Start #9 on
user and permission administration) into either the Central Administration or Provider
domain. For security and quality purposes, we recommend configuring all contracts

under Central Admin.

-

Domain Selection

Domain

Central Administration
Drugs R Us

Panama Hospital del Nino
Ryan White AIDS Care

2. Select Administrative Options from the main menu.
Main Menu
Department af Health and Human Services e

GRS

Health Resources and Services Administration

Reports
Drug Inventory System

Appointments

21 Administrative alarms.

User Messages

r
( Administrative Options

My Settings

Log Off

About CAREWare

Refresh Messages

3. Select Contracts.
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Administrative Options

Provider/User Manager Lab Test Mapping Tool
Setup Wizard Advanced Encryption Options
"‘\I
Contracts ) Business Tier Diagnostics
1
Grantee Setup Change Log Operations
Clinical Encounter Setup Backup
Custom Features System [nformation

Client Matching Setup

Pharmacy Supplier Provider Data Import
Performance Measures Custom Report Field Setup
Field Merge RSR Export
SF Import Manager Email Alert Scheduler (Beta)
HOPWA Setup Wizard (Beta) Advanced Security Options

Clear Caches

Back to Main Menu

4, The Service Contracts menu will appear. Use the Provider drop down menu to
select from multiple providers. Click Add to enter a new contract.

Service Contracts

Provider Manage Subservices ‘

(‘ an White AIDS Care| )

Reports ‘
Name: Start Date: ‘ Stop Date: ‘ Funding: ‘ Central ?- ‘
CDC GAP Services 1/1/2000 PEPFAR Yes
HOPWA 07-08 11112007 12/31/2008 HOPWA_07-08 No
HOPWA 2010 1112010 12/31/2010 HOPWA Yes
Part A 2010-11 3/1/2010 2/28/20M Part A Yes
Part AFY 2011-13 311201 2/28/2013 Part A Yes
Part D 2010-11 8/1/2010 7131/20M Part D No
Primary Care 1999 3/1/1999 4/30/2010 Multiple Funding Sources No
Private Donations 11172010 12/31/2010 Private Donations No
Title 2 Services 1/1/2004 12/31/2008 Part B Yes
Part C 2010-11 7112010 6/30/2011 PartC No
Add View/Edit Delete Close
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5. The Contract Editor appears. Enter the Contract Name. It's a good idea for basic
RW grants to use the funding stream as the name of your contract.

TIP: To keep your data organized, we recommend you keep your contracts “high
' level.” |.E., create a contract for Part C, a contract item named after the HRSA
° service category, such as Medical Transportation, then create subservices for Bus
— Tokens, etc. It's best to maintain as few contracts as possible, mirroring your
funded service categories.

6. Below this, enter the Start Date of your contract. You can use the drop-down
calendar to pick your dates.
Contract Editor: Ryan White AIDS Care
Contract Name @“CQOW IVCenlraD Funding
Funding Source Na... | CARE __. Edit List
start] [1172012 > Eng 120z ]
{ January, 2012 4
Contract ltems m
ContractltemName: |1 2 3 4 5 6 7 Budget:
8 910 Mi211 [ © 5} [
15 16 17 18 1920 21
Contract ltem 22 23 24 252627 28 | Budget Allow Data-Entry Past Budget. | Primary Health Care Service:
203031 123 4
Today | Clear
Save Contract Changes ‘ Close ‘

It's not necessary to enter a stop date. If you do, you won’t be able to enter services
provided past this stop date! However, if your funding does have a stop date, you
may wish to enter an end date for data entry quality control.

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

Funding:

Funding Source Na... | CARE .. Edit List

8. Select one or more funding streams. Shown here are those which come in
CAREWare by default. We highly recommend that you set up contracts under a
single funding stream, such as Part A or Part B or Non-Ryan White. (Multiple
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Funding Source contracts will not allow for separation of individual funding streams
when you enter services.)

Check 1 or more funding sources to use

Funding Source Name CARE Act Funded -
[]aDAP No
[CJHOPWA No
[(JHOPWA_07-08 No
[|Not Currently Funded No =
[ |partA Yes i
["PartB Yes
( Part C Yes)
T IPartD Yes
[]Part D Youth Yes
[]Part F, Part AMAI Yes
[|PartF, Part B MAI Yes
[ 1Private Nanatinns Nn h
Add ltem Edit ltem Delete ltem
Add/Edit

Funding Source Name

| ~

Use selected Funding Sources ‘ Cancel

In this case, we select Part C. This is preset to CARE Act Funded.

9. You can add funding streams as well (for instance, some agencies receive grants
from Broadway Cares or other grantors).

a. Click Add Item.
b. Enter a Funding Source Name.

c. Use the check box to indicate if the source is CARE Act Funded or not. (You
cannot alter HRSA defined funding sources such as Part C.)

10. Click Use selected Funding Sources when done.
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Add/Edit
Funding Source Name:

| =

( Use selected Funding Sources ‘) Cancel

11. The funding source you designated will be populated on screen. Click Save
Contract Changes to continue.
Contract Editor: Ryan White AIDS Care
ContractName:  [Part C2012 ¥ Central? Funding:
Funding Source Na... | CARE 1 \ Edit List
Start 1172012 =1 Ena [2@2002 <] Part ves )
Contract ltems
Contract ltem Name: Budget:
[ = =
Contract ltem Subservices: ‘ Budget: Allow Data-Entry Past Budget: | Primary Health Care Service
Add New Item Edit Selected ltem Delete Selected ltem | Edit Subservices For Selected ltem ‘

Now you can begin creating contract items. Click Add New Item to enter a contract
item name.

Contract ltems

Contract ltem Name Budget

[ [ =

Coniract ltem:

Subservices: ‘ Budget: Allow Data-Entry Past Budget: ‘ Primary Health Care Service:

Add New Item | z Edit Selected Item Delete Selected ltem Edit Subservices For Selected ltem

13. Enter the contract details:

a. The broad general Contract Item Name. Contract ltem names should mirror

HRSA Funding Categories, such as Medical Case Management;
Outpatient/Ambulatory Medical Care, Medical Transportation, etc. In this case, as
it's a Part C funded contract, we’ve called this item Early Intervention Services.
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b. The Budget is not required, but can be useful if you enter per-unit costs for
subservices and want to use CAREWare to track overall expenditure.

c. Whether or not to Allow Data-Entry past Budget Amount. If you uncheck this
box, and assign per-unit costs, data entry will be blocked once the budget is
expended. We don’t recommend this as data entry can lag behind services, and
this could pose problems in your record keeping. Use of this feature depends on
how strict your agency would like to be in limiting data entry on costed

subservices.
Coniract ltems
Contract ltem Name: Budget Allow Data-En  Budast i iR Saye ltem
‘Earry Intervention Services | F Amuuvrmla SREMy PR ~ ng.a,g e ae Cancel
Contract Item: Subservices: ‘ Budget: Allow Data-Entry Past Budget: ‘ Primary Health Care Service:

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

15. Highlight the contract item, and click Edit Subservices for Selected Item in the
bottom right.

Contract ltems

Contract ltem Name Budget:
[ [ = r
Contract Item: Subservices: | Budget: Allow Data-Entry Past Budget: | Primary Health Care Service: ‘
Early Intervention Services 0 Yes Yes
Add New ltem | Edit Selected ltem ‘ Delete Selected ltem |( Edit Subservices For Selecled liem D

A subservice is the most detailed breakdown of a funded service. For instance, you
have a Contract for Part C funding. One of the Items fundable under Part C is Early
Intervention Services. And EIS covers Intakes, medical care visits, Labs, Medical
Case Management, Medical Transportation, etc. Those are the subservices you
may provide under this contract.

16. In a new CAREWare installation, there are no subservices. To create new

subservices, or make changes to the available subservices, click on Subservice
Manager.

Revised 9/21/2012



CAREWare Quick Start — Setting Up Contracts and Subservices

Page 9

Contract ltem Subservices

Contract ltem Name: |Early Intervertion Services

Available Subservices

Amount: [¢0.00 Close

[83/83

T Subservice

« Category

[ -

Adherence counseling

Assessment/CMF

Benefit assistance/CMO

Blood draw./Ambulatony/Outpatient Medical Care
Brief Case Mgt/ CMF

Brief Cther Case Mgt/ CMO

Buddy/Companion Services

Bus Ticket

Cab Voucher

Q Subservice Manager

edical Cane

Treatment Adherence Counseling
Medical Case Management

Other Case Management (non face4o{ace)

Outpatient/Ambulatory Medical Care
Facetoface Case Management
Medical Case Managemeant

Client Advocacy

Medical Transportation Services
Medical Transportation Services

O tnatient /Ambnlatore Medical Care

Add the selected subservice(s) to the contracted subservice list.

17. Click Add Subservice.
Subservice Manager
Merge Subservices Clese
Subservices
Category: Short Name: Long MName:
Categary: | Shorthame: | Long MName: -
Case Management {non-medical) Counseling/CM Counseling/CM
Case Management (non-medical) Phone monitoring Phone monitoring /CMO
Client Advocacy Advocacy General Client Advocacy
Client Advocacy Buddies Buddy/Companion Services
Eary Intervertion (Part A - B) Legal advocacy Legal advocacy
Emergency Financial Assistance Financial Assistance Financial Assistance standard
Emergency Financial Assistance Lkility assistance/EFA Utility assistance/EFA
Facetoface Case Management Brief Case Mgt Brief Case Mgt/CMF
Food Bank/Home-delivered Meals Food Food/Default
Food Bank/Home-delivered Meals Food Box Food Box
Food Bank/Home-delivered Meals Home Meals Home Delivered Meals i
T — _ o omsiom a __ e S
( Add Subservice ) Edit Subservice | Delete Subservice | List Contracts for Subservice |
. , .
18. To add a subservice, you'll need to specify the Category (also known as the type of

service). The Category is the HRSA-defined service category (as seen on your
RSR). Then you'll create a Short Name - this is the name displayed in the drop-
down menu when you perform data entry.

Use the drop down menu to select the category. Next, enter a short name. We
recommend using clear, easy names. You can edit the long name if you wish, but it's

not necessary.
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Subservice Manager
Merge Subservices
Subservices
Save

Category: Short Name: Long Name:

|Linguistic:s Services j |Spanish Translator |Spanish Translator Cancel

Category: 1 ShortName: | Long MName: -

Case Management {non-medical) Counseling/CM Counseling/CM

Case Management {non-medical) Phone monitoring Phone monitoring /CMO

Client Advocacy

Client Advocacy

Eary Intervention (Part A - B)
Emergency Financial Assistanice
Emergency Financial Assistance
Facetoface Case Management
Food Bank/Home-delivered Meals
Food Bank/Home-delivered Meals
Food Bank/Home-delivered Meals

[T S R PO P PP S

4 1

Advocacy

Buddies

Legal advocacy
Financial Assistance
Ltility assistance/EFA
Brief Case Mgt

Food

Food Box

Home Meals

[N - R

General Client Advocacy
Buddy/Companion Services
Legal advocacy

Financial Assistance standard
Lkility assistance/EFA

Brief Case Mgt/CMF
Food/Default

Food Box

Home Delivered Meals

Vo P dwo MbL o3 el

t

19. Click Save when you’ve finished. The subservice appears on the list and is ready to
be attached to a contract. You can select it and click Add the selected
subservice(s) to the contracted subservice list.

Contract Item Subservices
Contract ltem Name: |Early Intervention Services Amount: (20,00 Close
Available Subservices
[83/83
G: Subservice _) (‘;Eategor;-‘) | -
Adherence counseling Treatment Adherence Counseling
Assessment/CMF Medical Case Management
Benefit assistance/CMO (ther Case Management (non faceto{ace)
Blood draw/Ambulatory/Outpatient Medical Care Qutpatient/Ambulatory Medical Care
Brief Case Mgt/CMF Facetoface Case Management
Brief Cther Case Mat/CMO Medical Case Management
BuddyCompanion Services Cliert Advocacy
Bus Ticket Medical Transportation Services
Cab Voucher Medical Transportation Services
Check un/Amhlatane O tnatient Medical Care Chinatient /Amhulaton: Medical Care S
Subservice Manager Add the selected subservice(s) to the contracted subservice list. D
|
You can sort these A-Z or Z-A by clicking on either the Subservice or Category title.
Select a subservice by clicking on it, then click the Add the selected subservice(s)
to the contracted subservice list button.
20. You'll be prompted to enter default units of service and cost of service. The default

guantity is 1, and the default price is 0. You should enter a unit cost of service only if

you plan on tracking your budgetary expenditure — this is not required so you can
leave it at 0. If you check the box marked Use this quantity and price for all
remaining subservice, you won’t be prompted to do this when adding multiple
subservices at the same time.
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Subservice default quantity and price

Current Subsenncs: ||"-"|Edi|:a| Case Mgnmt.

Set the default guantity and price for the subsenice: Medical Caze Mgmi..
Click OK to accept the entered values. Click Cancel to skip adding the
subsenvice to the contract. Check the box before clicking OK to use the
guantity and price entries for all remaining subsenvices.

Default Qty: ] Default Price: 150.00

|Ise this quantity and price for all
remaining subservice oK |

Cancel

21. The subservice now appears in the bottom half of the window, under Contracted
Subservices. You can now do data entry using this subservice.

Centracted Subservices:

Subservice: Price: Default Quantity: - ‘ ‘
EEN =
| Subservice Price | Cty
Spanish Translator 20.00 1
Medical Case Mgmt. 20.00 1
1 [Tl | 2
Edit the selected subservice contract ‘ | Bemove the selected subservice(s) from the contracted subservices list.

22. You can Edit the selected subservice contract if you want to change the price or
default quantity later. Most likely, the only change you may need to make is to the
Active check box. If you no longer provide a service, you can uncheck this box and
prevent any further data entry for it.

Contracted Subservices:

Subservice: Price: Default Quantity: Fog ‘ Trree] ‘
|Medical Case Mgmt./Medical Case Mamt. |§m |‘I

Ayvailable Subsenvices

| EYE = |

o Subservice | T Category | -
Housing Assistance Housing Services

Spanish Translator Linguistics Services

Assessment/CMF Medical Case Management

Brief Cther Case Mgt/CMO Medical Case Management M
Intensive Case Mgt/CMF Medical Case Management m
Intensive Cther Case Mat/CMO Medical Case Management

MCM Mon Facetoface Medical Case Management

Other Case Mgt/CMO) Medical Case Management

Reassessment/CMF Medical Case Management i
RM Reassessment Face4ofare Farrtnface Case Manane Medical Case Mananement

Subservice Manager Add the selected subservice(s) to the contracted subservice list.
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23. Repeat these steps as necessary for all contracts and subservices. Here is a

sample basic Part A contract:

Contract Editor: Ryan White AIDS Care

Contract Name: |Part AFY 2011-13 [# Central?  Funding:

Funding Source Name

Part A

Stan;laf'lfz{]'l'l Vl End: IZ.-"Z&-"ZDH 'l

| CAREAct... | EditList |
Yes

—Contract ltems
Contract ltem Name: Budget: L Saye ltem
I ™ fud ance
Contract ftem: | Subservices:
QOutpatient Ambulatory Medical Care 2
Medical Case Management 2
Health Ed/HIV Risk 1
Pl Tl | 3
Add New [tem Edit Selected ltem | Delete Selected ltem Edit Subservices For Selected ltem |
Merge Subservices | Save Contract Changes | Close I

And these are the subservices created for each contract item:

m

4
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) Subservice I Price I Gty
Medical Care/Outpatient./Ambulatory Medical Care £100.00 1
Labs/Ambulatory/Outpatient Medical Care £0.00
| Subservice | Price | Gty
MCM Mon Facetoface £0.00 1
MCM Face4oface £0.00 1
<[
| Subsenvice | Price | Gty
Wellness./HIV Education/Health ed /risk reduction/prevention  $0.00 1
<



