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Before we get started, some helpful tips:

Have a clear idea of the purpose of your report. For example, | need a list of clients’
names, URNs, gender, and race.

Make sure that the report is pulling the information you believe it is. One easy way to
verify this is to add more fields in your report and then use Excel or another program to
further manipulate the data. In addition, spot check your report; choose 5 or more
observations at random, and then go into their client record to verify that the
information matches.

Creating any type of data report is a skill that takes time to develop. Make sure to set
aside large blocks of time as you begin to work on your reports.

Be patient. CAREWare is accessed through a remote desktop, and it takes time for
messages to be transmitted. Wait for the Communicating light bulb symbol in the
bottom right hand corner to clear before clicking any other buttons.
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1. Accessing the Custom Reports Window:

Log in to CAREWare and on the first screen, click Reports.

Main Menu

7%

Department of Health and Human Services

GHIRSH

Heaith Resources and Services Administration

Off

In the next window, click Custom Reports.

| Bepots |
o |
|

System Messages QD

2 Administrative alarms

T Welcome to CAREWw/are! Contact Linda
Montgomery at (702) 455-5845 with any
questions.

HRSA Reports Clinical Encounter Reports
Custom Reports Clinical Encounter Preprints
Referrals Mailing Labels
Financial Report User Login Report
No Service in X Days User Permissions Report
WICY Report HOPWA Reports
Sorvice Detail Report Mulitple CIFllz:ort Case Notes
I~ Maximize All Reports? Close
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In the Custom Reports window, you can select from a list of existing reports or create a new
report. Below is an overview of the different fields in the Custom Reports window.

Custom Reports |

—View/Edit
+ Data Scope 2 Filter by Report Type:
I =l
[~ Show Shared Service Records - ;
5 Date Span g Clinical Review
S ?
I Show Shared Clinical Records Fraam: Through: J Year:

[~ Show Shared Custom Subform Records [12/172011 =] 1214201 R4 ] ":]

5 6
[~ Show New Clients Onlyl— Show Speciﬁcaiions? I Sum Numeric Fields

Report Name: | Report Type: | Custom/Crosstab: [ Run Repori
Names Demographics Custom _
service Service Custom New Report
Import From File
Export To File
Close

1. Data Scope — You can use the options to select specific records. When using this feature,
spot check records to ensure that your report is truly pulling the data intended.

2. Filter by Report Type — If you have a large number of reports in your report queue, you can
use this drop down menu to select the report type you want.

Filter by Report Type:

Counseling And Testing
Custom Subform _J
Diagnosis
Immunization
Lab
Medication

Pregnancy History = ls
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3. Date Span — Depending on the report type you select, the date span will refer to different
variables. Please refer to the table below to determine which date variable each report type

uses.

Date Range Selection for Custom Reports

Report Type

Client Records Included in Custom Report if Specified field within Date
Range

Custom subform

Custom subform date

Demographic

Includes clients with at least one service visit during the date range

Diagnoses Diagnosis date (tab not commonly used in Las Vegas TGA)
Immunization Immunization date (tab not commonly used in Las Vegas TGA)
Lab Lab test date

Medication No stop date or stop date within range

Pregnancy history

Estimated conception date

Referrals

Referral date

Screening

Screening test date

Screening labs

Screening lab test date

Service

Service visit date

Vital signs

Encounter date

4. Clinical Review Year — If you are reporting over 2 or more calendar years, the Clinical Review
Year drop down menu allows you to specify which year’s annual review data you want to use.
(This is important if you are using annual review data in your report, such as income, HIV status,
etc. which may change over time).

5. Show New Clients Only — When selected, will only show clients who became new clients in
the specified date range, based on their enrollment year.

6. Show Specifications - When selected, will display the criteria the report is run on.

7. Sum Numeric Fields — When selected, will display the total of any numeric fields at the
bottom of the report.
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2. Run an existing report:
Select the report you would like to run from the report queue.

Choose the appropriate Date Span, and if the dates cross 2 or more calendar years, in the
Clinical Review Year, enter the year from which you would like to use annual review
information.

When you have entered this information, click Run Report.
customReports |

~View/Edit
Data Scope Filter by Report Type:

I 2l

™ Show Shared Service Records

Date Span 1~ Clinical Review ——
™ Show Shared Clinical Records - : 2l veer
I~ Show Shared Custom Subform Records L2 z L 2l I |

[~ Show New Clients Onlyl™ Show Specifications [~ Sum Numeric Fields

Report Name: | Report Type: [ Custom/Crosstab: | Run Report

Clients by Race and Gender Service Custom —

Names Demographics Custom

service Service Custom e
Delete Report

Edit Report
Import From File
Export To File
Close

When the report is done running, a window like the one below will appear.

& RW CAREWare Report Viewer _|O]
Eile:

[ &3 View As POF |&Ermt |®‘M|DEH‘Q al '|4ﬂ [ 1A |@§;:kw;r: © Forward
D_-\\\---1--\\\--1---\\\-]---l\\\4---|-\\5---|--\s\--|---7\:

Clients by Race and Gender

Data Scope: AAA - Aliya's Awesome Agency
; URN: Name: Gender: Age: Race/Ethnicity: Srv Category:
N LDGDO101702U Godiva, Lady Female 44 Hispanic Medical Case Management
- LDGDO101702U Godiva, Lady Female 44 Hispanic Medical Case Management
i LDGDO101702U Godiva, Lady Female 44 Hispanic gutpalienw-\mbulalury Medical
are
. LDGD0101702U Godiva, Lady Female 44 Hispanic Food Bank/Home-delvered Meals —J
n Clco121270U Choco, Chip Male 43 Hispanic Health ed./risk reductionfpreventon
i MFMNOTO7871U Man, Muffin Male 28 Morethan one race Food Bank/Home-delivered Meals
- LDGDO101702U Godiva, Lady Female 44 Hispanic gutpa{ienﬂAmhulﬂmw Medical
are
- MFMNOTOTE71U Man, Muffin Male 28 Marethan one race Food Bank/Home-deliversd Meals
; MFMNOTOTB71U Man, Muffin Male 26 Morethan one race Health ed.irisk reductionfprevention

- -
4| | »
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If you would like to export the report to your computer as an Excel file, click File in the top left
hand corner, and then click Export.

& RW CAREWare Report Viewer

e |[O] D@0 HE| e @ [E

I oooea f 8§ &0l 8 5 02 e b oo foe o a3 e 4 f e | RN R N A A ™

Clients by Race and Gender

Data Scope: AAA - Aliya's Awesome Agency

; URN: Name: Gender: Age: Race/Ethnicity: Srv Category:

LDGDOM01702U Godiva Lady Female a4 Hispanic Medical Case Management
= LDGD0101702U Godiva, Lady Female 44 Hispanic Medical Case Management
i LDGD0101702U Godiva, Lady Female 44 Hispanic g::i:lll ent/Ambulatory Medical
: LDGD0101702U Godiva, Lady Female 44 Hispanic Food Bank/Home-delversd Meals —
? CICO1212701U Choco, Chip Male 43 Hispanic Health ed./risk reductioniprevention
; MFMNOTO7871U Man, Muffin Male 26 Morethan one race Food Bank/Home-delivered Meals
i LDGDO101702U Godiva, Lady Female 44 Hispanic gmguliem.iﬁ\mmimnry Medical
2 are
3 MFMNO707871U Man, Muffin Male 26 Morethan one race Food Bank/Home-deivered Meals
.-) MFMNO7T07871U Man, Muffin Male 26 Morethan one race Health ed./risk reductionjprevention

o

- .

The Export window will appear. From the Export Type drop down menu, select Microsoft Excel
Format (XLS).

Export Type |Rich Text Format (RTF) ~|
File I——- Portable Document Format (PDF) ]

([Microsoft Excel Fomat XS
agg age Format

Text Format (TXT)

XML Format (XML)

OK I Cancel
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Then click the ellipsis next to File.

Export Type IMiCmsoﬂ Excel Format {(XLS) j
File | i |l
Min Col \width 01
MinRDw‘J\ﬁdﬂ'll 129

[~ Auto Row Height

™ Use Cell Merging

[~ Display Grid Lines

™ Generate Multiple Sheets

I~ Remove Vertical Space

0K I Cancel

The Save As window will appear. Here you will indicate the name of the file and where it will be
saved on your computer.
@Savens m

{OO |1~ CAREWare GY 14-15 ~ guides » April 2014 Trainings ~ custom reports * (&3 [[seorch astom reparts

Organize v  New folder oy @
. Local Disk (0:) 2l Name - IDahemodﬁed |Type Iﬁzg
\,{j CD Drive (E:)
¥ SodialService-Apps (\\ccentnas3) No items match your search.
59 a3b (\\ccentnas3\SodalService-L
¥ SodalService-Public (\\ccentnas3
¥ ACES (\\ccentnast\sodialservices
¥ SodalService-Apps (\\ccentnas3)

% knvmgesﬂ%oosﬂbn) (r:]
¥ C onSSXCATEGT1

¥ D on SSXCST6GIL
9 E on SSXCITEGI1
¥ G on SSXCOT6GIL
S# H on SSXCITEGI1
¥ P on SSXCIT6GI1
¥ S on SSXCIT6GI1
¥ W on SSXC9IT6GI1

Y on SSXCIT6GI1
\ & J ~| 4 | _"I

2 File pame: | \\tscient\P\Ryan White RYAN WHITE 14-15\CAREWare GY 14-15\guides\April 2014 Trainings\custom reports\AAA 01.01.2014 ¥ |

(=

Save as type: IExceI Format ;i

“ Hide Folders 3 Save Cancel |

1. CAREWare is hosted on a virtual computer, so the first files that appear will be on the virtual
computer. DO NOT save files to this location. Look for your computer’s name, which will
typically be a series of letters and numbers. Click on the folder locations and see if they look
familiar. Once you verify that it is your computer, select which folder you would like to save the
file to.

2. Use the File Name field to label the file with a name that helps you to easily identify its
contents. Itis good practice to include keywords and the date span in the file name.

3. When you have entered all this information, click Save.
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You will be taken back out to the export window. Click OK, and wait for the file to export.
Depending on the size of the file and speed of the connection, this may take several minutes.
When the report is done running, the Export window will close. Go to where you saved the file
and open it to make sure that it exported correctly.

-'-':_?‘;-' RW CAREWare - AAA - Aliya's Awesome Agency

G%i RW CAREWare Report Viewer

Ee

[ H vewsseor [Geim. (0| @0OB R Q@ =@ 91 | Qe ©Foved
D—'I'!r-|1<r-|-1>z--nl---J---|---4---||-|5-r-|--

Export Type | Microsoft Excel Fomat (XLS) =l

Clients by Race and

File [\sclent\P\Ryan Whie\RYAN WHITE E
Data Scope:

URN: Namd B 101

LDGDO101702U Godit lkﬁan\nml 129 ledical Case Management Part AElig

P s Managen
LDGDO1M 702U Godi = edical Case Management Part AEli¢

I Use Cell Mergi sl
LDGDO10To2U Godi L tpatier y Medical Office Vis

are Outpatier
I Display Grid Lines g
LDGDO101702U Godi bod Bank/Home-delvered Meals
™ Generate Multiple Sheets
CICO1212701U Choe Eaith &d irisk reductionprevention Health Ec
R Vertical S Reductior

MFMNOTOTETIU Man, pod BankiHome-delivered Meals Food: Fo
Meals

LDGDO101702U 0K | Cancel I tpati Medical Office Vis
hre Outpatier

MFMNOTOTETIU Morethan one race Male Food Bank/iHome-deiivered heals Food;Fo
Meals

MFEMNOTOTETIU Morethan one race Male Heaith ed.irisk reductionjrevention Health Ec
Reductior

o

v Category: Srv Long

1

[ R S I B Y

[Connected to: abuttar@AAA - Aliya's Awesome Agency@CCTSQATTM iche:
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3. Create a new report:

To create a new report, click New Report in the Custom Reports window.

Custom Reports l

—View/Edit
rData Scope —
I Show Shared Sarvice Racords

I Show Shared Clinical Records

™ Show Shared Custom Subform Records

— Filter by Report Type:
] =
(~Date Span — 7 [ Clinical Raview
Erom: Through: J Year:
=] [rznazom =] | =]

27172001

I Show New Clients Only[™ Show Specifications [ Sum Numeric Fields

Report Name. | Report Type: [ Costom/Crosstab. |
Names Demographics Custom
sanvice Sanvice Custom New Repart ]
Import From File
Export To File
Close
The Custom Report Add window will appear
1 Report Name:
[C‘iients by Race and Gender
2 Report Type:
jl‘ Crosstab?
g Field Selection |
Report Filter [
[~ Read Only
Save Cancel |

1. Enter a name in the Report Name field that will help you easily identify the report in the

queue.

2. Choose the type of report from the Report Type drop down menu. Certain fields are only
available under certain report types, however, demographics fields are available within all

reports.

3. Click Field Selection to choose which variables you would like to add. The following window

will appear
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Click Add Field.

e - [0} =<1 |
Report Type:
e ™ Use Totsls A | 2| i |
Sedect Fusld
Field Report Column Hesdes \aficth (in): \width (em):  Total: St St Prioriby: Save
I I Jesum =] | =l o =

Field Justification: | =] Column Header Font: A | Data Field Font: A |

[ Colit [ Fieid Name | Cohsmn Header [ Wickh gn) | Wickh fom

al . : | |

Templates Il Add Field iI | Remove Al |

The Field Dictionary for Service Report window will appear.

~ ||655 /655 !:!
Ak SR 1_Field Name < Key Words [ Previous Fi... | -
F2: Custom Keywords Merts (Cin. Custom) Mlerts (Cin
. . Hepatitis C Screening Hepatitis C... | |
F3: L Biela Diss orpter HIV risk counseling HIV risk ¢
Esc: Close/Cancel RWHunded visits by ser.. Demograp... HRSARW...
ADAP Application Date ADAP Appl...
ADAP Disenroll Reason ADAP Dise
ADAP Enrolled In Period ADAP Enro...
ADAP First Enrollment D ADAP First
ADAP First Enrollment O ADAP First
ADAP First Enroliment St.. ADAP First ...
ADAP Is Last Disenrolled ADAP Is L.
ADAP Last End Date No.. ADAP Last...
ADAP Last Enrollment D... ADAP Lagt...
ADAP Last Enrollment 5t ADAP Last
ADAP Premium Morths ADAP Pre...
Address Demograp...  Address
Adherence Assessment Adherence
ADR Client In Period ADR Cliert...
ADR Gender ADR Gender
ADR Has Med With No . ADR Has ..
ADR Hispanic ADR Hispa...
ADR Poverty Level ADR Pover.
ADR Pregnant in Period ADR Pregn...
AFAN Efective Date (C1 AFAM Efe
AFAN Enrollment Status .. AFAN Enro..
AFAN Social Worker (Cl.. AFAN Soci...
Age Demograp Age
Age at Begin Date Demograp...  Ageat Beg..
Age At Date Case Motes  Age At Date
Age at Enrollment Demograp Age at Enr
AgeGroup Demograp...  AgeGroup
Agency (CIn. Custom) Agency [Cl
AIDS Clients on HAART AIDS Cliert...
AIDS diagnosis date esti... AIDS Date ...
AKA First Name (Cln. Cu AIKA First N
AKA Last Name {Cln. Cu... AKA Last ...
All Disbursements Have ... Al Disburs...
Allergies Demograp Allergies
American Indian or Alask  Demnaran A Ind I}

Look for the name of the field or type all or part of the name at the top to help narrow down
the list. For example, if you want to include the client’s URN in the report, you can type URN at
the top, and only fields that have URN in their name will appear in the list.

B Fickd Dictionarny for Sorvice Report

- Selecyline Field i~ —
h T_Feeid Hame T = Fomy Worsia | Prevous Fi. |
F2: Custom Kevwosds Encrypted URN Demogmap  <URN

RN Dmmogran LR
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To get more information about a field you are interested in, highlight the field, and then click
View Field Description at the left.

& Field Dictionary for Service Report M= E
[ ~|[27655 -
Fi: Selectlye Field 1 Field Name © Key Words | Previous F.__|
F2: Custom Keywords Encrypted URN Demograp... eURN
Ese: Close/Cancel

A Field Description window like the one below will appear. Not all fields have a field
description, so you may need to conduct further investigation to better understand how the
field relates to the data entered in CAREWare.

& Field Description =] B3
URN(String)

Uniquire Record Number
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Once you determine that this is the field you want to use, highlight the field and click

Select/Use Field on the left.

@ Field D ===
™ ) ~|[27655
_ = 1_Field Name | & Key Words | Previous Fi... |
e Encrypted URN Demograp.. eURN
F3: View Field Description URN Demograp...  URN
Esc: Close/Cancel

In the next window, you are given options for how to modify the format of the report. You can
also make these changes later on in Excel or another program. Review the information in this

window and click Save to add the field to the report.

¢ Custom Reports - Field Selection O] x|
Report Type:
IServic:e ™ Use Totals A | ? | Close
—Select Field
Field: Report Column Header: \whidth (in):  ‘Width (em):  Total: Sort: Sort Pricrity: Save
URN URN 12 3.05 v - E
| | | | ] | =l E| e
Field Justification: I VI Column Header Font: A | Data Field Font: A |
Colit | Field Name | Column Header | width fin) | Width {em
S
]
< | |
Templates Ldd Freld Edit Field Remaove Field Remave All
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You will be taken back out to the Field Selection window. You can add more fields by clicking
Add Field and following the same process.

% Custom Reports - Ficld Sclection (=] E3 I
Report Type:
[Service I Use Towls :\I = Close I
" Selact Fasld — =
Freld Repoet Column Header: _ WWidth (in):  \width (om)  Total Sort s«:&% Sove
I | | I =) =1 ==

Fidd.lwﬁc"m]beﬁ 'I Column Header Font: Al Data Field Font: Al

Coltt | Feid tome | Column Header |
| Cai: eid Name: ciumn Header

Wicth fn) | Wicth om
0 URN URN 12 205
[
o]
«| | ]|
Templates Add Field ZA1 Remove Freid I | Remove Al |

If you want to change the order of the fields, highlight the field you would like to move, and
then use the arrows at the right to move it up or down.

@ Custom Reports - Field Selection _ O] x|
Report Type:
[Service I UseTotals A | 7] Close |
—Select Field
Field: Report Column Header: Width (in):  Width(cm): Total: Sort: Sort Priority: Save
/] I‘ i . = > - D ————
Race/Ethnicity |Race/Ethniciy [1.42 J366 | 7|11 = = e
Field Justification: ILeﬁ 'I Column Header Font: A | Data Field Font A |
Col#t [ Field Name [ Column Header [ Width {n) [ Width em
0 URN URN 1.2 3.05
1 Name Name 144 366
2 Gender Gender 0.88 224 T |
3 Age Age 05 127
4 Race/Ethnicty Race/Ethnicty 144 366
5 Service category Srv Category 1.8 457 1
6 Service name Srv Long Name 1.8 457 - ]
7 Service date Srv Date 1.08 2.74
4] | o
Templates Add Field Edit Field Remove Field | Remaove All |
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If you are ready to run your report, click Close in the top right hand corner.

G?) Custom Reports - Field Selection

Report Type:

ISer\rice [~ Use Totals A | ? | Close

—Select Field
Field: Report Column Header: ‘width (in):  Width (cm):  Total: Sort: Sort Priority: s

| | | [Count =] | FlC El e
Field Justification: I Vl Column Header Font: A | Data Field Font: A |
Col#f | Field Name | Column Header | Width Gn) | Width {em
0 URN URN 12 3.05
1 Name Name 144 366
2 Gender Gender 0.83 224 1 |
3 Age Age 05 1.27
4 Race/Ethnicity Race./Ethnicity 144 366
5 Service category Srv Category 18 457 7 |
& Service name Srv Long Mame 1.8 457
7 Service date Srv Date 1.08 274
4] | 2+
Templates Add Field Edit Field Remove Field Remaowe All

You will be taken out the Custom Report Edit window. Click Save in the bottom left hand
corner.

Custom Report Edit |

Report Name:
[Chents by Race and Gender

JService 2™ Crosstab?

[ Field Selection |

Report Filter |
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In the Custom Reports window, make sure the report you want to use is highlighted. Review
the Date Span and Clinical Review Year to make sure they are correct, and then click Run

Report.

Custom Reports

~View/Edk

~ Data Scope

I Show Shared Service Records
I Show Shared Clinical Records

[~ Show Shared Custom Sublorm Records

Filter by Report Type:
| £
Date Span rChirical Review
il | e
From: Theough: Year:
11172014 x| |ans2md =l | |

™ Show New Clients Onlyl™ Show Specifications I~ Sum Numeric Fields

Report Name:

| Custom/Crosstab:

Chents by Race and Gender
Names
senice

| Repot Type:
Service

Demographics
Service

Custom
Custom
Custom

New Report
Delete Report
Edit Report

Copy Report
Import From File
Export To File

Close

When the report is done running, the Report Viewer will appear. To export the report to your
computer, follow the instructions on pages 8 - 10.

Q@’ RW CAREWare Report Viewer

File

E & Viewhs POF | & Print..
] om0

Data Scope:

URN:
GRGRO304202U

LDGDO101702U

LDGDO101702U

LOGDO101702U

LOGDO101702U

LOGDO101702U

JWDADS106821

sy

2

Clients by Race and Gender

om@|4|

O

a @\ 100 %

AAA - Aliya's Awesome Agency

Name:

Gertrude, Gerte G

Godiva, Lady

Godiva, Lady

Godiva, Lady

Godiva Lady

Godiva Lady

Diamante, Jews

Gender:

Female

Female

Female

Female

Female

Female

Female

Age:
24

a4

a4

Race/Ethnicity:

Black or African-American

His panic

His panic

His panic

His panic

His panic

Am. Indian/slaska Mative

'|@ [w] [171 |@Eeckw5r:‘
R

Ji[=] E3

Qﬁorwerrj
P

FTooia

Srv Category:

Medical CaseManagement
Medical CaseManagement
Medical CaseManagement

Outpatient’/Ambulatony Medical
Care

Food Bank/Home-delivered Meals
Outpatient/Ambulatory Medical
Care

Medical CaseManagement

CAREWare




4. Add a report filter:

Use the report filter to filter your data. (It is a good idea to include field selections that will
verify your filters are working as intended.) For example, if you filter your report to only include
Females, you would want to include Gender as one of the fields in your report.

Generally, it is good practice to first run your report without any filters so that you can verify
that the correct data are being pulled. You can then add filters to the report. It may also be
more efficient to use Excel or another program to manipulate and filter your report.

In the following example, we will use a filter to only include females in our Clients by Race and
Gender report.

Highlight the report you want to add a filter to, and then click Edit Report on the right hand
side.

Custom Reports

rView/Edt
—Data Scope Filter by Report Type:
| =l
I™ Show Shared Service Records
Date Span Chrical Review
I~ Show Shared Clinical Records Feco heocakc 2| | Yeur
I | Show Sharad Custom Sublonm Records 11172014 =] [Jense2ois =1 | i |

I™ Show New Clients Onlyl~ Show Specifications I~ Sum Numeric Fields

Report Name: [ Report Type: [ Custom/Crosstab- | Run Report
Chents by Race and Gender Service Custom P
Names Demographics Custom
senvice Service Custom LT
Delete Report
Edit Report
Import From File
Export To File
Close

Then, in the Custom Report Edit window, click Report Filter.

Report Name:
[Coerts by Race and Gender

Report Type:
[ervice | Crosstab?

[ Field Selection |

| Report Filter []

™ Read Only
Seve Concel |
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The Custom Reports — Filter window will appear. Click Add Criterion at the bottom.

@» Custom Reports - Filter

JSi[=] B3
ReportType:  [Service Operstor: | A oadvenced 2] Close |
Citeri
.] = [Cihot = | = <=
_Q)_gg_]l’a’lﬁddl’dam [IsNot [ = | 5= [ <= | Nt
[l
[Z
Templates Remove All Add Criterion Edit Criterion Remaove Criterior

The Field Dictionary window will appear. Find the field you would like to use, either by scrolling
through the list, or entering part of the name of the field at the top. Once you find the field you
want to use, click on it to highlight it, and then click Select/Use Field in the top left hand corner.

If you want to know more about the field, click F3: View Field Description to see if there is
more information in the Field Dictionary.

¢ Field Dictionary for Service Report
F2: Custom Keywords
F3: View Field Description
Esc: Close/Cancel

[_[D]x
pender

~|[37655 =
1 _Field Name | & Key Words | Previous Field Name |

ADR Gender ADR Gender

Gender Demographics Gender

Transgender Stalus Transgender Status

CAREWare Custom Reports Guide ¢ May 2014 | Ryan White Part A, Las Vegas TGA




You will be taken back to the Filter window. Use the drop down menu to select which value
you would like to use. In this example, we will choose Female.

@Custom Reports - Filter

IS[=] E3

Report Type: ISewice Operator: I vl Dletence 2 | ol

Criterion

Save

[ ] T Nl [

| | [ Gender ™ Net
Cancel

=
Male
Opem...l Par... I Field Name I ls Mot | = Refused to Report I Par... I
Transgender RtM
Transgender MtF
Transgender Link

Unknown i |

El

Add Criterion Edit Criterion Remove Criterion

Review the information in the Filter window, and click Add Criterion at the bottom to add the
filter to the report.

@(ustum Reports - Filter

IS =] S
e ISEWiCE Operator: Iﬁ [ Advanced ? Close |
Criterion
Save
I vl I = Hot = Femal - = sl I [ —
I SEs J Cancel
Opera... | Par... | Field Name |Jshet | = | == |= | val [ Par. |
Gender Female
El
Bl
Templates I Remove All Add Cniterion Edit Critenion Remove Criterion

If this is the only criterion you would like to add, click Close and then follow the steps on pages
7 — 10 to run and export the report.

CAREWare Custom Reports Guide ¢ May 2014 | Ryan White Part A, Las Vegas TGA -




You can also add additional criteria. For example, if you are interested only in women age 13-
24, we can add a criterion for age. Click Add Criterion at the bottom of the page.

@' Custom Reports - Filter =13
it [ Opertor [ 2] I adenced 2] cose |
Ciiteii
Save
=l I” Not = [Femaie = il [T el |
Opera... | Par... | Field Name lisNet |- [ >= | <= [Nutl | Par.. |
Gender Female

Templates Remove All | I Add Criterion Edit Criterion Remove Criterion

Select the Age field from the field dictionary, and click F1: Select/Use Field.

E

o =18/ 650
: | 1 Fiekd Name | o Key Words | Previous Fieid Name I
FZ Cuntomn Koveords Age Demographics e
£ Age at Begn Date Demographecs Age ot Bogn Date
Aiew Foelg Deacrigoon Age A Date Cane Notes Age &t Date

Esc CloseCancel Age at Envoliment Oemographcs Age at Ervolment
AgeGrow Demograghecs AgeGroup
Agency [On. Custom) Agency (Oin. Custom)
DW Percertage of preg DW Percertage of wom
DWW Percertage with 3= DW Percertage with »+2 CD4 Co.
Fundng source intemats . Demograghecs
Has Consistert Case Ma Has Consstert Case Maragemen
Larguage (Srv Custor) Language (Srv. Custom)
Pan A Bigbiey Agency ( Pant A Bigbity Agency (Ann. Cust
Part A Bighbity Case Ma Part A Bighity Case Manager (An

o Percertage of o

Percentage with >2CD Percertage weh 3«2 CD4 Courts
Tranfemed in Agency Demogragtecs Trmade In Agency
Teelr Out Agency Demogragtecs Tenadr Ot
WHO Stage & ART Demograchcs WHO Stage & ART
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You will be taken to the Filter window.

¢ Custom Reports - Filter _ O] x|
Rm-[ Tym I":‘vé.‘l"-‘i(.‘.& IDWM
Criterion
g
2 - Save
D ] [ Aee I Net = | >= i3 <= | Nl [
| Opera... | Par... | Field Name [IsNot |= | 5= | <= [Nl [ Par.. |
Gender Female
AND | JAge [ ] Ji3J2 | [ |
[
B
mpls move All (= Ed i eCr

1. Select AND or OR from the Operator list.
- AND means that the outcome has to satisfy both conditions at the same time.
- OR means that the outcome has to satisfy one condition, or the other condition, or both at
the same time.
Since we want to include only women who are 13 — 24 years old, we will choose AND.

2. Enter the lower limit of the age range in this field.
3. Enter the upper limit of the age range in this field.

4, Review the information in the window and click Save.
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When you are done adding criteria, click Close and you will be taken to the Custom Report Edit
window where you can save, run, and export the report.

@' Custom Reports - Filter _|Of %]
Reprype: [ Opecsor [0 | I pdvarced 2]
Citeri
== Filot = | = S
Opera... | Par... | Field Name [lsNat [= [>= [ <= [ Nt
Gender Female
AND Age 13 24
[
[=
Templates Remove All Add Criterion Edit Criterion Remave Critenion
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4. Save a filter as a template:
You can save a filter you create as a template. This allows you to apply the filter you’ve created
to any report type. For example, let’s say we would like to easily apply the criteria of Female

AND age 13-24 to other reports.

Click templates in the bottom left hand corner.

& Custom Reports - Filter M[=]1E3
Fapert Type [see Operator:  [AND  ~] I Advanced i] Close |
Catenion
Fes et = > @ - =l [ | ==
[Opern [ Par.. [ Foeid Nome [he [= [>= [<= [na [Par |
Gender Femnale
AND Age 13 24
<
[
|| Templates I I Remove Al I Add Critenion I Edit Criterion I Remcve Criterion I

When you click on Templates, The Filter Templates window will appear. Click Save to New

Template on the left.

Fiter Templates |
Template Name |

1: Use Selected Template

FZ: Save to Selected Template

4. Uslete Selactad Template

Esc: Close

Enter a descriptive name in the Name Template window and then click Save. The template is
now available for you to use in other reports of the same type (e.g. this is a service report, so
this template is only available for other service reports).

Hame Template

Flease enter the name of the template below:

|Female AND 13-24 years

Save I Cancel
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To apply this template to another report, edit the report you would like to use and click on
Report Filter. Click Templates in the bottom left hand corner.

@ Custom Reports - Filter

=] 3
Report Type:  |Service Operator: | =]\ | Advanced _ll Close |
oo
E(E I Nt = | = | <= | Einal [
Opera... | Par... [ Field Name [IsNot [= [>= [ <= [Nt [Par. |
[]
[Z]
Templates Remove All I Add Criterion Edit Criterion I Remove Criterion I

Select the name of the template you want to use, and then click FI: Use Selected Template.

Fitertemplates ]

Template Name |
Femse AND 13260

F2: Save to Selected Template

F3: Save to New Template
F4: Delete Selected Template
Esc: Close

You will then see the criteria in the Filter window.

G?» Custom Reports - Filter

=] B3
Report Type JSenvice Operator: | 7] I Advanced ll Close
Criterion
r Save
I vl Mot = = <= | Ll
l_ I I I : I_ Cancel
| Opera... | Par... | Field Name [lehat | = | == [ == [ ul [ Par.. |
Gender Female
AND Age 13 24
[4]
[+]
Templates I Remave All | Add Criterion | Edit Criterion | Remave Criterion |
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6. Using the Group Format Wizard:

The Group Format Wizard allows you to put any continuous, quantitative field into categories,
for example, dates, lab results, etc.

If a field can have a group format applied to it, you'll see the Format link above the field name.
You can use the Group Format Wizard from either the Field Selection or Report Filter windows.

Let’s say that in the previous Clients by Race and Gender report, instead of including only 13-24
year olds, we wanted to group people into the following age categories: 0-12, 13-24, 25-34, and
35+,

From the report queue, select the name of the report you want to use. Click Edit Report on the
right hand side, and then click Field Selection in the Custom Report Edit window.

In the field selection window, click the field you want to format and then click Edit Field.

& Custom Reports - Field Selection 8 ] 3
Report Type:
[Senvice I Use Totals A | ? I Close I
—~Select Field
Field: Report Column Header: ‘Width (in):  Width (cm):  Total: Sort: Sort Priority: Save
e = B el m—— ) — |
Field Justification: |Left VI Column Header Font: A | Data Field Font: A
Colit [ Field Name [ Column Header [ Width gn) [ Width {em
1] URN URN 12 3.05
1 Name Name 144 366
2 Gender Gender 028 224 T
3 Age Age 05 127
£ Race/Ethnictty Race./Ethnicty 1.44 366
5 Service category Srv Category 1.8 457 1 I
[ Service name Srv Long Name 1.8 457
] Service date Srv Date 1.08 274
< I i
Templates J Add Field ] l Edit Field “ Remove Field Remove All

Click Format at the top left.

E}- Custom Reports - Field Selection M[=1E3 I
Repaort Type:
[5ervice I Use Totals A | (i | Seloae |
[~ Select Field

Field: Report Column Header: _ Width (in):  Width (cm).  Total: Sort: Sort Priotily:  Save
Age [ 7 | ~ [o =
Age [o5 |2 =] I_ = Cancel
Field Justification: [Left =] ColumnHesderFont: | A | Data Field Font: | A |

Col#t | Field Name | Cohsmn Header | Wickh n) [ Wieth (em

< | |
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The Group Format Wizard window will appear. Select Make a new group format and then click
Next.

Group Format Wizard

Please select a group format template. or indicate that Existing Templates:

you want to make 2 new group format, then click Next>>

— Selection Action:

(" Use selected group format template

" Make a new group format |

£ Do not format this field

Change Selected Template |

Delete Selected Template I Cancel Next>>

In the next window, click Add.

Group Format Wizard

Click Add. Edit. or Delete to format the groups and labels, then click Nex>>

[ Maximum Value Formatting
Max Value: Label:

(¥

)

1
—

Cancel |

Number Group Formatting:

Minimum: |Mau:m.m |Ld)d: I

Add Eit | Delete | <<Back Cancel |  Next»> |
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For the first interval, enter the upper limit. Since our first interval is 0-12, enter 12 as the Max

Value and 0-12 as the label. Then click Save.

Group Format Wizard I

Click Add, Edit, or Delete to format the groups and labels, then click Nex>>

 Masimum Value Formatting
Max Value: Label:
|12 jo-12

[—rn Cancel |
L

Number Group Formatting:
Mnimum: | Maodmom:

| Label: |

Our next interval is 13-24, so we will enter 24 as the Max Value and 13-24 as the label.

Group Format Wizard

Click Add, Edit. or Delete to format the groups and labels, then click Nex>>

~ Masarnum Value Formatting
Max Value: Label:
j24 1324

012
MaxValuel

"
NeExXt>>
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Add additional intervals in the same way. You can edit the label of the last interval by clicking it

and then clicking Edit.

Group Format Wizard |

Click Add. Edit. or Delete to format the groups and labels, then click Nex>>

— Maximum Value Formatting
Max Value: Label:
l |
Number Group Formatting:
Minimum: | Maximum: | Label: |
12 0-12
>12 24 13-24

<<Back Cancel

Next>>

You can then enter a more descriptive label such as 35+. Click Save when you are done.

Group Format Wizard

Click Add. Edit. or Delete to format the groups and labels, then click Nex>>

— Maximum Value Formatting
Max Value:

Label:

| [35+
I Save !I Cancel |

Number Group Formatting:
Minimum: | Maximum: | Label: |
12 0-12
>12 24 13-24
>24 34 25-34
>34 MaxValuel ...
Add Edit Delete <Back Cancel Next>>
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When you are done creating intervals, click Next.

Group Format Wizard I

Click Add, Edit. or Delete to format the groups and labels, then click Nex>>

Maximum Value Formatting

Max Value: Label:
Save I Cancel |
Number Group Formatting:
12 0-12

>12 24 13-24

>24 K’} 25-34

>34 35+

Add Edit Delete <<Back Cancel |

If you would like, you can save the template so that it can be used in other reports. Enter a
descriptive name, and click Finish.

Group Format Configuration Complete |

Choose an action, then click Finishz=:

—Select Action:
o Save this group format as a template so that it Template Name:
can be used in other reports
IAgE: GEroups 1
LIze the group format selection for this column
only
<zBack Cancel Fimghz>
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To use the format once you have saved it, select the format name from the Existing Templates
list, choose Use selected group format template, and then click Finish.

Group Format Wizard

Flease select a group format template, or indicate that Existing Templates:

you want to make a new group format, then click Mexts: Age Groups 1

— Selection Action:
¥ Use selected group format template
" Make a new group format

) Do not formeat this field

Change Selected Template |

Delete Selected Template | Cancel Finish>

To remove a group format template, select and edit the field you are interested in. Then click
Format in the top right hand corner.

¢ Custom Reports - Field Selection _ (O] =|
Report Type:
ISer«ice [~ Use Totals A | ? | Close |
—Select Field
Field: Report Column Header: Wfidth (in):  ‘Width (cm):  Total: Sort: Sart Priority: Save
Age [Ags 0.5 [127 I =l =l e N r—
Field Justification: ILeﬂ vl Ceclumn Header Font: A | Data Field Font: A |
Col#t | Field Name | Column Header | width gin) | Width em
0 Mame Mame 144 3.66
1 Encrypted URN eURN 12 3.05
2 JAge g U |
3 Gender Gender 0.58 224
4 Race /Ethnicity Race/Ethnicity 1.44 366
h Service category Srv Category 18 457 1 |
1 Service name Srv Long Name 18 457
7 Service contract Srv Contract 1.8 457
8 Service date Srv Date 1.08 274
9 Employee Mame DD (Srv. Custom) Employee Name DD (Srv. Custom) 201 511
< | |
Templates Add Eield Edit'Field Remove Field Remowve All
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The Group Format Wizard will appear. Select Do not format this field, and then click Finish.

Group Format Wizard

Plea=e select a group format template SR Eles
Age Groups
test
test
— Selection Action:
" Use selected group format template
" Make a new group format
[f-‘ Do not format this field ]
Change Selected Template |
Delete Selected Template | Cancel Finish=>
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6. Microsoft Excel Tips and Tricks:

CAREWare has many features for manipulating the data in your reports, however, it is generally
most efficient and accurate to use another software program to manage, manipulate, and
analyze your CAREWare reports. Microsoft Excel is widely available and used, so we will review
a few Excel tips and tricks.

We will use the following report to walk through some examples.

AAA TR0 252014 v2 [C e] - Mucrosolt Excel || 3 ]
Intet  Pagelspout  Formulas Dats  Review  View  Aoeoat aiged@ B
10 A ™ gy B E Genenl . h’! 5 o gl o éf L}}

B U- O d-A- EEWEE G- 8- % 0 | 8 Condtonal Fomst  Cel Find &

Formattiong = & Tadie = Stydes = | - Seleds

Jou T - o
- i edical Case Management =

n A B [ [} E F a H i [ L |
ey Mams DO

1 Mame AN Agr Dendes  FacelEthnicity au Catwgory Fau Long Namr Comtract Sew Dats [Srv, Custom)

1 Gofwalsdy  SIMORE M Femae  NotSproed BV PutA BBOL A Sae

3 Chcatinh Lty AT T Female  NokSpecdud ah FPMTA MR A Seece

4 Oobvalely  SETMTRS M Femie ol Specied Dfice Visi| 3 FWPuA WD G Bweinen

B Gosvalsdy  SMIMORE M Femae  MotSproed FVPuA VD A Shemploger

B Godalsy AT P Famis  NorSpesied e Pidriion Thaiags Dfonal i, o Wksriion Tty FAPUIA DTN Algs Blngoges

T Gurdon Ly TRi M3 Feme Mot Specded R Fulh BT O Tt

§ Conmgae, Gioia 61 BamTomicgn] B4 P Coina g, LT e —

3 Goswlidy IO I Femir  NotSpeewd Msicibiasmicn Thetsgs D i M AT Thariy FPUA UL A S

W | Gibvaleh  BATMIRS 83 Femae ot Sl Dfive Visit L -

B Chocolwp  GolikcalPo i) Ml Mg Machosd Cams Mluagemraca P A VTOM  Alga Blegioges

OO GOkaFe W M Hapen [ o

B Gedva WEDMIRS %3 Femae ot Spreoied Hrdbe sl Caie Mrsgrrrrd

W Genras, Gumia 6 Aenfgmign 54 Femae

B Gomvalen T Formie ot S

W SmpsonBan Wi N M

U ChocoChp  GROeaPo B3 Mak Mk (MfpatartiR by MM i (31t Vi, N, Aol Ameadatiey

W SrgnBui  WOADGIN W Mak Ukl

" Geme G AmTomil 54 Femae

T Dumicts vl UCBw TS Fema  Am Catice s |

3 Dunednbeed WDl 5 Py Am

3 Duamanwe, Jevel Fomae  Am Hesth ik

B Oumite el UCRw T Famak  Am fovrtii

3 Diwrte el LDl 5 Ferde  Am -

3 Chnen, Chp Po fi3 M M

W OwcaOw  Gousle T M Mape Mascapnamien Thatsis DA T, M BhARSe Thatiy FPEA ARSI O Tt

3 CweoChp  CWOUselPo 13 Mae  Hopai FFulA ARVIUH A Beme

3 ChncoChp  GoltlalPo T3 Mo e Hasib s gk BuPuh AMOOM A S

B Dumitte e WOy TS Fema Am Oonice i, L PUTA WMETH G Drerdman

3 Dardedeedl WOl W5 Femade A Heabh e ish FWFuE IV O Tk

£

£

£l

£

»

®

ar

»

"

ta [4

5
2|

._;Iaﬂ;; s (=)

Before working with a report, it is good practice to back up your report by copying the file and
then also creating a copy of the worksheet in your Excel workbook. You can do this by right
clicking on the sheet’s name, and then clicking Move or Copy.

abibly Mode] - Maroicht Lxcel

B o it foe e e

i s Ny ] @ Tt Geners . . i By e
x: - 7 E 39
g B0 D S-A- EFE FE Fuenesconrs $-% 0 WY L "”-"_\,‘;,’_':_ i D
s o fa e A
a1 - b Name
x B c 1] E F G ] i 4 K L L |
Hame DD
SreLong 5o {5ev.
2URN Age  Gendes  RaceEshnicity St Category Mame  Cocrest  Sev Date  Custom)
| 2 Godva, Lady ThEDAWTAs 18 Femae Mot Specied Wedical Case Maragement  Pan A LhglFy Pat A S152011 A Sawce
3 | Godna, Lady ShEPATRS 9 Famais et Speckad Macheal Casa Maragemant  Masiesl CaRW Pat A BIS0013 A Smucs
4 Godea. Lady ShEZMTRS 39 Female  Not Speched Outpatient/ Ambulatory Medscs Ofice Vist. RW Part A 10112013 G. Beeadman
5 |Godna, Lady ShEDATRS 9 Feman Mot Specded Mechcal Transpomation Sanics Transportati RVY Part A 1071013 Alya lampioyes
6 Godva, Lady SR Female Mot Specifed Medical Hutrition Thesagy  Mutriional SRV Part A 10/17 Aliya #lemployee
7 | Godea, Lady ShEDWTR 98 Femals Mot Specded Food BankiHome-delsesed M Food Vouck RV Part A 1071572013 O Tutts
B |Gerteds Catis G Amlgmigly B Femals  Black o Al st dntery Vel R Pt A 17 A Sauce
9 Godea, Lady ShilWwTRs 30 Female Mot Specified Medical Mutrition Thetagy  Mutriional ERW Pat A 211772014 A Sauce
|t Goara, Lagy ShpATRS M9 Famais et Spackad Cutpanast/Amboistary Madics Ofics Vist AW Pant A 1200014 D Tuses
|11 Choco, Chip ObQUcalPo 3 Maie Hispanmc. Medical Case Management  Modcal CxRW Pat & 18201 Alya Slemployee
|12 | choco, Crp GeOUCAPo 11 Mak Hisganc Mechcal Case Maragement  Pan A ERglRW/ Pat A TEOM D Tutes
|13 Godra, Lady ShEDWTR 38 Female Mot Speched Medical Cave Maragement  Pan AERgIRW Pat A 2150014 G Beeadman
| Gende, Gote G RmTgmigl] 24 Femal  Black oo AkcanAmescan  Modical Case Management  Past A Eigl W Pact A 1/ Meya #lomgloyer
15 G, Lady SHEDAT T8 Feman Nt Specked doleeed MiFeed b Fuditigou O Tusbs
| 16 Simpscn, Han RGANOGIH  T0 Malz Uninawn A Sauce
| 47 chozn, Coip eOUesPs T3 Mak Hingane G Badman
|18 Simgeon Ban hANOGIH 30 Male Unknawn: A Sauce
18 Getdo, Goe G AmTgmigl 24 Female  Black or AficanAmescan A Sawco
|28 Chamarte, & pornn U5 Femas  Am i Nt G Beeadman
21 Digmante, X UL Femals Am. ledianilasks Nathe ! [ e———
|22 ity 3y 8 R U5 Female  Am ledanifasks Halne sl ed Sk ductonpres Haslth Educ W Pat B 47 G Besadman
{23 Diamante. J % Female  Am ladian/A Hathe  Medical C. e MeScal CeRW Pat A 4197201 A Ssute
34 (ramares, 5 Famss  Am iaga Hatre  Madiesl C rag Pan A Eugd RV Part £ 210701 Alya #1amployes
|25 Choco, Chip 5] Make Hispamic Food Seirs MeFood Vouck Hon RW Fud 252014 A Sewce
|26 ¢hoco, Cup ¥ W ke Hispanc Medical Hutron Themgy O Tutbs
21 Choto, Chip A Eretet i W3 Mk Hispanic Mesizal Transponation Senict Transportati AW Pat A A Sauce
|28 Choco, Chip k] Maie Hispanic Heakh ed frisk reduction/preve Hoalth EducRW Part A A Sauce
k1 Femala  Am Hatror st ¥ Visel, AW Pt & 199014 G Beesdonin
e U5 Fema  Am ledaniaska Natve  Heakh ed fisk nedoctonipreve Heaith EducRW Pat B 312014 D Tubbs
Selert A3 Traets -
¥ L] 3]
Lot | TGl BN " (]
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The Move or Copy dialog box will appear. Make sure to check Create a copy and then click OK.

|i| do-0v-z AAA 02002013 thry 04352014 w2 {Computibility Made] - Micro ) - Eos
|n Wome | Inset  Pageloyout  Fomelss  Data  Peview  View s @od R
" wy = S Ted| | g | % 2, B OE aesum e 4

B ] ‘A ®mfm 9 Ewasre Grens ; t! 5 5 B T [ Tlesm 97 A

| e e e
[P @ B2 L-1E- (9 A WM EE Rungeacme:) $-% ¢ | W8 000 S - O im- ot Sone
Cipbeard & Fant 5 Alignment i Bhumber 3 et Cell Fasing
Al - Fe| Name TI
>
R i V| £ F T L |
o
i Neme DO ‘
Srvlong S (.
Srv Category Name _ Contract Srv Uate
2 Godwa, Lady hETMITRS 3t ot Spocifind Weddical C.asn Managemont _Pan A ERgIRW Pan A A1157013 A Saucn |
3 Godna, Lady SEDMITRs 99 Female Mot Specihed Medscal Case Management  Medical CarRW Pat A B152113 A Sawce
4 Godna, Lady ShETMTRs B9 Female Mot Specified Outpatient/Ambulatery Medics Ofice Visa RW Pat A 1012013 G Breadman
5 Godva, Lady ShEDMTRs 39 Female Mol Specified Mhechcal Tramspotation Servcs Trarsportali AW Part & 10172013 Alys Hemployes
6 Godna, Lady ShSIMTRs 39 Female Mot Specifind Mediesl Hutation Theragy  Nutational ERW Pat A 1012013 Aliya #1emplayee
7 Godwa. Lady ShiZMTRs 90 Female Mot Specified Food BankHome-defivered W Food Vouct RW Pad A 101072013 0. Tubbs
| 0 Gefude, Genie G RmTqmigl] 24 Female  [Dlack or Afican-American  OutpatientiAmbulatory Medics Ofice Visit, RW Pat A 1152014 A Sauce
9 Godra, Lady ShEZMITRs 98 Female Mot Specifisd Medical Nutrition Therapy ~ Hutritional ERW Part A 21172014 A Sauc
| 10 Godna. Lady ShADMITRs 99 Female Mol Specied Dutpatient/Amibulatory Medics Ofice Vist, RW Pard A 1202014 D. Tubbs
11 Chacn, Chip ObOUealPo 93 Male  Hispanic Medieal Casn Managemont  Modical CaRW Pant A 12014 Aliyn #omployee
| 12 Choco, Chip QWOUcalPo T3 Mal  Hepanc Medical Case Management  Part A Elgi RW Pat & U200 D. Tubbs
13 Godna, L ady ShSZMTRs 39 Female Mot Specified Mediesl Case Management  Pan A EligiRW Pan A 2157014 G Breadman
1 Getiude Gerlie G RmTgmigl] ™4 Female  Black or Alvcan-Amencan  Medscal Case Managemenl  Part A Ehgil RW Pat & 1152010 Aliya Semployes
v Thois e ! gasle Mot Spacified Food Bank/Home-delivered MiFood VouckHon RW Fu217/2014 D, Tubbs |
Unkngwm Medical Coze Management  Part A Elgl AW Part A 1172014 A Sawce
Hispanic Dutpatient/Ambulatary Medicz Ofice Vist, RW Pat A 12018 G, Breadman
Unknown Medical Case Management  Medicat Ca:RW Pat A 1172014 A Sauco
Pl (ple Black o Alncan-Amencan  Medical Case Management  Madical CasRW Pat A 1152004 A Sawce
20 [ AL08.01 2003 theu 045,014 2.k ¥ Ble  Am indi Hathe  Outpati y Medics Ofice Visi, W Pant & 3122014 G Breadman
| 21 DY Beloresheet: e Am. Indian/Alaska Nalie  Medbal Case Management  Medical CarRW Pat A 2102010 Alya #Templayes
2 | S | hi:  Am indian/Alaska Nate  Health ed insk reductionipreve Health EdueRW Pan B 4112014 G Breadman
23 [ inevetnend) | Bl Am IndiawAlacka Natve  Medical Cave Managemenl  Medical Ca:RW Parl A 49201 A Sawce
1 bl Am Indian/Alaska Mative  Medical Case Management  Part A Eligil AW Pan A 21102014 Aliya #templayee
Hispanic Food Bank/Homse-defvored MiFood VouckNon RW Fu 47252014 A Sawce
Hispanic Medscal Nutntion Theragy  Nutnbional SRW Pa A 4252014 D. Tubbs
Hispanic Madical Transportation Soecr Trarsportati RW Pant A 42120014 A Saseo
Hispanic Health ed sk reduction/preve Health EducRW Part A 417201 A Savce
Am Indi Hathe  Oulpati y Medics Office Visit, RW Pant A 1132014 G Breadman
Am_Indian'Alaska Native  Health ed frisk ieductionpreve Heallh Edwc RW Pat B 31200 D Tubbs
ikl

“y— -~ |
L R —

A duplicate sheet named service(2) will be created. You can rename it by right-clicking and
choosing Rename. You can then type in a new name, for example Service Scratch
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Using the Count Feature

A quick way to count the number of observations in your report is to look at the Count at the
bottom right. Click the top of one of the columns and the count of observations in that column
will appear at the bottom right.
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Using the Sort Function

The sort function can put your data in alphabetical and/or numerical order by using one or

more fields.

Under the Data Tab, click Sort.
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In the Sort window, make sure that My data has headers is checked at the top. Choose the
name of the column you want to sort by under Sort by. For Sort On, you will almost always
choose Values. For Order, choose Ato Z or Z to A.
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To add another level, click Add Level in the top left hand corner. This allows you to sort by two
columns. For example, if we set up the Sort window like the one below, Names will first be put
into alphabetical order, and then services will be organized by date, first to last.
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Using the Filter Function

The filter function can be used to quickly look at the categories and observations in your report.
Click on one of the active cells in your report and under the Data Tab click Filter. The Filter Icon
will become yellow and grey boxes will appear in the right hand corner of the cells in the top
row.

Click on the grey box of a column to see which values it contains. You can hide certain values
by clearing the check box next to it.
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One common criterion you may need to use in your reports is including only Ryan White Part A
contract services. You can do this by unselecting Part A, and then deleting all the rows except
for the top row of labels.
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Then go back to the filter and select Part A and click OK.
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Removing Duplicates

Many Ryan White reports ask for the number of total services provided and the number of
unduplicated clients. The Remove Duplicates feature can be used to easily remove duplicates.
To ensure that your data does not get lost, create a backup copy of your report.

Click the Data tab and then click Remove Duplicates.
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A window will appear asking you which columns contain duplicate values. Make sure to check
My data has headers at the top so that the column labels are not included as field values.

Choose the columns you would like to include in the criteria for removing duplicates.

If you

select only URN, this will remove any duplicate values in the URN column alone.
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In our example report, if we choose URN only, only the 5 rows with unique URNs will remain.
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For most reports, however, you will want to know the number of unique clients per service
category, so choose both the URN and service category to remove any duplicate values based
on column AND URN.

Remove Duplicates

To delete duplicate values, select one or more columns that contain duplicates.

Unselect All My data has headers

[=scectan | [3

Columns

I:l Mame

elURN

[ age

[ Gender

[ race /Ethnicity
Srv Category
I:‘ Srv Long Name
[ srv Contract
[ srv Date

[ Employee Name DD (Srv. Custom)

OK ] [ Cancel

EHEH9- &= AAA 08.01.2013 thru 04.25.2014 v2 [Compatibility Mode] - Microsoft Excel
Home  Inset  Pagelayout  Formulas | Data | Review  View
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| 2 |Godiva, Lady Bh5ZMrTRs 39 Female Mot Specified Medical Case Management  Part A Eligil RW Part A 8/15/2013 A Sauce

| 3 |Godiva, Lady Bh5ZMrTRs 39 Female Mot Specified QOutpatient/Ambulatory Medicz Office Visit, RW Part A 10/1/2013 G. Breadman

| 4 |Godiva, Lady Bh5ZMrTRs 39 Female Mot Specified Medical Transportation Senvice Transportati RW Part A 10/1/2013  Aliya #1employee

| & |Godiva, Lady 5h5ZMr7Rs 39 Female Mot Specified Medical Mutrition Therapy Mutritional £ RW Part A 10/1/2013  Aliya #1employee

| 6 |Godiva, Lady 5h5ZMr7Rs 39 Female Mot Specified Food Bank/Home-delivered Me Food Vouck RW Part A 10/10/2013 D. Tubbs
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| 16 |Choco, Chip QbGUcalPo 43 Male Hispanic Was this information helpful? prt A 4/14/2014 A Sauce
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PivotTables

PivotTables offer a quick way to filter, stratify, and display data in a table.

Click on an active cell in your report. Then click the Insert tab, click PivotTable, and then click

PivotTable.
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Make sure the full range of your report is selected, and then choose to have your PivotTable

placed on a new worksheet.
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In the PivotTable, you can drag fields to the areas in the PivotTable Field List, or drag and drop

them directly into the fields on the worksheet.
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To add a filter, drag the field you would like to filter on to the Report Filter box. Click the grey
arrow button to select which values you want to filter by.

= lwli =1 g
(@ bl 9= 0% 25808012013 thu 04252014 [Compatibiy Made] - M. [ o BB
|
:“ Home Inset  Pagelipout  Formuli  Dala  Review  View @@ B
I| PrvctTaile Hame:  Active Field: il * j : L o Feid st

[+ ) e
Fwotiables Srv Contradt - —= G setect - =] Ly = Buttans
-3 y Mefiesh Change Dats | Caleutstions ol
& options = | By Feid Settings (| S move PwotTable - ] 7 Fietd Henders
|| wetrasie Active Fiesd Gioup L& Fiter Datd thians Tools Shiw
| BL - £ | RWPart A |
i A c D E F G ] H J K = reirable rad tin - x
Il 1 |50 Contract [RW Fan A Y],
» oo ekl o s oo
) [iame
Hion B Funding e
RN Fart A [lage
R Part B Clender
[TRincr Ethemity
- [Chsrv Long Hame
' Value Fields Here D Serite
[+ Srv Contract v
s Cate

[E] select Multiple Hemy

Nl

wanEREER

|| €k H Sheetd “servce . senice scrafld ]

[(Employee Name OO {Srv. Custom)

rag eds between sreas below:
o Report Fiter T Column Labels
Srv Contract e

CAREWare Custom Reports Guide ¢ May 2014 | Ryan White Part A, Las Vegas TGA




We can then quickly create a report by dragging and dropping different fields to the Row
Labels, Column Labels, and Values boxes.
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8. Commonly Used CAREWare Fields

CAREWare has thousands of fields, and all of these fields are listed in the Field Dictionary,
which can cause confusion when selecting fields for Custom Reports. Some fields are specific to
certain agencies, and many of the fields are not used by agencies in the Las Vegas TGA. In
addition, many of the fields are calculated fields, meaning they are generated based on data
entered into CAREWare. It is important to always spot-check a few clients in your report to
make sure that the correct fields were selected and they are being calculated accurately.

Calculated Fields

For calculated fields, CAREWare often requires that you enter additional criteria to define the
field. If this is needed, the following window will appear:

Mot enough data to create a select field. You have to create a subfilter for
the selected field.

OK |

Click OK, and then in the Field Selection window, click the ellipsis next to the field name.

e?,» Custom Reports - Field Selection =] &3

Repart Type:

JLsb [~ Use Totals A | ? | Close |
Select Field
Field: Eormag Report Column Header: Wiidth (in): Whdth (cm): Total: Sort: Sort Priority: Save
Last Quaslitative Date Last Qualitative Date With ' [1.1 275 - - = |
ith Values Q] uaratve S | | | =l =l =l =
Field Justification: I 'I Column Header Font: A | Diata Field Font: A |

| colz | Field Mame | Column Header | wwidth Gin) | Width fcm

I

Go through the list of criteria, and for each one click Edit Criterion and set the parameters.
Domain Wide refers to whether data entered by your agency only or all agencies where the
client receives services will be included. Choosing Yes will include all agencies that provide
services to the client.

Calculated Field Name:
ILam Qualitative: Date With Values

Report Column Header: Cancel
ILast Qualitative Date With Values

Save Field

r— Critenion

Field:
IC:uaI Test I~ Mot I ;I | nudl

Pos... | Opera... | Par... | Field Name Is Mot = = <= Mull Par...

] Qual Test N I A S S I

2 AND Qual Lab Date

3 AND CQual Result

4 AND domain wide

4 I+
Add Critericn | I Edit Criterion I Remove Criterion |
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Table of Fields Commonly Used in CAREWare

The following table lists the CAREWare fields most commonly used by providers in the Las
Vegas TGA. This is a brief overview and not an extensive list of all the fields available for use.

CAREWare Fields Commonly Used by Providers in the Las Vegas TGA

Variable Name

CAREWare Field

Report Type

Description/Values

Client Identifiers Generated by CAREWare

URN Generated by CAREWare on All report types | Unique Record Number; provides a
Demographics Tab unique ID for each client based on
Gender and DOB
eURN Generated by CAREWare on All report types | Encrypted Unique Record Number;
Demographics Tab provides a unique ID for each client
without using characters from name
or DOB
ucCl Generated by CAREWare on All report types | Unique Client ID; provides a unique
Demographics Tab ID for each client based on Gender
and DOB
eUCl Generated by CAREWare on All report types | Encrypted Unique Client ID; provides
Demographics Tab a unique ID for each client without
using characters from name or DOB
Fields on Demographics Tab
Name First and last name entered All report types | Follows format:
on Demographics Tab Last Name, First Name
Gender Gender on Demographics Tab | All report types | - Male
- Female
- Transgender
Age Calculated based on DOB and | All report types | Client’s age as of the end date of the

end date

report. If no dates are specified in
the report, then it is as of the date
the report is run. There are several
age fields in CAREWare. Use the
View Field Description command to
verify how age is being calculated.

Race/Ethnicity

Calculated based on Ethnicity
and Race fields on
Demographics Tab

All report types

- Hispanic (anyone who is Hispanic,
regardless of race)

- American Indian/ Alaskan Native
- Asian/ Pacific Islander

- Black or African American

- White

- Unknown

- Not specified

HIV Status

HIV status on Demographics
Tab

All report types

Client’s current HIV status; Values
include:

- HIV-positive (not AIDS)

- HIV-positive (AIDS status unknown)
- CDC defined AIDS

- HIV-negative (affected)

- Unknown

- HIV-indeterminate

Date of HIV Diagnosis

HIV diagnosis date on

All report types

HIV diagnosis date
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Variable Name

CAREWare Field

Report Type

Description/Values

Demographics Tab

Date of AIDS
Diagnosis

AIDS diagnosis date on
Demographics Tab

All report types

AIDS diagnosis date

HIV Risk Factor

Calculated based on risk
factors on Demographics Tab

All report types

Clients can select multiple risk
factors, however, this field only
selects one risk — the one that is the
most likely mode of transmission
based on the CDC’s transmission
category hierarchy

Zip Code

Zip code entered for address
on Demographics Tab

All report types

Zip code of where client primarily
resides; if client is homeless, refers
to where client is most often or the
agency’s zip code

Fields on Service Tab

Service Category Does not appearin Service General service category; for
CAREWare example medical case
management, NOT eligibility,
service plan, etc.
Service Short Name | Service drop down menu Service Specific service name; for
on Add Service screen example Part A eligibility
Service Long Name | Service drop down menu Service The Specific service name and the
on Add Service screen service category; For example:
Part A Eligibility; Medical Case
Management
Service Contract May or may not be visible Service If agency has multiple contracts,
in Add Service screen specifies which one
Employee Name DD | Employee drop down field | Service Name of employee who
(Srv. Custom) in Add Service screen completed and/or entered
service; there are several
employee name fields so verify
you select the correct one; this
field is used most commonly
Service Date Date entered in Add Service Date service was received
Service screen
Service Comment Comments entered in Add | Service Comments entered in service
(Srv. Custom) Service window window
Service custom Any additional fields in the | Service These are customized for specific
fields Add Service window agencies and services. Use the
field dictionary to find custom
fields.
Date of Last Service | Calculated based on Service Date of last service, regardless of
Services window service category
Enrollment Status At top of Services window Service Status is specific to each agency;

values include:

- Active

- Unknown

- Referred or Discharged
- Removed

- Incarcerated

- Relocated
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Variable Name

CAREWare Field Report Type

Description/Values

Annual Review Fields from Annual Review Tab

Primary Health Annual Sub-Tab under All Report Last Primary health insurance
Insurance Annual Review Tab Types entered for the Clinical Review
Year selected in top right hand
corner of custom reports
window
Housing Status Annual Sub-Tab under All Report Last Housing Status entered
Annual Review Tab Types for the Clinical Review Year
selected in top right hand
corner of custom reports
window
Household Income | Annual Sub-Tab under All Report Last Household Income
Annual Review Tab Types entered for the Clinical Review
Year selected in top right hand
corner of custom reports
window
Household Size Annual Sub-Tab under All Report Last Household size entered
Annual Review Tab Types for the Clinical Review Year
selected in top right hand
corner of custom reports
window
Poverty Level Annual Sub-Tab under All Report Calculated using last
Annual Review Tab Types household income and size

entered for the Clinical Review
Year selected in top right hand
corner of custom reports
window

Lab Report Values from Encounters

Tab

Lab Test Lab type in Labs Rapid Lab The name of the test; for
Entry window example, CD4, Viral Load, etc.
Lab Result Result entered in Labs Lab Lab value; for example 500, 20,
Rapid Entry window etc.
Lab Date Date entered in Labs Rapid | Lab Collection date of lab
Entry window
Lab=? =, <, or > sign entered in Lab If lab has range, sign
Labs Rapid Entry window corresponding with range
Lab Comment Comments entered in Labs | Lab Any comments entered by person
Rapid Entry window entering data
First Quantitative Calculated based on fields | All report NOTE: the criteria for this field
Lab Date in Labs Rapid Entry types must be specified; to do so, click
Window the ellipsis next to the field name
and edit the criteria
First Qualitative Lab | Calculated based on fields | All report NOTE: the criteria for this field
Value in Labs Rapid Entry types must be specified; to do so, click
Window the ellipsis next to the field name
and edit the criteria
Last Quantitative Calculated based on fields | All report NOTE: the criteria for this field
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Variable Name CAREWare Field Report Type Description/Values

Lab Date in Labs Rapid Entry types must be specified; to do so, click
Window the ellipsis next to the field name
and edit the criteria
Last Qualitative Lab | Calculated based on fields All report NOTE: the criteria for this field
Value in Labs Rapid Entry types must be specified; to do so, click
Window the ellipsis next to the field name
and edit the criteria
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9. Additional Resources

For additional resources on CAREWare reports, database structure, and field definitions consult
the following resources:

e The jProg website (the developers of CAREWare)
http://www.jprog.com/wiki/All-CAREWare-documentation.ashx

e Target Center Data and Reporting page:
https://careacttarget.org/category/topics/data-reporting

e Sign up for the CAREWare listserv to get updates and hear what other jurisdictions are
doing. To sign up go to:
https://list.nih.gov/cgi-bin/wa.exe?AO=CAREWARE

CAREWare Custom Reports Guide ¢ May 2014 | Ryan White Part A, Las Vegas TGA -



http://www.jprog.com/wiki/All-CAREWare-documentation.ashx
https://careacttarget.org/category/topics/data-reporting
https://list.nih.gov/cgi-bin/wa.exe?A0=CAREWARE

