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Instructions for using RW CAREWare to run the Ryan White 
Program Data Report Missing Fields Report 

 
The Ryan White Program Data Report Missing Fields Report provides an overview of required 
data elements that are not entered for clients who have received a service in the calendar year.  
The report will check all the required fields except for service entries.  This report may be run at 
anytime throughout the year to check the progress on complete data entry.   
 
 

1. From the CW Main Menu, select “Reports”  

 
2. Select “Custom Reports” 
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3. Scroll through the list of Custom Reports to select the “Ryan White Program Data Report 

Missing Fields (CW)”.  Uncheck the “Sum Numeric Fields” box.   Check the “Show 
Specifications” box.  This will list the report selection and filter criteria at the top of the 
report.   

 

 
 

4. Set the date span for the period you wish to run the report (e.g. for the calendar year, you 
would select From: 01/01/2007 Through: 12/31/2007) 

 

 

 
 

5. Click “Run” 

Important Note:  Regardless of the date span selected for the report, this report will return 
lab values (CD4 Count, Viral Load, Acuity Level, Acuity Score, Adherence Level and 
Adherence Score) for the previous 365 days from the “Through Date” set in the report.   For 
example, if you are running the report for 01/01/2007- 05/01/2007, the report will return CD4 
Count, Viral Load, Acuity Level and Adherence Level results for 05/01/2006-04/30/2007.  
This allows you to see which clients have missing lab data for the previous year. 
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The report outcome may display like this. You can maximize the screen by clicking on the box in 
the upper right hand corner 
 

 
 
When the screen is maximized, the report may look like this: 
 

 
NOTE:  At this point you are not viewing the complete report.  The report contains more fields 
than you are able to view on the screen.  In order to see all the fields, you must export the report 
to an Excel file. 
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6. Select “File” and then “Export” 
 
 

 
 

7. Select “Microsoft Excel Format (XLS)” and then “OK” 
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8. Click on the three dot ellipsis to browse to a secure location on your computer or network 
where you would like to save the exported Excel file. 

 

 
 

9. Enter the file name in the File name field and then select “Save” 
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10. Select “OK” from the Export screen. 
 

 
 

11. Close the report by clicking on the X in the upper right hand corner. 
 

 
 
12.  Exit CAREWare by selecting “Close” from the Report Menus and “Exit” from the Main 

Menu. 
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13. Open the Excel file from the location where you saved it.  It will look similar to the 

report below.  The column headings will contain the CW field names.   

 
 
 
14. To make the report easier to read, you may rename the column headers with the headers 

in the table on the following page.  You also may wish to resize the columns by clicking 
on the column separater and dragging it to the right.  Your edited spreadsheet may look 
something like this. 

 
 
15. To identify the missing data, simply look for any blanks on the spreadsheet.  The values 

for Race/Ethnicity and HIV Risk Factor may be listed as “Not Specified” which is also 
treated as missing data.   

 
16. To correct the missing data, log-in to CAREWare, search for the client by the URN and 

go the appropriate tab/field and enter the missing data. 
 

 
 
NOTE:  The report will return information for any client who has received a service in the 
calendar year.   You may find clients listed that have left case management services at some 
point in the year.  You are still responsible for complete data for these clients. 
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Excel 
Column 

Exported Header is… Rename as…. Indication that the 
field is missing 

A clientURN Client URN Blank 
B Race_Group Race/Ethnicity “Not Specified” 
C Gender Gender Blank 
D STD_Enrl_Date Enrollment Date Blank 
E STD_Enrl_Status Enrollment Status Blank 
F STD_Date_Closed Date Case  Closed Blank –  

but only needs to be 
completed for clients 
with an enrollment 
status of 
“Inactive/Case 
Closed” 

G Risk_Group HIV Risk Factors “Not Specified” 
H HIV_Status HIV Status Blank 
I AIDS_Date AIDS Date Blank – 

but only needs to be 
completed if HIV 
Status is “CDC-
Defined AIDS” 

J Ins_Type Insurance Blank 
K Prm_Medical_Care Primary Medical Care Blank 
L Housing_Arr Housing Blank 
M Poverty_Lev Poverty Level Blank 
N last_quant_lab_date CD 4 Date Blank 
O last_quant_lab_value CD 4 Count Blank 
P tst_datexxxx Viral Load Date Blank 
Q tst_quantitative_resultxxxx Viral Load Count Blank 
R tst_datexxxx Acuity Level Date Blank 
S tst_quantitative_resultxxxx Acuity Level  Blank 
T tst_datexxxx Adherence Level Date Blank 
U tst_quantitative_resultxxxx Adherence Level  Blank 
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