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Introduction

What is CARIS?

CARIS is a clinically useful and comprehensive case management system enabling
clinical teams to work collaboratively on a client’s case and to maintain a longitudinal
case history of all activities of client service. This tool, when used in practice, creates
efficiencies in service, enables decision support and provides an auditable record of all
activities associated with a client.

Pre-requisites

It is expected that the participants will:
e have completed the pre-training exercise (approx. 1/2 hr)
e Dbe familiar with their job functions.

e have the following computer skills: able to log onto the network, use a browser to
navigate the intranet or Internet, use a mouse, navigate in a Microsoft Windows
environment, and type on a keyboard

e have attended a demonstration, if possible
e have an IDIR or BCelD account

Goal for CARIS Training

At the end of Community and Residential Information System (CARIS) training,
participants will be able to independently use the CARIS web interface to effectively
provide case management services for their organization.

Objectives for CARIS Training

Successful completion of the training will enable you to:
1. Access and navigate CARIS via a web browser.

2. Understand the importance of context in CARIS.

3. Perform basic and advanced searches.
4

Work with client and case information.

i1
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How to Use This Manual

This manual is organized into a series of modules. Each module has a set of learning
objectives, step-by-step instructions, annotated screen prints, exercises, and learning
checkpoints. There is a glossary at the end of the manual.

User instructions make use of the following styles:

Function Keys, which are generally “buttons” in CARIS, are bold

Menu commands are underlined

“Field” or “Window Names” are in quotes

This icon marks important reference information.

Training Support

Bonnie Russell bonnie@tri.bc.ca (250) 818-5168
Trish Wells trish@tri.bc.ca (250) 480-8460

Additional CARIS Information

MCEFD CARIS Information website https://caris.mcf.gov.bc.ca/caris_info/

MCEFD Helpdesk (604) 775-4357

v
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Module 1: CARIS at First Glance

i OO

At the end of this module, participants will be able to:
Log on to CARIS, choose a role
Navigate CARIS
Identify the 3 contexts of CARIS
Log off CARIS

Log on to CARIS for Training

1. Start a browser session with Internet Explorer. (Double-click EEEESE on your
computer desktop).

2. For today’s training, type in the following address:
https://leader.mcf.gov.bc.ca/caris This is a training site for CARIS, and the real
sign in process will be somewhat different.

3.  Click “Government Employee” and type the user name and password you have
been given by the Facilitator into the appropriate fields.

BRITISH
Mg COLUMBIA Heip @)
leader.mef.gov.be.ca requires you to logon. S
How would you ke to logan:
Business/Organzation - using & BCalD Haw to get & BCelD
Government EmEIaree = using an [DIR Account
COPYRIGHT . DISCLAIMER [ FPRIVACY [ ACCESSIRILITY
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4.  Click Next.

5. You will now be presented with the “Role Selection” Screen. You can expand any
of the locations (= program areas) to display more information by clicking on the
+ sign.

6. Choose MATC — General User by clicking Select.

' ]
TRAINING_01 CARIS
Piease seiect a iocation and a role b0 log-in to CARIS interface
= MATC MATC
MATC . Administrator [(seea |
MATC - Power User E
MATC - Genoral User E
MATC - Lite User @
= YFPS LAy
I La4=
= YFPS BOC
= YFPS GVR
& YFPS VROGC
2l YFPS CGR
= YFPS LOC
i YFPS FVR
= YFPS POC
| i wFpR e . i
Done & Intermet #, 100

] @) The procedure you will use to log on to CARIS when you return to your work
T place is as follows:

Start by opening Internet Explorer (other browsers will not work). You will get the
Ministry home page, iConnect. In the right margin, click the link called Secure Services.
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Our Hews Master Site Selector Contacts BC Weather Search

"2 ol IRV
CMAE Ovur News

e

Announcing the Provincial Child Care Subsidy Service Centre
: Child Care Subsidy Services are now provided by the Provincial Child Care Subsidy
Main Menu Service Centre (CCSSC) for British Columbia, For more information dlick here. Employee Centre

Foster Family Month Celebrates Unseen Heroes Employee Links
The B.C. government has proclaimed October as Foster Family Month to recognize and
honour the dedication of the province’s foster parents, Children and Farily

iProcurement Logon

Development Minister Torm Christensen announced today., iExpense Logon

Eead More== October 1, 2006 % Time on Line

Celebrating Our Successes Employee Portal
Quick Links Each month, we feature stories in our "Celebrating Our Successes" section about Employee Self Serve

ministry activities, achievements and special events from across the province, Click here :

to read the most recent activities and accomplishments. Learning

................................................................................................................ Management System

Welcome to Your New Intranet Home Page! MARS

Wealcome ta your newly redesigned intranet home page! To find out what's new and cas application

read about the changes, dick here. Logon

We Want Your Feedback!

The new home page was focus-tested with various staff from across the regions and Grcire Gelvines
feedback received was very positive, We would like to hear what you think too, If you -

have comments or suggestions, please fill out our short guestionnaire. E"E‘!L'i‘;\';e Tips
Provincial Employees Community Services Fund (PECSF) Srarts [, e e
Campaign A\ 1*4

It's that time again - this year's PECSF campaign is now Research Tools
underway! Many exciting events and activities are already Bulletin Board
planned for the nesxt two months. To find out what's

happening in your area, dick on the Bulletin Board to see o o

events taking place near youl Ommun\“- A - 2 Index

Then click CARIS.

Employee Tips
& Guides

Human Resources

Research Tools

Bulletin Board

Now you will see the “Logon” page. Click “Government Employee”.
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2 Government of British Columbia - Microsoft Internet Explorer provided by Shared Services BC |
fle Edk View Favorkes Jock Help i

2 DM @ @ Psoewch drfavomes & 3- &5 T E
Addrass {jmtps:jﬁnqm.w.bc.caﬁnqmmgiﬁ&m.w?ﬂw-l E&MMMMW-MFMW?M~EM-1$V. EJco Lrks ®
BRITISH
COLUMBIA Help @)

. . » Contact Us
Gmg.mcf_gl}?_bﬂ,ﬂﬂ requures you to IUE[Uﬂ.

Haw would you like to logan:

Businass/Organization - using a BCelD

How to get a BCelD

Government Ermployee - using an IDIR Account

Then log on with your normal IDIR id and password.

) Government of British Columbia - Microsoft Internet Explorer provided by Shared Services BC

File Edit ‘“ew Favorites Tools Help

Qack - ) - [{ [&) (0 O search FrFavortes £ (- M- L[5 E

Address @ https:{flogon.gov. be.caflogon-cgifidicfloginCookie. cgi* TARGET=https: ffcaris. mcf . gov be. cafcaris) V| Go Links *
-~
BRITISH
M@gd COLUMBIA Help @

caris.mef. gov.be.ca requires you to logon.

» Contact Us

Internal Government User {IDIR)

username: [ ] Log on with your normal
password: | | | IDIR ID and password.

Access to or unauthorized use of data an this commputer systern by any person other than the
authorized ermployesls] or awner(s) of an account iz strictly prohibited and rmay resultin legal
action against such person.

|

@ Daone =] ‘ﬂ Local inkranet
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Log-On to CARIS with a Non-Ministry Computer

In order to view CARIS properly, you must have the add-on MSXML (version 4.0)
loaded on to your computer’s browser (must be Internet Explorer). You can download
this add-on for free at www.microsoft.com/downloads.

1. Start a browser session with Internet Explorer. (Double-click EEEEEE
computer desktop).

Type in the following URL (address): https://CARIS.mcf.gov.bc.ca/caris.
3. Continue as described in previous section.

4 on your

When you see this screen, click the + sign:

A UI_Autharization - Microsoft Internet Explorer providod by Shored Services BC

Fés  Edt e Fgeoites  Took Help
Qeeck - D - @ @A @ FSoch difmokes € | (5 8- 5 B -0
Aiddrens ﬂ hiitpes: ficarismct gor, b cafrans /CARES_fusth. g

521 ANDY MACDONALD

e Selact & ocetion and & nole 1o bg-n fo CARIS nberiace.

Elan
o BATC

Then choose the appropriate access level...you will usually only have one...and click
Select:

<N Ul_Authorization - Microsoft Internet Explorer provided by Shared Services BC
Ele Edt Yew Favortes Tooks  Hep

Otk » O - 5] @ G Foewch TrFmoes £ (3- &- 5 W -
adeess | 8] hitps:iicarts.mef. gov.be. caltanisiCARIS Auth a5

ANDY MACDONALD

Pleaze select o incation and o role fo log-in to CARIS inferface:
= MATC

MATC - Admanistrator

..and you are in.
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View the Main Page

@B caris

CARIS: 1.3.07

Login Name: TRAINING_01 CARIS
Login Time: 6i21/2007 8:03:35 AM

Search and Advanced Search
— oo | D e |

Context Bar - - / '
Main | Activities ,

» Reports
» Referrals

» Organization Notes

e Welcome TRAINING_01 CARIS@MATC

Wating Lists A t
T nnouncements
» Beds

Time Fitter: | Last 1 Month %

Date Subject Importance Detail

» Eligibility Lists
» Utilities

Navigation Tree

Page(s) 1

Add Announcement

| Main Information Area l

Context Bar

The area where the Client Name and (if he/she has one) the
Case Description will display.

Navigation Tree

The expandable list of functions that can be performed using
CARIS. These functions change based on the user and the
context.

Main Information
Area

This is where all the information, tables, windows, and data
display.

Search and Advanced
Search

These functions provide you with the capability of finding
persons or organizations already in the database.

Help

The Help option will take you to the User Manual.

10
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Your screen display may include the browser functions.

W CARIS - Microsoft Internet Explorer provided by Shared Services BC

Fle Edt Vew Foweries Toos Heb I
Ow- O B A G O srrem @3- A% 5 -

Acidness: | ] hetps:/feader.mef. pov.be_cajcars_yys_testjdetauls. aso

F11 will turn the browser functions off. DO NOT USE the browser functions to navigate
through CARIS, particularly the back and forward arrows. These arrows will not work
properly since they are browser functions, not CARIS functions.

Instead of using the back arrow on your browser, clicking Cancel or the Back button on
your open window will take you back to the previous window and cancel the operation
you were performing in the open window.

Log Off CARIS
1. To log off CARIS, simply close your browser window (File>Close) or click the
red X.

Note that there is time-out feature on CARIS. You could be logged off
automatically if you do not work on your files for 40 minutes.

2 CARIS - Microsoft Internet Explorer provided by Shared Services BC

File Edit View Favondes Tools Help
Qe - ¥ @ @@ Pows orooms @3- A-5 W -

icidress | ] hetpe:f hender mef gov. be ca foarn_sys_testjdelault. asp

Exercise 1

1. Logon to CARIS as a MATC General User.

2. Are there any announcements on your main page? If so, what is the nature of the
announcement?

3. Log off CARIS.

11
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Understanding Context

Context is an important concept as it defines where you are in the system.
There are three contexts in CARIS:

e CARIS Context =

CARIS context is the filing cabinet. When you log on to CARIS, you are
in CARIS context.

e C(Client Context =
Client context is the client’s file folder with information such as address,
phone numbers, relationships and demographics. Client context
information may be viewed by any CARIS user.

e (Case Context =

Case context is the client’s case information. This is where case
information is created and stored. Case context and the information stored
here is accessible only by YFPS CARIS case members.

~ Imagine - CARIS context is the filing cabinet; client context is
5?‘% the client’s set of file folders with the client name and address on
the tabs; case context is the client’s case file folder.

12
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Security and Privacy

Security and Privacy are essential in the proper care of client information. Security and
Privacy are different, though complementary, elements and need to be differentiated.

Security is a matter of doing many small things properly including developing and
following policies, regulations, and procedures and appropriately handling paper and
passwords. Security also involves securing the hardware network, the database and the
transactions online.

Security for CARIS is the responsibility of the Province of B.C. and is handled by
standard government security protocols at CITS (Common Information Technology
Services), who are the “hosts” for the CARIS application.

Security is also the responsibility of the users. Every user of the system is responsible for
maintaining the confidentiality of their ID & password, and to prevent unauthorized
access by locking down their workstation when they leave it unattended.

The CARIS application resides within the SpanBC network behind the government
firewall. Users will access CARIS through IDIR or BCelD authentication. While CARIS
is an internet-based web application, security is protected by making it accessible only by
authorized users with the correct name, password and domain information.

Privacy is a different matter. Privacy relates to the relationship a client and the clinician
have to the client’s data. Privacy specifically relates to data and the management and
access of that data in the course of clinical care by authorized users.

CARIS provides tightly controlled case-based privacy which enables a case manager to
determine who is able to view and contribute to a client’s case.

CARIS handles privacy in a number of ways including the provision of a complete audit
trail which enables the review of all accesses, activities and interactions on a client’s
case. CARIS’ ability to share data across program and “office” boundaries is controlled
by the policies for data sharing of each organization.

Forms in CARIS are not documents that can be e-mailed; but are centralized and
accessed remotely by authorized individuals on an as-needed basis. All accesses, changes
and views of the client forms are recorded and auditable.

13
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CARIS Context

&8 caris
: Login Tine: 6122/2007 24%:02 £  foers | searcn [ advsearcn || telp |
CARIS: 1.3.07 Login Time: 6/22/2007 2-13-02 PM Clients » Adv Search

3. No Client in context 4. No Case in context

Main | Activities My Case!

— @mmme_m CARIS@MATC ii
. List of case

Waiting Lists
Announcements

» Archives
» Beds
» Reports Time Filter: Last1 Month |+

» Referrals

» Organization Notes Date Subject Importance Detail

» Eligibility Lists
Page(s) 1
» Utilities

Tree

When you log in to CARIS, you will be on the “Welcome” screen, which is in CARIS
context. You will know you are in CARIS context, because the context bar is empty
except for the context menu options in the lower right hand side of the context bar
(Main/Activities/My Cases).

In CARIS context, you will see:
1. The user profile of the person who logged in and their location.

2. The client context information area (on the left hand side of the context bar) is
empty.

3. The case context information area (on the right hand side of the context bar) is
also empty.

4. The Navigation Tree lists the functions available in CARIS context.

14
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Client Context

Client context focuses on a client and provides access to the client’s demographic
information and list of cases. No clinical details are accessible in this context. Access is
further restricted to the cases of which you are a member.

@B caris
: Vogn T /2202007 243402 P fpary ] | Soarch ) adv Search | telp |
CARIS: 1.3.07 Login Time: 6/22/2007 2:13:02 PM hany Clients ~ Adv Search

1. No Case in Context

{7 Harold Potter (io0i2n)

Cases | Details | Relationships | Address Book | Edit History | Close

4. Case List for the
selected Client

v CARIS

¥ Client Details (Potter, Harold)[ 2. Client demographic
details are opened by

| clicking +

VWatting Lists

» Archives

E wzic Demographics

» Beds

F Reporls Family Name: Fotter Given Name: Harold
Middle Initial: Preferred Name: Harry

X Referrats Aliases: Wizard J Gender: Male

» Organization Notes Date of Birth: 14-Feb-20 Date of Death:

» Eligibility Lists CARIS ID: 1000127

» Utilities Extended Demographics

Physical Characteristics
External Systems
Address Book

Relationzhips. | Address Book Edit Client

3. Edit client details

You know you are in Client Context because a name and CARIS number appear on the
left hand side of the Context bar. This ID number will be used to identify the paper file
belonging to that client.

When you are in “Client Context”, you can change details about people in the database
such as demographic information, addresses and relationships, but not case details.

You will know you are in Client Context when:
1.  The case information space is empty on the context bar (right hand side).
2 The client’s demographic details window is opened by default.
3. The client’s details may be edited (if your role allows you to do so).
4

A list of cases the client is involved in may be viewed (and accessed with an
appropriate access role).

“‘-‘% To access the case information you must be a member of the case and logged
into the correct location.

15
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.CASE Context

Case context focuses on the individual case. A client can have more than one case, but
you can only access one case at a time.

Cases can have multiple members who have access to the case information and can
perform relevant functions based on their roles. The case manager can determine who the
case members are and can add or delete them as appropriate. Once deleted, a member can
no longer access the case information, activities list or reporting functions on that case.

& caris
: Login Time: 6/22/2007 2:13:02 P e Jaers vl search [ Advsearcn | Help |
CARIS: 1.2.07 Login Time: 6/22/2007 2-13:02 PM hamry Clients ¥ Adv Search

£ Harold Potter 11000120y Crossroads Residential (6092) Active
Cases | DetailsWRelationships | Address Book | Edit History | Close Summary | Parlicipan‘t?(:aae Plan | Case History| Close
¥ CARIS =] Case Summary B
Waiting Lists 1.Clientis in | 2. Caseis in context I
» Archives context .
» Bed: ase Type: Crossroads Residential Referral Date: Feb-26-2006
= ase Status: Active Accept/Reject Date: Feb-26-2006
FReports Case Id: 8052 Admission/Cancel Date:  Mar-01-2006
» Referrals Case Manager: WOoOoDSs, CINDER Est. Discharge Date:
» Organization Notes Referral Source: Community Living Services Discharge Date:
» Eligibility Lists Referral Mode: Email Case Close Date:
» Alerts Phase Days: 478
Require Care Plan: Mo Respite: MNo
» Admission and Discharge Forms Forensics Referrals
» Clinical Forms and Assessments Client Designation: Designation Date:
» Case Forms MHA Status: UMKNOWN Admission Type: Treatment
» Utilities Referral Note: 2]
Reason: - Note: 3]
3. Details of selected case =
Bed Information: Waitlist Information: =l
[Foni]

You will know you are in Case Context when:
1. The client’s name appears in the context bar (left hand side).
2. The case number and case phase appear in the context bar (right hand side).

3. Details appear in the main information area.

16
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Exercise 2
1. Logback on to CARIS as a MATC General User.

2. Type “Harry” in the open search field at the top of your screen and click Search.
Click View when you find a Harry and open his file.

&8 cAris

12 Login Time: /2272007 5302 P ey [cens v search || AdvSearch | Help |
CARIS: 1.3.07 Login Time: 82212007 2-13:02 P harry Clients w || Search Adu Search

Main | Activities | My Cases

e Client Search Results
‘Watting Lists

» Archives

e CARIS ID Client Hame Birth Date

» Reports 1001213 Bugs, Harry View

» Referrais 1001875 Harien, Harry 1987-03-18

» Organization Notes 1001808 Hunky, Harry View

» Eligibility Lists 1008948 Jack, Harry 1982-03-29

LA L 1001086 Jones, Harry Potier 1990-05-15 View
1008852 Kim, Harry 2005-06-06 [(siew |
1000127 Potter, Harold 1990-02-14 View

Page(s): 1

What context are you in now?

3. Click Close in the context area.

&8 caris

4.3 Lo Vo /2212007 24302 £ ey e ] scarch [ AdeSearch | Help |
CARIS: 1.3.07 e P Ty i harry Clients v Adv Search

T Harold Potter (012

Cases | Details | Relationships | Address Book | Edit H\slu@

T 2 Client Details (Potter, Harold)
Waiting Lists:
» Archives
» Beds [ Basic Demographics
» R e Family Hame: Potter Given Name: Harold
Middle Initial: - Preferred Name: Harry
EiRatere Aliases: Wizard J Gender: Male
» Organization Hotes Date of Birth: 14-Feb-80 Date of Death:
» Eligibility Lists CARIS ID: 1000127
» Utilities Extended Demographics

Physical Characteristics
External Systems

[E Address Book

Relationships Address Book Edit Client

17
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What context are you in now?

4. Open My Cases and click View.

@B caris

Lug‘-n Mm: el ] _ @ - m
3
CARIS: 1.3.07 Login Time: 6722/2007 2-13:02 PM Clients bl Adu Search

Main | Activities| My Cases

— Welcome TRAINING_01 CARIS@MATC }’J
‘Watting Lists
R Announcements
» Beds
» Reports Time: Fllter:
» Referrals

» Organization Notes Date Subject Importance Detail

» Eligibility Lists

Pagels) 1
» Utilities

ﬂ

What context are you in now?

18
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Learning Checkpoint

1. What are the 3 types of context in CARIS?

2. (a) How will you know when you are in the CARIS context?

(b) What are the CARIS context menu options?

3. (a) How will you know when you are in the Client context?

(b) What are the Client context menu options?

4. (a) How will you know when you are in the Case context?

(b) What are the Case Context menu options?

5. How can you find your cases?

19
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The Page Intentionally Left Blank

20
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Module 2: Organization Notes

At the end of this module, participants will be able to:
Access Organizational Notes
Create and delete an Announcement
Create and edit a Safety Procedure
Create and edit a Topic-Based Consultation
Attach a file to an Organization Note

Search for Organization Notes

N o o M w Ddh PR

View Waiting Lists, Eligibility Lists, and Case Transfers

Create an Announcement

Announcements can be used to notify everyone in your location about a CARIS-related
topic or event. For example, if you add a new group to the Eligibility list, this would be a
way to let your colleagues know that the group is available. As another example, if your
Team leader has scheduled a CARIS usage meeting, this would be a way to announce
that. Announcements will be seen by CARIS users who have access in your location.

To create an announcement:

1. Open Organization Notes in the Navigation Tree and then Administration.
2. Click Add Announcement.

&8 caris

Lngin m. Wt _ _ m - m
- 1.3 |
CARIS: 1.3.07 Login Time: 812272007 21302 BM Clients R Adv Search

Main | Activities | My Cases

v CARIS Welcome TRAINING_01 CARIS@MATC
Waiting Lists
(S e Announcements

» Beds

» Reports Time Filter: | Last 1 Month  |v

» Referrals

» Organization Notes Date Subject Importance Detail

» Eligibility Lists
Page(s) 1

Add Announcement

» Utilities

21
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3. Enter the subject, assignment a level of importance, and type the text of the
announcement in the “Announcement” field.

4. Click Save.

Create Announcement
Date: [z007-0317 |
Subject: | |
Importance: | hd |

Announcement:

‘ Save Cancel
. |

5. To delete the announcement, click Delete.

Welcome TRAINING_01 CARIS@MATC
Announcements
Time Figer | Last 1 Month  |»

Date Subject Importance Detail
2007-06-23 CARIS Training High CARE traning July 3nd

Pogeis): 1

22
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Create a Safety Procedure

To record a safety event:

1. Open Organization Notes in the Navigation Tree and then Safety Procedure.

2. Select the “Procedure Type” from the list in the drop-down box and type the text
of the procedure in the “Notes” field.

3. To attach a file, use the Browse (to locate the file on your machine), Add (to
attach the file), and Detach (to remove the file) buttons.

4. Click Submit.

Safety Procedure

Date: |2007-06-22 |[15:14] =]
Procedure Type: | w |
Notes:

Add Attachment; | ("'r =
(Max file size: 1MB)

L
S
5. To edit the safety event, click Edit.
Activities Display
Activity Filter: | All Activities (¥ |
+| Safety Procedure (2007-06-22) ( |
Page(s): 1

6. In edit mode, you can change the content and save (Save Changes), change the
content and then restore it (Reset) or cancel the changes (Cancel).
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Create a Topic Based Consultation

This feature gives you the chance to enter information about an information/educational
activity you perform for the community or another service provider. It can also be used to
record groups that are provided in other venues for people who are not presently clients
nor are expected to become clients, or when you do not want or need to record the names
of the group participants. It is not based on a particular client or case, and that is why in
CARIS it is not related to either context. Topic-Based Consultations will be seen by
everyone who has access to CARIS in your location.

To create a topic based consultation:

1. Open Organization Notes in the Navigation Tree and then Topic Based
Consultation.

2. Enter the “Topic”, select the “Consultation Type”, “Mode”, “Number of
Participants” and “Duration” from the list in the drop-down box, highlight the
name of the “Facilitator”, and add appropriate notes. Confirm the “Start Date”
and “Start Time”. Add an “End Date” if appropriate. For “Partners” and
“Recipient” type the name in the blank field, select an organization from the list
in the drop-down box, and click Add.

3. Click Record Consultation.
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) Topic-Based Consultation
Topic: !
Consutation Type: | v
Mode: [ v Number of Parbcipsnts: | v/
Date: 20070317 1515 | Curstion [ &
Faciltators: [ x|
|lcares, TEST1 |
|lcaRss, TEST 2
f__CAR?S,TESTS V_:
Pactnare, [ | Type: ¥
Recipient ! | Orgaiization Type: ¥
prsesigl | CBromee. )
1MB)

The name of the Facilitator must be selected for the consultation to be saved. Topic
based consultations cannot be reported on or printed; they can only be viewed online.
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Module 2

Using Notes and Forms in CARIS

The Topic-Based Consultation is a good example of all the notes and form controls used
in CARIS.

Forms are set up to work best when you fill them in from left to right and then down.

Shading is used to designate the different parts of a note or form.

1. Dates are selected by clicking the box at the end of the date field. You may also be

able to type over the date (YYYY-MM-DD).

Drate:

20070317

1518 | =] purstion:

The > link changes the month (>> if present changes the year). Select the date by
clicking on the date of interest in the calendar. If you click and hold on the
arrowheads, you may be able to scroll up and down the years and the months. If there

is a time field on the calendar, click increases and shift/click decreases.

Drate:

Faciltators:

Partners:

Recipient:

20070317

|[15:15 | [ Durstion:

March, 2007

Thu Fri  Sat

I 7 e

1| 11
11| 1a
12| 25

2725

1
G
15
2z
29

2
El

16 17]

23
30

3
10

24
31

Tirne:

[15]:[15]

Select date

| orsenizamnTyee

2. Fields with drop down boxes will display a list of values for you to choose from
when the arrowhead is clicked. Clicking the down arrow for “Consultation Type”

displays the values.

Consultation Type:

Maoce:

Drate:

Faciltatars:

Conference

Caonsultation
Lecture
Training ¥ Education

Wiorkzhop

:I Duration:

Mumber of Participants:

[l 3
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3. Fields with an Add and a Delete button allow you to choose a category from the first
drop-down list box and then one from the second drop-down list box. The value you
select in the first list determines the values you are presented in the second list.

Partners: |CLBC | Type: | Community Living Services w | [ Delete ]

CLBC [ Community Living Services)

Clicking Add adds the value to the box below. This allows you to add multiple
values. Note: Be sure after highlighting to click “Add” or the value will not be
selected. To delete a value, highlight the value and click Delete.

4. Some controls allow for multiple selections as in selecting Facilitators where one or
more items from the list can be selected using the “Ctrl” key.

Faciltators:

On these kinds of Drop Down Lists, at least one item (even if there is only one) must
be highlighted for the selection to be saved.

5. Certain forms allow for attachments. To add an attachment, use the Browse button to
locate the attachment on your workstation (a Word document saved on the CYMH
N: drive or your personal H: drive).

Addd Attachment:
(Max file size: | |[ Browse... |
1ME)

Click Open when you find the file and Add when the path appears in the
“Attachment” window.
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The document will appear in the box below. It is now saved on the CARIS server
and can be viewed in Activities. However, it cannot be removed once you save the
form (use Detach if you change your mind before saving the form).

Add Attachment:
{Max file size: | |[ Browse. . ]
1MEB}

Topic Based Consultation doc (22K8)

6. At the bottom of the note and form screens you will see action buttons.

Record Consultation
L B

These are the buttons that save your work, return you to a previous screen, and
sometimes reset the form or move you along in CARIS. If you do not “Record” or
“Save” your entries, they will be lost, so be sure to scroll down and find them!

Note that when you Record a note, you are returned to the Activities Display. This is
where the activities you record are saved and where they can be retrieved.

7. After you have recorded or saved a note or form, you may find you need to edit it. To
edit the Topic-Based Consultation, if you weren’t already there, you would go to the
Activities Display and click Edit.

Activities Display

Activity Filtar: | All Activities v

| Topic-Based Consultation (2007-03-17) |

Page(s): 1

In edit mode, you can change the content and save (Save Changes), change the
content and then restore it (Reset) or cancel the changes (Cancel).
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Search for Organization Note

To search for an organization note, click Activities in CARIS context.

&8 caris

Lngm Mm. Wt _ _ m - m
- 1.3 |
CARIS: 1.3.07 Login Time: 812272007 21302 BM Clients w Adv Search

Mair{| Activities | My Cases

v CARIS Welcome TRAINING_01 CARIS@MATC
Waiting Lists
» Archives Announcements
» Beds
= v e s or
» Referrals
» Organization Hotes Date Subject Importance e
» Eligibility Lists
Page(s) 1

» Utilities

Activities can be searched by date of activity or entry date and by start and end date.
Click Display Activities.

Main | Actiitios | My Cases
o

Activities Search
Activiy Type: Dot of Actvty | w |
Stout Daber: Eﬁ
€0 Dot prozes S

_—_________—

( [ Qucet |
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When the list of activities is displayed, the list can be filtered by activity type.

[ Activities Display

<l

Activity Filtgr: | AN Adtivitias

all Ackivities
Camrrishication Hote

=1 Announcement (2006-07-07) 8 afaby Provadors
=) Safety Procedurs (2006-06-28) R
= Topéc-Based consulation (2006-06-26)

= Announcedreent (HO0E-06-25)

=l Commaunication Hote (2086 8626

=) Galety Procedure (2606-06-18)

#) Communication Note (208 86 185)

| Commaunication Hobe (2006.96.19)

=1 Commamication Hote (2006 86-19)

=1 Topée-Based consulation (2006-06-13)
=) Commamication Note (2006861,

Organization notes are available from the navigation tree when in Case context even
though organization notes are not connected to cases. Client information should not be
recorded in organization notes, as anyone with CARIS access can view the notes.

HEBEEEERE K

Pagaiz): 1

Exercise 1

1. Create an Announcement and then delete it.
2. Record a safety event.

3. Create a Topic-Based Consultation and then change the mode.

From the Navigation Tree, you can access the following:

The Waiting Lists

Bed Reservations

Incoming Referrals from CYMH
Eligibility Lists

PR
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Learning Checkpoint

1. Name three types of Communication Notes.

2. Name three types of Topic-Based Consultations.

3. Where can you find a list of the Topic-Based Consultations delivered by your
location over the past three months?

4. Would you expect a consultation between a client and his/her psychiatrist on eating
disorders to be recorded as a Topic-Based Consultation?

5. Name three items on the Navigation Tree that can be accessed in CARIS context?
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The Page Intentionally Left Blank
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Module 3: Working with Clients

At the end of this module, participants will be able to:
1. Add and update client demographic information
2. Add and update client’s relationships information

3. Add address book information

Definitions of Various Persons in CARIS

Affiliate: Someone who has direct or indirect interest to the Client’s case , but does
not have access to the client’s file. Typically a family member, social
worker, probation officer, minister or police officer. (Non-MCFD.)

Client: The primary person in a Case who is receiving a service.

Contact: A person who is connected to a Case but who cannot view the Case File.
For example, a family member, friend or neighbour.

Member: A Maples staff member who has access to the client’s file in CARIS.

When you have a client in context, there are a number of actions available to you. You
can access the list of cases (Cases), review client information (Client Details), add or
remove client relationships (Relationships), and access the client’s address information
(Address Book).
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Add or Update Client Demographic Information & Physical
Characteristics

1. Bring client into context and click Edit Client.

6B caris

: Login Time: 6/22/2007 Z12:02 P ey | | searcn || adv Seareh|
CARIS: 1.3.07 Login Time: 6/22/2007 2-13:02 PM harry Clients e Ady Search

Harold Potter (1000127

Cases | Details | Relationships | Address Book | Edit History | Close

o EE Client Details (Potter, Harold)
Waiting Lists
» Archives
s
> s T S
¥ Refcrmls Aliases: Wizard J Gender: Male
» Organization Notes Date of Birth: 14-Feb-90 Date of Death:
» Eligibility Lists CARIS ID: 1000127
» Utilities Extended Demographics

Physical Characteristics
External Systems
Address Book

Relationships Address Book Edit Client

The “Edit Client” window will display. There are three aspects of the client’s details that
can be wupdated:  basic demographics, extended demographics, and physical
characteristics. The page opens with the basic demographics in view. To access the
extended demographics or the physical characteristics, click the + sign.

Click into the field you wish to update.

2. Click Save Changes to retain your updates, and the new demographic will be
saved.

3. Click Reset and your changes will be erased and the original entries restored.
Click Cancel and you will be returned to the “Client Details” window.
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¥ Edit Client (Potter, Harold)

Update fields as required

Given Name: Harold

H Basic Demographics

Famity Name: iPutler
Widdle Initial: | | Preferred Name: |Harry |
Aliazes: |Wizard d | Gender: | Male b |
DateofBirth: | February w|l14  |[1se0 | Date of Death: Bz
Extended Demographics
Physical Characteristics

Click + sign to add more info. | save Changes | '

g @ e cronges [Concal I

P ——

Exercise 1

1. Create a client in CARIS based on a fictional character, as demonstrated by the
facilitator.

2. Using the client you created:

(a) Add an item to the client’s basic demographic information. Click Save
Changes to save.

(b) Add an item to the client’s extended demographic information. Click
Cancel to remove the item.

(c) Add an item to the client’s physical characteristics. Click Reset to start
over and then Save Changes once you have re-entered the information.
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Create a Relationship

A Relationship is a person who is attached to a client or client’s case as a person of
interest to the client or the case worker. The relationship is for reference purposes only
because the person has no access to the case.

To create a Relationship,

Bring the client into context.

1. Open Relationships

88 caris
e o ctients v | Adv Search
LRSS n L Login Time: 6/22/2007 2:13:02 PM Ee i Bt @ AdiSeaich m
Kermit Frog (ioooss)
Cases | Details | Relationships | Address Book | Edit History | Close
T Relationships (Frog, Kermit)
Watting Lists
» Archives
» Beds Person Type Relation Start Date End Date Nts
I Frog, Robin Family Nephew 2006-08-11
» Referrals Latte, Cinnamon_2 Social Acguaintance 2008-08-11 Ei
» Organization Notes Monkey, Chunky Social Friend 2008-10-27
» Eligibility Lists Piggy, Miss Social Girlfriend 2007-01-23
(LTS Teeth, Dr Social Friend 2008-09-11 Edit
Pagse(s) 1
Mew Relation

2. If the person is not already on the list, change the search filter to “Contacts”, enter a
name or part of a name in the open search field, and click Search.

&8 caris

Login Mawe: TRANRG_01 CARIS

c r
AR 1 20 Login Thre, £232007 11:30:90 Pl

ﬂ Kermit Frog (1000802}

Cases | Details | Relationships | Address Book | Edit History | Close
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3.

If the appropriate person is found, click View.

Contact Search Results

CARISID Contact Name Birth Date

1000608 Frog, Kermit 1976-08-22

1000627 Freg, Robin 19950501 e

1009749 Frog, Polly 1965-03-08

1008910 Green, Frag 1899-02-09 e
Page(s). 1

Advances Search

4. Click Relate to Client.

€7} Contact Details (Frog, Polly)
B General
Family Hame: Frog Given Name: Polly
Preferred Hame: Paolly Aliases:
Date of Birth: 08-Mar-B5 Gender: Female
Date of Death:

[ @ Address Book

e >
T (] Retoio cion J) Reltonsnps Ea1 Conac
e et

5. Select the “Relationship Type” and the “Relationship” from the list in the drop down
box, add an “End Date”, if appropriate, and enter text in the “Notes” field.
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Create Relationship [ enox ]
Relationstip Tyoe: [ 3]
Retadion by “Granger, Hermione™ is thea | ot Haro potter
Start Dot [zos 0508 End Date: |
3
holtes:
- |

6.
7.

Click Save Relationship.
If the person does not exist, click Create Contact.

i% Create Contact [« [onox |
Family Name: I Given Name:
Prefecred Name: [ I Akases:
Date of Birth: F v_ .| ] Gender: 'v'
Date of Death: [

[ CrestoContoct_Ji Conce

Complete as many fields as you can and click Create Contact. The minimum
information required to create a contact is first name, last name, and gender.

Click Relate to Client.

¢ Contact Details (Frog, Polly)

Family Hame: Frog Ghven Hame: Pally
Preferred Hame: Polly Aliases:
Date of Birth: 08-Mar-55 Gender: Femalke
Date of Death:

|Emﬂm |

| iooioCase (M Relateto Cient |Ml) Relatwnships Jll  Address Book Edt Contact |
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10. Select the relationship type (family or social). This will affect your choices for the
next field. When you are finished filling in the fields, click Create Relationship.

[ Create Relationship < el

Retionstip Type: | 3]
Retationstp: “Granger, Hermione™ = thesa l :lor “Harcld Potter”
Start Dinde: fososos Endoate: [ [Eh]

=
hMotes

|

oo

The “Relationships” window will now include the new relationship.

Caution: All CARIS users in all program areas can read the information in the note
box, so it should not be of a confidential nature.

S

For any person who is related to a client, their address information is now part of the
client’s address book.

39



CARIS — CYMH Full Access Role Training Manual Module 3
Version June 21, 2007

Update a Client’s Relationships

With the Client in context

1. Open Relationships.
2. Click Edit.

3. Change the end date or add a note.
4. Click Save Relationship.

Relationship

Relationzhip Type:

“Piggy, Miz=" iz theda  CilT of “Frog, Kermit”
Start Date: |2007 |

End Date: i_ | [
Motes: |

nd a relationship by

tering today's dat - e R B
el Y S Save Relationzhip D-Canu:al]

T 55

The only fields you can change are the end date and the notes. Once a relationship has
been saved, you cannot change the relationship type. If you wish to change the type,

of

Click Edit.
Enter today’s date as the “End Date”.
Add a note about why you are doing this.

el

Click Save Relationship.

For relationships created in error, give the relationship and end date and add a note to the
relationship that is was created in error.
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Workflow Diagram

CARIS Conbaxt <
Perform

L Grewe Glient
Elient search | o CleT

, r
| I )

Crzate Chant

- Ralationships Address Gook
Casas Menu Details Manuy Menu Manu Clo=a Manu
Edit Climn:
{CRant Contaathy Basic & Exended Mew Contactar Edis Rolationshi Ardress, pID‘SE_
Demagraphics Relation phille 1 Telkephone, Email Chent File
and
Return to
Berfbrm Contact CARIS
search context
Relate Contact o
Clianit
L Create/Edit
Contact's
relalicnzhipa

1. For the client that you created, add two new relationships, one for a family
relationship and one for a social relationship
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Adding and Updating Address Book Information

1. Open Address Book.

&8 caARs

: Login Tima: 61412007 2-45:04 A fronsin | | search || advSearch | telp |
CARIS: 1.3.07 Login Time: 6/24/2007 12:15-04 AM Clisnts ~ || Search || Adv Search

£ Franklin Turtle (ooz2n)

Cases | Details | Relationships | Address Book | Edit History | Close

Address Book (Turtle, Franklin The)

v CARIS
Waiting Lists
» Archives
» Beds Type Fiter: \Auryp v| [_Add Address | [ Add Telecom | [ Add Email |
» Reports
Address Details Person Use Start Date  End Date Note

» Referrals

» Organization Notes
(= Address: ' -| , BC, '

» Eligibility Lists = 10 Buzzing Ave., Bee-Hive, BC, V2J2R1, CA
s Loc: 10 Buzzing Ave. Bear, Honey Bes Home Address 2007-05-08 Edit
» Utilities Bee-Hive BC V2J2R1

cA

— . T -

2. Click Add Address (or Add Telecom or Add Email).

3. Fill out the fields in the “Address” form and click Create.

4. To update an address, click the + sign next to the appropriate address. Click Edit
to update the address, click Add Person to add another person to this address
(i.e., a friend or family member that lives with the client) or Del to delete the
address. Only addresses entered in error should be deleted. Addresses that are no
longer current should be assigned an End Date. Save changes.
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Module 3

Oscar Grouch (oo0se)

Cases | Details | Relationships | Address Book | Edit History | Close

¥ CARIS

Address Book

(Grouch, Oscar Y)

Add new adress, telephone, or email
info.

Waiting Lists
Archives

Beds

Reports

Referrals
Organization Notes
Eligibility Lists
Alerts

Admission and Discharge Forms
Clinical Forms and Assessments

Case Forms

LA, Al R N A A e A A, sl

Address expanded for

editing

Use this filter to display only addresses,

phone, or email OR all types

Address Details

Type Fiter: | AllTypes | [ AddAddress | [ AddTelecom | [ Add Email |

Use Start Date End Date Hote

Person

[# Address:

=] Address:

Loc: #2 Garbage Can
Sesame Street BC
GZG0G0
CA

[# Address:

yum yum, monsterville, BC, Y1Y3U3, CA |

4444 nowhere st, v

#2 Garbage Can, Sesame Street, BC, G2G0G0, CA

Grouch, Oscar Home Address 2006-08-22

Edit address, delete address,
or add another person who
resides at the address

Change Usage

Status: m
Strest: | Apt [Suite # :|
Cy: | |
Province: | Britizh Columbia V| Postal Code: l_
Country:
Addreszs Notes:
Person: | Kermit Frog - Self  » |
Usage: | w |
StartDate: | 2007-06-22 | End Date: | ;
llzage Notes:
[ Create Addresz ] [Canc&l]

43



CARIS — CYMH Full Access Role Training Manual
Version June 21, 2007

Module 3

Relate personto Address

Address: 123 4th Ave, Vancouver, BC, VOVOW0, CA

Person: [Orgam. Leia EI

Usage: [Home Address j

Stert Date:  [2008-09-12 =] End Date: |
Usage Notes: [a4 home July-August yearly =

Usage Notes -- When does the person live there?

Telecoim

T numbers, no spaces
Person Frankin Turtis - Self = or hyphens

Unage w
Staifate  [0OTDE34 [=H Ened Date =H
Uisage fisten

Create Teecom Ht,nwll
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Clients can have more than one address — as for example, a home address, an emergency
contact address, or an alternate address. Addresses are sorted by the last date entered. If
a client has more than one address, addresses with an active status will appear at the top
of the list.

Address information for any persons related to the client will also appear in a client’s
address book.

Address information is not secure so nothing in the address should suggest that the
individual is a client.

The format for the postal code is Letter — Number — Letter (no space) Number — Letter —
Number.

An address is required to admit a case. Mandatory fields include aboriginal status
(“unknown” is a valid status), guardianship, postal code, and address.

The context menu item “Edit History” provides an audit trail of all changes to extended
demographic information.

Exercise 3

1. Using the client you created, add a home address, an emergency address, and an
address that is using during school breaks.
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Learning Checkpoint

1. (a) To update a client’s demographic information, what context do you need to be in?

(b) Which of the client actions (Cases, Details, Relationships, Address Book, Close)
do you click to do this update?

2. Name the two available relationship types. What happens when you select one of the
two types?

3. Where would you expect to find the address of a family member or friend of a client?
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Module 4. Working with Cases

At the end of this module, participants will be able to:
Assign self to case.
Add participants to a case.
Use Case History to find activities.
Create Alerts.

A 0D PE

Assign Self to Case

To be able to assign yourself to a case, you must have worked with the client before.

Search for the client. Click Cases.
Click Assign next to the appropriate case.

3. You must provide a reason for assigning yourself to the case. You must also
choose a role and select the access level.

CARMS 1000

¥} Cranberry Muffin g

Casos | Deteils | Relationships | Address Book | Close

¥ CARIS [ Case List
inting Lists

» Archives

* Beids B Chent Cases

% Faporte Cate SiofusFer [A1 %]

* Organization Hotes

» EBgibility Lists Caso Type Cas Status Location it

» Unilities Bitrast Fislarigt MATC_3 0E.08.19 W |

Page(zk 4

E 7 |
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@ CARIS

CARSS 1,903

Login Bama: TRARNG_10 CARS
Logen Tma: SITH2000 30508 FM

Cranberry Muffin gooss)
Cases | Detells | Relstionships | Address Book | Close
¥ cams [0 Assign Case Member L DEel
Vit Lists
* Archives
» Beds St Dt pesmm  [oh eavwe [ [BH]
* Feports Chend Name [raoery wan capeit [
» Organization Hotes — T S |cmm¢_-um ;I
> By Lite s ol A
* Uilities
CE“W“ e l.ummmmmm. / =l
X
( T
Exercise 1

1. Search for a client and assign yourself to the case.

Add Case Participants

Once you have a Referral, you can add people who will need to have access to the case.

A case Participant can be either a Member or an Affiliate.

An Affiliate is someone who has a direct or indirect interest in a particular case. An
affiliate is typically a physician, a case worker from another agency, or a probation

officer.

A Member is a person who has access to the case files and who is actively involved in the
case. You can appoint a member to one of your cases from the list of members only if
you are the Case Manager. (Note: Case Managers who are not Maples employees are
considered Community Case Managers in CARIS and are added to a case as an Affiliate.
Social Workers with guardianship status are added to the case as non-relatives with a note

on their guardianship role.)
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Workflow Diagram - Add Case Participants

X
Assign Parsicipants
ClienLCﬂntext Case Context
‘ N A
Perform .r’r _‘“‘-.
Ql* Cliant 1
search |F'ar|||:|pante=
Fenu
Cases Parform Ferfomn
Kb Contact Member
saarch saarch

g Cese List * * *

Create Naw i Assign Case
hgsign Salf o Cantact [Affiliase) Add to Case bember
Caze
%
Add to Case
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Add an Affiliate to the Case

To add an affiliate to a client’s case file, the client and case must be in context.

Lizega Mamna TRAINIEG 01 CARLE
e Tomasi: GIZ2T00T 9302 PM

{1 Harold Potter (ssn Crossr sidential (6092) Active
Casen | Details | Relstionships | Address Book | Edit History | Close | Participanis | Plan | Cave Hiatory | Close
w CARIS m Case Surmﬂaw [ e
| Waitng Lists
* Archives
e Case Type: Crossroeds Resdental Referral Date: Feb-28-2008
Case Status ALt AcceplRepect Date: Feb-J8-J006
¥ Reports Case ki 052 AdmissionCancel Date:  Mar-01-2008
» Roforraly Case Manager: WOODS, CNDER Eat, Discharge Dade:
» Orgarizastion Hofes Referral Source: Comrunty Living Services Discharge Date:
» Elgibility Lists Reterral Modar Emal Case Close Date:
= Fhase Days: 478
Require Care Plan o Respite: Ha
* Admission and Discharge Forms " 2 o
» Clindcal Forms and Assessmeonts Chent Deaignation: Deasgnation Date:
» Case Forma MHA Siatus: URKHOWN Admission Type: Treahment
» Unilities Raterral Note: £
Reason: Noite: 2
Bed information: =) Viaitkst information:
&3 EEm

1. Open Participants

The list of participants, including affiliates, attached to the client/case will display.

1 Oscar Grouch posesss Bifrost (23392) active I
| Casses| Dotsis | Relsticnahips | Address Book | Edit Hislory | Claas Surnenasy | Partcipsnda | Case Plan | Caae Hialory | Close
STy [ Participants List
Wabesy Lists
» Archives
» Beds
Mame Case Access Stari Date [End Date
2 Heporia CARS, TRANNG 01 Case Manaper - Full Accass 2008-03-22 Remove
ST, CARS, TRABNG_02 Line Staft o822
s Ot ek CARS, TRAHNG_03 Lie Statt 20060822 (R |
P ERCHONRY Clria CARS, TRANNG_OS turse 20060822
¥ Maria AR, TRANMG_04 Uedical Recorda 2008-08-22
+ Admissson and Discharge Forms CARS, TRANNG_ 12 Chid Care Counsslsr 2006-08-22 | Remove |
* Clinical Forms and Assessments CARS, TRANNG 15 Shift Head 2008-08-22 (Remove |
» CaseForms CARS, TRANNG_00 LLine Statf 0085822
> Uniities CARS, TRAHNG,_DS Line Statt 006-98-22
CARES, TRANNG,_07 Line Statt 2006-08.22 Remove
CARES, TRANNG_IT Line Statt 20065822
CARSS, TRAMNG_ID Shift Keas 0060522 [ Remova |
Pageis): 1
| & mbstes |
Hame Rode Start Date End Date
Canine, Pula Gale Keeper 20060501
Cars, Bob Care Pan Consultant 2008<10:1T Aemove
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To add a new affiliate to the list,

2. Perform a Contact search, and if the contact is in the system, they will display.
3. Click View.

Contact Search Results

CARIS ID Contact llame Birth Date

1000608 Frog, Kermit 15760822
1000627 Frog, Robin 1995-05-01 |_view |
1009745 Frog, Polly 1985-03-08
1008510 Green, Frog 1999-02-09

Page(s): 1

4. Click Add to Case.

¢} Contact Details (Frog, Polly)
E General
Family Hame: Frog Given Hame: Poly
Preferred Name: Poly Allases: .
Date of Birth: 08-Mar-85 Gender: Female
Date of Death:

| @ Address Book |

aatocase J}| Feets Cien J_Remtonsnos J Acoress boox J Eot Conact |
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5. Click Add Case Affiliate.

Add Case Affiliate

Start Date: |2007-06-24 ]
Chent Name: [Turtle, Franis ' .
Wember Name:

EndDate: |
e o

Role:

EmiTa

o Y = .
(W Add Case ttiate i Cancel
e ——

If the person is NOT in CARIS, try their name spelled differently or perform an advanced
search. If they still don’t show up, click Create Contact and fill in the appropriate dates
and information. Once you have created the new contact, repeat as above for existing

contacts.

i, Create Contact

Famiy Name:

Preferred Name: |

Date of Birth: . vl:.- : .|

Date of Death: . '

Given Name:
Alisses:
Gender: \'
T
[ Reset J{ crete contact i cCancel
e ot

The new affiliate will display in the “Affiliates™ list.

Participants List

B Members
Hame Case Access

CARIS, TRANMNG_19 Case Manager - Full Access
CARIS, TRANMNG_02

CARIS, TRANNG_01 Case Manager - Full Access

B Affiliates
Hame Role

Bean, Jely Recreational Worker

Black. Bart Thomas Care Giver

Child Care Coungelior - Limited Access

Start Date End Date

2008-11-10
2008-11-10
2007-06-22

Start Date End Date
2005-11-10 2006-11-10
2008-11-10
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Exercise 2

1. Choose an active case from My Cases. Add two case affiliates, one for an affiliate
that is already in the database and one for a new affiliate.

Add a Member to the Case
To add a member to your case,
Bring the case into context.

Open Participants.
Perform a Search for the member you wish to add to the case.

PR

Select the member you want from the list and click View.

Logn Nama: TRAIRMNG_01 CARIE
Login Ties: 12006 1:58:06 PM

CARIE 1.9.02

€ Harold Potter (i Bifrost (13398) Active 1

Cases | Details | Relationships | Address Book | Close Summeary | Participants | Case Plan | Case History| Close

¥ cAmS @ Member Search Results

Walng Lats
» Archives
* Bads Member Namse Organization
» Reports CARIS, TEST 1
» Referrals CARS TEST 2
& Cugenization Notes CARIS, TEST 3
*- Bl Liste CARS, TRANNG_03
* Aleria
» Admission and Discharge Forms ek s
* Clinical Forms and Assessments it )
» Case Forms CARS. TRANNG_12 [El
* Hilities:
Pageis: 1
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5. Click Add to Case.

B8 caris

Login Hama: TRAMIMG_01 CARIS

e Login Temws: R 12006 :08:06 PM

€1 Harold Potter (o Bifrost (13398) active !

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close

w CARS @O Member Details (TEST1CARIS)
Vilsting Lists

» Archives
* Beds
» Reporis First Marma: TEST 1 Last Harme: CARE
* Referrals Title: Organization:
» Drganization Nobes | B Address Book |
» Eligibsility Lists

o

» Admission and Discharge Forms

6. Use the calendar to set “Start Date” and “End Date”. The start date will
default to today’s date. The member’s role must be selected (case manager,
case worker, etc) because the role determines the case access.

7. Click Assign Case Member.

f] Betty Boop wena Bifrost (14917) Referral
Casay | Brtsdu | Rolsonsbips | Addiass Bock | Closs Srvaveary | Pafkipanie | Cose Flan | Cass Hindory | Choas
v cam Assign Case Member [ e
‘Wimbrey Lests
* Araidees
» Beds S Dk 201 = Erviats =
* Rageaain (== (=" 1
» Refersls — g =
» Cxganization Hotes
CbE ADCSEE !
* Eigilslity Linds
w Abbils
[e—— o |
Sy waion Al e
ety Fspart

The member will now be included in the Participants List as a “Case Manager” (in this
example).

Members added to a case cannot be deleted from the database. Their membership in a
case can be ended by clicking Remove on the Participant’s List. Clicking Remove adds
an “End Date” but does not remove the record from the case.
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] Harold Potter i Bifrost (13398} Active L
Cames | Brtsis | Relationabaps | Addiess Book | Close Surmumary | Participants | Cave Fan | Cove History | Clase
v caim I Participants List
Vdmbyng Liests

* Andhdwes

w Beds
Acministrabion Harne Cane Anbess St Dt Ersl Bt

CARTE, TRABNG O Catn bl - Full Rocess OEE0 L'_'m_'_]
CARTE TRAMMG [ K o Limdad Asiars 0K 1 e S k]

T MO, WTCHELL Case Warager - Ful Acess H0R0RAT Fiemors |
Cecngsarcy

e Pagei) 1

e | o pmtes ]

ATy W [ Pads St Dats e Dt
AFTUnCamaTT
o aC AR ok Pageieh 1
Safely Procedure
Tops-Baned Corguabon

Exercise 3
1. Add a new member to one of your cases. Because this is the training site, you will

need to search for “CARIS” to add another CARIS training ID to your case.
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View Case Summary

To view the case summary, you need to be in Case context. Open Case History.

1 Cranberry Muffin osss Bifrost (22326) referral
Canes | Brtals | Relstionstips | Addiess Book | Clode Suminaiy | Farticipaits | Cave Pl | Case Watory |
. chE O Case Summary [ [rase ]
‘b Lt
* Aschives
* Bedu Cane Typsi L] Faslers sl Date; Baag ) F 006
& Cane SEatun: Saterra Accepl Prjeo Dae:
s Carie bt e Fy———
Ta Ty Cane Mlanager; CARTS, TRABING, 0 ot D s g Dty
Frerere s St walon Reterral Somss: v Eamchar e Dat e
+ Owganzation loaes. Titeri ol Maske Erad Cane (s Dabel
 Diigisliny Lints Fhase Days: ]
b Arts Peaguine Care Plac [ Peuple: [
Foiersbcs Reledr sl Lo
* Admduuicn snd Mechsge Tom » Dabas
* Cate Foimm [T LR Mcleridnnion Typss:
» inities Bt bl it
WS o
Fefarral oo
[
I ETTTUTTE =3

You can click Display Activities to display the client’s full history or you can filter the
history by activity type (date of entry or date of activity), start date, and end. It is also
possible to search the notes by using a keyword.

¥ Oscar Grouch (iooseo)

Cases | Details | Relationships | Address Book | Edit History | Close

Bifrost (23392) Active

Summary | Participants | Case Plan | Case History | Close

v CARIS
Waiting Listz
» Archives
» Beds
» Reports
» Referrals
» Organization Notes
» Eligibility Lists
» Alerts
» Admission and Discharge Forms
» Clinical Forms and Assessments
» Case Forms

» Utilities

Search Case History

Keyword: |
Activity Type: Date of Activity %
Start Date: 2007-06-17 =
End Date: 2007-06-24 Bl
—
(B Dispiay Activities
™
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Case History
Activity Filter: | All Activities |

Accept Activity

i+ Update C Member (2007-06-22 Update Case Member

= EE e £ ! / Waitlist Enrallmeant

+| Update Case Member (2007-03-27) / ‘B‘iﬂs'":"l_'l-; 5|_'g‘:‘e"' Activity

+] Close Activity (2007-03-27) / Update Case Affiliate
O5M-IV Disgnostic Assessment

i+ Medication Intervention {2006-12-05) / Diagnostic Classification Formulation
Child Care/Nursing Admission Notes

1" Medication Intervention {2006-12-05) , Medication Intervention
Care Plan/Discharge Summary

|#] Progress Notes (2006-12-05) g:f;nf;:'cfsf”“

- L | Ord

+| Legal Order (2006-11-24) P s Pk

4] Parent group (2008-11-24) Aoshand .

+| Case Conference (2006-11-24)

+| Medication Intervention {2006-11-24)

+| Child Care/Mursing Admission Notes (2006-11-24)

+| Update Caze Member (2006-11-10)

+| Update Caze Member (2006-11-10)

+| Care Plan/Discharge Summary (2006-11-01)

+| DSM-IV Diagnostic Assessment (2006-10-10)

You can filter the case history further by choosing one of the activity filters.

)

Q)

This feature could be used, for example, to obtain an update on a client following
vacation. By entering the start and end date and then filtering by Progress Notes, a list
of all the relevant notes will appear.

Note the “Start Date” and “End Date” default is for 7 days.
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Create an Alert
There are 2 types of alerts in CARIS:

A
Supervision Alert — temporary alert generated to indicate that a client requires some
special attention or supervision for a period of time. Only case members can view a

supervisory alert. For the Maples, these alerts are available for active residential case
types only. Alerts can not be created for less than 24 hrs.

M

General Alert — include alerts related to allergies, medical conditions, aggressive
behaviours and the like. Anyone with access to CARIS can view a general alert.

To add an alert to a client’s file, the client must have a case open.
1. Open Alerts in the Navigation Tree.
2. Choose the type of Alert you wish to generate.
3. Click Add Alert.

8B caris

= Lioggin Mare: TRAINSHG_ 01 CARIS
CARSAZOT  { ogin Time: BAAIZ007 1215104 AM

£ Franklin Turtle yssazy Dala Residential (55079) Active

Cases | Dotails | Relationships | Address Book | Edil History | Close Summary | Participanis | Case Plan | Case History | Close

R [} General Alerts {Turtle, Franklin The)

Yiaking Lists
¥ Archives

» Beds Type Creator Start Date End Date Conanmlinc i

Hote  Hote

* Reports = Substance Abuse CARMS, TRANNG_13 2008-18-10 00 00
* Referrals
» Organization Notes Pageis) 1
* Elgibility Lists

Coomss
Supéetyvmon At
* Admission and Discharge Fo
o ;

» Clinical Forms and Assessmenis
» Case Forms
* Utilities
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4. Select the type of Alert from the drop down list.

Create Alert
Start Date: [2007 ; End Date:
Alert Type: ; \*: h
| i
General Notes: |
(Max file size: 1MB) )
i
Discontinuation Notes: i
[ cance |

5. Enter any pertinent information in the “Notes” field. You can also attach
documents here by clicking Browse, locating the document on your drive, and
then clicking Add.

6. Click Submit/Save.
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The Alert is now attached to the client’s file and an appropriate icon appears in the
Context Bar indicating that an alert has been generated. If you click on this icon, you will
see some of the information. Click on the “Notes” icon to display the attached note.

Hote=

If you wish to remove the note, or make changes,
1. Click Edit.
2. Change the notes, attachments or End Date.
3. Click Submit/Save.

To print the note of an alert, you must view the attachment and save it to your desktop to
print it.

43

When you discontinue an alert, the discontinuation note does not print on the Alerts
Report. Include the discontinuation in the General Notes field until this is fixed.

ol

The person who created the alert is the only one who can edit an alert. General Alerts
can be viewed by other Program Areas but the only information that is provided is the
category: Safety or Health.

Exercise 4

1. Add a general alert to the client you created in a previous module. Your client
has lost a hand (and a lot of blood) and needs to be watched closely.
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Learning Checkpoint

1. What are the two types of participants that can be added to a case?

2. How do Members differ from Affiliates?

3. When you use the keyword search function in Case History, what field is being
searched?

4. What are the two types of alerts?
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The Page Intentionally Left Blank
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Module 5: Developing Case Plans

At the end of this module, participants will be able to:
1. Create a case plan for a client.

2. Modify a case plan.

In CARIS a case plan is comprised of goals, objectives, and actions. Objectives are
attached to goals, and actions are attached to objectives.

Create a Goal
To create the goal, bring the Case into “Context”.

1. Open Case Plan.
2. Click Create Goal.

. Oscar Grouch (io0ss0) Bifrost (23392) Active I
Cases | Details | Relationships | Address Book | Edit History | Close Summary | Participants | Case Plan | Case History | Close
I Goals and Objectives
Waiting Lists
» Archives
» Beds

» Reports Create Goal

» Referrals

» Organization Notes

» Eligibility Lists
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3. Select “Goal” and “Priority” from the list in the drop-down box, select a “Start
Date”, a “Critical Date”, and an “End Date”, and add text to “User Defined Goal”
and “Note” fields.

Click Save, the

Goal will be saved with a status of “Active”. Note that until the

goal is saved, the “Status” is greyed out.

g8 caris

CARIS 1.9.02

Harold Potter (oon

Loden Mama: TRAINING_01 CARIS
Login Tiess! RN12006 24797 PN

Cases | Details | Relationahips | Address Book | Close

Careplan Consultants (13523) Pre-Admit

Sumrmary | Participants | Case Plan | Case History | Close

w CARS
Wisting Lists
» Archives
» Beds
» Reporis
» Referrals
» Organization Motes
* Eligibility Lists
» Alems
¥ Admission and Dsscharge Forms
* Case Forms

¥ Uilities

@ Create Goal L Deees
Goat .
User Dedinad Goat
Bty L Status
Criscal Dite
Start Date: | E=H| End Date: =4
. |

Create Objectives

When a Goal has been defined and saved, you can add one or more objectives to the goal.

Bring Client’s Case into context.

1.

Expand the appropriate
Click Create Objective.

Open Case Plan.

Goal by clicking the + sign.
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E Harold Potter 1o

Cases | Details | Relationships | Address Book | Close

Careplan Consultants (13523) Pre-Admit

Surnmary | Participants | Case Plan | Case History | Close

* CARS
Wading Lists
* Archives
» Beds
*» Reports
» Referrais
» Organization Notes
» Eligability Lists
» Algriz
* Admission and Discharge Forms
* Case Forms
* Utilities

O Goals and Objectives

= GOAL: Goalt

Goal Details:

Priority: 1

Critical Date: 2006-08-14
Start Dates 2006-08-15
Hodes

=) OBJECTIVE: Objcive !

[Scheduleny

Erst Dates 2008-08-18

(£t J[Detee ) [ crome dcton ]

Pageisi 1

[“Creme G |

2. Select “Priority”, and “Status” from the list in the drop-down box, select a
“Critical Date” and an “End Date”, and add text to “Action” and “Note” fields.

3. Click Save.

Create Objective oo
Gosl Stop teasing Emer Fudd
Objective: |User Detined Objective =]
Uszer Defined Objective: I
Priority. I LI Stalus; I Pending ;I
Critical Date: [z008.0318 = Approach; |zeneral -
Start Date: [poos-ca-18 = End Date: [
. | #

You can have several objectives for a given Goal, but you have to create each one

separately.

65



CARIS — MATC General User Training Manual Module 5
Version June, 2007

Create Actions

When an objective has been defined and saved, you can add one or more actions to the
goal.

1. Bring Client’s Case into context.

Open Case Plan.

Expand the appropriate Objective by clicking the + sign.
Click Create Action.

Select “Priority” and “Status” from the list in the drop-down box, select a
“Critical Date” and an “End Date”, and add text to “Action” and “Note” fields.

6. Click Save.

a bk w0

[0 Create Action o
Gant Goal 1
Oiyecinoe Obecsse 1
Hoton Acton 1
Profty. 1 W Status diine W
Critical Date 2006814 E_;j End Dt 2006068 14 e

Mote

You will note that this button is in the “Objectives” part of the display. You cannot create
an Action until you have decided on an Objective.

The Action will be appended to the Goals and Objectives list.

View and Edit a Goal, Objective or Action

Now that the goal, objective or action is created, you can view or edit it by:
1. Bringing the client’s case into context.
2. Open Case Plan.
3. Expand the Goal/Objective/Action by clicking on the + sign and click Edit.
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1 Oscar Grouch gssesen) Bifrost (23392) Active
Cases | Detailz | Relationships | Address Book | Edit History | Close Summary | Participants | Case Plan | Case History| Ciose
Srrn O Goals and Objectives
Waitng Lists
» Archives
» Bed =] GOAL: gwewgew [In-Progress]
e b I —_—
> Ruiarals Critical Date:  2008-08-01
Start Date: 2006-05-01 End Date:
¥* Organization Hotes Hote:
> Engibiy Lists O OBJECTIVE: asiss .....p..,.,....
» Alerts ﬁ Priority: 1 Status: Pending Activity
» Admission and Discharge Forms. Critical Date:  2008-05-01 Approach: General
Start Date: 2006-08-01 End Date:
* Clinical Forms and Assessments Mote:
» CaseForms ACTION: asuas m
» Utilities Priority: 2 Status: Active
start Date: 2006-09-13 End Date:
Hote:
Page(z)1
\
C(
a @)

The case plan, once created, is attached to certain forms. Any forms attached to a case
plan are accessible through Case Plan as well as Case History.

Goals are sorted based on date and time entered, not by priority.

All actions or objectives must be completed before you may complete a Goal.
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Exercise 1

1. Open a case for the client you created in a previous module and create a case plan.
Create a goal, an objective, and two actions.

Learning Checkpoint

1. What are the three components of a case plan?

2. How do you access your client’s case plan?
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Module 6: Admission and Discharge Forms

3. Access Admission and Discharge Forms

4. Complete a client form.

At the end of this module, participants will be able to:

CARIS has a number of admission and discharge forms that are used with cases. These
forms can be found from the Navigation Tree under Admission and Discharge Forms.
The types of forms that will be available to you will depend on the status of the case.

] Oscar Grouch jososes

Cases | Details | Relstionships | Address Book | Edit History | Close

Bifrost (23392) active

Summary | Participants | Case Plan | Case History | Close

w CARIS
Wakng Lty
¥ Archives
¥ Beds
* Reports
# Referrals
» Organization Notes
¥ Eligibility Lists
» Alerts

@ Case Summary

¥ Admission and Discharge Forms
Masting Mriutes
Paychisinc Admssion Nobes
Diagnoatic Cssifcalitn Formuldton
Chid Caretiursing Admeassion Nobes
Discharge Fonm

» CHnécal Forms and Assessments
» Case Forms

* Utiities

Case Type Bitrosi
Case Status: Artive
Case <3E
Case Manager: CARS, TRANMNG 01
Referral Source: School
Referral Made: Prions
Phase Days: 305
Care Plan: -]
nyics Referral: Mo

[ Feeafeers | AccentBetersi Ji CanceiCase [l acrd il Duchacse Ji Cne Cose |

Referral Date:
AEcaplRejeEt Date:

AomissionCance| Date:

Est. Discharge Date:
Dizcharge Date:
Case Close Date:

Respite:

Designation Date:
Admission Typa

Note:

Waitlhis1 Information:

Aug-22-2008

Aug-22.2008

Aug-22-2005

Ho

L h ]
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Meeting Minutes

Open Admission and Discharge Forms in the Navigation Tree and then Meeting Minutes.
Enter text in the “Goal(s)”, “Long Term Plan(s)”, and “Other Issues” fields.

Once the form has been completed, click Save, to save a working copy, Save and Print,
to save and print a working copy, or Finalize and Print, to complete the minutes and
print for the paper file.

Meeting Minutes

Goal(z):

Leng-Term Plan(z}:

Other lesuss:

| save [l saveaPrint [ Finalize & Print
e, e — ., e e
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Psychiatric Admission Notes

1. Open Admission and Discharge Forms in the Navigation Tree and then
Psychiatric Admission Notes.

2. Enter text in the ‘“Presenting Problems”, “Mental Issues on Admission”,
“Diagnostic Impression on Admission”, and “Initial Plan” fields.

3. Once the form has been completed, click Save.

Psychiatric Admission Notes

Prezenting Problems:

Wental lzzues on Admizsion:

Diagnestic Impression on
Admizsion:

Initial Plan:

T C S ED
—_— —_—

Saved forms can be finalized at a later date and printed using the Finalize and Print
buttons.
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Diagnostic Classification Formulation

1. Open Admission and Discharge Forms in the Navigation Tree and then
Diagnostic Classification Formulation. (Note: information for this form is drawn
from the DSM-IV or and ICD-10 classification worksheet which must be
completed first.)

2. Click New Formulation.

Complete the fields as required.

4. Click Save or Save & Print.

(98]

Record Diagnostic Classification Formulation

Axis |

Order Code Description
| Axish

Order Code Description
| Axis

Value

| Auis v

Order Code Description

| GAF () |
Score Description

| tote |
Value

[Adsr ]

Order Code Description
| note |
Value
Date: |2007-06-22 | =]
Type:
On Behalf Of: | v|

Formulation:
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Child Care/Nursing Admission Note

1. Open Admission and Discharge Forms in the Navigation Tree and then Child
Care/Nursing Admission Note.

2. Enter text in each of the text fields.

3. Once the form has been completed, click Save, to save a working copy, Save and
Print, to save and print a working copy, or Finalize and Print, to complete the
admission note and print for the paper file.

4. Notice the options for Save will change after the initial note is saved.

Child Care/Nursing Admission Note

Record Date: ! |

Physical description general heatth &
appearance:

Comment on all perceived or stated
medical problems:

WMedication{z) Accompanying
Adolescent::

Perceived mood:

General behaviour:

Initial attitude towards unt, 2taff and
peers:

Other issUes or CONcerns:

[save [ savearprint M  Finalize & Print
| EERRERRIN BRI R
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Discharge Form

1. Open Admission and Discharge Forms in the Navigation Tree and then Discharge
Form.

2. Select a “Discharge Reason” and a “Responsible Agent” from the list in the drop-
down box and click Add. Enter text in the “Discharge Note”.” Summary of
Services Received”, and “Post Service Recommendation” fields.

3. Once the form has been completed, click Save.

Discharge Form

Dizcharge Date: MIA

Reason: ‘Vl [DBH& ]
Responsible Agent: M

Dizcharge Note:

Summary of Services Received:

Post-Service Recommendations:

Save Cancel
—_— . —
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Exercise 1

1. Add a form of your choice to the file of one of your active cases.

Learning Checkpoint

1. Name three types of forms that could be used with a client during the
admission/discharge phases of client service.

2. Which forms must be finalized before a client can be discharged?
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The Page Intentionally Left Blank
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Module 7: Clinical Forms and Assessments

At the end of this module, participants will be able to:
1. Access clinical forms.

2. Complete a clinical form.

CARIS has a number of clinical forms that are used with cases. These forms can be
found from the Navigation Tree under Clinical Forms and Assessments. The types of
forms that will be available to you will depend on the status of the case.

Oscar Grouch ssses Bifrost {23392} L
Cases | Details | Relationships | Address Book | Edit History | Close Summary | Parficipants | Cagiiiftan | Case History | Close
GRS 0 Case Summary
Vinkng Lists
*» Archives
= Case Type: Betnosl Rederral Date: Aug-22-2008
Case Status: dactive AccepliReject Date: Aug-T2-2008
g Rapi iy Case ki 2382 AdmisssnCance! Date:  Aug-22-Z006
*» Referrals Case Manager: CARDS, TRARG_ 01 Est Dischange Date:
» Organization Notes Referral Source: School Discharge Date:
» Eligibility Lists Refarral Mode: [Phons Case Close Date:
i " ::::u.:': Plan: :D:E Respit m
re Care C 1 L]
. AOmeamcn and TN Forensics Reterral ne
¥ Chinical Forms and Assessments Designation Date:
DSW-N (TR} Diagnoshc Admission Type: PrEE T
Classifications
I£0 10 Dagrostic Classification -
Nt
Disgnostic Classification Formulation ™ .
Medications Wiaitlist information:
Faychological Tes! Management
» Case Forms
* Utilities ﬁnmﬂ?nm
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DSM-IV (TR) Diagnosis Classification Worksheet

1. Open Clinical Notes and Assessments in the Navigation Tree and then select the
DSM-1V (TR) Worksheet.

2. Complete the fields as required. Note that you will need to refer to a DSM manual to
determine the codes for the classification.

Date, Primary Axis | and 11, along with the GAF are mandatory fields.
4. Click Validate Codes to ensure that you have entered them correctly.
Click Save.

The information you entered on the worksheet is now available for you to create a DSM-
IV (TR) Formulation. This gives you a mechanism for identifying a classification at a
fixed point in time: Initial, Interim (one or more), and Final.

DSM-V (TR) Diagnosis Classification
Date: |2007-06-24 |

Axis Primary 2nd 3rd 4th 5th

' [20s.2¢ | | | | | | | | |
L E | | | | | | | | |
1

e

GAF(V) [e= |

Note:

[ \validate Codes | [ Edit Codes

=

Order Validity Code Description

1 Walid 309.28 Adjustment dizerder with mixed anxiety and depressed mood

Axis Il

Axis

Axis IV

GAF (V)

B

Value

(Em |
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i I Asa worksheet, the form is reusable. To update or re-use the form, click Edit
Codes, type over the original entries, and click Validate Codes. For Axis IV, hovering

over the * identifies the codes available in the drop down box.

Initial Classification Formulation

As described above, the information for a formulation is collected with the DSM-IV (TR)
worksheet. After you have done that, you select the DSM-IV (TR) Classification
Formulation, found in the Navigation Tree under Clinical Notes and Assessments. The
values from the worksheet are automatically copied into the Classification Formulation.

This is what you do:

1. Open Clinical Notes and Assessments in the Navigation Tree and then DSM-IV
(TR) Classification Formulation.

2. Click New Formulation.

DSM-IV(TR) Classification Formulation List

Date Type Status Clinician Hote

Pagels: 1

| Merww Formulation .

3. The default status is “Initial”. The formulation copies the information from the
DSM-IV (TR) Worksheet into this form. In order to save the formulation, you
will need to enter a note in the Formulation text box explaining the rationale for
the classification. The “on behalf of” function is available if you are entering
information on behalf of a psychiatrist or another clinician.

4. Click Save. The initial formulation can now be printed or displayed on reports
like the Case Face Sheet.
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Record Diagnosis Classification Formulation

M

Order Code Description
1 308.28 Adjastmant deorder with moosd anxisty and depressed mood
[ Axisn |
Order Cipde Description
1 T Mg bl retardation
| Avis i Copied from
'\"Ilu » »
= classification worksheet
[ s
Order Code Description
| GaF ) i]
Score Descriglion
. Mid Symptoms OR Some difficully ni social, accupabonal, o school funchonng

Generaly functoning wel Has soma meaningful nterpersonal relatonships

Order Code Description

| Note |
Vabue

Date 2007-06-24

Type:

On Behatf O | -

Formuation

(D i e

When the Classification Formulation is first created, the Type is “Initial”. Changes to the
DSM-IV Classification that are captured in subsequent formulations have a status of
“Interim”. The status for the last Formulation you do is “Final”. This is the formulation
you enter when you are ready to discharge a case, usually after you have completed your
termination report. Formulations can also be deleted. Deleted formulations have a line
drawn through them. The Classification Formulation is the permanent record of DSM
classifications at any specific time during the case.

Completed forms can be viewed in Case Context by opening Case History.
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ICD 10 Diagnostic Classification

1. Open Clinical Forms and Assessments in the Navigation Tree and then ICD 10.
. Complete the fields as required.
3. Click Save to save a working copy, Finalize to complete the form. (Note: there is
only one ICD 10 form per case.)

ICD 10 Diagnostics Classification

E ICD 10 Assessment

Date: |2007-08-22 | EEle
Primary 2nd Jrd 4th 5th
T T . T
| | | | | | | | |
Nate:
[ waiidate Codes | [ Edit Codes

Validate Result
Note:

Notes entered here are saved under Note.

To update the form, click Edit Codes, type over the original entries, and click Validate
Codes.
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Medications

1. Open Clinical Forms and Assessments in the Navigation Tree and then
Medications.

2. Click Add Medication.

Medications

Administration Date Fitter: View By: | Medication ¥

Medication Hame Medication Clagss Prescribing Physician Dosage Start Date End Date

Page(z): 1

Add Medication

3. Complete the fields as required. Clicking the [5] button will allow you to search
by selecting the name of the medication, or you can simply type in the name.

4. Click Add Medication.

Login Name: TRAMBG_01 CARIS
Login Tine: GCLT00T 131504 AM

€ Franklin Turtle (e Dala Residential (55079) active %
‘Cases | Detsils | Relationships | Address Book | Edit History | Close Summary | Participants | Case Plan | Case History | Close
v CARIS Add Medication oM
Wakng Lists
» Archives
» Beds Medication Class: [ - Usdication Name:
» Reports Prescriing Prysican:
> Referrals Dosage nfo. Devery Rocte:
» Organization Hot
e = Frequency infs; Tne{a) B [c1
» Eigibility Lists =i
T Start Date: [z007-08-24 A End Date:
» Miiﬁmmﬂumm Formg
Admanairaton Feincien
¥ Chinical Forms and Assessments
DN (TR} Disgnostic
Clsatcatans e —
XD 10 Dispnostic Cassisication ‘ | add Medeatun i cancel |
Diagrostic Classification Farmuiation e —
Madicatans
Paychoiogical Test ianagement
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To administer a medication, click the + sign next to the name of the medication.

Medications

Expand + sign next to medication

Administration Date Fiter: View By: @

Prescribing Physician Dosage Start Date End Date

edication Name Medication Class

= Jelly Beans Nen-Prescription Dr. Feelgood 3 beans 2007-06-22  2007-07-27
Frequency: 3 times a day Admin Date Time Admin Code Admin By Hote
Delivery Route: By KMouth
Times: &:00 AN, 12:00 PM,
4:00 P

Instructions:

[ Dizcontinue [[ Administer J

Pagel(s) 1

| Add Medication ||

1. Click Administer

2. Select “Code” from the list in the drop down box and enter text, if appropriate, in
the “Notes” field.

3. Click Save.

Record Medication Administration

Medication Name:  Jelly Beans

Dosage Info: 3 beans Delivery Route: By Mouth
Frequency Info: 3 times a day

Date: Today W

Time: [+:00 M L)

Code; V|

Notes:

Administered
Absent

AWoL

Caregiver Administered
Home Visit
Mizzed

Refused

Self Administered
Vizit Leave

Out of Medication

i,
| Save M Cancel
|

{
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Note the administered medication activity has been added to the “Medications” page.

Medications

| i &
Administration Date Fiter: | Today ™| View By: | Medication  »

Start Date End Date

Medication Name Medication Class Prescribing Physician Dosage
= JlelyBeans MNon-Prescription Dr. Feelgood 3 beans 2007-08-22  2007-07-27
Frequency: 3 times a day Admin Date Time Admin Code Admin By Note
Delivery Route: By Mouth 2007-08-22 18:00:00  Administered CARIS, TRAINING_04
Times: 8:00 AM, 12:00 PH,
4:00 PM
Instructions:

[ Dizcontinue J [ Administer ]

Page(z) 1

Add Medication
1 )

G é )
Q0 When a medication is discontinued a line is drawn through the record.
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Psychological Test Management

Psychological Test Management

Date Document

BOLA - Beck Depression Inventory
3 20622 s

D.:ge{s]' 1

New Document

!.)

Screens with a New Document button will build a list of the documents

recorded in CARIS. It is sometimes easier to find these documents, which can be

assessed from the Navigation Tree than through Case History.

1. Open Clinical Forms and Assessments in the Navigation Tree and then
Psychological Test Management.

2. Complete the fields as required.

Click Save.
Record Psychological Test T
Date Administered: 2007-05-24
Psychological Test: [ v *
Administered by: ~|
i

Mole:

L |
Attachment: T Add| | Detach
(Max file size: 1MB)
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Exercise 1
1. Add a clinical form to the file of one of your cases.

Learning Checkpoint

2. Name three types of clinical forms that could be used with a client:
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Module 8: Case Forms

At the end of this module, participants will be able to:
1. Access case forms.

2. Complete a case form.

CARIS has a number of forms that are used with cases. These forms can be found from
the Navigation Tree under Case Forms. The types of forms that will be available to you
will depend on the status of the case. The accompanying table lists case forms by phase
of client service.

¥ Oscar Grouch euseo Bifrost (23392 19
Cases | Details | Relationships | Address Book | Edit History | Close Summary | Participants | Ca | Case History| Close
T B Case Summary
Viatng Lisis
» Archives
T Case Type: Bifrost Reterral Date: Apg-22-2006
ey Case Status: At AcceptReject Date: Aug-22-2008
» Reports Case kd: 23982 Admission/Cancel Date:  Aug-22.2006
» Referrals Case Manager: CARIS, TRANNG_I Est. Discharge Date:
» Organization Notes Referral Source: School Discharge Date:
» Eligibility Lists Referral Mode: Phons Caze Close Date:
> Alerts Phase Days: 305
3 . Require Care Plan: Ho Respite; o
* Admission and Discharge Forms Forensics Refersak Ho
» Clinical Forms and Assessments Client Designation: Designation Date:
c v MHA Status: Admission Type: Agsessment
te Referral Note: z
Lttach Fae Reason: 7 Hevte:
Frogress Notes Bed Infarmation: =l Viaitlist Information: =l
Correspundence Log
Decument Management
Heath Vist
Legnorer - =] ==
Prenenm-; Eiuss
» Utibities
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Meeting & Contact Note

1. Open Case Forms in the Navigation Tree and then Meeting and Contact Note.

2. Complete the fields as required.

3. Meeting Attendees (other members of the case) can be selected from the drop down
list.

4. Progress on Objectives is recorded as +1 , 0, or -1. (This activity is also saved in the
case plan area for ease of reporting/referencing.)

5. Click Save.

Meeting & Contact Note

E Meeting & Contact Note

Meeting Type: | | Mode of uesting: | _{ Client Attendance: |—v_i
Date: [2007-08-22 |[16:08 | Dirstion:]

Reaszon for meeting: | e |

Meeting Atiendees:(( | ‘D”"’: [ ¥

Note:

Attachment:
(Max file size: 1MB)

|[ Browse... | Add

E Goalz & Objectives

GODAL: User Defined Goal

OBJECTIVE: User Defined Objective

S &E

~ If you attach a file to the Meeting & Contact Note, it cannot be removed once
the form has been saved. The original document also still resides with the sender.
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Meeting & Contact Notes are saved in Case History by Meeting Type. This is the list of

types available.
|

Assessment

Care Plan Development Meeting
Care Plan Integration Meeting
Case Conference

Chinical Consultation

Clinical Meeting

Community Consultation
Community Presentation
Counseling — Couple
Counseling - Youth
Counseling/Therapy — Family
Counseling/Therapy — Individual
Discharge Meeting

Family Session

General Contact

ICM Meeting

Individual Session

Intake Meeting

Investigation

Parent Group

Psychiatric Progress Note
Risk Management Meeting
Shift Change

Supervised Visitation

Attach File

1. Open Case Forms in the Navigation Tree and then Attach File.

2. To attach a file, use the Browse (to locate the file on your machine), Add (to
attach the file), and Detach (to remove the file) buttons.

3. Click Submit.

£ Attach File
Dscumant Harme .
[Max file size: 20018}

[Sicee I Conce ]

The attach file function is not available during the referral phase of a case. If you need to
attach a file during this phase, use the Documents Management form.

o)
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Progress Note
Use a Progress Note to record Session Notes.

1. Open Case Forms in the Navigation Tree and then Progress Notes.

2. Complete the fields as required.
3. Click Create Note.

Progress Notes

E Progress Hotes

Note Date: [2007-08-22 | v|

On Behalf OF. | »|

Subjective:

Objective:

Azzeszment:

Plan:

Add Attachment: i [[ Browse.. ]

{Max file zize: 1MB)

B Goals & Objectives
GOAL: User Defined Goal

OBJECTIVE: User Defined Objective PR

) o
" A Progress Notes form must have an objective statement, an assessment, and
aplan. As with the Meeting & Contact Note form, there is an option to record progress

on an objective with a +1, 0, -1. “On Behalf Of” is not a mandatory field.

Progress notes can be edited after Save Changes; however, they can NOT be edited after
Confirm Note. Be aware that ALL edits are tracked in the Case History.
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Correspondence Log

The Correspondence Log is used to enter correspondence information that does not
belong under any other type of case note or assessment.

1. Open Case Forms in the Navigation Tree and then Correspondence Log.

2. Complete the fields as required.
3. Click Save.

Create Correspondence Log
Date: [2007-03-15 | v|
Direction: ®ncoming O Outgaing
Duration (minutes):

Motes: Corresponcence that does not fit under any other cateaary.

Add Attachment:
{Max file size: 1MB}

|[ Browse... | Detach

Save Cancel
L
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Document Management

1. Open Case Forms in the Navigation Tree and then Document Management.
2. Click New Document.

Document Management

Date Document
5] 2007-08-22 Suicide Risk Assessment Checkist |

Pageis) 1

New Document
i

3. Complete the fields as required.
4. Click Save.

Single Document Collection Recording [ [oscx ]
Date: [2007-0624 ]
Document Title: Vj
On Behalf OF: v
i

Hote: |

. ¥
Attachment: [ _' Detach

(Max file size: 1MB)

Cancel

ST‘.\
Forms created using the Document Management are stored in Case History by the type of
form.
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Document Titles

There are many different possible documents that can be attached in Documents
Management. These documents will form a list that can be accessed from the Navigation
Tree.

This is the list of documents that can be attached to the CARIS file using Document
Management.

About My Life (SIQ-JR)

Chart - Record of intake and Qutput (Pink)

Chient Letters/Drawings/Notes

Frustration Management Questionnaire

Legal - Authorization for Release of Info

Legal - Consent - any other

Legal - Consent for Off Complex Camping Trip (POC/06/99)

Legal - Court Orders

Legal - Kardex

Legal - Memorandums

Legal - Outgoing/incoming Letters

Legal - Request for Access to Patient Information (IPB 193/9)

Legal - Subpoenas

Legal - Unit Staff Admission Checklist

Legal - Warrants

MATC Doctors Order Sheet

MATC Referral Package

MHA Form 1-Request For Voluntary Admission

MHA Form 10-\Warrant for apprehension of person with apparent mental disorder
MHA Form 13-Notification to involuntary patient of rights under the MHA
MHA Form 14-Notification to patient (under 16) of rights under the MHA
MHA Form 15-Nomination of near relative

MHA Form 16-Notification to near relative (admission of involuntary patient)
MHA Form 18-Notification to near relative (Requestiorder for a review panel)
MHA Form 2-Consent For Treatment (Voluntary)

MHA Form S-consent For Treatment (involuntary)

Permission Form on Admission (Community - PERM02/Mar9g)
Physical / XRay - X-Ray Record (Orange)
Physical Exam Record (HLTH 3141)

Physician Approval Form

Police Reports

Pre-Sentence Reporis

Psychologist Approval Form

Report from outside sources

Resident Assessment Profile

Residential - Monthly Reports (RAP in Response)
Suicide Risk Assessment Checklist

SW Residential Programs checklist
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Health Visit

1. Open Case Forms in the Navigation Tree and then Health Visit.

2. Complete the fields as required.
3. Click Record.

Health Visit

E Health Visit

Appointment Type: Medical

Topic/Subject: | |

Health Professionals Name: | | Phone Number: | |- | | Ext:| |
WMode of Meeting: | e |

Note:

Attachment; | | Browse... | Add|

{Max file size: 1MB)

Date: |2007-06-22 ||18:11] Duration: v

B Goals & Objectives

GOAL:  User Defined Goal

[¥] OBJECTIVE: User Defined Objective 0 il

[record JU11 ]
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Legal Order

1. Open Case Forms in the Navigation Tree and then Legal Order Forms Display.
2. Click New Legal Order.

[ Legal Order Forms Display

Legal Grder Type Courl Location Court Date Judge Harme MNote

Pagaiaj: 1

Hew Lagal Qrder

3. Mark the form as required.

4. Click Record Observation.

Legal Order

Legal Order Typs:

Legal Status: | W |

Effective Date: | 2007-06-22 | End Date: | 2007-06-22 | =5

Court Location: |

Court Date: [2007-06-22 |

Judge Hame: | |

Legal Code: | [ [ Search J
Charge Date: [2007-06-22 | No.of Charge:| ¥ | [ Delete |

Mote:

Save Cancel
bt
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Use the Legal Code search button to search for your exact legal code:

| Legal Codes Search

Codes: Act: fece Sec: [348 Sub-Sec: | Para: | Sub-Para: I
Keyward: I

Return Subsections:. W

walidity Date: |poos-09-18 =

S ——

Choose the appropriate sub-section, paragraph, etc., from the choices which are presented
in the search results.

Choose the “No. of Charges” and click Add. Repeat this process until you have recorded
all of the charges laid.

Legal Orders can be found in Case History, but they cannot be updated there. You must
select the form from the CARIS Navigation Tree.

o)
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Presenting Issues
1. Open Case Forms in the Navigation Tree and then Presenting Issues.

2. Click Presenting Issues.
3. Complete the form as required.
4. Click Save.

Presenting Issues

Presenting lssues: | w b4 Al
Reported by Date: | 2007-03-17 | =~

Maote:

Attachments:

{Max file size: | Browse. . ] Detach

1MB)

Save Cancel
—_—

The Presenting Issues Form cannot be edited once it has been saved. If you need to add
presenting issues later or change the ones you have already entered, you will need to add
a new Presenting Issues Form and explain the reason for the change in the “note” field.
Forms entered in error can be deleted by clicking the Delete button.

Presenting Issues (Sturmwold, Tor)

Date Reporter Issue(s) Hotes
2008-11-27 CARIS, TRAINNG_20 Feels Persecuted 3]
2008-11-27 CARIS, TRAMNNG_20 Suicidal Acts = | Deete |

Pagels): 1

Add Presenting lssue
L~

Once these forms have been created, they can be accessed by opening Case History and
then clicking Display Activities.
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] a Case forms can be viewed in Case context by clicking on Case History and

then Display Activities.

Forms that can be edited from Case History have an Edit button displayed. Other forms
that can be edited are accessed from the CARIS Navigation tree.

€1 Harold Potter

Canen | Detale | Rolsonsbips | Addisan Back | Closs

Bifrost (13398) Active !

Surminary | Paficipangs | Cass Lame Hisbory |} Cloan
 ——

¥ CAFE

‘Wil Ll
* Anibdwes
* Bads
b Peparis
» Podeurals
* On gz aticn lloden.
» Eigibsiny Lists
* AR
* Aalived b sl ot g Todens
b CBad all Tt e vl AR et il
* CaneTorms

AP ] SR AR R

Hapwrd

[Erad [abec

Activty Type:
Crrt Bt

| bt ot oty W

[ Search Case History

s Jic: |
T

| Dtpiy Actitwa i Carc |

leﬂld Pﬂ“ﬂl‘f MM ET]

Caters | Dotads | Pelamonsbdps | Addiess Book | Close

Bifrost (13398) acive 1

Sy | Participants | Cases Flan | Case Mistery | Close

* cam Case History e
“ambing Lt
» Archives
& Bedu Actipity Filias | Al Aot i b
* Rogssris
b Redeiials 2 Clinkad Cornssitaticen (86011}
G garieation loaes 2f Update Cate Meiles (P15
b Elgileliny Lists 2 Fie Amachumen (F6-58-12)
* Akt (1) Gt L e lopaman bks ating {48017} [m_.l
A o Foa s . -
el Ereos =l Progeess Hebes (Hes-H0A 1 | Em ]
ey thy lﬂ%— Lo
. s v Bwdad

Bnrdrg ared Cordac] Mobe [T T

Amaiss e A vrrsmrend widuid

Proguess Miles han wrdnad

o resgonieis Loy = “"'l“"" - T

Date of Bntry 00400127 2132 PM

Fecmaris e e |Dats af Aty | 00 s0l=17 57000 AM

Healiv vial = Participant Detad

Logel Qrder Bt nedng Persan (CARIE, TRAIRING 01

For pored Pidory v L. AT S

Fresentng bt [Farpet Chast Fatrar, Harkd
» (Rilties 2} Updste Case Membed (Tb-0-11)

Bagaini 1
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Exercise 1

1. Add a progress note to the file of one of your cases.

Learning Checkpoint

1. Name three types of case forms that could be used with a client.

2. Name three types of meetings you might use the Meeting & Contact Note for.
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The Page Intentionally Left Blank

100



CARIS — MATC General User Training Manual Module 9
Version June, 2007

Module 9: Manage Beds

At the end of this module, participants will be able to:
1. Reserve a bed
2. Assign a client to a bed.

3. Relocate a client.

Reserve a Bed

To reserve a bed for a client, you must be in case context. Beds are sometimes assigned
to specific programs, so the client may not be eligible for a bed in a unit even if one is
available. In that case, you may have to open a new case for the client in a program for
which beds are available or edit the Unit via the Bed Administration function (as
described above).

To make a bed reservation, start in Case context.

1. Open Beds in the Navigation Tree.
2. Click Reservations.
3. Click Search Bed Availability.

O Bed Reservations

T AL . EF] '-Sj

Bed Harmne Chond Sttt Dsia  Time ndd Draits T D sticm

Fapa(nl 1

e e ]

4. Fill in the date you wish to reserve the bed for and the number of days the
client will stay.
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5. Click Search.

O Search Bed Availability

00012
Mt [urabon 1

€ Harold Potter (o ATP (14358) Pro-admit
Caven | Beisds | Rebstionships | Adiess Book | Closs Summany | Participants | Caae Plan | Cape Hivtory | Choss
T [ Reservation Availability -
‘hembrgLodn
» Archiven
¥ B itamse Bedizaus  BedType  BodGendes  Aveiabiiny Sant Duston & %
Adristration Test i Foom 1 Bed 1 e (e vy MMz T
Maragrnant
Fgerwmtaons Page(zk 1
L
oo
* Pogpsrin
P Cats Tiasraleis

7. The “Create Reservation” window will display.
8. Select the “Start Date” and enter the “Duration”.

9. Click Save Reservation.

O Create Reservation

e Tesd Uk {Foam § fibed 1
Shuet Tt |
fre— i

Erel Do pan s

[ Eesastl
Short Ty e L
v T e )
DN EETTTTT I
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Bed Reservations
Unit Fiter: | &1 v |2007-08-22 | ==
Bed Name Client start Date Time End Date Time Duration
[Z start Date: 2007-05-30
Special room Frog, Kermit 20070530  12:00 AM 2008-0520  12:00 AM 365
2] Start Date: Today
comfortable Turtle, Franklin The 2007-06-22  12:00 AM 2007-06-23  12:00 AM 1 Delets
Page(z) 1

A client does not need to be placed on a waiting list for a bed, but if the client requires a
bed, a bed reservation must be made unless the client is being admitted today.

The waiting list, however, is the only place where a priority can be assigned to the

client’s admission.

In the pre-admit phase, you would search for a bed, select a bed, and save the reservation.

Exercise 1

1. Reserve a bed for a client in the pre-admit phase of care.
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Assign to a Bed

To assign a bed, start in Case context.
1. Open Beds in the Navigation Tree.
2. Click Reservations.
3. Click Assign.

Bed Reservations

=) Start Date: Today

Unit Fitter: | Al v| [2007-18-22 |
Bed Name Client Start Date  Time End Date Time Duration
=) start Date: 2007-05-30
Special room Frog, Kermit 2007-05-30  12:00 AM 2008-05-29  12:00 AM 365 Assign Delete

comfortable Turtle, Frankin The ~ 2007-06-22  12:00 AM 2007-06-23  12:00 AM 1 m

Page(z) 1

Search Bed Availability

4. Add a note, if appropriate, and click Assign to Bed.

Lages nma TREH
Lo T e BT

€1 Harold Potter o ATP (14358) Active - Traatment

Cases | Drisds | Relsaonsbips | Addiess Book | Chos Fumwnary | Participants | Case Flan | Cone History | Chase

v cam [ Assign to Bed
‘Wb Lita

* Afihbwas
¥ Bedy sk Folter_ Harcad

[rse——_" Tart Dby T Foe SR FRET
[ursbon 3
lEred Dy T 0 A1 1583

Reasrenicny
Ctuparey :
¥ iy kit Hotsn et 1 B 1
* Pegssrts
* Cant Tiamlers
* Rededyals
* WA e
* Akmin
» Admimuion snd Dechargs o
B Climical Foimi s Avtesamots
* Cass Foimma
* lniaies

sngr iy Bed [l e |
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The Client’s reservation is automatically removed and his/her bed occupancy is now
displayed in the “Occupancy” window.

1. Open Beds in the Navigation Tree.
2. Click Occupancy.

Bed Occupancy

- |
Unit Fiter: | Al |
. . Days
Bed Name Client Hame Client 5tatus Bed 5tatus Left
lhe Maples Unit / Autumn Room ! Bed Vithite, Snow_2 In Bed Bkieg 55
The Maples Unit | Charles / a Bed Daniels, China In Bed Active 0
The Mape= Instlnatomo Room | connor, darlens In Bed Active 3 View
another bed
The Maples Unit | Autumn Room { 3 r
it Carter, Robert In Bed Active 0
Response | Blue | john Active View
Responsze | Blue | comfortable Active View
Kamloops / Orange Room [ Window 1 Blocked View
Page(s): 1
Exercise 1

1. Admit a client and assign the client to a bed.

Once a client has been assigned to a bed, several actions can be performed.
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Bed
Hame:

Gender:
Notes:

Occupant
Client Name:
Client Gender:
Client Status:
Notes:

Bed Details

Bed & Type: Reqular
Any Status: Active
Thiz Bed hazs been Blecked dus to contamination. It will be out of access until further notice.

White, Snow_2 Occupancy Date: 2007-May-29 14:38
female Est. Vacancy Date: 2007-Aug-27 00:00
In Bed Related Case Humber: 142185

Reserve this Bed Remaove Client Relocate Client Edit Client Status

1. To reserve this bed for the client on another date, click Reserve this Bed.
2. To remove the client, click Remove Client.

CHent Mama:

[ Remove Client

Foertuiryd Denles:

Wiirudrer 1
Fritlar, Appis &

[roos-06-20 =H
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3. To move the client to another bed, click Relocate Client. The client must
have days left for this option to be available.

ﬂ RPFI'E Fritter ooy

Cases | Details | Relstionships | Address Book | Close

Bifrost (23423) active

Summary | Parlicipants | Cese Plan | Cose History | Close

v CARIS
‘alting Lists
¥ Archives
v Beds

[ Relocate Client

Sonrce KamisopeACrangs Roomiirsdow § () - Fritier, Appis A (Temsia)

(% [MCWE] The Maples Link / Autumn Room fBed & (Amy)

€ [WOVE] Response | Bus | john (Male)
" [MOVE] Responss f B | comtoriacie (Ary)

4. To change the client bed status, click Edit Client Status.

¥ CANIS
‘Walting Lists
» Archives
¥ Beds
A shealion

Reaervalaong

* Reports

» Refentals

* Orgamizastion Hotes
* Epibility Lksts

[ Edit Client Status [ Laaie ]
Hame Welradore 1
et Siadus: i Bad
Tk Aol ;i
On Leave
S
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5.

Clicking Client Name on the Bed Occupancy page links to the client details.

Bed Occupancy

Unit Fitter: | All v

Bed Name Client Hame Client Status Bed Status E‘;"ﬂs

The Maples Unit / Autumn Room / Bed 7 4 T

: White, Snow_2 in Bed Active 86

The Maples Unit/ Charles ! a Bed Danielz, China In Bed Active o View

The Maples Unit / Autumn Room / 3 -

SR cannor, darlene In Bed Active 3 View

e Mapte s It Atun Room | Carter, Robert In Bd Active 0 View

Special room

Response | Blue [ john Active View

Response | Blue | comfortable Active View

Kamloops | Orange Room [ Window 1 Blocked View
Page(z) 1

e

When you open the Bed Administration menu in CARIS context, you will see that the
solid blue lines indicate specific “Units”. When you expand a “Unit”, the list of rooms

displays.

will be shown, and when you expand each room, the bed information for that room

.ﬂpp[ﬂ Fritter cooosy

Cosos | Dotails | Relotionships | Addross Book | Close

Bifrost (23423) Active

Summary | Participants | Cose Plan | Caseo History | Close

w CARS

¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥

O Bed Administration

Statiss Fiter: | A

=] e Fiter | A8

:IAMEI‘I

].—Jmmm

Estrost, Crossroads Residertiol, Dala
Reziderinl, Rezponss Residential

|:‘mm

Ued A

21 Charles

-+ Response 2

4] Dala

) ‘Summer Room

=l Residential Unit
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To reserve a room, you must be in Client/Case context. To assign a bed, the case must be

in active phase.

Hovering with your mouse over a record will display the program areas for which this

bed could be reserved.

£l Betty Boop i

Caders | Bertada | Relatwonabips | Addiess Book | Close

Bifrost (14917) Pre-Admit

Cnmvviiry | Padnsiapaiis | Case Plan | Cate ooy | Closs

v GRS
kg Listy
» Archives
¥ Bedu

|
|

O Reservation Availability

I )
:ﬂl-_-ﬂlﬁmhlﬂ-m i
Sobe Uil | Soa Mint Poons | Bed A7 Aoty
Sole Uil | Beaah Fooin (Bad 1A Facivs
Sole Unill | Bosch Boom Bed AT Adwa

::‘-l.bl.-!-uh-nhh-h-m A

Sasbe Ul | Saa MERE Rosin  Bed A Acths

Lol Undi  Gea Misi Boons  Bed 88 Acies

Sode Unll | Soa Mint Bosms | Tend
Bed

Tk el | Sed Bradre Roomm
"

Sole Lndt | Beach Poom  Bed BD

el Salus

Fofale

i,

e 3 -7 IE
oy w [
WoE-dag il T
200H-Serg 13 E
0061 ¥ e
Pty 7 =)
] nT
i1 W [Seea]

3 »n'

n oW

a1 1

| Sesech agen |

Beds have a status of active, inactive, blocked, or closed. A bed that is blocked can be
overridden by a high level user.

1 Apple Fritter ooy

Cases | Detadls | Relationships | Address Book | Close

Bifrost (23423) Active

Summary | Participants | Case Man | Case History | Close

v CARS
Viiating Lists
» Archives
¥ Bods

» Drgandration Roles

* Engibility Lists

* Alerts

*» Admission and Dischar ge Forms

[0 Edit Bed

I L
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Exercise 2

1. Reserve a bed for a client with a case in active phase.
2. Assign the client to the bed.

3. Relocate the client to a bed in another unit.

Learning Checkpoint

1. To assign a client to a bed what must you do first?

2. Once a client has been assigned to a bed, what actions can be performed?

3. Name three client bed statuses?
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Module 10: Reports

At the end of this module, participants will be able to:
1. Access the Reports menu

2. Create a report.

CARIS has a number of reports that can be generated online. These reports can be found
from the Navigation Tree under Reports. The current list of reports includes the
following:

CARIS Usage Report

Case Load Report (by Case Types)

Case Load Report (by Members)

Case Load Snapshot Report (by Case Types)
Case Load Snapshot Report (by Members)
Bed Utilization Report

Waiting List Duration

Case Notes Report

Case Face Sheet

Alerts Report

These reports can be accessed in CARIS context.

Report Terms

When the report appears, it will have a header box at the top underneath the report title. It
is important to review the information in this box before reviewing the report as it will
tell you the following:

Report Period: The start and end dates you chose as parameters for this report.

Report Date: the day on which this report was run by you.

The parameters you chose from the options available (e.g. Include Detailed Tables: Not
Included).

The filters you applied (e.g., will list the members you chose if running a workload
report).
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To create a report:

Open Reports in the Navigation Tree.
Select the report of interest.

Set the filters.

Click Generate Report.

b=

Reports can be exported to an Adobe PDF file by clicking Export PDF. The Alerts
report can be exported to Word by clicking Export Word.

Case Load Report (By Case Type)

This report can be used to give you information about how many clients are being seen in
your location, and their phase of service, either with the names of the clients included, or
just the numbers.

Without Selecting Client List: For any selected time period you will get the numbers in
each phase of service and, in addition, the totals by age and gender.

Case Load History Report (Case Type)

Start Date: [2007-05-21 | EH]
End Date: [2007-06-21 | B
Bifrost -

Careplan Consultants
Community Cutreach
Crossroads non residential
Cro=zsroads residential

Dala Mon-Residential

Dala residential

Reszponze Community =

Fitters:

Include Client List: (O Include Client List (Current Phase) () Include Client List (Phase History)

[ Generate Report . ..
L
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Current Case Phase Client List: For each case phase for any selected time period for
all current (not closed) clients, you will get client name, number, gender, age, case
number, phase start and end date, phase at end of time period, case manager and, in
addition, totals by age and gender.

)
Case Load History Report Results
Export PDE
A BRITISH
-. COLUMBIA
The Best Place on Earth
Case Load History Report (By Case Type)
Report Level: Case Type (Filters applied: Bifrost; )
Report Period: 2007-05-21 ~ 2007-06-21 Report Date: 2007-06-21
Reported By: TRAIMING_01 CARIS Location: MATC
Include Client List: Current Case Phase
Referral Stage
Client Details (In Bifrost)
. Phase at
Client . Phase Phase
Name Client# |Gender |Age Case # Start End end. of Case Manager
period
Bear, Big 2007-06- CARIS,
Brown 1010047 |[Female 6 178113 18 MNIA Referral TRAINING_01
2006-11- CARIS, GENERAL
Daolly, Molly 1001161 Female 15 57747 23 MNIA Referral USER
dacksen. 14000303 | Male 9 7928 2006-07- Referral  |CARIS, TEST 1
Denver 04

Case Phase History: For each case phase for any selected time period for all clients for
each phase (except closed) you will see all of the above, but this report also shows each
phase the client has been in, so Referral Phase is the longest list of clients, Follow-Up is
the shortest.

Case Load Report (By Member)

These reports give similar information to the Case Load Reports, but include the
Members of the team who are involved in the case. Filters allow the user to select
specific Members or all Members.
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Case Load Snapshot Report

The Case Load Snap Shot Reports are far simpler than the Case Load Reports. They
provide information for a single day (selected by the user) and do not allow the user the
option of seeing client names.

By Case Type: This report will give you the numbers of cases at each phase of service.
By Member: This report will give you the numbers of cases for each CARIS Member

for each phase of service. The user can select which Members’ case information will be
generated in the report.

Case Load Snapshot Report Results

Export PDE

BRITISH

Rggd COLUMBIA

The Best Place on Earth

Case Load Snapshot Report (By Case Type)

Report Name: Case Load Snapshot Report Report Level: Case Type
Report Period: ~ 2007-06-21 Report Date: 2007-06-21
Reported By: TRAINING_01 CARIS Location: MATC

Total by Case Phase

Program Referral Pre Admit Active Followup Closed Total
Dala Residential 8 14 26 8 15 71
Total by Case Phase 14 26 8 15 T
Gender <10 |1114 [1518 (1924 2545 |46-54 5564 6575 |75+ MNo Birthday |Total
Female [ 6 6 0 1 0 1 0 0 0 2
Male 10 9 7 5 10 3 1 0 0 3 48
Total by Age 17 15 13 5 1 3 2 0 0 3 69

|# of Distinct Clients Served 69

Average Cases per Client 1.03
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Case Notes Report

One of the advantages of writing your case notes in CARIS is that you will be able to
print case notes selectively by choosing particular time periods and particular note types
or combinations of note types. If you wanted, you could select all note types and just
print them chronologically. You can then use the printed reports for your own
information, to bring to team or supervision meetings, for review by consulting
psychiatrists, etc.

Open Reports in the Navigation Tree and then Case Notes Report.

Use the ctrl key to select more than one note type.

3. When the report appears, it can be printed for the paper file by exporting the report to
pdf.

Case Notes Report Use <shift> click or <ctrl> click to
select more than one note type
Wote Type(s): [assessment
Care Plan Development Meeting
Care Plan Integration Meeting
[Easeionierence
Start Date: [z007-08-14 | E+ EndDate  |2007-06.21 ==
Group By: I-Date v_i Return: | -
—
O
i@

Use highlighting to choose more than one note type for your report. If you are in case
context, the report will be for just the one case.

If you are out of case context, the report will be for your cases. You may choose “Active”
or “All” and group by Date/Entry type.

This is a convenient way to catch up on notes that may have been added to the file while
you were out of the office.
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ﬂ“”%

Case Notes Report Preview

3% BRITISH

“ COLUMBIA

The Best Place on Earth

Case Notes Report

Export PDF

[Preview Date: 2007-06-21

Generated By: TRAINING_01 CARIS

|Locatinn: MATC Case Id: ALL CASES
Activity Date: 2006-11-06 13:10:00
Program: Crossroads Residential Case Id: 43286 Client: Templar, Simon
Case Conference Author: DALEY, Entry Date: 2006-11-06
SIMON 13:12:00
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Case Face Sheet Form

1. Open Admission and Discharge Forms in the Navigation Tree and then Case Face
Sheet.

2. Mark the radio boxes as appropriate and click Generate Report. If no radio boxes are
chosen, the client’s basic demographic information will be displayed. (Note: the
radio boxes allow you to control the content of the report. When the report displays,
you can re-order the content by dragging and dropping with your mouse.)

3. When the report appears, it can be printed for the paper file by exporting the report to
pdf or Word.

BB caris
AR ao0s £ 0118 Pl
€1 Harold Potter (se:n Bifrost (13398) Active
Cases | Details | Relationships | Address Bogk | Close Summary | Participanis | Case Plan | Case Hisiory | Close
v CARIS [ Case Face Sheet Report
Waing Lsts
» Arnchives
» Beds Face Sheet Secton include
¥ Repors Clant information
» Referrals Caze informatice: O
» Organization Hotes Extended Demographics O
» Eligibility Lists. Address Book O
e Relleaghgs: O
¥ Admission snd Discharge Forms Lagal Drder: o
Cave Face Shaet
sy Hikwies Dasgnossics: | ]
Psychiatric &dmission Notes o O
Presiisionsl Nigncass Case Partcipation: ]
Chikd Caraiuraing Admission Notes Gauls and Dbmcits 0
Aleris Regert Dscharge nlarmation )
Dacharge Form hclude Sgnature Lines: O
» Chinical Forms and Assessments Genarats Repor m
* Case Forms . -
Lt
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of ]

@)

Case Face Sheet: The tick boxes allow you to choose the content for this report. When
the report display, you can reorder the content by dragging and dropping the sections.
Print by clicking Export to PDF. (There is no option to Export to Word because Word
documents can be easily edited.)

Report Preview

Export PDE  Export Word

" BRITISH

.‘ COLUMBIA

The Best Place on Earth

Case Face Sheet Report

Org: MATC Program: Bifrost

Report Date: 2007-06-22 Generated By: TRAINING_01 CARIS
Client Humber: 1001421 Ext Client ID(s): 8773 (BCFPI}
Client Name: Turtle, Franklin The AK.A: Frankie

Birth Date: 2000-01-01 Gender: Male

Alert(s): YES
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Alerts Report

1. Open Reports on the Navigation Tree and then Alerts Report.

2. Choose your filters. Click Generate Report.

2 Alerts Report

Group By: | Date ™|
Retumn: I_ﬁ_l_ﬁ_;gr_l__ :
) Alerts Report Results
Export PDF  Export Word
BRITISH
COLUMBIA

The Best Place on Earth

Alerts Report

Org: MATC
Report Date: 2007-06-24
Group By: Date

Program: Dala Residential

Generated By: TRAINING_01 CARIS

Return: All Alerts

Client Number: 1001421

Ext Client ID{s): 8773 (BCFPI)

Client Name: Franklin Turtle AK.A: Frankie

Birth Date: 2000-01-01 Gender: Male

Alert Start End |Member Note

Substance Abuse 2006-11-10 N/A  |CARIS, TRAINING_19 smokes up often
Special Attention 2006-11-10 N/A |CARIS, TRAINING_19 caught smoking weed
Allergies 2007-06-24 /A |CARIS, TRAINING_01 Jelly Beans
Signature: Date (YYYY/MM/DD):
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Exercise 1

1. Bring a client and case into context, access the list of available reports, and run
the Case Face Sheet report. Export the report to an Adobe PDF file.

Learning Checkpoint

1. Where do you find the list of CARIS reports?

2. How do you produce a hard copy, printed report?
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Appendices

Glossary of CARIS Terms
Navigation Tree: Case Forms

Learning Checkpoint Answers

Case Study
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Glossary of CARIS Terms

The glossary defines terms used in CARIS. Sometimes the meanings are somewhat
different from normal usage, but have a special meaning within the context of the

application.
Activities:
Affiliate:
Case:

Case Report:

Client:
Contact:

Context:

Critical Date:

End Date:
Member:

Organization:
Partner:

Recipient:

A record of actions taken by the user either in a general operational
sense or specific to a client or case.

Someone involved with a client’s case, but who does not have access
to CARIS. In CARIS, examples of affiliates are a family member,
social worker, minister, police officer, physician or probation officer.

An episode of care.

A Case Report is an automatically generated report that summarizes
the User’s cases using pre-established criteria.

The primary person in a Case who is receiving a service.

A person of interest to a specific client, or of general interest. If the
contact is of interest to a client, like a minister or relative, that person
will be attached to a client’s file as a relationship. General contacts
will just be listed, like a police officer, social worker or MLA —
someone you may want to “contact”. A contact cannot view a Case
File and generally does not have access to CARIS.

It is possible to be in “CARIS Context,” “Client Context,” or “Case
Context.” The Contexts limit the amount of access you have to
information and are indicated by the presence or absence of a client
name and/or case in the Context Bar.

The specific date upon which a particular event either did occur or
should occur in the future.

The date upon which an event is scheduled to end.

A person who has access to CARIS. Only Maples staff and contactors
can be members of cases.

Government or social service agencies associated with the activities
and/or clients of MCFD.

A Partner is an individual or a group who is working in association
with a person or group in the agency.

A Recipient is an individual or a group who represents the “audience”
for an activity or event.
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Relationship: Someone attached to a client’s file other than an affiliate. A
“relationship” can be a contact, a member or another client. This is in
general used for family members.

Referral: The process of “referring” a client to another authorized person within
the business domain of CARIS with the additional element of where
the individual client has come from, i.e., self referral, agency contact,
walk in, etc. Can also mean the process of opening a new case for a
client. Basically “New Referral” means “Start a New Case”.

Start Date: The date upon which an event is scheduled to start.

Transfer: The process of providing responsibility for the client to another agency
or program. This involves complete case file transfer and authority to
the receiving agency.

Glossary of Report Terms

Start: Number of cases that exist in each phase at the beginning of reporting period
New: Number of new cases that entered into each phase during the reporting period

Gross: Number of total cases (Start plus New) that existed in each phase during the
reporting period

Reject: Number of Rejected Referrals that occurred during the reporting period
Cancel: Number of Cancelled Cases that occurred during the reporting period

End: Number of cases remaining in each phase at the end of the reporting period
Report Period: the start and end dates of the reporting period as chosen by the user

Filter: indicates the items you chose from a list that narrows the report results to the
items listed in the filter
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Navigation Tree: Case Forms

Navigation
Trees

Pre-admit

Waking Lats
Wating Lists » Archives
» Archives » Beds
» Beds » Reports
» Reports » Referrals
» Referrals » Organization Notes
» Organization Notes » Eligibility Lists
» Eiigibility Lists » Alerts
> Alerts ¥ Admission and Discharge Forms
Referral Meetng Minutes Paychistne Admission Notes
Paychiaine Admsann Notes Diagnestic Classification Formulation
_________________________________________________ Dmgnests Classification Formulation Child Care/MNursing Admission Notes
i T ] Chid CaraMiuraing Admasion Holes Discharge Form
Al : e —
» Beds ] IC0 10 Disgnostic Classification KD 10 Dagnoste Classification
» Reports : Diagnostic Clansification Farmulation Diagnostic Classificaton Formulation
* Referrals Madacationg Medications
» Organization Notes : Psychalogical Tes: Management Paychaiogacal Teat Lanagement
» Eligibility Lists .| v Caseforms _ ¥ Caseforms
* Aleris : Mesting and Contact Hote Meeting and Contact Nobe
w Admission and Discharge Forms | | Attach Fis Attach Fie
ARnch Fis : Correspondence Log Comespondence Log
Correspondence Log ; Document Management Document Management
Documént Management : Heatn Vg Health Visd
Legal Order ] Legal Order Legal Drder
Presening aues : Presentng isaues Fresentng waues
» Utilities ; > Utilities » Utilities
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CARIS Survival Tips

e Click the Refresh button often

e Save your data before you move onto the next screen

e Allow three frames to load before proceeding

e Use CARIS context for most searches

e The notes on General alerts can only been viewed in the location where they were
created

e View your address book carefully. Make sure you have the current address for
the client and not one of the addresses for relations/contacts.

e If you are going to change an address, end the old address first and add a new
address

e Ifaclient’s parents are case participants, they may have to be added to the case as
affiliates. This way their attendance in case activities can be recorded.

e Client details can be seen by anyone in CARIS

¢ On the Single Document Processing window, the date is the date of the document

e For attaching reports, the office and typist responsible for the report will attach it
using Document Management Processing

e You can sort My Cases “Case List” by location code, client name, etc. by
clicking on the column name/header

e C(lients always show Date of Birth

e Sort your cases with a filter or by clicking on the title bar

e Remember to assign yourself to a case in client context, open Cases
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Learning Checkpoint Answers

Module 1

1. CARIS, Client, and Case
2. (a) The banner is blank. (b) Main, Activities, My Cases

(a) The client’s name is in the banner on the left.
(b) Cases, Details, Relationships, Address Book, Close
(a) The case name is in the banner on the right.

(b) Summary, Participants, Case Plan, Case History, Close

. Click My Cases in CARIS context.

Module 2

A e

Referred on, Advocacy, Information, Services, Education
Conference, Consultation, Lecture, Training/Education, Workshop
Search Activities in CARIS context

No

Waiting List, Bed Reservations, Transfers, Eligibility Lists

Module 3

1.
2.
3,

(a) Client (b) Details
Social or Family (b) selection determines the options for the next field

In the client’s address book.

Module 4

1.
2.

Members and Affiliates
Members have access to CARIS, Affiliates do not.

3. Notes field

4.

General and Supervisory

Module 5

1.
2.

Goal, Objective, Action
My Cases, View, Case Plan from CARIS context
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Module 6

1. Meeting Minutes, Psychiatric Admission Notes, Diagnostic Classification
Formulation, Child Care/Nursing Admission Note, Discharge Form.
2. Meeting Minutes, Psychiatric Admission Notes, Child Care/Nursing Admission Note.

Module 7

1. DSM-IV(TR) Diagnostic Classification, ICD 10, Diagnostic Classification
Formulation, Medications, Psychological Test Management.

Module 8

1. Meeting and Contact Note, Attach File, Progress Notes, Correspondence Log,
Document Management, Health Visit, Legal Order, Presenting Issues.

2. Assessment, Care Plan, Clinical Meeting, Shift Change ....

Module 9

1. Search for bed availability.

2. Remove the client from the bed, move the client to another bed, reserve this bed for
the client on another date.

3. AWOL, illness, in-bed, on leave, suspension.

Module 10

1. Navigation tree.
2. Generate report online, export to pdf or Word, print from the application.
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The 4 Phases of Client Service

The 4 Phases of Client Service in CARIS

Referral Phase

Pre-Admit Phase

Active Phase

Follow-up Phase

Case Created by
Administrators

Client Created by Administrators

Reject Referral

it

Details Manu

!

Basic & Extended
Demographics

Address Book
Menu

A 4

Address,
Telephone, Email

ft

Client Relationships

Relationships
Menu

¥

Create/Edit
Relationships

Adminisirators move the case through its phases|

Case Phase Movement is
controlled in the
Case Summary Window

‘“ ______¢

Close Case

Summary
Menu
. — T 1
R
%
- Discharge
Accept Referral Admit Case Client
y
Cancel Casa Q @
Generate Forms &
Reports
S Farms &
= e
Menus
T
¥
Add to Waitlist
Manage
Case Plan
S =
Flan
Assign Parficipants Menu
Participants 4
henu
Sel Goals,
Objectives, and
| Actions
= Add Case = g
Add Affiliate Mari \ ,/\
_
Make Notes
Cases Case
Meanu Forms Manu
v v
Assign Self to
Case Add Case Motes

g &

Generate Forms &
Reports

Forms &
Reports
Menus
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Case Study — Maples Line Staff

1.

You receive a referral from Maples for a client who may be admitted to Maples
for treatment (TIP: look in My Cases choose a case in Referral phase). If the
client does not have an address, please add a home address. Fill in the Extended
Demographics mandatory fields: use “unknown” in fields or choose another value
(TIP: mandatory fields are “Aboriginal Origin”, 10 digit PHN, Guardianship
status, Ethno-cultural background).

Add the following relationships to this client’s file: a family member and a friend.
For each contact, create an address, telephone number and/or email address.
Relate the contacts to the client. (TIP: in client context, Relationships, search for a
“Contact”)

The referral has been reviewed and no reason has been found for the case to be
rejected. Accept the referral. (If mandatory information is required, a missing
criteria message should appear, and you must go back and fill in this information).
(TIP: case context, Summary, Accept Referral)

Your client has begun treatment. Admit your case. (TIP: case context, Summary,
Admit)

Assign a social worker, a program coordinator, and psychiatrist as participants
(members) your case. Use the CARIS training IDs, because members are not
loaded into the training site. (Search for members using “CARIS” as your search
criteria.) (TIP: Case context, Participants, search members, View, Add to Case)

Now that your client has been admitted, create and save a Meeting and Contact
Note to record the intake meeting. After creating the Meeting Note, you realize
you need to record another detail about the meeting. Open the note and edit it.
Save the Meeting Note with its changes. (TIP: case context, Case Forms, Meeting
& Contact Note)

(NOTE: some case types may not permit this exercise) During your client’s
mental status exam, the extent of your client’s schizophrenia was determined.

The psychiatrist participating in the case has prescribed an initial dosage of 10 mg
of Olanzaphine per day for your client. You need to add a record of the
medication to your client’s file. (TIP: Case context, Clinical Forms and
Assessments, Medications)

You find out that your client’s family member (whom you added in #2) died two
days ago. End the relationship with your client (TIP: Client context,
Relationships, Edit , you will be able to end relationship as of <today’s date>).
You should edit the family member’s contact info to record their date of death
(TIP: click on their name in your client’s “Relationships” window and this will
link you to their personal details, Edit Contact)

The primary care team and the clinical team discuss the expectations of the
treatment and set basic goals for your client. Enter the Case Plan that was
discussed into CARIS. Create a Goal, one objective and one action. (TIP: Case
context, Case Plan, Create Goal)
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10.

11.

12.

13.

(NOTE: some case types may not permit this exercise) Record a Progress Note
that is related to the achievement of one of the objectives of the Case Plan you
have entered for this client.

Discharge your client (TIP: case context, Summary, Discharge). Note: you may
have to fill out a Discharge Form if CARIS presents an error message (TIP:
Admission and Discharge Forms, Discharge Form)

Generate the Case Face Sheet for this case and export it to a PDF document as if
you were going to print it (TIP: Reports, Case Face Sheet)

Close the case (TIP: case context, Summary, Close Case). Note: you may have to
complete your action, objective, and Goal if CARIS presents an error message
(TIP: Case Plan, Edit the action first and change “status” to “completed” and use
today’s date as the “End date”, then Edit the objective and change its status, and
then Edit the Goal and change its status.)
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