Nevada Office of HIV/AIDS
Nevada Ryan White Part B Program
CAREWare Notes Primer

ScoOPE OF COVERAGE

Directly applicable to all Ryan White Part B funded service providers.

PURPOSE OF PRIMER

In order to assist providers in cross-agency communication.

BACKGROUND

Nevada has implemented CAREWare as the client-level database for service delivery tracking and other
required data for the Ryan White Part B and AIDS Drug Assistance Program funded through the Health
Resources and Services Administration’s X07HA00001-26-00 ADAP earmark specified in the Ryan White
HIV/AIDS Treatment Extension Act of 2009 (PL 111-87).

TYPES OF NOTES SECTIONS & LOCATION

Field Name Location in CAREWare Requirement
Common Notes Demographics tab Yes
Provider Notes Demographics tab No
User Messages Demographics tab No
Case Notes Demographics tab No
Service Notes Services tab Yes
Comments from Initiating Agency Referrals tab Yes
Comments from Completing Agency Referrals tab Yes
Referral Comments Referrals tab No
Attachment Properties Comments Attachment Properties window Yes

Common Notes

Common Notes are for general
comments for all system users,
usually as flags for client
interactions. Only include
information that all providers
need to know. When entering a
new common note, begin the
note with the date, the name of
your agency, and your name

Example: 5/21/2015 Nevada
Office of HIV/AIDS — Tim: Do not
leave voicemail messages, Do not
call before 1:00 pm, works night
shift

Cook, John James

Appointments Orders  Forms  Changelog  Client Report  Duplicate Client  Delete Client Find List New Search ‘ Close ‘
Demographics | Drug Serviess | Service | Annual Review | Encounters | Refemals | HIV C&T | Reiations | Eigibity and Envolment Fields | Custom Tab 2 | Custom Tz 4 | »
First Name: Middle Name: Unique ID Enrollment Status: Enrollment Date: Eligibility Status
[dohn [vames S Active - =] [Not Bligible for Ryan White
Last Mame: Vital Status: Case Closed Date: Eligibility
[cook Encrypied URN ive = =] sy
Gender: Date of Birth: Est?

ale x| [z -] T HIV Status: HIV+Date  Est?  AIDSDate

Sex ot Birthe Encrypted UCI HiVpostve ot ADS) | |1/1/2000 [+] I 3| i
[wale =] [CO5BC2E2FEDDD113800E75783ER95956784F4DB5U HIV Risk Factors

ClientID: RUPB Member D Ho. [Vale who has sex with malels) S
[1

el User Messages | Case Notes
Street Address: I Include on label report
Cliertt is homeless but works with Anna at CARE Coalition - she knows how to

[Homeless track him down

City: Siate: Zip Code: 7/31/15 Nevada QHA - TKT: Do not leave woice mail messages

[Las Vegas Nevada j [Ba1or “TEST CLIENT"

County: Phone Number:

[Clark | [775-684-4025

Race(s).

[American Indian or Alaska Native ~|

Ethnicity: Hispanic Subgroup:

‘Hispamc j |F‘uertu Rican, Cuban j

If a client has a different physical home address that is not their mailing address, please put that
information in the first lines and keep that information in the first lines of the Common Notes.
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Do not include the client’s eligibility dates in the Common Notes Section.

Provider Notes Cook John James
Provider Notes function Similarly Appointments  Orders Forms  Changelog  Client Report  Duplicate Client  Delete Client Find List ‘ NewSearch‘ Close ‘
. . DBWDQEDh\DSIDmg Sew\ces]SeNice}Annua\ Review]Encoumers}Refenals}HIVC&T]Flelat\ons]EhgibMityand Enrolimert Helds}CuslomTabZ]CusmmTleL
but are specific to the provider, so s e e o Evallren Saus EvolmentDne. Bty Sizus
. . . [John \James CO01028310 . \Active - - ’m
they mlght mCIUde ”Chent dOES "Ea:o‘k“m j: 1edUF1{N =l Vital Status Case Closed Date: Eli~i(hiht'-,
not want a referral to XYZ |[|... ot o | premvene || ™ : e
” . . Male - [12n883 [=] T s i A ——
Agency” or other information a oo S v ] e @ I m R
medical provider would not share [Male =] [CUSBC2E2FENDO113600E75783EBY5956 7B4FADB5U HIV Risk Factors:
. . . . e +/FB Member 1D No. [Male who has sex with male(s) ~|
with a social services provider, || e
Py . . - Cormon Notes | Provider Notes | User Messages Case Notes |
Client is in treatment with Dr. ||| sreetsses B T || e
Suarez for bipolar disorder.” lswl e Zip Code:
These notes can only be viewed ||~ e SR
.ounty: lone Number:
and entered by CAREWare users ||| e = [
within your provider domain. e e A i 5
Each agency can establish its own || e Hisparic Suboroup
. [Hispanic | [Puerto Rican, Cuban |
protocol for the formatting and

use of Provider Notes.
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User Messages
User Messages allow users to send each other messages about this client, including messages from the
Central Admin user to all users. These messages are flagged on the CAREWare “home page.” These
messages are directly tied to the client, so general messages cannot be sent and messages to a group
cannot be sent.

Click on New Message to create a new message and then click on To User(s) to find the specific user at
a specific agency that you would like to communicate with. Remember that if you are communicating
pertaining to a referral — that must only be done in the Referrals tab. Communications through here
are to be information that you want a specific person to know about this client.

B Do not send any state OHA staff user messages through CAREWare. Use the
CAREWareHelp@health.nv.gov email address to ask that state staff call and troubleshoot any
client specific question but do not email any client information to the email address, just ask for
a call back.

Tip: copy and paste the client URN into the message body; we have noticed that there is a glitch within
CAREWare that sometimes causes the Client URN field to be deleted upon sending a message.

Cook, John James
User Messages Main Find List ‘ New Search ‘ Close ‘
Messages | I3 | Evvolment Fieids | Custom Tab 2 | Custom T ¢ | ¥
To/From | Ciient URN | Message Text I [roliment Date: _ Eligibility Status
To: Susana Gonzalez JHCOD102831U JHCODN02821UPlease contact ... — -
Tl e i ey JHCOD102821U Test Message 8/31/2015 INet Eigile for Ryan White
Case Closed Date: Eligibility
- History
F4: Go To Client
F5: Provider Messages HIV+ Date: Est? AlDS Date:
[1/1/2000 M -
Esc: Close
] User Messages
Showing: User M g | Case Notes ‘
[V Received [YZ Agency ~
[V Sent
v Acknowledged
¥ Unacknowledged
Messages per page: |20 Page 1of 1
‘ |Claric _v| |775684-4025
Race(s):
|Arneric:an Indian or Alaska Native j
Ethnicity: Hispanic Subgroup:
|H|span|c: j |Puert0 Rican, Cuban j »
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Case Notes

Nevada Office of HIV/AIDS

CAREWare Notes Primer

Nevada Ryan White Part B Program

Case notes can only be seen by each user within your domain but can be shared with another provider
on a case-by-case basis. To enter a case note from the Demographics page, click Case Notes

Within the Case Notes window, there is now the benefit of having a larger area to type in, a Spell Check
option, a Thesaurus option, and the ability to go back and Append previously entered notes. The
administrative officer of CAREWare at your agency is the only staff member with the ability to delete a

Case Note.

If any provider has a standard template/wording that is used as the baseline for a more individualized
case note — please email that wording to CAREWareHelp@health.nv.gov stating that you would like to

add a Case Note Template.

Click Add, Enter the Date, select a Case Note Author, and then enter the text of the Case Note.

Click Spell Check and use the Thesaurus if necessary, then click Save.

Client: |Cuuk. John James

¥ Only show this provider

From:

5/23/2013 2

Case Notes (Rapid Entry)

Through: Templates

o |l
s |2
w =

o | g

5/23/2016 2 Sharing

1 Date | Provider | Cass Note

‘ Author

11/3/2015  Nevads 5 Testing

Taycher, Timothy

Date:

lete Client Find List ‘ Mew Search ‘ Close ‘

5 ] Eligibility and Enrolment Fields ] Custom Tab 2] Custom T4 | »

5 Enrollment Date: Eligibility Status
- ~| |Mot Bligible for Ryan White
Case Closed Date: Eligibility
- - History
HIV+ Date: Est?  AIDS Date:

ADS) - |1/1/2000 " -
E8

Ex with male(s) ﬂ

Provider Notes User Messzges || Case Notes |

nt & refermal to XYZ Agency
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Service Notes

Service Notes are a brief yet explanatory way to document the substance of the activity that the
provider delivered to the client. Service notes are seen by all providers - so be sure to only include
information relevant to other providers and include notes only relevant to the service delivered.
More detailed notes related to the service can be entered in Case Notes.

e | L= o s | = =

Provided check to NV Energyl
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Comments from Initiating Agency

Comments from Initiating Agency are located in the Referrals tab in CAREWare and are notes
directed to the agency that is going to receive the referral. These referral notes should have a
request associated with it. The notes should be clear and concise enough for whomever receives
the referral the other agency that they will be able to assist the client.

Comments from Completing Agency

Comments from Completing Agency are located in the Referrals tab in CAREWare and are notes
indicating the current status and completion of the referral. The notes should be clear and concise
enough for whomever initiated the referral to know that the client was assisted.

Referral Comments
R Do not use the Referral Comments field in CAREWare.

Cook, John James

Appointments  Orders  Forms  Changelog  Client Report  Duplicate Client  Delete Client ‘ | ‘

Demographics | Drug Services ] Service ] Annual Review | Encounters  Referals l HIV C&T] Relations ] Eligibility and Enrollment Figlds ] Custom Tab 2] Custom Tz 4 | *
Add/Edit Referral Information

Referral Date: Type: Refer-To Provider: Reguested Senvice Category Type: Referral Class:

§/23/2016 | ~|[irtemal | [NEVADA ADAP Program v| add | |ADAP Insurance = ~| J
Referral Status: Referral Complete Date: Referral Comments:
|Pending J =

MName of Employee Initiating Referral ~
|'I"|mc|thy Taycher ﬂ

Comments from Initiating Agency
Please enroll client in ADAF for 30 days. Client is pending full enrollment until | get one more residency document.

Name of Employes Completing Referral

| =

Comments from Completing Agency
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Attachment Properties Comments

When attaching documents into CAREWare, whether it be referral documents or an Eligibility &

Enrollment packet, the Attachment Properties Comments must describe the contents of the attached
file.

—n bimetBimen Lo EE—— S - teg T L-Ael-tiang | Eligibility @
2 Attachment List Manager = | =] =
| /0 E rvice Category
Content | 1 Attach ... | Attach User | Mod Date | Mod User | File Type | File Name | reduction/prev
Attachment Properties L
File Mame:

|Navigating MAG pdf

ESC - Close Content Type:
|AHN =]

Comments: i

Enrollment Packet with all except a second residency
verffication|

Save
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