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Introduction

The Division of Disease Prevention’s (DDP) REDCap System will serve as DDP’s
interim replacement for the e2Virginia system, which was disabled as of
Friday, June 21, 2019. The DDP REDCap system will replace data collection
modules previously used in e2Virginia for client intake, Ryan White services,
Patient Navigation, CHARLI, Data to Care, and HIV testing information. This
manual is designed to supplement training and to serve as a resources for
users of the new DDP REDCap System. For questions about any of the
information in this manual, please feel free to e-mail
DDPREDCap@vdh.Virginia.gov. Additional resources for DDP’s REDCap system
can be found at http://www.vdh.virginia.gov/disease-prevention/redcap/.
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Steps to Gain Access to the DDP REDCap System

1. Getting access to REDCap

a.

g.

If requesting access to REDCap, you will need to first get access to VDH’s REDCap server by completing this form:
https://redcap.vdh.virginia.gov/redcap/surveys/?s=HF3LC88WMH. You will need several pieces of information to ensure your access request is processed properly. This
information is provided below.

Select “l belong to a VDH partner organization.”

Enter your first name, last name, and full e-mail address. Select Other as the VDH Work Unit or Partner Organization.
Type your Agency’s Name when asked to Please Specify Other VDH Work Unit or VDH Partner Organization.

Type “DDP REDCap” for Name of VDH Supervisor/VDH Sponsor.

Type DDPREDCap@vdh.virginia.gov for VDH Supervisor’s/VDH Sponsor’s E-mail.

Click the check to submit your request.

2. Getting access to the DDP REDCap system

a.

b.

Once you complete the steps above, fill out the DDP REDCap Access Form.

Read and sign the Data Security & Confidentiality Guidelines “Verification of Receipt and Assurance of Key Requirements for non-DDP Personnel”. For a copy of the Data
Security & Confidentiality Guidelines, please go to: http://www.vdh.virginia.gov/content/uploads/sites/10/2017/05/Final-DDP-Security-and-Confidentiality-Policiesand-
Procedures-1.pdf.

Submit the DDP REDCap Access Form and signed Data Security & Confidentiality Guidelines “Verification of Receipt and Assurance of Key Requirements for non-DDP
Personnel” via email to DDPREDcap@vdh.virginia.gov or via fax to DDP REDCap Team at 804-864-8053.

3. Setting up your account

d.

b.

You will receive a confirmation e-mail from REDCap@vdh.virginia.gov once your request is processed and approved. This e-mail will have your REDCap username and a
prompt for you to make a password. Go ahead and click the link in your e-mail to proceed with setting up a new password. Record your username and password.

You will receive a second e-mail form DDPRedCap@vdh.Virginia.gov asking for your username. This is the last piece of information needed to grant you access to the DDP
RedCap system.

4

Table of Contents



https://redcap.vdh.virginia.gov/redcap/surveys/?s=HF3LC88WMH
http://www.vdh.virginia.gov/content/uploads/sites/10/2017/05/Final-DDP-Security-and-Confidentiality-Policiesand-Procedures-1.pdf
mailto:DDPRedCap@vdh.Virginia.gov

Adding New Clients

REDCap 1

2 Logged in as fatima.elamin | Logout

My Projects
# Project Home
:= Project Setup
Project status: Development

Data Collection # Edit instruments = 2

[i] Record Status Dashboard
- View data collection staty= of all records
= Add/ Edit Records

- Create new records or edit/view existing ocnes

Applications -

Total records: 47

Choose an existing Record ID

Data Search

Choose a f!eld tq sqarch Al fields
{excludes multiple choice fields)

Search query

Begin typing to search the project data, then click an
item in the list to navigate to that record.

Table of Contents

To add a new client,
choose the “Add/Edit
Records” option under
Data Collection on the
left toolbar.

From the Add/Edit
Records page, select
“Add new record” to
create a new client
record.

-- select record -- v

Add new record

3. After selecting “Add new record” you will be
directed to the new client dashboard page. For
new clients, you must complete the Basic Intake
and Ryan White ID data collection instruments to
create your new client record.

Data Collection Instrument

Basic Intake

Ryan White ID

Housing, Income, and Insurance
Ryan White Service Encounters
CD4 Results

Viral Load Results

Syphilis Screening

Antiretroviral Medication
Pregnancy

Patient Navigation Enrollment
Patient Navigation Client Assessment
Patient Mavigation Services
Patient Navigation Discharge
CHARLI Enrollment

CHARLI Tracking

CHARLI Services

CHARLI Appointments

CHARLI Discharge

Data to Care

Prevention

Ryan Data
White Clinical Patient to
Intake Services Information Navigation CHARLI Care

HIV
Testing



Searching for Clients

REDCap

1. To begin searching for an existing

2. From the Add/Edit Records page,
you have the option by searching for

a client by many fields.

@ Logged in as fatima.elami Lt t . .
Fefiaranma.iamin § teg ou client, choose the “Add/Edit Records”
My Projects . .
& Project Home option under Data Collection on the
= Project Setup |eft toolbar.
Project status: Development
Data Collection #" Edit instruments |=|
Record Status Dashboard = Add / Edit Records All flelds
View data colloction <tate of all record - record_id (Record ID)
=, Add / Edit Records — You may view an existing record/response by s¢ date_of_birth (Date of Birth)
o Create new records or edit/view existing ones button below. social_security_number (Social Security Number)
first_name (First Name)

Applications = ) NOTICE: This project is currently in Develg

has been moved to Production status.

Total records: 47

Choose an existing Record ID

Data Search

middle_name (Middle Name)

last_name (Last Name)

suffix (Suffix)

maiden_name (Maiden Name)

alias (Alias)

street_address (Street Address)

city (City)

other_state (Other state)

zip_code (Zip Code)

phone (Phone)

email (Email)

ryan_white_id (Ryan White ID)

intake_id (Intake Date)

ryan_white_consent_date (Ryan White Consent Date)
rw_id (The client's Ryan White ID is compiled by the system, please ...) ~

Choose a field to search
(exciudes multiple choice fields)

Search query

Begin typing to search the project data, then click an
item in the list to navigate to that record.

Table of Contents

All fields

se, click th

3. Select the field name OR
begin typing client-
identifying information
(Ryan White ID, First Name,
Last Name, Date of Birth,
etc.) in to the Search query



Overview: Intake * All clients must have the

| Ryan ~ | pata following forms
Data Collection Instrument White Clinical Patient to HIV .
Intake Services Information Navigation CHARLI Care Testing CO m p | eted, a n d d O n e SO I n

Basic Intake < Order:
Ryan White ID . * Basic Intake- all clients must
HIV Status ® - have this.
Housi‘ng. Incomé, and Insurance ® - ° Rya N Wh |te ID_ a ” Cllents
Ryan White Service Encounters m ust have th IS.
CD4 Results
Viral Load Resuls * For any clients receiving
Syphils Screening Ryan White services, two
Ant-iretrov'rél M_ec’ication a d d |'l;| ona | fo rms are
Patient Navigation Enrollment re q Ui red .

Patient Navigation Client Assessment

e HIV Status (required for
Ryan White only). This form
replaces HIV Status module

e e in e2Virginia.

T * Housing Income and
Insurance (required for
Ryan White only). This form
replaces the H&I Status
module in e2Virginia.

Patient Navigation Services
Patient Navigation Discharge

CHARLI Enroliment

CHARLI Appointments
CHARLI Discharge
Data to Care

Prevention
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Adding Basic Intake

Data Ryan
Collection White Clinical Patient
Instrument Intake Services Information Navigation
Basic Intake @) @
Ryan White ID ®
HIV Status ®
Housing, Income, ®

and Insurance

2. Select the client type at the top, and
proceed to enter client data. All fields
demarcated with an asterisk are required fields
and must be completed.

1. From the Record ID page, select the “+” button for
Basic Intake to add a new intake record.

Record ID
Client Type

Client Type

Date of Birth

* must provide value

Sex at Birth

* must provide value

Social Security Number

12
Ryan White Prevention
Client Client Data to Care Bridges 757
¥ O O O

03 | Today

This form is required for ALL clients. All clients entered into
REDCap must have the Basic Intake form completed.

8
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Adding Basic Intake

O Yes
Ryan White Agreement to Consent Form ONo » 3. Once vou have entered in all of
Activity Status . your data, and all required fields are
* must provide value & completed, select 'Complete' at the
Eosrn Satus bottom of the form. If you need to

| ‘ — exit before entering all required

Complete? .
: fields, select ‘Incomplete’ to return

at a later time. This form must be
completed before entering data into

additional forms.

-- Cancel -- '

Form Status

4. Select 'Save & Exit Form' if you
have additional information for this , [empletes complete |4
client to enter into other forms, or

are finished with this client

-- Cancel -- l

This form is required for ALL clients. All clients entered into
REDCap must have the Basic Intake form completed.

9
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Note: The system will create this value based on information

Addi ng Rya n White |D required in the Basic Intake form. This form is required for ALL

clients. All clients entered into REDCap must have the Basic
Intake form completed.

Data Ryan

Collection White Clinical Patient

Instrument Intake Services Information Navigatior/ 1 From the Record ID page select
° ’

Basic Intake @[+ the bullet to confirm the Ryan White

REn vt D fud ID for the client.

HIV Status ® -+

Housing, Income, ® - - “ ”
e Z Selfect the auto-generated ID 3. Select “Complete” and the

listed in the drop-down box. appropriate save option.
Event Name: Intake K
Event Name: Intake
Record ID 12 l
R ID 2

The client's Ryan White ID is compiled b.y the system, please select the single value :CO:(.i i = - E—— I1 : T
available in the drop-down to accept this. :v:ifalbelr:i: ':::’;::p':;"ﬂ:i::’;‘:; thi).:» the systen), piease Seiect the SihEicvalue
Imkts1013751 i '

= i mics1013751

Form Status
Form Status

Complete? Complete [ﬂ v
Complete? Complete |V|

Save & Exit Form

Save & Exit Record ~ ]
Save & Exit Record ~
| -- Cancel —-
-- Cancel -

Save & Exit Form
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Adding HIV Status

_— —_ If you only have month and
Irf:t"reucrtrzli::t Intake Sr,rr\::z:s Infillirr:::ilon 1' From the Record ID year for any date fleld’ enter
Basic Intake @)+ page, select the “+” “15” as the day
: j button for HIV status to
sl . add a new record.
HIV Status @ 9
Housing, Income, ® “HIV Disease Status: HIV-positive, AIDS status unknown v
and Insurance ve— o

*Date of First Positive HIV Test: B3 | Today |

2. Based on the HIV Disease Status selection,
you will be prompted to enter additional data
as appropriate for your client.

Date of first ambulatory vist

=1
* must provide value 34 | Today |

Select all that applies.
*HIV Exposure Category:

O Male-to-male sexual contact (MSM)
reset

Form Status

Complete? Complete

3. Once you are finished entering the required fields,
Y

select “Complete” and the appropriate save option.

-- Cancel -- ’
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Adding Housing, Income, and Insurance

Data Ryan
Collection White Clinical
Instrument Intake Services Information 1' From the Record ID
: page, select the “+”
Basic Intake @) |+ .
: .. / button for Housing,
Ryan White ID @
j Income, and Insurance
HIV Status @ +

- to add a new record.
Housing, Income, @ %

and Insurance

2. Complete the
required fields and
note that the “Client

*Annual Household Income

*Family Size

3. Once you are finished entering the
” . required fields, select “Complete” and

Insurance " sectionis a the appropriate save option

*Federal Poverty Level: mUItI-ChOICe fleld pp p p .

0 View equation l

Form Status

reset Complete? E

*Housing Status

Stable/permanent
Temporary
Unstable

Client Insurance (select all that apply)

Private- Employer

Private-Individual Save & Exit Form
Medicare 'h
CHIP, or other public plan ¥
VA, Tricare and other military health care Save & Exit Record W
IHS
Other plan
No insurance/Uninsured -—-Cancel — I
select all that apply
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Overview: Clinical Information

Providers that provide outpatient

Ryan Data .
Data Collection Instrument . swhite | f'::Iinin:a':l.l NPa‘tie:.t AR cto ; Hlt'nlr ambUIatory care to RW C||ents
ntake arvices nrormation avigation are esting

Basic Intake @ are required to complete these 4
e forms (or 5, if client is female or
Housing, Income, and Insurance | ) tra nsgender ma |e) :
:iadfn:::;zSemce Encounters (] — ° CD4 Resu ItS
Viral Load Results @ * Viral Load Results
o scaion 5 *  Syphilis Screening
Pregnancy ® * Antiretroviral Medication
e : . Pregnancy
patient Navigation Servces ® These forms replace E2Virginia’s
Patient Mavigation Discharge [ ) « . . )
ARl Enroliment ® Clinical Information tab’s sub-
CHARLI Tracking © ta bS .
CHARLI Servicas @
CHARLI Appointments e (CD4 and Viral Load
CHARLI Discharge O ° STl
Data to Care @) . .
Prevention @ * Medications

* Pregnancy
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Adding CD4 Results

Data Ryan
Collection White Clinical
Instrument Intake Services Information 1. From the Record ID

page, select the bullet
or “+” button for CD4
Results to add a new
record.

Basic Intake
Ryan White 1D
HIV Status

Housing, Income,
and Insurance

Ryan White Service
Encounters

CD4 Results
Viral Load Results
Syphilis Screening
*CD4 Test Date

Antiretroviral @)
Medication Today

*
F,I.egl.h.:;.“_'cy CD4 Count

CD4 Percent

2. Once you are finished entering the
required fields, CD4 test date and CD4
count, select “Complete” and the

appropriate save option.
-- Cancel --

Form Status

Complete? Incomplete ¥
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Adding Viral Load Results

Data Ryan

Collection White Clinical

Instrument Intake Services Information 1. From the Record ID
Basic Intake page, select the bullet
Ryan White ID or “+” button for Viral
HIV Status Load Results to add a
Housing, Income, new record. Note: If the viral load value is
and insurance _ undetectable, check the “Viral
eomers ¢ Load Undetectable” box.
CD4 Results
Viral Load Results
Syphilis Screening

*Viral Load Test Date Today_

Antiretroviral

Medication ,
*Viral Load Value

Pregnancy

Viral Load Undetectable

2. Once you are finished entering the Form Status

required fields, Viral Load Test Date and Complete? Incomplete ¥

Viral Load Value or have checked the

Undetectable box, select “Complete”
and the appropriate save option. ~Cancel -

15
Table of Contents In this section: Clinical Information CD4 Results Viral Load Results Syphilis Screening ARVs Pregnancy




Adding Syphilis Screening

Data
Collection
Instrument
Basic Intake
Ryan White 1D
HIV Status

Housing, Income,
and Insurance

Ryan White Service
Encounters

CD4 Results
Viral Load Results
Syphilis Screening

Antiretroviral
Medication

Pregnancy

Ryan
White Clinical
Intake Services Information

/

3. Once you are finished entering the

1. From the Record ID
page, select the bullet
or “+” button for
Syphilis Screening to
add a new record.

*Was the client screened for syphilis?

*Date

Form Status

Complete?

required fields, select “Complete” and ——_,

the appropriate save option.

2. Select the appropriate option from
the drop-down menu, and enter the
date the client was screened or the
date of outpatient appointment at
which the client was not screened.

s
Not Medically Indicated

lncomplete@

Save & Exit Form

Save & Exit Record ~
-- Cancel -
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Adding Antiretroviral Medication

Data Ryan
Collection White Clinical
Instrument Intake Services Information 1. From the Record ID page, 2. Select yes or no. If ”yes" is selected,
- o, n .
Basic Intake @ select the bullet or “+ you will be prompted to enter the start
Ryan White ID @ button for Antiretroviral and end date of medication. You must
HIV Status ©) Medication to add a new enter a start date before proceeding.
Housing, Income, ; record.
and Insurance
Ryan White Service ' ' Does client receive antiretroviral therapy?
Encounters
EEE e *-must provide value
i = ®ves
Viral Load Results @® O No
Syphilis Screening reset
Antiretroviral . Start Date
Medication | £8 | Today |
Pregnancy End Date
3 Today |
Form Status
Complete? Incompleteﬂ

3. Once you are finished entering the

required fields, select “Complete” and

the appropriate save option.

- Cancel -- ‘
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Adding Pregnancy

Data Ryan

Collection White Clinical This form is only applicable
Instrument Intake Services Information 1. From the Record ID page,
to female or transgendered

Basic Intake @ select the bullet button for .
Ryan White ID Pregnancy to add a new male clients.

HIV Status @ record.
Housing, Income,
and Insurance

Ryan White Service
Encounters

CD4 Results
2. Enter the appointment date, then

select yes or no from the drop-down list.

Viral Load Results
Syphilis Screening

Antiretroviral

Medication *Date Today
Pregnancy

*Pregnancy Status v

Form Status

Complete? Incomplete ¥

3. Once you are finished entering the

required fields, select “Complete” and

the appropriate save option. —_ Cancel -

18
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Overview: Ryan White Service Encounters
The Ryan White Service

Ryan Data Encounters form replaces
Data Collection Instrument White Clinical Patient to HIV “ . ” .
Intake Services Information Navigation CHARLI Care Testing the SerVICe tab N

Basic Intake I‘ + e2Virginia. ThIS ShOUId be
Ryan White ID e used by all Ryan White
HIV Status - -+ ] .

. providers to record client
Housing, Income, and Insurance & -+

Ryan White Service Encounters
CD4 Results

Viral Load Results

Syphilis Screening
Antiretroviral Medication
Patient MNavigation Enrollment
Patient Navigation Client Assessment
Patient Navigation Services
Patient Mavigation Discharge
CHARLI Enrollment

CHARLI Tracking

CHARLI 5ervices

CHARLI Appointments

CHARLI Discharge

Data to Care

Prevention

Table of Contents In this section

: Adding Ryan White Service Encounters

service encounters. Enter
the Ryan White services
your agency is funded to
provide only. Patient
Navigation and CHARLI
programs funded by Ryan
White should NOT use
this form. Instead, CHARLI
and Patient Navigation
data should be recorded
using the forms in the
CHARLI and/or Patient

Navigation programs.
19



Adding Ryan White Service Encounters

Data Collection Instrument

Basic Intake

Ryan White ID

HIV Status

Heousing, Income, and Insurance
Ryan White Service Encounters
CD4 Results

Vira! Load Results

Date of Service
Funding Source

Cost of Service

Units of Service

Services (Select 1 option only.)

Ryan White Service Encounter Notes

Form Status

Complete?

Record ID 12 mkts1013751

Ryan

White Clinical
Intake Services Information
. -
@
@

L»ldd new instance

Select only 1 Rysr White S=rvice option ger Rysn Whits Service
Encounter Form.

Incomplete ¥

1. From the Record ID
page, select the “+”
button for Ryan White
Service Encounters to
add a new service
encounter.

2. Once in the Ryan
White Service
Encounters form, you
will be able to enter
date of service, cost
of service, units of
service, and the
service name.

3. If all fields are
complete and accurate,
change the
“Complete?” status to
“Complete.”

Save & Exit Form J Save &Stay ~

- Cancel -- Save & Stay
—— Save & Add New Instance
Save & Exit g@corc
Save & Go To Next Record
Ryan White Service
Encounters

Ryan White Services

1 units of Initial linkage to

1 (@ supportive services on 05-15-
2019
1 units of Medical case

2
® management on 05-15-201¢

1 units of Housing services on

3| @ 05-15-2019

T+ ACGC new

Table of Contents In this section: Ryan White Service Encounters Overview

4. To add another service
encounter, click the arrow
beside “Save and Stay” and
select “Save and Add New

Instance.” This will save the
. current record and open a

new blank Ryan White

Service Encounters form for
" the next service. Click “Save

& Exit Form” to go back to
the Record Page.

5. When you return to the
Record ID page, you will see

the service you just added is

now part of the Ryan White
Service Encounters summary.
Note that you can enter more

| service encounters by clicking
| the “+Add new” button.
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Overview: Patient Navigation

Data Collection Instrument

Basic Intake

Ryan White ID

HIV Status

Housing, Income, and Insurance
Ryan White Service Encounters
CD4 Results

Viral Load Results

Syphilis Screening

Antiretroviral Medication
Prespancy

Patient Mavigation Enrollment
Patient Mavigation Client Assessment
Patient Navigation Services
Patient Mavigation Discharge
CHARLI Enrollment

CHARLI Tracking

CHARLI Services

CHARLI Appointments

CHARLI Discharge

Data to Care

Prevention

Table of Contents In this section:

Intake

Ryan

White Clinical Patient
Services Infarmation MNavigation
- ) [+

PN Overview PN Enrollment PN Client Assessment PN Services

CHARLI

Data
to
Care

HIV
Testing

1. The Patient Navigation
Enrollment screen should
be used for all Patient
Navigation clients and
replaces this screen in
e2Virginia.

2. Please enter enrollment
information in this form
prior to entering Client
Assessment, Patient
Navigation Services or
Client Discharge data.

3. From the Record ID
page, select the button for
Patient Navigation
Enrollment to add a new
enrollment record.

PN Discharge
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Adding Patient Navigation Enrollment 1, Once in the Patient

Navigation Enrollment form,
you will be enter all data.

Date CCSA Form Signed 07-24-2019 o | 2. Please select from the
calendar tools to enter date
Date Client Referred to Patient Navigator 07-24-2019 Taday | fields

Date Patient Navigator Contacted Client 07-24-2019 Today |
—— 3. Select from the
/ appropriate drop down

Referral Source (Choose one answer.) Dl5/Local Health Department v
menus for Referral Source
Referral Source Other and Medical Provider.
B Referral Source Other may be
Medical Provider Referred To (Choose One Answer.) UVA ID Clinic v typed directly in the text box.

Form Status

4. If the form is complete,
please mark it as “complete”

under Form Status.

— Cancel - 5. Press “Save & Exit Form”

to save the record.

Complete? Complete ¥

Table of Contents [n this section: PN Overview PN Enrollment PN Client Assessment PN Services PN Discharge




Adding Patient Navigation Assessment 1. The Client Assessment Form

is used to assess client barriers

Assessment Date 06-12-2019 I: Today | before, during, and to transition
: =Cancel clients from services. Multiple
Afraid others will know HIV status .
Believe that HIV treatment will not work records of this form may be
¥ Feel depressed, anxious, or has other mental filled out and saved.

health concerns
Feels healthy
Confused about how to schedule appointments

Child care is not availabie/affordable 2' Please SeIeCt from the

Forgot about HIV appointment calendar tools to the
Going to appointments is a reminder of having HIV
Challenges and Barriers (Select all that apply.) ¥ Have to work during clinic hours Assessment Date.

Limited or no income
Living situation is unstable
¥ Need more reliable form of transportation

3. Select the appropriate boxes

Too busy to go to appointments for Challenges and Barriers.
Lsiig drags/elcohol ‘ More than one box may be
Want to see different medical provider D E——

Uninsured selected.

Other

Check all that apply.

e 4. Use the drop down menu to
HpsoERswat . N select the Type of Assessment.

 Enrollment Assessment
Routine Assessment

Form Status

Complete? Discharge Assessment 5. If the form is “complete”,
select complete.
Cancel - | T 6. Press “Save & Exit Form” to
-- Cancel -

save the record.
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Adding Patient Navigation Services

* The Patient Navigation
Services screen should

Ryan Data
Data Collection Instrument White Clinical Patient to HIV be used to record PN
Intake Services Information Navigation CHARLI Care Testing . .
services provided to
Basic Intake o the client. Multiple
Ryan White ID o records of this form
AV Shtins ® may be saved for each
Housing, Income, and Insurance ® - client
Ryan White Service Encounters @
CD4 Results
Viral Load Results From the Record ID
Syphills Screening page select the “+”
’
Antiretroviral Medication .
button for Patient
Pregnanc . . .
S Navigation Services to
Patient Navigation Enrollment @
| | - add a new enroliment
Patient Navigation Client Assessment @
‘ record.
Patient Navigation Services o

Patient Navigation Discharge
CHARLI Enroliment

CHARLI Tracking

CHARLI Services

CHARLI Appointments
CHARLI Discharge

Table of Contents In this section:

PN Overview PN Enrollment PN Client Assessment PN Services PN Discharge

You will then be
directed to the Patient
Navigation Services
Data Entry Form.




Adding Patient Navigation Services, Continued

1. Please select from the
Patient Navigation Service Date 06-12-2019 I: Today L= calendar tool to enter the
Service Date.

Service Duration in Minutes 60

2. Enter the duration of the
\

Contact Method (Choose one.) In Person v service encounter in

minutes (not service units).
W Assisted with financial, insurance or other bene
3. Select a contact method

Confirmed or attended HIV medical appointments
¥ Provided assistance with HIV medication

Provided at-home HIV test kit
¥ Provided education/risk reduction counseling e 4. Check the boxes for all

Provided h t . . .
SR ok services provided during
Provided transportation assistance

from the drop down menu.

Services Provided (Select all that apply.)

Provided referral for health care/supportive that encounter. You may
i select more than one
Other, please specify. .
service.
PN Comments 5. If the form is complete,
SRR please select “complete”
under Form Status.
Complete? Incomplete v “ . ”
[ 6. Press “Save & Exit Form
| Save & Exit Form I Save & GoToNext Form ~ to save the record.
- Cancel --
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Overview: Patient Navigation Discharge

Table of Contents

Ryan Data .
Data Collection Instrument White Clinical Patient to HIV * The Patient

Intake Services Information Navigation CHARLI Care Testing . . .

» Navigation Discharge
b & screen should be used
Ryan White ID @ t d t
HIV Status ™ O ocumen
Housing, Income, and Insurance ® - discha rge from PN

Ryan White Service Encounters
CD4 Results

Viral Load Results

Syphilis Screening
Antiretroviral Medication
Pregnancy

Patient Navigation Enrollment

Patient Navigation Client Assessment

®

Patient Navigation Services
|Patient Navigation Discharge

@,

CHAKLI Enroliment
CHARLI Tracking
CHARLI Services
CHARLI Appointments
CHARLI Discharge
Data to Care

Prevention

In this section:

PN Overview PN Enrollment PN Client Assessment PN Services

services.

From the Record ID
page, select the “+”
button for Patient
Navigation Enrollment
to add a new
enrollment record.

PN Discharge




Adding Patient Navigation Discharge

i 122010 B Crocy) X 1. Please select from the calendar tool to
Housing Status at Discharge (Choose one.) Stable/Permanent ¥ enter the Service Date.

’ iﬁ;vn':;segzz;f'eted 2. Select the Housing Status from the

? Client deceased drop down menu options. Check only

Discharge Reason (Select all that apply.) Ui to Sy et
; Transfer to another Patient Navigator or Agency

one.
Client Incarerated \ .
PN requested 3. Select the Discharge Reason. You may
Other, please specify.

select more than one reason. If you select
Rischarge Emasan Othiee’ “Other”, please enter a reason in the text

¢ Private or Marketplace box.

Medicare
e e s st Medicaid \ 4. Select the Insurance Status. You may

No insurance

Unknown select more than one option.
Other, please specify

5. Select the Discharge Service Level

# Self Management .
s Medical Case Management - from the drOp down Optlons. You may
: : Non-Medical Case Management .
Discharge Service Level (Select all that apply.) Othic ptent rastzmmr (kxastan) Select more than one Optlon.
Unknown/undetermined . .
Othr, please specify. 6. You may add notes in the section

labeled PN Discharge Notes.

PN Discharge Notes
7. If the form is complete, please press

Form Status / ,,CO mp | ete',
Complete? | Complete v

8. Press “Save & Exit Form” to save the

- ecord

-- Cancel -

Table of Contents In this section: PN Overview PN Enrollment PN Client Assessment PN Services PN Discharge




Overview: CHARLI

Basic Intake

Ryan White |ID

HIV Status

Housing, Income, and Insurance
Ryan White Service Encounters
CD4 Results

Viral Load Results

Syphilis Screening

Antiretroviral Medication
Pregnancy

Patient Navigation Enroliment
Patient Navigation Client Assessment
Patient Navigation Services

Patient Navigation Discharge

CHARLI Enrollment
CHARLI Tracking
CHARLI Services
CHARLI Appaintments
CHARLI Discharge

Data to Care

Prevention

The CHARLI screen
should be used for all
CHARLI clients and
replaces the CHARLI tab
in e2Virginia. This
CHARLI module includes
the following forms:
Enrollment, Tracking,
Services, Appointments,
and Discharge.

To begin, enter
enrollment information
in the “CHARLI
Enrollment” form prior
to completing the other
CHARLI data entry forms.

From the Record ID
page, select the “+”
button for CHARLI
Enrollment to add a new
enrollment record.
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Adding CHARLI Enrollment

CHARLI Enrollment Date

Release Date

Referral Source (Choose one.)

Pre-Release Assessment Date

Post-Release Assessment Date

Form Status

Complete?

Table of Contents In this section

06-12-2019 I,‘_'_ Today |

| 06-12-2019 _"‘_‘| Today |

® Care Coordinator at VDH

Case Manager

Correctional Institution (DOC or Jail)

Disease Intervention Specialist/Local Health
Department

Medical Monitoring Project (MMP) at VDH

Navigator or Linkage Personnel

Social Worker

Testing Site

Other

1. Once in the CHARLI form,
you will be enter all data.

« 2. Please select from the

calendar tools to enter date
fields.

3. Select from the

appropriate drop down
menus for Referral Source.

——

4. Enter the Pre Release
Assessment and Post Release

06-12-2019 §8 | Today |

06-12-2019 I: Today |

|Complete v | |

-- Cancel -

Save & E@: Form || Save & GoToNextForm ~ BR o

eset /Assessment dates from the
calendar tool.

5. If the form is complete,

please mark it as “complete”
under Form Status.

A

6. Press “Save & Exit Form”
to save the record.
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Overview: CHARLI Tracking

Ryan
Data Collection Instrument White Clinical Patient
Intake Services Information Navigation
Basic Intake @ +
Ryan White |ID
HIV Status

OO
+

Housing, Income, and Insurance
Ryan White Service Encounters @ -
CD4 Results

Viral Load Results

Syphilis Screening

Antiretroviral Medication

Pregnancy

Patient Navigation Enroliment @
Patient Navigation Client Assessment @
Patient Navigation Services @) -
Patient Navigation Discharge ®
CHARLI Enroliment

Data
to HIV
CHARLI Care Testing

CHARLI Tracking

CHARLI Services
CHARLI Appointments
CHARLI Discharge
Data to Care

Prevention

Table of Contents In this section: CHARLI Overview Enrollment Tracking

GGl

* The CHARLI Tracking
screen should be used
for all CHARLI clients and
replaces this screen in
e2Virginia.

* From the Record ID
page, select the “+”
button for CHARLI
Tracking to add a new
enrollment record.
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Overview: CHARLI Tracking

CHARLI Enrollment Date

Release Date

Referral Source (Choose one.)

Pre-Release Assessment Date

Post-Release Assessment Date

Form Status

Complete?

06-12-2019 8 [Today ]

06-12-2019 F Today |

® Care Coordinator at VDH

Case Manager

Correctional Institution (DOC or Jail)

Disease Intervention Specialist/Local Health
Department

Medical Monitoring Project (MMP) at VDH

Navigator or Linkage Personnel

Social Worker

Testing Site

Other

06-12-2019 t Today | *

06-12-2019 t Today |

| Complete v

-- Cancel -

1. The CHARLI tracking form
can be used to track CHARLI
client statuses.

2. Please select from the
calendar tools to select the
Enrollment Date and Release
Date.

a

reset

3. Select the Referral Source
(choose only one).

4. Select the Pre-Release and

Post-Release Assessment
Dates using the calendar tool.

<« B, If the form is “complete”,

Save & E;“ Form || Save & Go To Next Form ~

select complete.

6. Press “Save & Exit Form”
to save the record.
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Basic Intake

Ryan White ID

HIV Status

Housing, Income, and Insurance
Ryan White Service Encounters
CD4 Results

Viral Load Results

Syphilis Screening

Antiretroviral Medication
Pregnancy

Patient Navigation Enroliment
Patient Navigation Client Assessment
Patient Navigation Services
Patient Navigation Discharge
CHARLI Enrollment

CHARLI Tracking

Overview: CHARLI Services

CHARLI Services

CHARLI Appointments
CHARLI Discharge
Data to Care

Prevention

The CHARLI Services
screen should be used
for all CHARLI clients and
replaces this screen in
e2Virginia.

From the Record ID
page, select the “+”
button for CHARLI
Services to add a new
enrollment record.
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Overview: CHARLI Services

1. Please select from the

CHARE Sarelcs Dt 06122015 W (B = calendar tool to enter the Service
Date.

Charli Services Provided ADAP eligibility initiated v | 2. Select from the drop down

T > men.u to reco‘rd the “CHARLI
Services Provided”.

Form Status \ 3. Select the number of service

Complete? [Complete ¥] ) units (1 unit=15 minutes).

4. If the form is complete, please

S & Bt houn) select “complete” under Form

<+ Status.

5. Press “Save & Exit Form” to
save the record.

-- Cancel -
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Overview: CHARLI Appointments

Basic Intake

Ryan White |D

HIV Status

Housing, Income, and Insurance
Ryan White Service Encounters
CD4 Results

Viral Load Results

Syphilis Screening

Antiretroviral Medication
Pregnancy

Patient Navigation Enrollment
Patient Navigation Client Assessment
Patient Navigation Services
Patient Navigation Discharge
CHARLI Enrollment

CHARLI Tracking

CHARLI Services

ee e e

. .’. [} .-..

CHARLI Appointments

CHARLI Discharge
Data to Care

Prevention

The CHARLI
Appointments screen
should be used to
document
appointments for
CHARLI Clients.

From the Record ID
page, select the “+”
button for CHARLI
Appointments to add
a new record.

Table of Contents In this section: CHARLI Overview Enrollment Tracking Services Appointments Discharge
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Overview: CHARLI Appointments

Provider Referred to Care

Date of Referral

Date of Appointment

Client Attended Appointment

Form Status

Complete?

1. Select the Provider
Referred to Care from the

a

VDH v drop down menu of
providers.
06-12-2019 I: | Today | * < 2. Select the Date of
Referral and Date of
::%'12'2019 [ Today | Appointment using the
. calendar tools.
= - 3. Select Client Attended

Appointment from the drop

down menu of responses.
| CDmFlEtE‘ N \

4. If the form is complete,

Save g Exit Form || Save & Go To NextForm - please press “complete”.

- 5. Press “Save & Exit Form”
—Cancel - to save the record.
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Overview: CHARLI Discharge

Basic Intake
Ryan White |D
HIV Status

Housing, Income, and Insurance
Ryan White Service Encounters
CD4 Results

Viral Load Results

Syphilis Screening

Antiretroviral Medication

Pregnancy

Patient Navigation Enroliment @
Patient Mavigation Client Assessment L 3
Patient Navigation Services .
Patient Navigation Discharge @
CHARLI Enrollment -
CHARLI Tracking L 2
CHARLI Services L 1
CHARLI Appointments @
CHARLI Discharge "

Uata to Lare

Prevention

Table of Contents In this section

* The CHARLI Discharge
screen should be used
for all CHARLI clients
being discharged from
the program and
replaces this screen in
e2Virginia.

* From the Record ID
page, select the button
for CHARLI Discharge to
add a new discharge
record.
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Overview: CHARLI Discharge

Date of Discharge From CHARLI

Discharge Reason

Discharge Service Level

Discharge Housing Status

Form Status

Complete?

06-12-2019 [ | Today |

Moved out of service area v

¥ Medical Case Management
Non-Medical Case Management
Patient Navigator/Cammunity Health Worker
Self-Management
Unknown
Not Applicable

Stable/Permanent v

Complete v |

Save & Eﬁt Form § Save&Stay ~

- —

<

—Cancel -

/
—~—
—
\

1. Enter the Date of
Discharge from CHARLI
program by using the
calendar tool.

2. Select the Discharge
Reason from the drop down
menu of Reponses. Choose
only one option.

3. Select the Discharge
Service Level. You may
select all that apply.

4. Select the Discharge
Housing Status from the
drop down menu of
response options.

5. If the form is complete,
please press “complete”.

6. Press “Save & Exit Form”
to save the record.
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Overview: Data to Care (DtC)

Ryan Data
Data Collection Instrument White Clinical Patient to HIV
Intake Services Information Mavigation CHARLI Care Testing
Basic Intake ® -+
Ryan White ID @
HIV Status ®

Housing, Income, and Insurance
Ryan White Service Encounters (D)

CD4 Results

Viral Load Results

Syphilis Screening

Antiretroviral Medication

Pregnancy

Patient Mavigation Enrollment

1. From the Record ID
page, select the radio
button for “Data to
Care” to document
Data to Care activities.

Patient Mavigation Client Assessment

Patient Navigation Services

Patient Mavigation Discharge

CHARLI Enrollment

\

CHARLI Tracking
CHARLI Services
CHARLI Appointments
CHARLI Discharge

| Data to Care @)
LT @
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Adding Data to Care Tracking Information

Selection:
* must provide value

Tracking

T

Contact Attempts

Final Outcome

Data to Care Number

* must provide value

Start Date:

* must provide value

Staff Name Conducting Follow-up:

* must provide value

* must provide value

Today

First Name

Last Mame

Form Status

Complete?

Incomplete ¥

Save & Exit Form Save & Add New Instance -

- Cancel - |

Delete data for THIS

e

Save & Stay —

Save & Exit Record
Save & Go To Next Record

1. To create a new
tracking entry, click on
the “Tracking” radio
button.

2. Fillin all required
fields denoted with a
red asterisk. The Data
to Care Number is
provided to you on the
Out-of-Care list.

3. Leave “Complete?”
Status as “Incomplete”
until Final Outcome has
been selected .

4. If only entering
tracking information,
select “Save & Exit
Record”. If continuing
to contact attempts,
select “Save & Stay”.

Table of Contents
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Adding Data to Care Contact Attempts

Tracking Contact Attempts

Selection:
* must provide valus Ci 1;
Data to Care Number
* must provide value
Start Date:
* must provide value M
Staff Name Conducting Follow-up:
* must provide value First Name
* must provide value

Last Name
Date of Contact Attempt#1 4
* must provide value M

Contact Method #1

* must provide valus

Please note progress made to locate out-of-care client.

* must provide value

Status

Please note time spent on this attempt to locate the client.

Minute(s)

Select to add a new contact attempt:

reset

Table of Contents

In this section: DtC Overview Tracking Contact Attempts FinaI Qutcome (In Care, Not in Care, Relocated/Deceased, Incarcerated/Unable to Contact/Discharged)

—

1. To create a
contact attempts
entry, click on the
“Contact Attempts”
radio button.

2. Fillin all
required fields
denoted with a
red asterisk.

3. To enter
additional contact
attempt, select the
radio button and fill
in all required
fields. To unselect
this option, click
“reset”.

4. Leave “Complete?” Status as
“Incomplete” until Final Outcome has been
selected . l

Form Status

Complete? Incomplete ¥

Save & Add New Instance ~

Save & Exit Form

-- Cancel --
Save & Exit Record
Delete data for THIII Save & Go To Next Record

Save & Stay

5. If only entering contact attempts,
select “Save & Exit Record”. If continuing
to Final Outcome, select “Save & Stay”.
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Adding Data to Care Final Outcome

Tracking Contact Attempts

Selection:
* must provide value

Final Client Outcome -

N 1. To select a Final Client
v / Outcome, click on the “Final
Outcome” radio button.

= MUsE provide vaiue

Final Client Outcome End Date

= musz provide vaiue Notin care

Form Status Deceased
Incarcerated

Unable to locate
Discharged from agency
Other

Complete?

| —~cancel -

Final Client Outcome

* must provide value

In care within the last 12 months

Relocated out of service area

- 2. Select the Final Client
— Outcome and enter in
additional fields as
applicable (see additional
slides for more detailed
information on Final Client
Outcomes).

v 3. Enter the date the follow-

Final Client Outcome End Date

Today

* must provide value

/ up was completed.

Complete? | mcomplete v

incomplete E
il Unverified

Complete
| —Cancel - |

Table of Contents

4. Change “Complete?” to

“Complete”

5. Select “Save & Exit

Record”.

Save & Exit Form

- Cancel -

Save & Add New Instance

Save & Stay

-

Save & Exit Record

Delete data for THIS I

Save & Go To Mext Record
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Final Client Outcome: In Care

Final Client Outcome el .
i ) In care within the last 12 months * - 1- Select “In care within the
* must provide value «* ” .

last 12 months” as Final
Provider Name Client Outcome.
Agency Name

* must provide value

2. Fillin all required fields

Date of Last Appointment

ust pravide value denoted with a red asterisk.
Date of Upcoming Appointment Today

Final Client OQutcome End Date

5l | Toda
* must provide value Y

Table of Contents
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Final Client Outcome: Not in care

Final Client Outcome

Notin care v | «— 1. Select “Not in care” as Final Client Outcome.

Client Reports Feeling Well
Discrimination/Stigma

bl ki 2. Fill in all required fields denoted with a red asterisk.

f e e

e e e = 3, Select the “Reengagement Status” most applicable to your client and fill
o it out additional information, as applicable (see below for all options).
2::§i:)us Reasons

Reengagement Status .‘

Final Client Outcome End Date ‘ Client Would Like to Reengage in Care
Client is Currently Reengaging in Care
Client Refused Care

*must provide vaive

Form Status

> Client Would like to Reengage in Care > Client is Currently Reengaging in Care > Client Refused Care
Reengagement Status f ) Reengagement Status Reengagement Status
S — | Client Would Like to Reengage in Care | S — Client is Currently Reengaging in Care ¥ S — Client Refused Care v
Client was Referred to Appointment Date o
* must provide value M * must provide value M

N Reason Client Refused Care
Appointment Date o )
* must provide value M AgencyjName v * must provide value

Final Client Outcome End Date . Expand

Agency Name v Today

ST Final Client Outcome End Date
Was a CCSA Form Completed S IR TEAE R hE Today

* must provide value

Final Client Outcome End Date

B | Toda
* must provide value R _YJ

Table of Contents
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Final Client Outcome: Relocated or Deceased

> Relocated
1. Select “Relocated out of

Relocated out of service area T service area” as Final Client
Outcome. Fill in all required
fields denoted with a red

Final Client Qutcome

* must provide value

State Name

* must provide value

asterisk.
Date Client Moved Today |
Final Client Outcome End Date
: i Today |
* mu=st provide value —_—
> Deceased Final Client Qutcome
+ must provide value Deceased v 2. If the client’s final outcome is
“Deceased”, select “Deceased” as
Date of Death: . . iy -
areortea — Final Client Outcome. Fill in all
required fields denoted with a red
Day asterisk.
* must provide value
Year

Source of Death Infermation

Final Client Qutcome End Date
Today |

* must provide value

Table of Contents
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Final Client Outcome: Incarcerated, Unable to locate or Discharged

from agency

> Incarcerated Final Client Qutcome

Incarcerated v

* must provide value

Correctional Facility Name

* must provide value

Expected Date of Release Trasn

*Refer to CHARLI or Care Coordination if expected date of release
is within & months

* must provide value

Final Client Qutcome End Date

Today

* must provide value

> Unable to locate Final Client Outcome

i ) Unable to locate
* must provide value

Final Client Outcome End Date

Today

* must provide value

> Discharged from agency Final Client Outcome

* must provide value
Discharge Date
* must provide value

Agency Discharged to

Final Client Qutcome End Date
* must provide walue

Table of Contents

Discharged from agency

Today |

Today

1. If the client’s final outcome is
“Incarcerated” , select “Incarcerated” from
the Final Client Outcome drop-down menu.
Fill in all required fields denoted with a red
asterisk

2. If you have not been able to locate the client,
select “Unable to locate” from the Final Client
Outcome drop-down menu. Fill in all required
fields denoted with a red asterisk

3. If the client has been
discharged from your
Agency, select “Discharged
from agency” from the Final
Client Outcome drop-down
menu. Fill in all required
fields denoted with a red

asterisk
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Overview: HIV Testing

Ryan Data
Data Collection Instrument White Clinical Patient to HIV
Intake Services Information Navigation CHARLI Care Testing

Basic Intake ® -

Ryan White 1D @

HIV Status ® -

Housing, Income, and Insurance -::.:\:- +

Ryan White Service Encounters @)+

CD4 Results ()

Viral Load Results ® From the Record ID page,
= T EESEEL © select the ‘+’ button for
Antiretroviral Medication ® .

Prevention to add a new

Pregnancy « .

Patient Navigation Enrollment @® InSta nce.
Patient Navigation Client Assessment

Patient Navigation Services .;:;.

Patient Navigation Discharge @)

CHARLI Enrollment @

CHARLI Tracking ©

CHARLI Services @®

CHARLI Appointments

CHARLI Discharge

Data to Care

Prevention ® -+
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Adding HIV Testing Record

Testing Site

* must provide value
Date of Test

* must provide value
Test Result

* must provide value
Barcode

* must provide value

Confirm Barcode

* must provide value

AlDS Resource Center v

Preliminary Positive ¥

1231

1231

Plezse re-enter the barcode.

Form Status

Complete?

<

Complete v -

I Save & Exit Form Save & Add New Instance - C———

Table of Contents In this section:

HIV Testing Overview Adding HIV Testing Record

1. Once in the Prevention form, you
will be able to enter; Testing site,
Date of Test, Test result, Barcode,
and confirm barcodeclient type,
date of birth, sex at birth, social
security number, current gender,
First Name, Middle Name, Last
Name, Suffix, Maiden Name, and
Alias if applicable.

2. If the form is complete with all
fields accurate, change the
“Complete” status to “Complete.”

3. Once the form is complete, “Save
& Exit Form.” If there is another
instance to add select “Save & Add
New Instance.”



