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”

p Department of Health and Human Services System Messages
| -
’:;-;:«"J‘J T
Health Resources and Services Administration
About CARE\Ware
Eharmacy
. . Sppaintments
D H S Administrative Options Fefresh Messages
Ny Settings
Log Off
Exit
2. Select “Custom Reports”
CADR Clinical Encounter Reports
Custom Reports Clinical Encounter Preprints
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[T Maximize &l Reports? Close
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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.

Custom Reports

—Wiew/Edit

—Data Scope

[~ Show Shared Service Records

[~ Show Shared Clinical Records

Filter by Report Type: I

[

Date Span Clinical Review
?
From: Through: —| Year:
|1/1/2007 =l [zszr = 2007 =]

[~ Show Mew Clients Only[¥ Show Specifications W Sum Numeric Fields

ort Name:

RW Program Data Report Missing Fields (CW)
County Client List (active and inactive)
HIV Status

ort Type:
Demographics
Demographics
Demographics

Custom/Crosstab:
Custom
Custom

Run Repart

New Report

Delete Report

Edit Report

Zopy Report

Close

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)

Date Span

?
%m: Through: J
{1/1/2007 B2 i (200 RS

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.

5. Click “Run”
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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

& RW CAREWare Report Viewer

File
B &lgem |D@lomD

o amE =|m w2

G2 3 4

RW Program Data Report Missing Fields (CW)

Data Scope:

Benton County Health Department

- |m x|
Maxir

| eﬁickwar: e Forward
Y

Report Criteria:
_ Race/Ethnicity:

OR Gender:

OR Enrl Date:

OR Enrl Status:

OR HIV Risk Factor:
OR HIV Status:
ORIns.Type:

OR Prm. Medical Care:
OR Housing Arr:

OR PovertyLev:

OR HIV Status:

:1 AND AIDS Date:

OR Last QuantitativeLab
Value:

Mot Specified
is Mull

is Mull

is Mull

Mot Specified
is Mull

is Mull

is Mull

is Mull

is Mull

CDC defined ADS
is Mull

is Mull

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

Report Criteria:
Race/Ethnicity: Mot Specified
ORGender: is Mull
OR Enrl Date: is Mull
OR Enrl Status: is Mull
ORHIV Risk Factor: Mot Specified
OR HIV Status: is Null
ORIns.Type: is Hull
OR Prm. Medical Care: is Hull
OR Housing Arr: is Hull
OR PovertylL ev: is Hull
OR HIV Status: CDC defined ADS
AND AIDS Date: is Mull
OR Last QuantitativeLab is Mull
Value:
A service visit must exist during the reporting period to be counted on this report

Hispanic

Race/Ethnicity (Group
By):

White (nan-Hispanic)
‘White (non-Hispanic)

Morethan one race

Gender: Enrl Date:Enrl Status:
Male 10/1/2000 Active
Male Actve
Female B/M/2004 Active
Male 12/1/2008 Active

Date Closed: HIV Risk Factor:

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”

& RW CAREWare Report Viewer
File

%@mum\a O W W7 | @t © o
D N A S R A SR AR SRR I SR A SR SRR AR S SR SR AR SRR A SRR S SR N B AR - SRR
P |

) RW Program Data ReportMissing Fields (CW
B Data Scope: Benton County Health Department
1
. Report Criteria:
z Race/Ethnicity: Mot Specified
B OR Gender: is Null
; OR Enrl Date: is Nl
- OR Enrl Status: is Nl
ORHIV Risk Factor: Hot Specified
B OR HIV Status: is Null
) ORIns.Type: is Null
: OR Prm. Medical Care: is Null
- ORHousing Arr: is Null
- OR PovertyLev: is Null
: OR HIV Status: COC defined ADS
2 AND AIDS Date: is Null
) OR Last QuantitativeLab is Null
. Value:
4

_loi x|

7. Select “Microsoft Excel Format (XLS)” and then “OK”

Export Type |Rich Text Format (RTF) -]

Rich Text Format (RTF)
- Portable Document Format (POF)
File [ |70 Formet (HTH

Microsoft Bxcel Format (XL5)
Tagged Image Format (TIF)
Text Format (TXT)

OK I Cancel
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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.

port

Export Type | Microsoft Excel Format (XLS) |

File |

Min Cal Width 1011

Min Row ‘width 125
[~ Auto Row Height

" Use Cell Merging

9. Enter the file name in the File name field and then select “Save”

Savein: I (& Desktop ;I

[f:)l'v'l}r Documents

¥ My Computer

% My Network Places

I.0)Ron's calendar pics

) CAREWare Work Plan

] cd4

4] Merchant Discounts by Pragram-Saurce

My Documents

o B
@Y

ey NS - File name: ZIZ.-’-‘-.F:E"."J'are Missing Fields 2007

L] L«
g

Save as type: I Exicel Format
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10. Select “OK” from the Export screen.

Export Type | Microsoft Excel Fomnat (XLS) =l

File |C:"-.Documer|ts and Settings*Chrig'\Des

Min Col Width 1011

Min H{M‘.’-ﬁdﬂ'll 129

[~ Auto Row Height

[T Use Cell Merging

[~ Display Grid Lines

[~ Generate Multiple Sheets

[T Remove Vertical Space

_%CIK |  cancel |

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

~lolxf
File
= %‘&Eﬂrﬁ... ‘E‘M|DE‘B\ ("1 '|‘ﬂ 172 |@§E:szr: @ Eorvard

o RN R R RN R

] ol o1 [ |

BRWProgram Data ReportMissing Fields (CW)

N Data Scope: Benton County Health Department

:

- Report Criteria:

- Race/Ethnicity: Not Specified

. OR Gender: is Null

i OR Enrl Date: is Null

- OR Enrl Status: is Null |
ORHIV Risk Factor: Not Specified

- OR HIV Status: is Mull

: ORIns.Type: is Null

3 OR Prm. Medical Care: is Null

B OR Housing Arr: is Null

- OR PovertyLev: is Null

- OR HIV Status: CDC defined AIDS

‘; AND AIDS Date: is Null

) OR Last Quantitative Lab is Null

: Value: -
4 4

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.

s T T o T ET F T e T W T v T v T xw Pt v [N T o T P [a T RT ST T TUuTlT Vv I3
Race_GroyGender  STD Enl [STD Enrl_{STD Date_Risk GrougHIV_Status AIDS Date Ins Type Prm MedigHousing Arr IPoverty Lelast quant last quant tst date031tst quantit:tst dateBcFtst quantit st date92€ st quantitative resuli
White (non- Male 101172000 Active MSM | CDC defined ADS 2/26/2007 1430 3712007 75 412512007 2 412512007 4

White (non- Male Active MSM | CDC define(1/1/1993 _ Other public Publicly-un Permanently Housed  190.0%  7/30/2007 376 73012007 75 71232007 2 71232007 11

iMors than aFemale  6/1/2004  Active DU HIV-posttive (not ADS) Medicare Private prac Permanently Housed  76.0% 212012007 396 2/2012007 71268 612072007 11

Hispanic  Male 12/1/2006  Active MSM_ HV-positive (not ADS) Private practice 16.0%

iWhite (non- Male 8/1/2005  Active MSM_ HiV-postive (not ADS) Private  Private prac Permanently Housed  /110.0%

White (non- Male 9/1/2008  Inactive/Cas5/17/2007  HeterosexuiCOC defined ADS  Other public Hospital out Permanently Housed [97.0%

1White (non- Male

\Hispanic  Female

9/1/2005  Inactive/Cas5/8/2007  |MSM CDC definec6/30/2005  No Insuranc No primary Permanently Housed  146.0% 1/22/2007 2 1/22/2007 4
5/1/2006  Inactive/Cas 11/23/2007 |Heterosexu: CDC definec5/1/1933 L

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.

=¥ B

e T D I E I F [ G I H || J I K I L I
Race/Ethnicity Gender Enrollment DateEnroliment Status  Date Case Closed HIV Risk Factors  HIV Status AIDS Date Insurance Type Primary Medical Care Housing/Living
White (non-Hispanic) Female Active Heterosexual CDC defined AIDS 1142007 | Medicaid Private practice Permanently Housed |
White (non-Hispanic) Male Active MSM CDC defined AIDS 111999 | Medicare Private practice Permanently Housed |
More than one race Male Active Transfusion CDC defined AIDS 1/1/1996  Private Private practice Permanently Housed I
White (nen-Hispanic) Male 9/11/2006 Active Other CDC defined AIDS 1/1/2007 | Other public (2.9. Champus, VA) |Publicly-funded clinic or health dept. Permanently Housed |
White (non-Hispanic) Male 1/1/2000 Active MSM CDC defined AIDS 6/30/2005  |Medicare Private practice Permanently Housed I
White (non-Hispanic) Male 12/11995 Active Perinatal CDC defined AIDS 6/30/2004 |Medicaid Private practice Permanently Housed I
White (nen-Hispanic) Male 12/1/1995 Active MSM and IDU HIV-positive (AIDS status unknown) Medicare Private practice Permanently Housed |
Am. Indian/Alaska Native Male 2111994 Active IoU HIV-positive (AIDS status unknown) Medicare Private practice Permanently Housed I
White (nen-Hispanic) Male  |7/1/1995 Active MSM HIV-positive (AIDS status unknown) Private Private practice Permanently Housed |
White (nen-Hispanic) Female 11/6/2006 Active DU HIV-positive (AIDS status unknown) Private Private practice Permanently Housed |
White (nen-Hispanic) Male  1/1/2003 Active MSM HIV-positive (AIDS status unknown) Medicare Private practice Permanently Housed |
White (non-Hispanic) Male 10/30/2006 Active MSM HIV-positive (not AIDS) Medicare Private practice Permanently Housed |
White (non-Hispanic) Male 3/1/2005 Inactive/Case Closed 4/11/2007 MSM CDC defined AIDS 2/1/1995
White (non-Hispanic) Female 7/25/2006 Inactive/Case Closed 2/7/2007 Heterosexual CDC defined AIDS 1/1/2002
White (non-Hispanic) Female 2/1/1997 Inactive/Case Closed 4/11/2007 Heterosexual CDC defined AIDS 6/30/2005
White (non-Hispanic) Male 2/1/2000 Inactive/Case Closed 4/11/2007 DU CDC defined AIDS 6/30/2004
White (non-Hispanic) Female 9/1/2004 Inactive/Case Closed 2/20/2007 DU CDC defined AIDS 1/12/2005
White (non-Hispanic) Female 7/6/2006 Inactive/Case Closed 7/31/2007 Heterosexual CDC defined AIDS 7/6/2006
White (non-Hispanic) Male  11/20/2006 Inactive/Case Closed | 10/17/2007 MSM HIV-positive (AIDS status unknown) Private Private practice Permanently Housed |
White (non-Hispanic) Male  9/18/2006 Inactive/Case Closed | 3/28/2007 MSM HIV-positive (not AIDS)

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 Exported Header is... Rename as.... Indication that the

Column 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

0] 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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