CAREWARE 6: TRAINING DOCUMENTS

HOW T0 CREATE CUSTOM REPOATS

01 Select Reports from the Main Menu.
-'l:..s'.l:urrrize

Add Client
Find Chent
Repaoris

My Settings

Systam Information
Administrative Options
Switch Providers

Log Off

02 Select Custom Reports from the link menu.

@®CAREWare Reports
HRSA Rapaits RSR a=d ADR
Cistom Repons Jun ©f MaNa0E CUSIHT NS

Pertmance Magares Run or MRS PETOMMEn.d MEsLums

Caent Data Repots [Run reports on client information
Financial Rapert Setup and run the finencial reporl

Agmaniinaivg Rept Ademisitealive FBOMs and optons

Parmasion Rapons Roun 8 S0 SICH PMIELONE Reld DY & wiel ala poinl in|

03 Select Manage/Run Custom Reports from the link menu.

CAREWare Reports » Custom Reports
Buack

@Custom Reports

ManageRun Custom Repots Run or manage custom reports

Expont Cusitonm Répoits Expon custom report definitions to a portable omi file

kmport Cis Em‘?;m‘“ from an Import cusiom repost definitions from a portable xmi file

04 Select Add.

CAREWare Reports > Custom Reports > Manage Run Custom Reports
Manage Run Delete Make Read Only Back Help Print or Export

Manage/Run Custom Reports

Search.

Name CrossTab Repon Type Report Type Description
Death dates 0 Demographics dates of death
First Medical Service 01 Demographics 18t srve

Sum of Services 01 Demographics acd em up



CAREWARE 6: TRAINING DOCUMENTS

HOW T0 CREATE CUSTOM REPOATS

056 Enter in the following information (as applicable) and click Save.
*Report Name

eReport Type

e|s Crosstab (checkbox)

eDescription (optional)

eUse Totals (checkbox - will automatically sum total fields in the report)
eHeader/Footer Format (optional)

CAREWare Reports » Custom Aeports > Marage Run Custom Reports > Add

Add

Setup Dwtails
Ruport Mams:  Chents by Face and Gender
Report Typs:  Demographecs n
s Croastab;
Daacription:

Usa Toeads: #

HeaderFooter Format
Fort Mam: A ]

06 After clicking save, you will be on the custom report’s menu. Select Field
Selection.

CAREWare Reports > Custom Reports > Manage Run Custom Reports > Clients by Race and Gender
Back

@Clients by Race and Gender

Run Report m?:hm:ﬁ::’?s: End Date - D327/2018, Chants with services, Report Display as :
Rieport Layout Clisnts by Race and Gender. Demagraphics

Foekd Sedechaon Ho fields selected

Report Filier Report Filter is smpty

07 Select Add.

CAREWare Repors > Custom Reports > Manage Run Custom Repornts > Clients by Race and Gender > Field Selection
Manage Move Up  Move Down  Delete  Templates Back Prind or Export

Field Selection
Search:

Field Name Column Header  Column Width {in) Totals Sort Sort Priority Status



CAREWARE 6: TRAINING DOCUMENTS

HOW TO CREATE CUSTOM REPOATS

08 Use the Search box to find the fields to display in the report. In this example,
“Name” was entered. Since the complete client name is desired for the report,
the Name field has been selected. Click Use Field.

CAREWare Reports > Custom Reports > Manage Run Custom Reports > Clients by Race and Gender > Field Selection > Add

Back Print or Export

Report Fields
Field Name Keywords Previcus Field Name Description
Medications by indication Demographics Client Meds By Ind. Retumns full medication name for selected indication
Current Regimen Demographics Current Regimen Retuns a list of ARV medications in a current regimen
First Name Demographics First Name
Last Name Demographics Last Name
Last Service In Contract Demographics Last Service In Contract Retums name of service category
Middle Mame Demographics Middle Name
l MName Pemugraphlcs Mame
Physician name Demographics Phys. Mame
Preferred Name (Cin. Cuslom) Preferred Mame (Cin. Custom)  Cullurally Sensilive Mame requested by the client

09 You will now be on the Use Field menu. Enter in the following information (as
applicable) and click Save.
e Column Header
e Sort
e Sort Priority
e Header Column Format
e Data Column Format

CAREWamn Reports > Custom Reports > Manage Run Custom Reports » Clients by Race and Gender > Fleld Selection > Add > Use Fleld

Use Field

Select Field: Nams

Column Header: MNase

Sort:  Ascending H

Sort Priority: |1

Column Width: 144 inchas
Column Header Font Name:  Arial [ 4]
Bold:
Ieadic:
Unedderlime:
Font Size: 8

Font Color: Black [

Font Name: Arial ﬂ
Bold:
Ieadic:

Underlineg:

Font Size: 8

Font Color:  Black

Field Justification: Left



CAREWARE 6: TRAINING DOCUMENTS

HOW TO CREATE CUSTOM REPOATS

10 After clicking save, you will be on the selected field’s menu. Return to the
Field Selection menu by clicking Field Selection within the breadcrumb trail.
Repeat steps 8 through 10 to add additional Report Field selections (such as
Race/Ethnicity and Gender).

CAREWare Reporis > Custom Reports > Manags Run Custom Reports > Clients by Race and Gender Hams
Back

@Name

Wienw Selact Fisld Hame: Demographics

To Return to the custom report’s menu, click the name of the custom report in
the breadcrumb trail (in this example, “Clients by Race and Gender”) or click
Back from the Field Selection menu.

CARTDWas Reports * Custom Baports & mkmcnmmjmhm“ﬁm| Field Selocton
Mardge Add  Move Up  Mows Down Dedste  Templles JBack] Prelof Expot

Field Selection

Search

Fiald Mame Column Header  Column Widsh (i) Totals Son Sort Pricaity Stafuy
Hama Hamas 144 Group By o Comploto
RacnEhnicity s Ethnicity 144 G By 1] Comrpleta
Gandar Gandar - ] Group By ] Complota

11 Click Report Filter.

CAREWare Reports > Custom Reports > Manage Run Custom Reports > Clients by Race and Gender
Back

@Clients by Race and Gender

Seart Date : 0N2772018, End Date : 03/27/2019, Clients with services, Report Display as :

Run Report Open in New Window
REpor Layout Clients by Race and Gender. Demographics
Field Selection Ho fields selected

Report Filter Repaort Filter is empty

12 Click Add.

CAREWare Reports » Cutlom Repodts » Manage Bun Custom Reports » Clients by Race and Gended » Repart Fil
Manage E Move Up  Move Down  Delebe  Templabes Back Print of Export

Report Filter

Search
Opraor Paren. Fiild Mams I Mt = ™



CAREWARE 6: TRAINING DOCUMENTS
HOW T0 GREATE CUSTOM REPORTS

13 Enter “Gender” in the Search box to limit available Field Names. Chose the
appropriate Field Name and select Use Field.

CAREWare Reports » Custom Reports » Manage Run Cusiom Reports » Clients by Race and Gender » Report Filter > Acdd
1 Feeld] Back Prirl of Expor

Report Fields

Search: Gender

Findd Hama Koywords Pravious. Fisld Nama Dwscription
ADR Gonde ADR Gandar

IGBW I Demographics [

14 Select Female from drop-down box. Click Save.

CAREWare Reports » Custom Repodts * Manage Run Custom Reports * Clients by Race and Gendes » Report Filter = Add » Criterion Details.
Use Field

Fisld Hama: Cander

I3 Mot

I- Farua M

Hulk




CAREWARE 6: TRAINING DOCUMENTS

HOW TO CREATE CUSTOM REPOATS
RUNNING A CUSTOM REPORT

01 Select Reports from the Main Menu.
-'l:..s'.l:urrrize

Add Client
Find Chent
Repaoris

My Sattings

Systam Information
Administrative Options
Switch Providers

Laog Off

02 Select Custom Reports from the link menu.

@®CAREWare Reports
HRSA Rapaits RSR a=d ADR
Cistom Repons Jun ©f MaNa0E CUSIHT NS

Pertormancs Massures ‘Run or Manage PRITOMMEN S NEaLUTEL
Caent Data Reports Run repors on client infermation
Finghcal Rapert Satup and run the finencial report

ASTRLITE Rty Agmisitralive POt 8nd opUoRs

Pk Réponts R 80 SOBICH DAITSEGNS Rl I & GH6T AL & POIRL in |

03 Select Manage/Run Custom Reports from the link menu.

CAREWare Reports * Custom Reports
Buack

@Custom Reports

ManageRun Custom Repots Run or manags custom reports
Expont Cusitonm Répoits Expon custom report definitions to a portable omi file
kmport Cis Em‘?;m‘“ from an Import cusiom repost definitions from a portable xmi file

04 Select Run Report.
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HOW TO GREATE CUSTOM REPORTS

05 Click Edit. Select the following report parameters and click Save (will be
visible after clicking Edit).
eDate From
eDate Through
eClinical Review Year (optional - typically matches the reporting year)
*Qutput Display - Download as CSV - Open in New Window - Open as PDF
Show New Client only (check box)
eShow Clients with Service only (check box - will only list clients with
services within date span)
*Show Specifications (check box - to list report criteria)
eSum Numeric Fields (check box)
eDomain Sharing Settings (default value)

CAREWare Reports > Custom Reports > Manage Run Custom Reports > Clients by Race and Gender > Run Report
Run Report  Back

Run Report

Date From; 2272018
Date Through: 32772010
Clinical Review Year: 2010
Cutput Display: | Dpen in New Window
Show New Clisrts enly:
Show Clients with Service only:

Show Specifications:
Sum Numaeric Fislds:

Domain Sharing Settings

Show Shared Service Records:

06 Click Run Report and then click View [name of report] (in this
example, View Clients by Race and Gender).

CAREWSe Reports b Cuttos Reports & Manage Run Covtos Reports & Clants by fsce snd Genter & Bun Repon

Run Report (x)
Ll
— v
Bote Prom: | V010 Report generation complete.
Oune Thegugh Lrar e il
[ View Clients by Race and Gender
Crutpeat Cunplay gy i W Windiom:
Shiw Maw Claney ondy

Shirw ChanIS with Sarvics oaly.  *
S Lpscificatant
Biw Mg Py
Domain Sharing Settings
inow Lrsred Larvice Beconts
Show Sasres Clinical Becondt
Shine BREred Cutsen Sublorm Rilindd

Ahow fracws Cave Moten

The report will appear in a new tab within your browser.





