Nevada Ryan White Part B
CAREWare Guidance Documents
Notes Primer

SCOPE 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
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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.

Do not include the client’s eligibility dates in the Common Notes Section.
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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.
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Case Notes
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.
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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.
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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
o 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 l Service l Annual Review | Encounters  Refemals l HIV C&Tl Relations l Eligibility and Enrollment Fields ] Custom Tab 2] Custom Tz 4 | *
Add/Edit Referral Information

Referral Date: Type: Refer-To Provider: Requested Service Category Type: Referral Class:

5/23/2016  |~|[itemal | [NEVADAADAP Progam  w| Add | |ADAF Insurance = = ]
Referral Status: Referral Complete Date: Referral Comments:
|Pending J = |

Name of Employee Initiating Referral ~
|'I"|n'|crthy Taycher j

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

1 O | 1 [ i I i 1A 1O i 1 I —y Hatamsle 111 ECST 1 Dl ledk ns | Elglblh't}"a
) Attachment List Manager = || =] =
|ﬂ /0 E rvice Category
E1- Attach New File(s] -
e Cortert | 1 Mtach ... | Attach User | Mod Date Mod User | File Type | File Name | reduction/prev
F2 - Edit Content Description(s) .
- g Attachment Properties L
F3 - Delete Attachmentis)
F4 , I
File Mame:
|Navigating MAGI pdf
ESC - Close Content Type:
BECEaC |AHN |
Comments: i
Enroliment Packet with all except a second residency
verfication|

Save

16-05: Notes Primer: Revised: 7/7/17



