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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:
Access and navigate CARIS via a web browser
Understand the importance of context in CARIS
Perform basic and advanced searches

Work with client and case information

Manage facilities and record events

Discuss new business processes

I
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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

If you see this icon, the following text marks important reference information.

Training Support

Bonnie Russell bonnie@tri.bc.ca (250) 818-5168
Trish Wells trish@tri.bc.ca (250) 480-8460
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Module 1: CARIS at First Glance

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

Eal R

Log on to CARIS for Training

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

intemat Explorer g g you rcom p ute r

2. Type in the following address: https://leader.mcf.gov.bc.ca/CARIS

3. Choose Government Employee and type in the user name and password you have been
given by the Facilitator into the appropriate fields.

BRITISH Help @

@ygP COLUMBIA

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

» Contack Us

How would you like to lagan:

Business/Organization - using a BCeID How to get 8 BCelD

Government Employee - using an IDIR Account

COPYRIGHT DISCLAIMER PRIVACY ACCESSIBILITY

4. Click Next

5. You will now be presented with the “Role Selection” Screen. You can expand any of the
locations to display more information by clicking on the + sign.
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6. Click on the small number 2 at the bottom of the page to go to the next page.

TRAINING_01 CARIS

Pleaze select a locatien and a role to log-in to CARIS interface.
PSDHH PSDHH
= MATC MATC
MATC - Administrator
MATC - Power User

MATC - General User

@ | (o[ |of o
S 0pa e e

MATC - Lite User

YFPS IAU
YFPS BYC
YFPS YSAM
YFPS BOC
YFPS GVR
YFPS VROC
YFPS CGR
YFPS Loc
YFPS FVR
YFPS POC
YFPS pYCC
YFPS PR
YFPS NC

ge(s): 12

7. Choose MATC — Power User and click Select

TRAINING_01 CARIS
Please select a location and 2 role o log-in to CARIS interface
YFPS

YFPS

YFPS

YFPS

YFPS

YFPS

YFPS

YFPS

YFPS

YFPS

a3 Y = e R e

MATC
MATC - Administrator

MATC - Power User

MATC - General User
MATC - Lite User

Page(s) 12

)

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

1-2
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Start by opening Internet Explorer (other browsers will not work). You will get the
Ministry home page. In the right margin click the link called Secure Services:

Our Hews Master Site Selector Contacts BC Weather Search _ Go
- — ;
Our News NI

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 (CCSS5C) far British Columbia. For more infarmation cli

Foster Family Month Celebrates Unseen Heroes
The B.C. government has proclaimed October a5 Foster Family Month to recognize and
honour the dedication of the province’s foster parents, Children and Family

iProcurement Logon

Development Minister Torm Christensen announced today., iExpense Logon

Read More=> Cctober 1, 2006 Q Time on Line

Celebrating Our Successes Employee Portal
Quick Links Each manth, 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

Welcome to your newly red_emgned 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 Secure Services
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.

Employee

................................................................................................................ & Guides
Provincial Employees Community Services Fund (PECSF) Qrarts W Human Resources
Campaign NS 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 nest two months, To find out what's
happening in your area, dick on the Bulletin Board to see e woa
events taking place near you! On']nluﬂ‘ﬁ A - Z Index

Then click CARIS:

CAS Application
Logon

Employee Tips
& Guides

Human Resources
Research Tools

Bulletin Board

1-3
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Now you will see the log in page. Click Government Employee:

‘2 Government of British Columbia - Microsoft Internet Explorer, provided by Shared Services BC

File Edit Wew Favorites Tools Help a’
& Back 3] BRE| 3 D search < Favorites 42 - A5 F i

Address @ https:{flogon. gow.be.caflogon-cgifdirSelect. cgizflags=1 1&TYPE=335544338REALMOID=06-eacfd9e-3390-4734-a2aa-1ab V| Go Links
~

BRITISH Help @

Mgygp COLUMBIA

» Contact Us

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

How would you like to logon:

Business/Organization - using a BCelD How to get a BCelID

4

Government Ermployes - using an IDIR Account
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Then log in with your normal IDIR ID and password.

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

File Edit ‘ew Favorites Tools Help ?’
Qoack - O - [{ &) (0 P search FrFavortes & | (- & L B E
Address @ https:/{logon.gov. be.caflogon-cqifidiv floginCookie. cgir TARGE T=https: f{caris. mcf, gov be. cafcaris) V| Go Lirks **
A
BRITISH
M@gd COLUMBIA Help @

caris.mef. gov.be.ca requires

» Contact Us

Internal Government User {IDIR}

vsemame: ||| Log in with your IDIR
Password: [ | | |D and password.

Next

Access ko or unauthorized use of data on this cornputer systern by any person other than the
autharized employee(s] or owner(s) of an account iz strictly prohibited and may resultin legal
action against such persaon.

@ Done =] ‘j Local intranet

<

When you see this screen, click the + sign:

<} UI_suthorization - Microsoft Internet Explorer, provided by Shared Services BC
File Edit ‘Wiew Favorites Tools Help
@Back v ) - [® &) (0 P search TrFavorites £ (- & L W] - &

Address @ https: ffcaris.mef . gov,be,cafcaris/CARIS_Auth,aspx Go Links **

ANDY MACDONALD

Please select a lacation and a role to log-in to CARIS interface.

#  MATC

Page(=) 1
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Then choose the appropriate access level...you will usually only have one...and click

Select:

<} UI_Authorization - Microsoft Internet Explorer, provided by Shared Services BC

File Edit Yiew Favorites Tools Help
Qbak » O - [® [@) €0 Oseach TrFavortes @ | (- M- L W] - @

Address @ https: ffcaris.mcf . gow.be.cafcaris/CARIS_Auth. aspx

ANDY MACDONALD

Please select a location and & role to log-in to CARIS interface.

= MATC

MATC - Administrator

Page=) 1

...and you are in.

If you are working with clients in more than one program area, you will need to log on to
each program separately. To log on to another program area, just open another browser

window.
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View the Main Page

Search and Advanced Search
[ lcers  ffseorcn | aduScarhY Hep

Context Bar

Main | Activities | My fases

v cams Welcome TRAINING_05 CARIS@NOC User Manual
Wisiting Lists
» Archives Announcements
» Beds User name
» Hligibility Lists Time Fiter: [Last 1 Morth ]
¥* Reports
» Organization Hotes Date Subject Importance Detail

» Utilities
Page(s) 1

A Announcement

Navigation Tree . }
g Main information area

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 | These functions provide you with the capability of finding

Search persons or organizations already in the database.

Help The Help option will take you to the User Manual.
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“‘%} Your screen display may include the browser functions.

2N CARIS - Microsoft Internet Fxplorer provided by Shared Services BC

File Edit View Favorites Toole Help #
Ot © B @ G Lo Froeum @3- A- B 3 -
Address | @] https:/fleader.mcf.gov.be. cajcaris_sys_test/default.asp v BJeo ks * -

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.

A CARIS - Microsoft Internet Explorer
File Edit Wiew Favortes Took  Help

Qe - O B @ (h pSEarth *Favunles & Bv .1} IR < 3

ress | @] https: /leader mef. gov.be.cajcaris/defaul asp

Clients v Adv Search
e[| search [lagrsearcn| Herp |

Main | Activities | My Cases

v caRis Welcome TRAINING_01 CARIS@MATC
Vsiting Lists

» Archives Announcements
» Beds
£ Cres Time Fiter:

» Organization Hotes

» Eiigibility Lists Date Subject Importance _ Detail
Wou are cordially invieed to a buffet prepared by the

» UWilities

: arem. The buttet willbe held in
2006-0847 bttt Medim b Siere
& 180
There: vl e & sit in &t the adimin buiding
20060847 Sitin Low v 08 2005

Page(s): 1

Add Announcement
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Exercise 1

1. Logonto CARIS asa MATC Power User.

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

3. Log off CARIS.

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 Client Context = !’j

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.

o 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
,‘-‘% 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.

1-9
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CARIS Context

3. No client in context (‘ 4. No case in context D
Main | Activities \@

v CARIS elcome TRAINING_05 CARIS@MATC 4
Waiting Lists 1. List of
» Archives Announcements cases
» Beds 2. User profile
» Reports Time Fitter: IW[
» Organization Hotes
» Eligibility Lists
Date Subject Importance Detail
» lHilities
2006-08-11 Subject High Announcing. . Celete |
2006-05-10 High High High Delete |
5.N avigation A bunch of newy Lists have been added, please
t 2006-05-05 ey List High FEVIEN SUMMary Delete |
ree for morse detalls
Pagers): 1

1. A case worker’s client files are accessible opening “My Cases” link at the upper right of
the screen.

The desktop shows the user profile of the case worker who logged in.
The client information area is empty.

The case information area is empty.

o M 0N

The Navigation tree lists the functions available in CARIS context.

1- 10
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Module 1

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.

@ CARIS

4

[l

ﬂ Harold Potter (1000427)

Cases) Details | Relationships | Address Book | Close

1. No Case in Context ‘

3. Edit client details

. . 2. Client demographic [« Lenok |
. Client Details (Potter, Harold) ) BN
details are opened by
» Archives c“‘:klng +
» Beds E vasic Demographics
» Reports Famnily Hame: Puotter Given Hame: Harold
» Organization Hotes Middle Initial: Preferred Hame: Harry
» Eligibility Lists Aliases: Gender: hiale
- Date of Birth: 14-Feh-90 Date of Death:
» lilities
CARIS ID: 000 27
Extended Demographics
4. Case List for the Physical Characteristics
selected client Address Book
Relationships Address Book Ediit Clienit

When you are in “Client Context”, you can change client details, but not case details.

A w0 DB

The Case information space is empty.
The client’s demographic details window is open.

The client’s details may be edited.

A list of cases the client is involved in may be accessed.

At no time, can you view a list of either clients or cases other than your own.

1-11
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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.

(!

b Harold Potter (1000127}

Cases | Details | RelationsHips | Address Book | Close

Bifrost {13398) active o

Summary | Participag

51 Case Plan | Case History | Close

[

¥ CARIS
Wiaiting List=
» Archives

1. Client is
in context

» Beds
» Reports
» Referrals

» Eligibility Lists

» Alerts

» Case Forms

» Utilities

1. The client’'s name appears in the client name area.

» Organization Hotes

» Admission and Discharge Forms

» Clinical Forms and Assessments

Case Summary

Case Type:
Case Status:
Case Id:

Case Manager:

Referral Source:

Referral Mode:
Phase Days:
Require Care Plan:
Forensics Referral:
Client Designation:
MHA Status:

Bed Information:
Waitlist Information:

Referral Hote:

Bifrost
Active
13398
CARIS, TRAINING_01

Chiled Protection

Faux
2
Io
Mo

“oluntary

pd

2. Case is in context

Referral Date:
AcceptReject Date:
Admission Date:

Est. Discharge Date:

Dizcharge Date:

Case Close Date:

Respite:

Designation Date:
Admission Type:

3. Details of selected case

2. The name of the case appears in the case information space.

3. Details, including case type, appear in the work space.

1-12

Aug-10-2008
Aug-10-2008
Aug-10-20086
Aug-31-2006

]

Azzessment
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Exercise 2

1. Log back onto CARIS asa MATC Power 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.

Main | Activities | My Cases

v camis Client Search Resuilts
Watting Lists
» Archives
» Beils CARIS ID Client Hame Birth Date =
» Reports 1000127 Fotter, Harold 1990-02-14
» Organization Hotes 1000356 potter, harold

» Eligibility Lists

» Utilities Page(s) 1

What context are you in now?

3. Click Close in the context area.

ﬁ Harold Potter {1000127)

Cases | Details | Relationships | Address Bopk | Close

E\enéut Details (Potter, Harold)

E Basic Demographics

Potter Given Hame: Harold
: Preferred llame: Herry

Aliases: : Gender: Male

Date of Birth: 14-Feb-90 Date of Death:

CARIS ID: 1000127

Extended Demographics

Physical Characteristics

Address Book

Edit Cliert

What context are you in now?

1-13
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4. Open My Cases and click View.

el somon | awsoursn| 1o |

ifes | My Cases

v CARIS Welcome TRAINING_01 CARIS@MATC
Waiting Lists
> Archives Announcements
» Beds

» Reports Time Fiter: | Last1 Month | v

» Organization Notes

» Hiigibility Lists Date Subject Importance  Detail
» utilities Wou are cordlialy invieed to 2 butfet prepares by the
20060847 bufiet s wouths in the program. The buttet wil be held in

Coltage ane on Sept 1005
&t 1800 hours

There will be & sit in st the admin buiding
20060847 Sitin Low e

Page(s) 1

Add Announcement

What context are you in now?

1-14
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Learning Checkpoint

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

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

(b) What are the CARIS context menu options?

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

(b) What are the Client context menu options?

4. (@) 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?

1-15
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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 Communication Note
Create and edit a Safety Procedure

Create and edit a Topic-Based Consultation

o o M w DN PE

Attach a file to an Organization Note

Create an Announcement

To create an announcement:

1. Open Organization Notes in the Navigation Tree and then Administration.

2. Click Add Announcement.

Main | Activities | My Cases

v CARIS Welcome TRAINING_01 CARIS@UI
Waiting Lists
> Archives Announcements
» Beds
» Eligibility Lists Time Fiter:
» Reports
» Case Transfers Date Subject Importance Detail
» Organization Hotes
» Utilities Paga(sy.
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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.

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v CARIS Create Announcement BRI
Waiting Lists

Archives

Beds Date:

»

’ 6-08-

> o Subject L ]
» Referrals Importance:
v

Organization Notes

Announcement

Announcement:
Communication Notes

Safety Procedure
Topic-Based Consultation

Eligibility Lists
Alerts

Clinical Forms and Assessments

»
»
» Admission and Discharge Forms
»

5. To delete the announcement, click Delete.

MU ) NOES! IBA08Y, NCT, 00V, O, C8)CANS_SYS_LRSTIOEraUIT, 85

@ CARIS

CARIS 1.1.03

ul e sewon | aawsearen| o |

Main | Activities | My Cases

v CARIS Welcome TRAINING_01 CARIS@UI

Waiting Lists

» Archives Announcements

» Beds

» Eigibility Lists Time Fiter:

» Reports
» Case Transfers Date Subject Importance Detail

» Organization Notes 2008-08-12  Testing&nnouncement Low Mew announcemert

» WHilities

Page(s) 1

A Announcement
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Create Communication Notes (Function Provided for PSDHH)

To create communication notes:

1. Open Organization Notes in the Navigation Tree and then Communication Notes.
2. Click Add Note.

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History| Close
v caRis Communication Notes
Waiting Lists
» Archives Time Fiter-
» Beds
Date Type Method Duration Notes

> R 2008-08-10 Advocacy Fax 10 mins B
v/Organization Notes 2008-08-08 Information Wailicourier 25 mins El

Announcement
Communication Netes Page(s) 1
Safety Procedure
Topic-Based Consultation
» Elighsiity Lists
» Alerts

(i

¥ Admission and Discharge Forms

» Clinical Forms and Assessments

3. Select the “Type”, “Contact Method”, and “Duration” from the options in the drop-down
boxes and type the text of the communication in the “Notes” field.

4. Click Save.
is Book | Close Summary | Participants | Case Plan | Case History | Close
Communication Note
Date: 8102008 =i
Type:

Contact Method:

Duration (minutes):

Notes:

Save anoel
L/
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To edit the communication note, click Edit.

Main | Activities | My Cases

v cams Communication Notes
Wailing Lists

» Archives Time Fitter:

» Beds

» Eligibility Lists Date Type Method Duration lotes

» Reports 2008-08-12 Information Email 15 mins B

» Case Transfers

v Organization llotes Page(sy 1
Announcement
Commurication Notes

Safety Procedure
Topic-Based Corsuliation

» Utilities.

5. 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).

Clients v Ady Search
| lciee | search [ladvsearcn| hen |

Main | Activities | My Cases

¥ caRis Edit Communication Note
Vysiting Lists
» Archives

» Beds Date: 311202006 =
i aasy e Tyee
» Case Transfers

v Organization lotes
lotes Testing Communication Mate.

Announcement

Communication hotes

Safety Procedure

Topic-Based Consuttation

— Save Changes Rreset || Cpficel
» Uilities

S

Communication notes can be viewed by anyone within your location. Not to be used for
client/case information.
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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.

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
¥ CARIS Safety Procedure
Waiting Lists
» Archives
» Beds Date: &10/2006 [ Time of Procedurs: 5110 PIM ]
» Referrals Notes:

v Organization Notes
Annguncement
Communication Notes

Safely Procedure Add Attachment: | C [(Browse)

Topic-Based Consuttation (Max file size: 20MB)

» Eligibility Lists
» Alerts

» Admission and Discharge Forms

¥ Clinical Forms and Assessments
» Case Forms

[Siont J o]

» Utilities
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5. To edit the safety event, click Edit.

u Tl seuen [ navsearn| e |

Main | Activities | My Cases

¥ cams Activities Display
Watting Lists
» Archives

» Beds Ackivity Filter: | All Activities >

» Eligibility Lists

» Reports |B Safety Procedure (2006-08-12)
» Case Transfers \E Activity Detail
v Organization Hotes |safety Procedure Type [smoke petectars
[ — |Notes |Testing safaty procedure.
[2 Time petail
Commurication Notes

[pate of Entry [z006-02-12 2121 pM
ElR e O |pate of Activity |z006-08-12 2:15 P11
Topic-Based Consulstion [5 participant Datai
» Utilities [Rrecording Person [car1s, TRANING 01
[Semzston I

[ Activity History
[2006-08-12 z:24 PM - cARIS, TRAINING 01
|notes Testing safetyl procedure,

Pagels): 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).

Address https:/leader.mcf gow. be.cajearis_sys_test/default.asp v GO
@B cARIS
CARIS 1.1.03 ul | | Search | | Help_|
Main | Activities | My Cases
¥ cARS Update Safety Procedure
Whialtineg Lists

» Archives
» Beds Date: 81242008 E= Time of Procedure:  [215PM
» Eligibility Lists

Procedure Type: Smoke Detectors v

> bEenE Notes:

Testing safety procedurs.
» Case Transfers

v Organization Hotes

Announcement
/

Commurication Notes acd Sttachment Y, s | (oo

Safety Procedurs {Max file size: 20MB)

Topic-Based Corsuliation

» Utilities.

To change the start time, click the box with the three dots.
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Create a Topic Based Consultation

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.

Cases | Details | Relationships | Address Book | Close

Summary | Participants | Case Plan | Case History | Close

¥ CARIS
Vaiting Lists
» Archives
» Beds
» Reports
» Referrals
v Organization Notes
Annguncement
Communication Notes
Safety Procedure
Topic-Based Consultation
» FEligibility Lists
» Alerts
» Admission and Discharge Forms
» Clinical Forms and Assessments
» Case Forms

¥ Utilities

Topic Based Consultation

Topic:
Consultation Type:
Wode:

Start Date:

Start Time:

Faciltators:

Partners:

Recipient:

Hotes:

Add Attachment:
(Max file size: 20MB)

MNumber of Participants:
8102008 v| End Date: [E
510 Pl [ Duration
~
CARIS, TEST 1 E]
CARIS, TRAINING_D =
CARIS, TRAINING_12 b
| Tvpe: | v
l:l Organization Type: "l

|(Browss_] Add| | Detacn

Record Consuliation
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4. To edit the topic based consultation, click Edit.

Wain | Activities | My Cases

v cams Activities Display
‘aiting Lists
» Archives

» Beds Activity Filter: | All Activities v

> Eligibility Lists

» Reports | =] Topic-Based consultation (2006-08-12) (
» Case Transfers [= Activity Detail \
v Organization llotes Hode Face-to-Face
Announcement Number of Participants 2
i Duration o015
Commurication Notes T Fr——
Safety Procerure ion Topic [ Testing Topic Based Cansultation
Topic-Based Consutation ion Notes Notes for topic-based consultation
» Utilities [ Time petai
[pate of Entry [2006-08-12 2:44 pm
|pate of Activity |2006-08-12 2:35 Pm
|5 participant Detail
Racording Person CARIS, TRAINING_01
i o u1
Facilitator CARIS, TRATINING_O1

‘ Consultion Recipient And Service Provider (2006-08-12)

‘ Topic Consultation: Other Org and its Type (2006-08-12)

Pagels): 1

5. 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).

Main | Activities | My Cases

v cARIS Update Topic Based Consultation
watting Lists
» Archives
> Beds Topi [Testing Topic Based Consutation

» Eligibility Lists Consuitation Type:
» Reports Modz: Number of Particiants:
» Case Transfers Start Date: 51202008 [ End Date: =

¥ Organization Notes
Stert Ti 2:35 Pl Durati 0015 v
P L L] T

Faciltators:

Communication Motes

Satety Procedure MARCEAL, JASO!
Topic-Based Cansutation

» Utilities Bariners [ Type: ~|

Test Partner (Other)

Recigient |:| Organization Type "‘

Test Recipiert (Other)

Notes Hotes for topic-hased consultation ‘

Save Changes

S

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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Search for an Organization Note

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

Maih | Activities | My Yases

v CARIS Welcome TRAINING_01 CARIS@UI \/

Waiting Lists
» Archives Announcements
» Beds
» Eligibilty Lists T Fiter
» Reports
» Case Transfers Date Subject Importance Detail

» Organization liotes
» Utilities Fege(sy:d

Add Announcement

I

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

iz o Clients [+ | Ady Search

Main | Activities | My Cases

=)
v CARIS Activities Search
Waiting Lists
» Beds
» Eligibility Lists Activity Type: Date of Activity | w
» Reports Start Date: [promos
» Organization Hotes - T —T |

‘ Display Activites
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When the list of activities is displayed, the list can be filtered by activity type.

Login Time: 11072008 1.1 —— | Adv Search
Y1020 ogin Tima: 8/10/2008 118:14 PM Cliants v search | Adv Search | Help |

Main | Activities | My Cases

v cams Activities Display
Waltineg Lists
» Beds
» Eligibility Liste iuity Filter: All Adtivities
All Activities

B Raports Cormmunication Note .

it ¥ {Topic-Based conse ong,
» Organization Hotes +| Announcement (2006-07-07) \ et TR oI

+| Safety Procedure (2006-06-28) \ Aiteuncamant

| Topic-Based consultation (2006-06-26)
+| Announcement (2006-06-26)
+| Communication Hote (2006-06-26)

| Safety Procedure (2006-06-18)

=+ Communication Hote (2006-06-19)

=] Communication Hote (2006-06-19)

-+ Communication Hote (2006-06-19)

+| Topic-Based consultation (2006-06-19)

m|[|[m m
e |fle a
7 F

+] Communication Note (2006-06-19)

Page(s): 1

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.

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.
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Learning Checkpoint

1. Name three types of Organization Notes:

2. Name three types of Safety Procedures:

3. Name three types of Topic Based Consultations:

4. Can Topic Based Consultations be printed or reported?
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Module 3: Creating a New Client

At the end of this module, participants will be able to:
Search for a Client
Create a Client
Add basic information to a Client’s record

Search the Online Healthware system for a client.

o M wbh PR

Copy or merge an OHW client into CARIS and activate the case.

Create a New Client or Referral

To avoid creating duplicate clients, you must first search for an existing client before
creating a new one.

Basic Search

The basic “Search” function is “inclusive” in that it will produce a list of all persons
whose demographics contain all or part of the criteria entered in the field. The field
requires as few as two letters to function. The more letters you enter, the narrower your
search will be. For example: If you typed in “mal”, you would get a list that contained
every “mal” in the database, such as“Malcombe” or “Maloof”.

A3

If there are more than 45 people in the database who match the criteria, you will get a
prompt that asks you to refine your criteria to reduce the range of possible responses.
Searches can be performed at any time, regardless of who is in Context or what other
function you are performing. However, you will leave the “window” you were in and
lose any updates that have not been saved or entered. You may also find the person you
are looking for under more than one category.

o)
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E:]E AR

DG83 Login Muma: ArrBCTRES  Login Tima: BA22008 19:9527 AM

Search Criteria Field

Bhsin | Activition | My Canan

!
v .

cﬂm.m Welcome Ann@CYMH DFO[] Diown List
» Beds O Announcements
¥ Ikl Rafeny s
* Cane Tramtess Teres Fier: | Lot 1 bonty w0
= Elgililny Lists
* Regeoate Dats Subect Impotane  Detal
* Facilty Bobes TOEOTIE | Messags of i priance Lirew R T —
= Toods sl inilres s

Pageie} 1

To conduct a basic search:

1. Enter a name or part of a name in the open field to the left of the Search button.
2. From the drop down list, ensure “Clients” is your selected search filter.
3. Click Search

A list of all persons in the database whose name(s) or demographics match the search
criteria and fit the drop down search filter will display.

Advanced Search

The Advanced Search is an “exclusive” search engine. This means that the results of the
search will contain exactly what you typed in any of the fields in the Adv Search dialogue
box. Consequently, the more fields that are filled in, the more narrow the resulting
search will be.

To conduct an advanced search:

1. Enter a name or part of a name in the open field to the left of the Search button.

2. From the drop down list, by clicking the down arrow, select “Clients
3. Click Advanced Search

as your search filter

4. Fill in as many fields (filters) as you can to narrow the search. For example, you
may wish to search for a client by their CARIS ID here.
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——— " —

Main | Activities | My Cases

¥ CARIS Advanced Search: Client Fillin as many fields (filters) as you can
Wiaiting Lists to narrow the search
» Archives
» Beds Clients | Contacts | Organizations

» Eligibility Lists
» Reports

E Basic Demographics

» Organization Hotes S I

» Uilities Family Mame: I Given Name: I—
Migdie et || Preferred Name: | |
Aliazes I— Gender: lﬁ

Dateof Birthe | HI H Date: of Death 1 EH

ended Demographics

ddress Book Details
1

| Click on this + sign to see more filter options |

Searching the Online Healthware System (OHW) and Copying into CARIS

You must also search the OHW database before creating a client, and if you can identify
the OHW client as your new client (use the View option to confirm), you can copy the
record into CARIS.

1. Perform a search and examine the list carefully (using View button)
2. Click Search OHW.

@ CARIS

CARIS 1.1.08 Logi : m Adv Search m

Main | Activities | My Cases

v cams Client Search Results
‘Watting Lists
» Archives
» Beds CARIS ID Client Hame Birth Date
» Eligibility Lists 1000377 Jim, Jones ey
» Reports 1000134 Jones, Sivia Wiew
» Organization Hotes 1000274 Jones, Dean 1 986-06-12 Wi
> WHe 1000528 Jones, Tonys Deborsh 1988-04-01 Wiew
1000563 Jones, Lisa Marge 1956-04-15 ey
Pagels): 1
) Advanced Ssarch Creete Cliert

3. Fill in the fields of the “Search OHW Clients” form and click Search.
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E— e ) D

Main | Activities | My Cases

¥ CARIS

Waiting Lists
Archives

Beds

Eligibility Lists
Reports
Organization Hotes
Utilities

Search OHW Clients

E Basic Demographi;
Farmily Mame: I Given Mame:
Gender: | - Date of Birth: =0

A

o ]

4. Click View for the appropriate client.

1— — L |
~
v cais OHW Client Search Results L
Wating Lists
» Archives
» Beds Synchronized Client Id Client Hame Date of Birth
» Reports 000B000000020100 Jones, Carla Amy 1962-04-19 Wiy
» Organization Hotes 0011000000020100 Green, Amy Mancy 1974-07-16 Wiewy
» Eligibility Lists 0012000000020100 Jones, Bruce Larry 1981-04-03 Wi
o WiEED 010A000000020100 Jones, Relgh Latry 1954.08-06 Wiew
0110000000020100 Jones, Henry Homer 1974-11-03 Wienn
0113000000020100 Jones, Bruce Timathy 1984-02-03 View
011C000000020100 Jones, Brenda Martha 1988-04-05 View
0164000000020100 Jones, Gary Homer 1986-06-10 Wi
0208000000020M00 Jones, Brian Peter 1960-11-29 i
0211000000020100 Black, Homer Thomas 1975-05-21 Wi =
YES 030A000000020100 Jones, Lisa Marge 1956-04-15 Wi
030E000000020100 Jones, Stewwart Jason 1971-06-07 Wi
03850000000020100 Jones, Roberta 1984-02-10
0410000000020100 Jones, Mitchel Robert 1970-11-26
0413000000020100 Jone=, Bill Homer 1862-05-25
Page(s; 1234587
Search Agsin Avanced Search Creste Client

Note: The Yes under “Synchronized” means the OHW record for this client has already
been copied into CARIS.
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5. If the client does not exist in CARIS, you will be able to copy the client’s OHW
information into CARIS by clicking the Copy OHW Client button. When you
click the Copy OHW Client, you will get the option to select the content you
wish to copy into CARIS.

<]
i I [ [Eaee ]
v cams f] OHW Client Record (Jones, Bill Homer) e
Wating Lists
» Archives
» Beds El Basic Demographics
» Reports Family Hame: Jores Given Hame: Bill
» Organization Hotes Middle Initial: Homer Title: -
o Gender: Male Date of Birth: 1982-05-25
> Eigibility Lists Client Status: Active
> GHED Extended Demographics
Client Aliases
Client Identifiers
Client Addresses
Associations:
Alerts
Client Hotes
Archive Information
erge OHW Client Copy OHW Client Cancel
13 H 7
The “Copy OHW Client” form appears.
W ‘ = .
3 i 2
¥ CARIS §; Copy OHW Client
Wating Lists
» Archives
» Beds E Basic Demographics
» Reports OHW Lahbel OHW Value CARIS Label CARIS Value

» Organization Hotes
» Eligibility Lists
¥ Utilities

S

Title: l—
Family Marme: I.Jones— Fanily Marme: I.Jones—
Given Name: lBlII— Given Name: IB\H—
Micdle Intial [fomer | Wicdls Il fome—
Gender: lm ] >ender Im

Date of Eirtf My L RS 2 Date of Eirtt: |ty xlfzs res2
Extended Demographics
Reset Create Cliert Cancel
el el

This icon indicates that other options for this field existed in OHW.
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Merging OHW Clients into Existing CARIS Clients and Activating the
Active OHW Case

If you have a client in context and you find a record for this client in the OHW system,

you can merge the two records by clicking Merge OWH Client.

From your list, search for the client in CARIS.

Bring the client into client context by clicking View. Write down the CARIS ID

# on your list, if they exist.

3. Search for the client again in the search field at the top of your screen. Click
Search OHW.

4. Click View next to the appropriate client in OHW.

5. If you click the + sign next to External Systems, click View, click the + sign next
to Client Identifiers, and you will see the OHW # under the “text column”.

Jones Jim (1000377}

Cases | Details | Relationships | Address Book | Close

s oiews -l| Soarcn | AdvSearch | oty

¥ CARIS
Waiting Lists
» Archives
» Beds
» Reports
» Organization Hotes
» Eligibility Lists
¥ Utilities

ﬂ OHW Client Record {Jones, Bruce Larry)

B Basic Demographics

Family Hame: Jones
Middle Initial: Larry
Gender: Malz
Client Status: Active

Given Hame:
Title:
Date of Birth:

Bruce

1981-04-03

Extended Demographics

Client Aliases

ient ldentifiers

Client Addresses

Associations

Alerts

Client Hotes

Archive Information

Merge OHW Client

Capy OHY Client

Cancel
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6. If you decide to proceed with the merge, you will be given the opportunity to

select the content you wish to merge. Select the content you wish to merge by
clicking the appropriate radio boxes. You can choose from either column (for

example, if the Given Name in OHW is Daniel and the Given Name in CARIS is
“D”, you would choose the radio box from OHW.)

7. Click Merge Client. (Reset will return the form to its original settings. Cancel

will close the window.)

ﬂ Jones Jim {1000377)

Cages | Details | Relationships | Address Book | Close

¥ CARIS
Waiting Lists
» Archives
» Beds
» Reports
» Organization Hotes
» Eligibility Lists
» UWilities

\

TR

Merging the two records is not reversible.

3 Merge OHW Client

E Basic Demographics

OHW Label Converted to CARIS Value CARIS Value
i Family Mame: WJones i
" Given Name: Eruce [Jones
" Middle Initial: Larry
" Gender: Male hd 1o Female 'I
April 52 ,I 3 B
" Date of Birth: [ =1 i
1981
Extended Demographics
Res Merge Clisnt ancel

types from OHW to CARIS.

¥ CARIS
‘Waiting Lists
» Archives
» Beds
» Reports
» Organization Hotes
» Eligibility Lists
» Utilities

ﬂ OHW Client Record {(Jones, Bruce Larry}

E Basic Der

Family Hame}
Middle Initia|
Gender:

Client Statu:

Extendec
Client Al
Client Id;
Client Ad

Associat

Alerts

Client Hoj
Archive |

WARNING

You are about to merge Bruce Jones’s record in OHW
with Jones Jim’s record in CARIS.

THIS PROCESS IS NOT REVERSIBLE.

If you are absolutely sure that Bruce Jones's record in

OHW is the same record as Jones Jim's in CARIS, click

“Continue...”” to merge the records or otherwise click
“Cancel” to cancel the process.

Cortinue. I Cancel

You cannot merge two of the same case

Client

Cancel
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10.

11.

12.

Open Address Book for your client. You may have to create an address for this
client or you will not be able to activate the case in CARIS.

To add an address, click Add Address. If you don’t know the address yet, type
“unknown” into the address fields.

Check Extended Demographics for Aboriginal Origin by opening Details. If the
field is blank, click Edit Client. If you don’t have this information, type
“unknown”. You can update address and extended demographic information
later.

Now you can open Cases of your CARIS client. Click on the + sign to expand
External Cases. Click on the + sign to expand External Systems. Click Activate
next the case you wish to activate (NOTE: the case must be in your location).

In the “Activate Case” window, you will fill in the fields with the appropriate
Case type and phase. The effective date = the accept date. In the “Notes” field,
type “this case has been merged from OHW?”. Click Activate Case.
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Create a New Client
If you are unable to find a client in CARIS after a thorough search, you will create a
client.

1) Click Create Client

Main | Activities | My Cases

v CARIS Client Search Results
Waiting Lists
» Archives
» Beds CARIS ID Client Hame Birth Date

» Eligibility Lists
The search returned no results.
» Reports You can try advanced search or create a new client.

» Organization Notes
» Utilities
Page(s) 1

Search OHW Advanced Search Create Client
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The “Create Client” form will display.

P Jeiens ]| soorch || adv Scaren | tolp _

Main | Activities | My Cases

v cams 3 Create Client BN
Watting Lists Required fields - must be filled out
» Archives
» Beds E Basic Demographics
» Eligibility Lists Family Mame: Given Mame:
» Reports Micldle Initial: I— Preferred Mame:
» Organization Hotes X
Aliazes: I Gender:
» Utilities

Date of Birth: I 'l'l _I
xtended Demographics
ical Characteristics

\ Click on + sign to add additional info.
g ===

1) Fillin the fields for “Basic Demographics”

2) Click on the + sign to open the “Extended Demographics” box.
3) Fillin as many fields as you can.

4) Click on the + sign to open the “Physical Characteristics” box.
5) Fillin as many fields as you can.

6) Click Create Client.

7) A dialogue box will display asking you if you want to create this client. Click
OK.

8) You can exit this Client now by clicking Close in the Context Bar.

Once the client has been created, you can add address information and identify client/case
relationships. The minimum information needed to create a client is: first name, last
name, date of birth, and gender.
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Exercise

1. The following characters may be clients on CARIS. Can you find them on
CARIS? (Circle Yes or No).

a. Princess Leia Yes No
b. Han Solo Yes No
C. Minnie Mouse Yes No
d. Harry Potter Yes No
e. Ginny Weasley Yes No
2. You suspect Darth VVader may be the kidnapper of Princess Leia. You also know

that “Darth Vader” is an alias.

a. What is Princess Leia’s family name (maiden)?
b. What is Darth Vader’s real name (given and
family name)?
C. What is his last known address?
3. Han Solo could also be searching for Princess Leia. What is his “Status in
Canada”?
4, Create a client on CARIS based on a fictional character.

You can use this client information (or something you make up): Any fictional
character’s first and last name; born Aug 22/1996; male. Also make sure you fill
in all of the fields of the “extended demographics” screen, even if you select
“Unknown”.

Write you fictional client’s name here:

5. Search the OHW system for a “White”, “Black”, or “Green’ client that has not
been synchronized and create a CARIS client with the information.
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Learning Checkpoint

1. What must you do first when creating a new client?
2. What is the minimum information required to create a new client?
3. What two options do you have for bringing client information from the Online

Healthware system into CARIS?
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Module 4. 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

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).

Add or Update Client Demographic Information & Physical Characteristics

1. Bring client into context and click Edit Client

ress (] https:jfleader ek, gov.be.cajcarisfdetauk. asp

Luke Skywalker (o014

Cases | Details | Relationships | Address Book | Close

v caris £ Client Details (Skywalker, Luke)
Waiting Lists
» Archives

» Beds
» Reports Fami Skywalker Given Hlame: Luks
» Organization Hotes Widdle Initial: Preferred lame: Luke
Aliases: . Gender: Wale
Date of Birth: 23-Jan-98 Date of Death:

» Utilities CARIS ID: 1000314

» Hiigibility Lists

Extended Demographics

Physical Characteristics

Address Book

Eciit Client

The “Edit Client” window will display. There are three aspects of the client’s details that
can be updated: 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.
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1. 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.
4. Click Cancel and you will be returned to the “Client Details” window.
v caRis %% Edit Client (Skywalker, Luke)
patRolLEts Update fields as raquired |
» Archives
» Beds E Basic Demographics
» Eligibility Lists Family Mame: Skywealker Given hName: Luke
» Reports Micidle: Initial: Preferred Name:
» Organization Hotes
Aliages: Gender: hiale 'I
LHilities
> Date of Girth: [ January j_|23 -fraza Date of Death [~
xlEnded Demographics
L & Fhysical Characteristics
| Click + sign to enter more info. ‘ \
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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e

Definitions of Various Persons in CARIS

o)

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.
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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

€ Jason Marceau

Cases | Details | Relationships | Address Book | Close

¥ CARIS Relationships (Marceau, Jason)
Wiaiting Lists

» Beds
» Eligibility Lists Person Type Relation Start Date End Date s

» Reports Dean, Steve Family Cousin 2005-07-12 2] Edlt
» Facility llotes
» Alerts Page(s) 1

New Relation

If the person is not already on the list,
2. Click New Relation
A Search window will display.

£ Jason Marceau

Cases | Details | Relationships | Address Book | Close

¥ CARIS Relationships (Marceau, Jason)
Waiting Lists
» Beds
» Eligibility Lists Person Type Relation Start Date End Date lits
» Reports Dean, Steve =

» Facility Hotes

Eiflere Search Criteria: |Wichos] | Page(s) 1

ez |

3. Enter the person’s name

4. Click Search



CARIS — Administrators’ Manual Module 4

Jason Marceau

Cases | Details | Relationships | Address Book | Close

¥ CARIS Relationships (Marceau, Jason)
Wating Lists
» Beds
» Eligibility Lists Person vpe Relation Start Date End Date

» Reports Dean, Steve
- Pt (=)

» Facility Hotes

> Alerts Search Criteria: |Michael agE
Hame Birth Date:
Duncan, Michae! 1990-01-31
Farrington, Michael 19360310

Page(z): 1

Create Contact

Select the appropriate person from the search results and click Relate.

6. 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.

7. Click Save Relationship.

ET C ) R

Betty Boop (oousze Bifrost (1491 7) Referral
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v CARIS Relationships (Boop, Betty)
Waiting Lists
» Archives
» Beds Person Type Relation Start Date End Date Its

» Reports T
S jonsiin Page(s) 1
» Referrals
e Relationship Type:
of "Boop, Betty"

» Organization Notes
T Drop, Lemon’ i theta @
» Alerts Stert Dete.

» Admission and Discharge Forms End Date: =

Hates:

» Case Forms

» Utilities

Sawe Relationship
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@B caris

Buld057  Legin Name: Ann@PSOHH  Login Tim 4:15:45 PM ma | Search || Ady Search | Help |

£ Jason Marceau

Cases | Details | Relationships | Address Book | Close

¥ CARIS Relationships (Marceau, Jason)
Wiaiting Lists
» Beds
» Eligibility Lists Person Type Relation Start Date End Date lits
» Reports Dean, Steve —— oo o
» Facility lotes.
» Alerts Search Criteria: |Michael | Page(sy 1

Hame Birth Date

1980-01-31
1936-03-10

Page(s) 1

Create Cortact

Duncan, Michae!

Fatringtan, Michael

9. 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

&8 cARIs

CARIS 1.1.02

Login Name: TRAINING_01 CARIS
Login Time: 8/9/2006 9:13:57 AM

£ Harold Potter (o012

Cases | Details | Relationships | Address Book | Close

¥ caRis i¥ Create Contact
Waiting Lists
» Archives
> secs oone | e 1
R T — .
P S Elan s Date of Birth: | vl_l:l_l | Gender:
» Eligibility Lists
» Admission and Discharge Forms YBEALEE L |EE
» Utilities

10. Click Relate to Client to add the relationship information.

= = — =

8B caris

Login Name: TRAINING_01 CARIS
Login Time: 8/3/2006 9:13:57 AM

CARIS 1.1.02

£ Harold Potter (o027

Cases | Details | Relationships | Address Book | Close

¥ CARIS ﬁi Contact Details (voldmort, Evil Wizard)
Waiting Lists
» Archives
» Beds 1
» Reports Family Name: Voldmort Given Name: Evil Wizard
» Organization Notes Preferred Name: Evil Wizard Aliases:
¥ Eligibility Lists Date of Birth: 01-Jan-00 Gender: Male
» Admission and Discharge Forms Date of Death:
» Utilities

Address Book
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11. 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

Relationship Type: I 'l
Relationship: “Granger, Hermione" is thela I 'I af "Harold Potter”
Start Date: |2005-09-05 = Encl Date: | =~

=

Mates:

=

. i Create Relationship

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

{7 Jason Marceau

Cases | Details | Relationships | Address Book | Close
¥ CARIS Relationships (Marceau, Jason)
Wiaiting Lists
» Beds
» Higibility Lists Person Type Relation Start Date End Date lits
» Reports Desn, Steve Family Cousin 20050712 'j Edit
» Facility Hotes Farrington, Michael Social Friend 2005-08-26 Edit
» Alerts

Fage(s) 1

Mew Relation

For any person who is related to a client, their address information is now part of the
client’s address book.
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. , . .
Update a Client’s Relationships
With the Client in context
1. Open Relationships
2. Click Edit
Michael Farrington
Cases | Details | Relationships | Address Book | Close
v CARIS Relationships (Farrington, Michael)
Wating Lists
» Beds
» Eligibility Lists Person Type Relation Start Date End Date lits
» Reports Farrington, Steve =
Relationship
» Facility lotes Reginald, David Ecit
Relationship Type:
» Alerts Marceau, Jason Ecit
“Reginald, David"is © of “Farrington, Michael"
jro et Page(s}: 1
End Date:
hites Relstion I
3. Change the end date or add a note
4. Click Save Relationship
ﬂ Harold Potter (1000127)
Cases | Details | Relationships | Address Book | Close
¥ CARIS Relationships (Potter, Harold)
Waiting Lists
» Archives
» Beds Person Type Relation Start Date End Date Hts
» Eligibility Lists Dursley, Dudley . - Edit
Relationship
Report i
» Reports Dursley, Petunia Relationship Type: IﬁSncial - Eiit
» Organization Hotes Dursley, Wernon . Edit
. “"Granger, Hermione" is thess IFnend | of "Patter, Harold"
> G Dean, James Edit
! Start Date: IQDUB-DQ-DE
Granger, Hermiol Edit |
End Date: [eove-0se v|
Woldmaort, Evil Wi Edit
S Motes: Harry and Hermione kad 2 fight = —I
Weasley, Ran Edit
I
Pagel=) 1

End a relationship by
entering today's date

Save Relstionship Cancel |
Relation l
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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,

1. Click Edit

2. Enter today’s date as the “End Date”

3. Add a note about why you are doing this
4. 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.

Workflow Diagram

CARIS Conbaxt <

Perform
. Grese Glient
Elient search e Slen
Create Chent

[ | fl l

§ Ralaticnahips Addrass Book
Casad Many Detailz Meanu Manu Manu Close Manu
: v y :
Edil Climnd:
Gl Contaiatby Basic & Extended New Consact ar Edic Ralationshi Andress, plose_
Demaographics Relation phille- - E T Telephone, Email Chent File
and
5
Return to
Perform Contact l CARIS
search context
Relate Contact
Clianit
L Craats/Edit
Contact's
relalicnships
Exercise 2

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

2
3.
4

Click Add Address (or Add Telecom or Add Email)
Fill out the fields in the “Address” form and click Create.

To update an address, click the + sign next to the appropriate address.

Click Edit, Add Person or Del. Save changes.

ﬂ Luke Skywalker (ioa14)

Cases | Details | Relationships | Address Book | Close

Add new address, telephone, or email info.
¥ CARIS Address Book (Skywalker, Luke)
Waiting Lists
» Archives . .
Use this filker to display only addresses, e i | acre | sgdere
. il - ress elecom maill
b =i phone, or email OR all types. W
» Eligibility Lists —
» Reports Address Details Person Use Start Date End Date Hote
» Organization Hotes
> Utilities & aAddress:  420-cq Editaddress, delete address,
or add another person who
@ Address: 00 e resides atthe address
ddress:  01- 1234 death st., death star, pC, VBMONZ, CA
Address expanded | . Loc: 01 - 1234 death st Home
for editing desth star BC VEMONT Skywalker Fhalin bddress 200801 Edt
ca
Eciit | Add Persan Del
@ Address: 1st Alley, Whalley, BC, V2V3¥3, CA /
@ Address: 456 Pender St, Vancouver, BC, V5R2B7, CA Change
Usage
[+] Address: 1 Meteorite, Marsville, BC, L2L 2L 2, CA
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Status: I Active 'I

Street; |1 23 4th Ave Apt rSuite #

City: I\-"anu:u:uuver

Province: | British Calumbia - Postal Code: |vwwn
Country: I Canada I

HEf eSS s 2nd houze on the left =]
T =l
L]
Directions notes will display first without opening an
address +) Save Changes | Cancel |

Relate person to Address

Address: 123 dth Ave, Yancouver, BC, YOVODW0, CA

Perzon: I Organa, Leia J

=ange: IH::ume Address j

Start Date:  [2008-03-12 = End Date: | ==
Uzage Motes: =]

At home July-2August yearly
\ i

Usage notes - when does the contact live here?

| Save Changes I Canu:ell

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.
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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.

Exercise 3

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

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:

3. Name 3 possible relationships that a client might have on file:
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Module 5: Creating Cases

At the end of this module, participants will be able to:
List the 4 phases of client service
Create a case
Accept or Reject a Referral.

Admit a client.

o M W NP

Discharge a client.

“Case” and “referral” are used interchangeably in CARIS.

O

The 4 Phases of Client Service

There are 4 phases of client service (referral, pre-admit, active, and follow-up phase) and
each of these phases is modelled in CARIS.

1. Referral Phase (intake)

During this phase you might continue to prepare the paperwork, wait for the client to
decide to work with you, investigate the client’s suitability for a program, conduct an
admission interview, or decide against intake. In CARIS, you might create a client or
you might wait for confirmation before creating the client.

2. Pre-admit Phase (waiting list for service)

During this phase, you might place the client on a waiting list or cancel the case. In
CARIS, you would create a case, accept the case, and add the client to the Wait List.

3. Active Phase (Admit)

Once you admit a client, the client is now receiving services, and you are documenting
services. In CARIS, you would admit the client and update the case notes.

4. Follow up Phase (Discharge)

The client is discharged as the clinician and client conclude active services are no longer
needed and the case is closed. In CARIS you would discharge the client and close the
case once all of the documentation had been received.
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Graphically the four phases might look like this:

Referral Phase Pre-Admit Phase Active Phase Follow-up Phase

Case Created by
Administrators Administrators move the case theeugh its phases

Case Phase Movement is
controlled in the
Case Summary Window

Client Created by Administratars S”&Tﬁw
. 1 W LT
-_— ¢
» L
Accept Referral Admit Case D%Ic:';rlga Close Case

y

Reject Refarral Cancel Casa Q @

Generate Forms &

ﬁ Reports
Farms &

Waitlists
i Fepors
henus
Details Manu -
¥
('. 'I'\
v Add o Waitist F
Basic & Extended ¢ g
Damographics
Manage A
Case Plan Generate Forms &
___Reports
Case Forms &
Addr:'ﬁuaook g@l Flan Reports
Assign Participants Menu Menus
1!r Participants ¢
0] enu a0
E Tel Address‘é i Objat}.ﬁvas.sa;nd
6 elaphone, Emai | Actions
E ! v
[i+]
L ﬂ o Add Case
b Add Affiliate Mar
e}
2 ; il
= Client Relaticnships
2
Q -
o Relationships Cases Case
g Menu Manu Forms Manu
o :
@ [ [
T L 4 k. 4 4
5 y
~ Creata/Edit Assign Seif to Il
E Relationships Case Add Cass Notes
|_
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Create a New Case
To create a new case:
1. Bring the Client into context
2. Open Cases. The “Case List” will display.

3. Click New Referral to start the process of creating a case.

ET— | ) D

Open Cases and the
Case List will display

2 Harold Potte 7

Case: etails | Relationships | Address Book | Close /

¥ CARIS Case fist
Walting Lists
» Archives
» Eligibility Lists Case Status Fiter: IAH—;,
» Reports
» Organization Hotes Case Type Case Status Location Start Date
» Ltilities ATP Active - Treatment 1]} 2006-08-12 Assinn

Page(s) 1

External Cases

To create a new case, click here ;! Nevy Referral l

ﬂ Harold Potter (1000127)
Cases | Details | Relationships | Address Book | Close
v cams Create Referral
Waiting Lists
» Archives
» Beds Effective Date: |2nna.na.nﬁ v| Caze Type: | B
> CIigiiEs Referral Mode: I B Referral Source: I J
» Reports Mates H
» Organization Hotes
» Utilities
I
/ =

The “Create Referral” window that appears contajnsa series of fields. The effective date
(which defaults to today’s date) must be eptered, and a selection from each of the drop
down lists must also be made. The * s” field is optional.

4. Click Create Referral
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Accept a Referral

1. Click on My Cases in CARIS context.

T ) D T

Main | Activities Cases

Welcome TRAINING_05 CARIS@NOC

v CARIS
Waiting Lists
Announcements

Archives

Beds

Time: Fiter: ILES‘H honth I

Detail

Eligibility Lists
Reports

Organization Hotes Date Subject Importance

¥ ¥ ¥ ¥ ¥ v

Utilities
Page(s) 1

Add Announcement

2. Click View for the case in the Referral phase of client service.

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

My Case List

v CcARIS
Walting Lists
» Archives Case Status Fiter:
» Beds
» Reports Case Type Case Status Location CARIS ID Client ame Start D
» Referrals Bifrost Reterral MATC_3 1000553 Muttin, Cranberry O 2006-0K19
» Organization Hotes
» Eigibility Lists Page(s) 1
> Aleits
» Admission and Discharge Forms
» CaseForms
» Utilities
3. Click Accept Referral to accept the case.
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v CARIS Case Summary
Waling Lists
» Archives
> Beds Case Type: Bifrost Referral Date: Aug-19-2008
+ Reports Case Status: Referral AcceptRefect Date:
Case ld: 22926 Admission Date:
¥ Referrals Case Manager: CARIS, TRAIMNG_01 Est. Discharge Date:
Referral Ohservation Referral Source: CYMH Discharge Date:
» Organization llotes Referral Modle: Email Case Close Date:
» Higibility Lists Phase Days: a
b Alorts Reaquire Care Plan: Na Respite: Mo
Forensics Referral: N

» Admission and Discharge Forms
» CaseForms

» Utilities

Client Designation:
MHA Status:

Bed Information:
Waitlist Information:

Referral lNote:

Designation Date:
Admission Type:

Reject Referral

Accept Referral

Cancel Case. IAﬂmnl Dischargs Wl Cioss cass |
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Once the proper forms have been processed, clicking the Accept Referral button will
give you the option to accept the case.

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

v CARIS Accept Referral
Waiting Lists

» Archives
» Beds Effective Date: =
» Reports
» Referrals
» Organization Notes
» Eligibility Lists

ion and Discharge Forms

Accepting the case changes the phase of client service to Pre-Admit.

If you choose Reject Referral, you will be asked for a “Rejection” category and a
“Rejection Reason”.

ss Book | Close Summary | Participants | Case Plan | Case History | Close

Reject Referral

Effective Date: 2005-08-09 =0
Rejection Category: Rejection Reason: | -

Notes:

Reject Referral Cancel

Admit a Client

1. Click on My Cases in CARIS context.

2. Click View for a case in the Pre-Admit phase of client service.

Wain | Activities | My Case:
v caRis My Case List
Walting Lists

» Archives Case Status Fiter: [T
» Beds
» Reports Case Type Case Status Location CARIS ID Client lame start Date
» Organization lotes Bifrast Pre-Admtt MATC_3 1000314 Skywalker, Luke  2006-08-19
» Eligibility Lists Bitrost Pre-mit MATC_3 1000559 Muftin, Cranberry O 2006-08-19
» Utilities

Pal
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3. Click Admit.

 searcn | auscarcn | ety |
2 Cranberry Muffin (ioonsss) Bifrost (22326) Pre-Admit
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
¥ CARIS Case Summary
Waiting Lists
» Archives
» Beds Case Type: Bifrost Referral Date: AugH19-2008
Case Status: Pre-Admt AcceptReject Date: AugH19-2008
» Reports -
case Id: 20326 Admission Date:
b DEEEE Case Manager: CARIS, TRAINNG 01 Est. Discharge Date:
» Organization Notes Referral Source: CYMH Discharge Date:
» Eligibility Lists Referral Mode: Email Case Close Date:
> Aleits Phase Days: ]
» Admission and Discharge Forms HenqisgeiCarsRbe o CLLTIls o
Cleat & A » Forensics Referral: Mo
LA L L o ) Client Designation: Designation Date:
» CaseForms MHA Status: Admissien Type:
» Utilities Bed Information:

Waitlist Information:

Referral lote:

W reectroiera W acceptreforal - Cancel Case Dischargs Jll Close Cass [

If all of the required client demographic information has not been collected, you may
receive an error message such as the one displayed here. Clicking on the error message
will take you to the client demographics for entry.

Error: Missing Criteria or Integrity Check(s) Failed

Missing Criteria

Type Element

Party Detailz Aboriginal Crigin MISSING
Party Details Ethno-cultural Background OK
Party Detailz Guardianship Status OK
Party Details PHM OK
Party Details Birth Diate oK
Locations Postal Code Click the words to MISSING
Locations Lddress make changes =t missiic
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1. Select “Admission Type” from the list in the drop down box and use the calendar to select
an “Est Discharge Date”.

2. Click Admit.

ﬁ Betty BOOP (1000324)

Bifrost (14917) Pre-Admit

» Organization llotes
> Eligibility Lists
> Alerts

» Admission and Discharge Forms

» Clinical Forms and Assessments

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v cans Admission Detail
Waiting Lists
» Archives
» Beds Eifective Date:
» Reports Admission Type:
> Referrals MHA Stetus:

Admitting the case changes the phase of client service Active.

Discharge a Client

When you discharge a client, you effectively cease to work with the client on this case
(discharge from active service), but the case remains open and will appear on the client’s
Case List, until you close the case. This is the Follow-Up Phase of client service.

To discharge a client,

1. Bring the Case into context

2. Open Cases and then click View for the appropriate case
3. Click Discharge

» Utilities

_ e e gt m i m g e
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v camls Case Summary
Waiting Lists
» Archives
» Beds Case Type: Bifrost Referral Date: Aug-11-2008
Case Status: Active Accept/Reject Date: Aug-11-2008
» Reports 8
Case Id: 13568 Admission Date: Aug-11-2008
» Referrals Case Manager: CARIS, TRAINING_01 Est. Discharge Date: Aug-31-2006
» Organization Notes Referral Source: School District Discharge Date:
» Eligibility Lists Referral Mode: Email Case Close Date:
» Alerts Phase Days: 0
» Admission and Discharge Forms Require Care Plan: No Respite: No
= = —r = Forensics Referral: No
L inical Forms a Ssessments Client Designation: Designation Date:
» Case Forms MHA Status: Voluntary Admission Type: Treatment

Bed Information:
Waitlist Information:

Referral Note:

B
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4. Fill in the appropriate fields

5. Click Save

£ Harold Potter (o00:zr)

Cases | Details | Relationships | Address Book | Close

Bifrost (13398) Active

Summary | Participants | Case Plan | Case History | Close

¥ CARIS

Waiting Lists
Archives

Beds

Reports

Referrals
‘Organization Notes
Eligibility Lists
Alerts

4 ¥ ¥ ¥ vy ¥y v vy

Case Face Sheet
Meeting Minutes

Provigional Diagnoses

Alerts Report

Digcharge Form

» Case Forms

» Utilities

The “Case Summary” window will display showing the discharge date.

The discharge date is created by clicking the Discharge button.

Admission and Discharge Forms

Psychiatric Admission Motes

Child Care/Mursing Admission Notes

¥ Clinical Forms and Assessments

Cases | Details | Relationships | Address Book | Close

Discharge Form

Discharge Date:

Reason:

Responsible Agent:
Discharge Note:

Summary of Services Received:

Posi-Service Recommendations:

NiA

.

Summary | Participants | Case Plan | Case History | Close

v CARIS
Witing Lists
» Archives
» Beds
» Reports
» Referrals
» Organization Hotes
» Eiigibility Lists
> Alerts
» Admission and Discharge Forms
» Clinical Forms and Assessments
» CaseForms
» Utilities

Case Summary

Case Type: Bifrost
Case Status: Follow-up
Case ld: 13704
Case Manager: CARIS, TRANNG_(
Referral Source: Schoal
Referral Mode: Mail/Courier
Phase Days: 0

Require Care Plan: Mo
Forensics Referral: No

Client Designation:

MHA Status: Involurtary

Bed Information:
Waitlist Information:

Referral Note:

Referral Date: Aug-11-2006
AcceptReject Date: Aug-1-2006
Admission Date: fug-11-2008

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

Respite: [

Designation Date:
Admission Type: Assessment

Aug-13-2006 11:29 AM

l Reject Referral l Accept Referrsl l Cancel Case lAdmnl Discharge I Close Case '
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Close a Case

Closing a case means that you will no longer be working with the client on this particular
case, nor will any of the case affiliates or members. The Case will be closed and will no
longer appear on the client’s “Case List” of active cases. You will be able to view the
case by selecting the “Closed” filter in the client’s “Case List”.

1. Bring the Case into context
2. Open Cases and then click View for the appropriate case

3. Click Close Case

_——eo o P LT T T rr—
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
¥ caRis Case Summary
Walting Lists
» Archives
» Beds Case Type: Bitrast Referral Date: 112008
Case Status: Follow-up AcceptReject Date: Aug1-2008
» Reports o
case Id: 13704 Admission Date: Lug1-2008
» Referrals Case Manager: CARIS, TRANMNG_M Est. Discharge Date:
¥ Organization Hotes Referral Source: Schoal Discharge Date: Augr13-2006 11:29 AM
» EHigibility Lists Referral Mode: MsilCourier Case Close Date:
» Alerts Phase Days: ]
» Admission and Discharge Forms Require Care Plan: No Respite: to
No
» Clinical Forms and Assessments F=rr T
» Case Forms Involurtary Admission Type: Assessment

» Utilities

Referral Note:

l Reject Referral l Accept Referrsl l Cancel Case lAdmnl D\sn:harg{! Close Case ’

Note that “closing a case” is not the same as “closing a client”. “Closing a Client” returns
you to CARIS context. “Close Case” is a point of action in CARIS which moves the case
from Follow-up Phase (see Appendices — 4 Phases of Client Service). “Case Closed” in a
business context means that the case is closed.

6B cARIs

Login Time: 81112006 1:53.06 P eron | | soarch | adv Search | _telp |
CARIS 1.1.02 Login Time: 8/11/2006 1:58:06 PM lemon Clients v Adv Search

£ Lemon Drop (o020 Bifrost (13568) Follow-up
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v camis Close Case X
Waiting Lists
» Archives

» Beds Effective Date: 2006-08-11 =
> fepcs -

» Referrals
> Orasnization liotes
» Eligibility Lists

» Alerts

» Admission and Discharge Forms

¥ Clinical Forms and Assessments
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4. The “Close Case” window will display.
5. Select the effective date for closing the case
6. Select a “Case Close Status” from the list in the drop down box
7. Click Close Case
Cases | Detais | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v caris Close Case

Waiting Lists

Archives

Beds Effective Date: 2006-08-11 [E=l\
Reports Case Close Statue:

»

»

»

» Referrals

» Organization Notes ‘
» Eligibility Lists —

»

»

»

Alerts
Admission and Discharge Forms

Clinical Forms and Assessments

The “Case Summary” will display with the date and reason shown and no other options
available. The Case is closed and no further information can be added to the case. Note
the “Read Only” status in the context bar.

& caris

Login Time

2 Lemon Drop (ioozn Response Residential (34306) [Read-Only] closed
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v CcARIs Case Summary
Walting Lists
» Archives
» Beds Case Type: Response Residential Referral Date: Sep-14-2006
Case Status: Closed AcceptReject Date: Sep-14-2006
» Reports L
Case ik 34305 Admission Date: Sep-14-2006
» Referrals Case Manager: MCPHEE, ['AN Est. Discharge Date:
» Organization Hotes Referral Source: Boult Mertal Heath Discharge Date: Tep-14-2006 532 Ph
» Eligibility Lists Referral Mode: Fax Case Close Date: Sep-14-2006
» Alerts Phase Days: 4
» Admission and Discharge Forms Require Care Plan: Ha Respite: Mo
» Clinical F e — Forensics Referral: Mo
inical Forms and Assessmel Client Designation: Designation Date:
» Case Forms MHA Status: Involuntary Admission Type: Treatment
» Uilities Bed Information:

Waitlist Information:

Referral Hote:

RejeEt RETertal Aecept Referral Cance] EasE [DisChErHE Clse Caae
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A4S

If the case is in the referral phase, the available options are to Reject Referral or Accept
Referral; in the pre-admit phase, to Admit or Cancel; in the active phase, to Discharge;
in the discharged phase, to Close.

of ]

To move a case through the phases, you must be on the Case Summary.

Cases are cancelled for organizational or client reasons. Case created in error is an
example of an organizational reason; moved, non-compliant are examples of client
reasons.

Rejected referrals do not appear on the client case list.
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Exercise 1

1. For the client you created in a previous module, create a referral and reject the
referral.

2. For this same client, create a second referral, accept the referral, and cancel the
case.

3. For this same client, create a referral, accept the referral, admit the client,
discharge the client, and close the case.

4. For this same client, create a referral, accept the referral, and admit the client.

Learning Checkpoint

1. Knowing what phase your clients are in is essential in CARIS. For each of the
following questions, check the phase which applies:

Referral | Pre-Admit | Active | Follow-up
Phase Phase Phase Phase

You decide not to accept
the referral.

You are adding a progress
note to the file.

You have discharged the
client.

You have decided to admit
the client.
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Module 6: Manage Waitlists

At the end of this module, participants will be able to:
1. Add a Client to a waitlist for service

2. Admit a client or cancel a case

Waiting lists in CARIS are used as a way of prioritizing clients for program services.
Waiting Lists can be quickly viewed in CARIS context by clicking Waiting Lists in the
Navigation Tree. In this view, you can edit waitlist notes or change the priority for a
client by clicking View.

I | ) )

Main | Activities | My Cases

» Organization Hotes
» Efigibility Lists
¥ Utilities

Betty Boop (o2

Cases | Details | Relationships | Address Book | Close

Waiting Lists Summary

¥ CARIS
‘Wating Lists
» Archives
» Beds Hame
» Reports Waiting List (Bifrost) Wiy

Waiting List (Careplan Consultants)
Waiting List (Community Outreach)

Waiting List (Crossroads Mon-
Reszidertial)

Waiting List (Crozsroads Residertial)
Waiting List (Dala Residentisl)
Waiting List (Dala Non-Residential)
Waiting List (Response Community)

Waiting List (Response Residertial)

Waiting List (Response Mon-Residential)

Court Ordered Assessment (14646) pre-Admit

Summary | Participants | Case Plan | Case History | Close

» Admission and Discharge Forms
» Clinical Forms and Assessments

» Case Forms

» Utilities

v caRis Waiting List
Waiting Lists
» Archives
» Beds Priority:

> Eligibility Lists Full Name: Case Number;  |1450¢
P (Reports Dste Addect | 2 005

» Case Transfers TR

» Referrals

» Organization Notes

» Alerts

Wiew

Wiew

Wiew

Wiew

Wiew

Wiew

Wiew

Wiew

el e e

Wiew

o
@
=3
o)
a
-
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Add Client to a Waitlist

Bring the Client/Case into context.

Open Waiting Lists in the Navigation Tree.

Select the appropriate Waiting List and click View.
Click Add to Waitlist.

A

Betty Boop (uoeza Court Ordered Assessment (14646) pre-Admit

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v cams Waiting List (Court Ordered Assessment)
Vysiting Lists

» Archives

» Beds Priority  Full lame CARIS ID Case 2 Date Added Hote

» Eligibility Lists

» Reports Page(s1 1

» Case Transfers

> Referrals

ization lotes

and Discharge Forms

and Assessments

When the client is on a waiting list you can access the client details by clicking on the
Full Name link. To access the case details, click the Case # link.

N T ) O

Main | Activities | My Cases

o Waiting List (VHRP)
Waiting Lists
» Beds
» Eligibility Lists Priority  Full Hame CARIS ID Case # Date Added Note
» Reports 1 Templar, Sarah Jean 1000257 a310 2006-07-05 Ed
» Organization Notes 1 Drew, Nancy 1000313 8593 2006-07-21

2 Imnln@mu 1000237 5290 2005-12-29

Page(s): 1
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Admit a Client or Cancel a Case

CARIS automatically removes a client from the Waiting List when you Admit or Cancel
a Case

1. Bring the Client/Case into Context (remember it must be in Pre-Admit phase).

2. Inthe “Client Summary” window, click Admit (now the case is in Active Phase).

RIS
Betty Boop (ioas2e) Court Ordered Assessment (14646) Pre-Admit
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
¥ CARIS Case Summary [ Lence |
eiting Lists
» Archives
» Beds Case Type: Court Ordered Assessment Referral Date: Aug-12-2008
R Case Status: Fre-Admit AcceptReject Date: Aug-12-2006
» Higibility Lists -
Case I 14645 Admission Date:

» Reports Case Manager: CARIS, TRAINING_01 Est. Discharge Date:

- B e Referral Source: Community Living Services Discharge Date:

» Referrals Referral Mode: MailiCourier Case Close Date:

» Organization Hotes Phase Days: o

» Alerts Bed Information:

» Admission and Dissharge Forms Waitlist Information: iaitlist Enrollinert by TRAINNG 01 CARIS (2008-08-12 17:22) ricrity: 1

» Clinical Forms and Assessments

» CaseForms Referral Hote:

> Utilities

N reiectRetera W Acosnt Referral Cancel Case Discharge Close Case
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5. Select “Admission Type” from the list in the drop down box and use the calendar to select
an “Est Discharge Date”.
6. Click Admit.

L 5 Betty Boop (00324 Bifrost (14917) Pre-Admit

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

» Referrals
» Organization lotes

MiHA Status:

Est Discharge Date:

L JEd

v canis Admission Detail
Wating Lists:
> Archives
» Beds Effective Date: =
» Reports Admission Type:

» Eligibility Lists
> Alerts

» Admission and Discharge Forms
» Clinical Forms and Assessments

» Case Forms

» Utilities.

7. Open Waiting Lists in the Navigation Tree.

8. Select the appropriate Waiting List and click View.
9. The client no longer appears on the Waiting List.

Address | ] https:fleader mef.qov.be.cajcaris_sys_testjdeFault,asp

{1 Betty Boop (nsze Court Ordered Assessment (14646) Active

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

v camis Waiting List (Court Ordered Assessment)
Waiting Lists
» Archives
» Beds Priority  Full Hame CARIS ID Case # Date Added Hote
» Eligibility Lists
5 CpenD Pagels) 1

» Case Transfers

» Referrals Add to Walist Cancel

» Organization lotes
> Alerts

* Admiasinn and Nicrharaa Enrme

S

Every case type has its own Waitlist.

To add a client to a Waitlist, the case must be in the Pre-Admit Phase, otherwise the Add
to Waitlist button will be grayed out.

A client can be on more than one Waitlist.
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Exercise 1

Create a new case and bring into pre-admit phase.

Accept the referral.

Add your client to a Waiting List.

Cancel the case.

Confirm the client has been removed from the Waiting List.

agrpwdE

Learning Checkpoint

1. What phase must a case be in for a client to be added to a Waiting List?

2. What two actions will remove a client from a wait list?
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Module 7: Working with Cases

At the end of this module, participants will be able to:
Identify for a client the phase of client service
Assign self to case.
Add a member to a case.

Search the history on a case.

o~ W NP

Add an alert to a case.

Assign Self to Case

\ Full Access: you can assign yourself to a case at any time, for
r@ any location to which you have access rights.

Limited Access: you can assign yourself to a case only if
you have worked with the client on a previous case, and you
can only add yourself to a case to which you have security access.

Cl
o

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

1. Search for the client
2. 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 assign yourself an access level.

£ Cranberry Muffin (oosss

Cases | Details | Relationships | Address Book | Close

¥ CARIS Case List
Wating Lists
» Archives
B==
b [T Cagze Status Fitter. m B
» Organization Hotes
» Eligibility Lists Case Type Case Status Location Start Date

» Utilities Bifrost Followe-up MATC_3 2006-05-19 Assign

Page(s) 1

Mewy Referral

External Cases
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£ Cranberry Muffin (uosss)

Cases | Details | Relationships | Address Book | Close

¥ CARIS

Watting Lists
Archives

Beds

Reports
Organization Hotes
Eligibility Lists

¥ ¥ ¥ ¥ v v

Utilities:

Exercise 1

Start Date

Client hame:

Member Mame

Case Access:

Reasan:

Assign Case Member

oz [EH
ErErE—

End Date E=
Caselet [22326

Rale |Chi|d Care Counselor ;I

Aasigning self to cese reason.

l Azzign Case Member I Cancel I

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

View Case Summary

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

Cranberry Muffin (ooosss)

Cases | Details | Relationships | Address Book | Close

i t (22326) Referral
Summary | Parti)ipants | Case Plan | Case History | Close

v CARIS
Waiting Lists
» Archives
» Beds
» Reports
v Referrals
Referral Observation
» Organization lotes
» Eligibility Lists
> Alerts
» Admission and Discharge Forms
» CaseForms
» Wilities

Case Summary

Case Type:
Case Status:

Case Id:

Case Manager:
Referral Source:
Referral Mode:
Phase Days:
Require Care Plan:
Forensics Referrak
Client Designation:
MHA Status:

Bed Information:
Waitlist Information:

Referral Hote:

Bifrost Referral Date:
Referral AcceptReject Date:
2326 Admission Date:
CARIS, TRAINNG_01 Est. Discharge Date:
CYMH Discharge Date:
Email Case Close Date:

0

Mo Respite:

)

Designation Date:
Admission Type:

Aug-19-2008

Ho

Reject Referral I Accept Referral I Cencel Case lAdmrIl Discharge l Close Case l
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View Case History

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

2 Cranberry MUffin (oonsss Bifrost (22326) Referral

Summary | Participants | Case Qlan | Case History | Clyse

Cases | Details | Relationships | Address Book | Close

« canis Case Summary
Witing Lists
» Archives
» Beds Case Type: Bifrost Referral Date: Aug-19-2008
Case Status: Referral AcceptReject Date:
» Reports )
Case I: 22326 Admission Date:
¥ Referrals Case Manager: CARIS, TRAINNG 01 Est. Discharge Date:
Referral Ohservation Referral Source: CYMH Discharge Date:
» Organization Notes Referral Mode: Email Case Close Date:
» Higibility Lists Phase Days: a
B Mo Require Care Plan: o Respite: Mo
Admission and Discharge F Forensics Referrak No
B (= e o (e Client Designation: Designation Date:
> Erams MHA Status: Admissien Type:

» Utilities Bed Information:

Waitlist Information:

Referral Note:

W Feiect Referral I Accept Referral l Concel Case lAumnl Discharge |l Close Case [

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.

CARIS 1.1.03 erelim (R

Login Tim

frun———Joiens_-I| Soarch | AdvSearch | oty

ﬁ Apple Fritter (100056 1)

Cases | Details | Relationships | Address Book | Close

Bifrost (23423) active

Summary | Participants | Case Plan | Case History | Close

¥ CARIS
Waiting Lists
» Archives
» Beds Keywoard:
» Reports Activity Type:
» Referrals Start Date
» Organization Hotes
Enil Date:

» Eligibility Lists
» Alerts

» Admisgsion and Discharge Forms
» Clinical Forms and Assessments

» Case Forms

Search Case History

IDme of Sctivity =
|arz1 2006 v|

|arzsxzuus v|

ey o e |
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ﬂ Apple Fritter {1000561)

Cases | Details | Relationships | Address Book | Close

Bifrost (23423) active

Summary | Participants | Case Plan | Case History | Close

¥ CARIS
Waiting Lists
» Archives
» Beds
» Reports
» Referrals
» Organization Hotes
» Eligibility Lists
» Alerts

» Admission and Discharge Forms

Case History

#| Psychiatric Admis<ion Hotes (2006-03-24) /

Accept Activity
Admission

| Admission Form 4 - Meeting Minut

(2006-08-24) {

+| Referral Observation (2006-08-24)

#| Provisional Diagnoses (2006-08-24)

.+ DSM-IV Diagnostic Assessment (2006-08-24)

Update Case Member

Referral Observation

Provizsional Diagnoses

DSM-IV Diagnostic Assessment
Admission Farm 4 - Meeting Minutes
Psychiatric Admission Hotes
Progress Notes

» Clinical Forms and
» Case Forms

» Utilities

£ Provisional Diagnoses (2006-08-24)

£ Progress Hotes (2006-03-24)

£ Progress Hotes (2006-03-24)

=

4 Update Case Member (2006-08-22)

4 Update Case Member (2006-08-22)

+| Update Case Member (2006-08-22)

+| Update Case Member (2006-08-22)

+| Update Case Member (2006-08-22)

+| Update Case Member (2!"]5-08-29/

£ Update Case Member (2uu55|a-/22)

Page(s): 12

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.
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Add Case Participants

There are 2 types of case participants: affiliates and members.

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.)

Workflow Diagram - Add Case Participants

Assign Paricipants

ClienLCﬂntext Case Context
,, \ A
Pesform it B
@ Cliart I
seanch Parlicipants
Felesnu
Cases Perform Ferform
Menu @ Contact Member
saarch search
! ...... - .
Case Lisl Q * g
Croate Mow i Assign Case
Assign Self o Contact [affiliase} fdd to Case Member
Cage
4
Add o Casa
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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.

€1 Michael Farrington Cymh Outreach (1289) Pre-Admit
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Activities | Close
v CARS Case Summary
‘Wiaiting Lists

» Internal Referrals

T ey Case Types Cymh Outreach Referral Date: Aug-04-2005
e Case Status: Pre-admit AcceptReject Date: Aug-04-2005
> Higibility Lists s
Case Id: 1288 Admission Date:
» Reports Case Manager: One, Ann_3 Est. Discharge Date:
> Facility Hotes Referral Source: seit Discharge Date:
» Casellotes Referral Mode: wialkin Case Close Date:

Bed Information:
Waitlist Information:

» Case Forms

» Tools and Utilities

Cancel Case

1. Open Participants

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

@B caris

Michael Farrington Cymh Outreach (1289) Pre-Admit
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Activities | Close
v caRis Participants List
Waiting Lists

» Internal Referrals
> Case Transters
» Eligibility Lists Hame Case Access Start Date End Date

One, Ann_3 Case Manager 2005-08-04 Remove
Huber, Anna-Maria Case Warker 2005-08-08 2005-08-30 Remove

» Reports
» Facility llotes

o
&
-
a2
&

» Case llotes

» CaseForms =
B Affiliates

Hame Role Start Date End Date
Reginald, David Genersl 2005-08-22 Remove
Dean, Steve General 2005-08-22 Remove

» Tools and Utilities

o
g
-]
a
&

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.
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£2 Michael Farrington Cymh Outreach (1289) pre-Admit
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Activities | Close
v caRis Contact Search Results
wWiatting Lists
» Internal Referrals
» Case Transfers CARIS ID Contact Hame Birth Date
» Eligibility Lists PTHER-100000038 Theresa, Elizabeth 1902-04-12
» Reports
» Facility Hotes Page(s): 1
» Case Hotes
» Case Forms l Advanced Search I Create Cortact l
» Tools and Utilities

E

Click Add to Case.

EEE T ) 0

Betty Boop (iooasza) Bifrost (14917) Referral
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v camss {7 Contact Details (Drop, Lemon)
Waiting Lists
» Archives
» Reports Family Hame: Drop Given Name: Lemon
» Referrals Preferred Hame: Fuzzy Lemon Aliases: Fuzzy Lemon
» Organization llotes Date of Birth: 01-Jan00 Gender: Female
» Eligibility Lists Date of Death: :
¥ Alerts Address Book |
General Alerts
Sepstelson Alerts Addlto Case Acidress Book Exit Contact
Alerts Report
» Admission and Discharge Forms
» CaseForms

5. Click Add Case Affiliate.

Betty Boop (uoeze Bifrost (14917) Referral
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v cams Add Case Affiliate
iting Lists
» Archives

» Reports Cliertt Name: Eoop, Betty B Case ld
Referral

» Organization Hotes

» Higibility Lists

v Alerts
General Alerts

Supervision Alerts




CARIS —Administrators’ Manual Module 7

If the person is NOT in the system, 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.

 Search | | Heip |
€1 Michael Farrington Cymh Outreach (1289) Pre-Admit
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Activities | Close
v CARIS fi Contact Details (Theresa, Elizabeth)
Wiaiting Lists

» Internal Referrals

> Case Tiansters

» Eligibility Lists Family Hame: Theresa Given Hame: Eiizabeth

» Reports Preferred llame: Mather Alinses: .

» Facility llotes Date of Birth: 12-Apr-02 Gender: Female

» Case Hotes Date of Death:

» Case Forms | Address Book ‘

» Tools and Utilities | @ Relationships |
Addto Case Relate to Clisrt Relationships Aidress Book Ecft Cortact

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

f2 Michael Farrington Cymh Outreach (1289) pre-aAdmit
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Activities | Close
Participants List
» Eligibility Lists Hame Case Access Start Date End Date
T One, Ann_3 Case Manager 2005-08-04
Huber, Anna-he CaseWark 2005-08-08 2005-08-30 R
S e, Arna-Maria ase Worker
» Casellotes Pageir 1
» CaseForms -
Bl Affiliutes
ookl P s llame Role Start Date End Date
Reginald, Davie General 2005-08-22
Dean, Steve General 2005-08-22
Theresa, Elizabeth General | 2005-08-22 2005-10-07

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.
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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.

> w o

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

&8 cARs
Loain Thne: 811112006 1.58.08 PI e fwerces vl search [l advsearch| welp |
CARIS 1.1.02 Login Time. 811112006 158,08 PM Jearis Members P Adv Search
\

€ Harold Potter ooorzn Bifrost (13398) Active L
Casesg | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close =
|
v camis Member Search Results \
Waiting Lists
» Archives ‘
» Beds Member Name Organization -
» Reports CARIS, TEST1
» Referrals CARIS, TEST 2
» Organization Hotes CARIS, TEST 3
» [ Ehoibitiy Lists CARIS, TRANING_02
» Alerts
» Admission and Discharge Forms ot bt
» Clinical Forms and Assessments BAR THANMG 09
» CaseForms CARIS, TRAINING_12 View
» Utilities
Page(s). 1
v
A f-a =]
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5. Click Add to Case

Links

-y~

AOOTESS |#2] https:/ leader. mct.gov.be. cajcaris_sys_test/detault.asp v i

~ o o ]
@B cARIS =
Login Time: 81112005 7:50.08 P s Jwemeen | | Adv Search
Egs Login Time: 8/11/2006 1:58:06 PM st o] b w Adv Search m
2 Harold Potter (oon) Bifrost (13398) Active -
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan| Case History | Close 3
v CARIS Member Details (TEST1 cARIS)
Waiting Lists
» Archives
" 3
» Reports First Name: TEST 1 Last Name: CARIS
» Referrals Title: Organization:
» Organization Notes | Address Book |
» FEligibility Lists
» Alerts Add to Case
» 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.

Links

Address |4 https:fleader.mct.gov.be.cajcaris_sys_testidetault.asp ~| d «©

L £} Betty Boop oouzy Bifrost (14917) Referral

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v canis Assign Case Member
Waiting Lists
» Archives
» Beds Start Date 2006-08-13 B End Date I:l B2 -

» Reports Cliert Name: Bioop, Betty B Case I 14817
> Referrals Memertame [ E s e L
» Organization Hotes

cospccess [ ¥

» Hiigibility Lists

¥ Alerts

Assign Case Member

General Alerts

Supervision Alerts

Alerts Report

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

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.

£ Harold Potter o7 Bifrost (13398) Active &

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

v camis Participants List
Waiting Lists
» Archives
n Hame Case Access Start Date End Date
CARIS, TRAINING_M Case Manager - Full Access 2006-08-10
CARIS, TRAMNG_05 hurse - Limited Access 2006-08-11 2006-08-13
MGAL MITCHELL Case Manager - Full Access 2006-08-12

O Affiliates

Hame Role Start Date End Date

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 1D to your case.
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Create an Alert
There are 2 types of alerts in CARIS:

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. Click on Cases

2. Open Alerts in the Navigation Tree

e e vl seuen | advseorsn |t |

Jason Marceau Program B (35749) Referral
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Activities | Close
¥ YFV CARIS General Alerts
Wiaiting Lists
» Eligibility Lists
II Type Creator Start Date End Date lotes
» Case Transfers
» Reports Page(s) 1
» Organization Hotes
» Client Forms
» Case Hotes
¥ Alerts
SR General Alerts Add Alert [
Supervision Llerts
3. Choose the type of Alert you wish to generate
4. Click Add Alert
5. Select the type of Alert from the drop down list
6. 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
7. 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.

Hotes
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.

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

3. What are the two types of alerts?
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Module 8: 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.

88 caris

Login Tne: 811112006 24717 P i Jwemcen v || Scarch | AdvScarch | el |
CARIS 1.1.02 Login Time: £/11/2006 Z-AT-AT P Members v Adv Search

£ Harold Potter (10021 Careplan Consultants (13523) Pre-Admit

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

v cARlS Goals and Objectives
Waiting Lists
» Archives
» Beds GOAL:  Goal 1 [Scheduled]
» Reports
» Referrals Page(s) 1
» Organization Notes
» Eligibility Lists
» Alerts
» Admission and Discharge Forms

» Case Forms
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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.

4. Click Save, the Goal will be saved with a status of “Active”. Note that until the goal is
saved, the “Status” is greyed out.

8B cARis

Login Name: TRAINING_D1 CARIS
ChId S5 S EE Login Time: 8/11/2006 2:47-17 PM
£ Harold Potter (100121 Careplan Consultants (13523) Pre-Admit
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v CARIS Create Goal
Waiting Lists
» Archives
» Beds Goal ‘ Vl
» Reports User Defined Goat \
b creaoa: —
» Eligibility Lists a
» Alerts !l -
» Admission and Discharge Forms Note:
» Case Forms
» Utilities

Create Objectives

When a Goal has been defined and saved, you can add one or more objectives to the goal.
1. Bring Client’'s Case into context.
2. Open Case Plan.
3. Expand the appropriate Goal by clicking the + sign.
4. Click Create Objective.
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—_ - L . | — —
1 Harold Potter (:u2n) Careplan Consultants (13523) Pre-Admit
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
¥ CARIS Goals and Objectives
Waiting Lists

» Archives
» Beds -] GOAL: Goall [Schetmsd
» Reports Gosl Details: Create Objective
» Referrals Priority: 1 Status: Active
» Organization Notes Critical Date: 2006-08-14

Start Date: 2008-08-18 End Date: 2008-08-18
» Eligibility Lists
» Alerts
» Admission and Discharge Forms
» Case Forms
¥ Utilities Note:

£l OBJECTIVE: Objsctive1 [Scheduled] Creats Action

Page(s) 1
Create Goal
LI
= olen,

5. 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.
Create Objective
Goal: Stop tessing Elmer Fudd
Objective: |user Defined Gbjective =

Uzer Defined Objective: I
Priarity: | ;l Status: | Pending ;l
Critic-al Date: |20IJE-EIEI-1 g v Approach: | General LI
Start Date: |2006-09-15 = End Dste: | =l
El
PMote:
H

Save Cancel

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

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

goal.

ok~ w DN PRE

Open Case Plan.

Click Create Action.
Select “Priority” and “Status” from the list in the drop-down box, select a

Bring Client’'s Case into context.

Expand the appropriate Objective by clicking the + sign.

“Critical Date” and an “End Date”, and add text to “Action” and “Note” fields.

6. Click Save.

¥ CARIS
Waiting Lists
» Archives
» Beds
» Reports
» Referrals
» Organization Hotes
» Eligibility Lists
» Alerts
» Admission and Discharge Forms
» Case Forms

» Utilities

of ]

43

Create Action

Goal:
Objective:
Action
Priority:
Critical Date:

Note:

Goal 1
Objective 1
Action 1

1
2008-08-14

hd Status: Active b

= End Date: 2006-08-14

ED B

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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Q- © HNRERG PHe RA-Z m-4

Waiting Lists ~
» Archives
» Beds =] GOAL: Goall [Scheduled]
» Reports Gosl Detsile: : Create Objective
» Referrals Priority: i Status: Active
» Organization Notes Critical Date: 2008-08-14
Start Date: 2008-08-18 End Date: 2008-08-18
» Eligibility Lists
» Alerts
» Admission and Discharge Forms
» Case Forms
» Utilities Note:
[z OBJECTIVE: Objective 1 [Scheduled] Edit £ Create Action

Priority: 1 Status: Pending Activity

Critical Date: 2008-08-14 Approach: General

Start Date: 2006-08-15 End Date:

Hote:

ACTION:  Action 1

Priority: 1 Status: Active
Start Date: 2006-08-14 End Date: 2006-08-14
v

)

O

of )

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?




CARIS — Administrators’ Manual
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Module 9: Admission and Discharge Forms

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

1. Perform common functions in forms.

2. Complete a client form.

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.

Form Referral Pre- Active | Follow- | Closed

Admit Up

Meeting Minutes X X X

Psychiatric Admission Notes X X X

Diagnostic Classification X X X

Formulation

Child Care/Nursing Admission X X X

Notes

Discharge Form X X

Samples of these forms follow.
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o)

In CARIS, forms often have the following common features/functions:

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).

g

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 arrow heads,
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.

< August 2006 ES

30 3 1 2 3 4 5
E 7 & &8 10 11 12
13 14 15 16 17 18 18
20 21 22 23 24 25 26
27 25 29 30 N 1 2
Today: M 92008

2. Fields with an arrow head at the end of the field when clicked will display a list of
values for you to choose from.

Referral Target: w
hlotes:

Referral Target: v

Notes:

cdlictions

foioptions

it Mental Health

Chile Protection

Acid Attachment Cammunity Living Services E

(Max file size: 20MB) | COMMLINty Service Agency
Cvi

Family Services
General Hospital

Gereral or Family Practitioner
Maples

e
5 Goals & Objectives [NANMIN ]

Freschool ol
PSDHH

Paychistric Hospital

Paychistric Uit

Pychistrist

Fublic Heath

Rehab

Residertisl Facity

School

Social Services and Income Assistance
VFRS

Vouth Services

Cither
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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 a type from the second.

| T D D

€ Cranberry Muffin ocesss)

Cases | Details | Relationships | Address Book | Close

Bifrost (22326) Referral

Summary | Participants | Case Plan | Case History | Close

¥ CARIS
Wating Lists

» Archives

» Beds

» Reports

v Referrals
Reterral Observation

» Organization llotes

» Eligibility Lists

» Alerts

v Admission and Discharge Forms
Carse Face Shest
Alerts Report

v Case Forms
Correspandencs Lag
Documernts Process Management
Legal Order
Personal History
Preserting lssues

» Utilities.

Presenting Issues\ \

Presenting lssues

Reported by:

hlate:

\ ¥ ¥

Date: |2006-08-19 [E=

(Wax file size:
20MB)

Create Note

Clicking Add, adds the value to the box below. This allows you to add multiple values.

To delete a value, highlight the value and click Delete.

€ Cranberry Muffin (oosss)

Cases | Detalls | Relationships | Address Book | Close

Bifrost (22326) Referral

Summary | Participants | Case Plan | Case History | Close

v CARIS

Presenting Issues

Wistting Lists
» Archives
» Beds
» Reports
¥ Referrals
Reterral Observation
» Organization Hotes
> Eligibility Lists
> Alerts
v Admission and Discharge Forms
Case Face Shest
Alerts Report
v Case Forms
Correspondence Lag
Documents Process Managemert
Legsal Order
Personal History
Presenting lssues

» Utilities

Presenting lssues

School Functioning v

[Cognitive or Learning Difficuty
Frofiems in School Behaviour
Froblems in Schaol Wark

Mote:
ot s o
20MB)

Create hiole
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4. Certain forms allow for attachments. To add an attachment, use the Browse button to
locate the attachment on your workstation.

Attachinents:

{Max file size: Browse. .. Addd | | Detach

Click Open when you find the file and then Add when the path appears in the
“Attachment” window.

Aftachments:

{Max file size: ECARISBifrostiCARISPa] [ Browse.. Detach

20MB}

The document will appear in the window below. It is now saved on the CARIS server and
can be viewed in the Case History. However, it can not be removed once you save a form
(use Detach if you change your mind before saving the form.)

Aftachment: Browwse. . | ,ﬂ-.ddl Detachk |
{Max file size: IMB})

CARIS sttach test.doc (19KB)

5. Forms are set up to work from left to right and then down. Shading is used to
designate the different parts of a form.
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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.

6B cARis

Login Time: 81012005 50115 2 by Joies v searen | aavsearcn | e |
CARIS 1.1.02 Login Time: 8/10/2006 5:01:15 PIA harry Clients A Adv Search

Harold Potter (o0012n) Bifrost (13398) Active

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

v CARIS Meeting Minutes
Waiting Listz
Archives

Beds Goal(s):

Reports

Referrals Long-Term Plan(s):

Organization Notes
Eligibility Lists
Alerts Other lzzues:

¥ ¥ ¥ ¥ ¥ ¥ ¥

¥ Admission and Discharge Forms
Case Face Sheet
Meeting Minutes

Peychiatric Admission Hotes Save & Print Finalize & Print

Provizional Diagnoses

Child Care/Mursing Admission Notes
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Psych

iatric Admission Notes

Open Admission _and Discharge Forms in the Navigation Tree and then Psychiatric

Admission Notes.

Enter text in the “Presenting Problems”, “Mental Issues on Admission”, “Diagnostic
Impression on Admission”, and “Initial Plan” fields.
Once the form has been completed, click Save.

Bifrost (13398) Active

is Book | Close Summary | Participants | Case Plan | Case History | Close

Psychiatric Admission Notes

Presenting Problems:

Mental lssues on Admission:

Diagnostic Impression on
Admission:

Initial Plan:

Save
L

) G
=

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 form.)

wn

Click New Formulation.
Complete the fields as required.

4, Click Save or Save & Print.

Record Diagnostic Classification Formulation

B DSM-IV Assessment
Axis |

Order Code Description
1 4 01 Attention-deficithyperactivity dizorder, combined type Attertion-
: deficithyperactivity dizdr, predomin hyperactive-impulsive t
2 30002 Generalized anxiety dizorder
[ axisn |
Order Code Description
1 w71.09 Mo diagnosis or condition on &xis 1l
[ Axism |
Value no general health issues apparent
[ axis v |
Order Code Description
1 2-4 Problems related to the social environment
2 3-4 Ecucational problems
| car ) |
Score Description
s Moderate symptoms OF Moderate difficulty in social, occupational, or school
functioning
[ hote |
Value

B ICh 10 Assessment
Axis |

Order Code Description
1 fa0.0 Disturbance of activity and sttertion

[ Hote |
Value

B Formulation Fields

Drate:

Type:

|2Dus-1 1-28 =

on Behalf Of: I ,l

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.

Enter text in each of the text 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 admission note and
print for the paper file.

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

w N

View Finalized Child Care/Nursing Admission Note

Record Date: 2006-10-24 B
Physical description general hestth & I14r i 4 tall well built young man with light Blond, almast white, hair and blue eves (very light blug). =
SR, He i well groomed and when unpaking took pride in many of his possessions.

i |
Comment on all perceived or stated none =
medical problems:

=l
Meslication(=) Accompanying Strattera - 27 G0mg tablets in blister pack. =
Adolezcent:: \itamins

i |
Perceived mood & bit wearried about being aweay from home for 2o long. Generally happy. =

=l
General behaviour: Chatting with staff and other residents. a lithe byper and difficulty staying on task for more thanten =

IMinLLEs.

i |
Iritial sttitude towearcs urit, statf and  [positive. warts to be friends with everyone and seems to be good &t creating & posttive first =
pEErs: impression.

=l
Cther i=2Ues oF CONCErNS: Meeded to be stopped from giving other residents things in an sttempt to win friends. Understood =

thiz was not an expectation of him and was unlikely o be reciprocated.
I |
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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

Discharge Date: L,

Reason; jﬂl Deletel

Responsible Agent: J

Dizscharge Note: =l
=

Summaty of Services Received, =
=

Post-Service Recommendations: =
=
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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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Module 10: 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.

Samples of these forms follow.

Form Referral Pre- Active | Follow- | Closed
Admit Up
DSM-IV (TR) Diagnostic X X X

Classification

ICD 10 X X X
Diagnostic Classification X X X
Formulation

Medications X X X
Progress Notes X X X

10-1
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ICD 10 Diagnostic Classification

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.)

N

Cases | Details | Relationships | Address Book | Close

Summary | Participants | Case Plan | Case History | Close

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

DSM-IV (TR} Diagnostic
Classifications

ICD 10
Provisional Diagnoses
Medications
Progress Notes

¥ Case Forms
Meeting and Contact Note
Attach File
Progress Notes
Correzpondence Log
Documents Process Managemen,
Health Visit
Legal Order
Personal History
Presenting lesues

» Utilities

ICD 10 Diagnostics Classification

E ICD 10 Assessment
we| | [N

Primary 2nd 3rd 4th 5th

HNote:

[ valdate Codes | [ Edit Codes

g Validats Result

Note

(E0 =

Notes entered here are saved under Note.

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

Codes.

10-2
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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 form.)

2. Click New Formulation.

3. Complete the fields as required.

4, Click Save or Save & Print.

Record Diagnostic Classification Formulation

B DSM-IV Assessment
Axis |

Order Code Description
Attention-deficithyperactivity dizorder, combined type Attertion-

U SR deficithyperactivity dizdr, predomin hyperactive-impulsive t
2 30002 Generalized anxiety dizorder

[ axisn |
Order Code Description
1 w71.09 Mo diagnosis or condition on &xis 1l

[ Axism |
Value no general health issues apparent

[ axis v |
Order Code Description
1 2-4 Problems related to the social environment
2 3-4 Ecucational problems

| car ) |
Score Description
s Moderate symptoms OF Moderate difficulty in social, occupational, or school

functioning

[ hote |

Value

B ICh 10 Assessment
Axis |

Order Code Description
1 fa0.0 Disturbance of activity and sttertion

[ Hote |
Value

Date: posnzs | E
Type: ﬁ
On Behalf Of: |—_,

Formulation: = |

=

10-3



CARIS — Administrators’ Manual

Module 10

Medications

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

2. Click Add Medication.

-~ 4 T 57 Tl 7~

T W e 1 B

* CARIS
Waiting Lists
Archives
Beds
Reports

Referrals

»

»

»

»

» Organization Notes
» Eligibility Lists

» Alerts

» Admission and Discharge Forms
¥ Clinical Forms and Assessments

DSM-IV (TR} Diagnostic
Classifications

Ico 10

Provisional Diagnoses

>

Medications

Administration Date Fiter: | Today | ¥ | \iew By: | Medication e

Medication Hame Medication Class Prescribing Physician Dosage Start Date End Date

Page(s): 1

Add Medication
L — |

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

4. Click Add Medication.

¥ CARIS
Waiting Lists
Archives
Beds
Reports

»

»

»

» Referrals
» Organization Notes

» Eligibility Lists

» Alerts

» Admission and Discharge Forms
¥ Clinical Forms and Assessments

DSM-IV (TR} Diagnostic
Classifications

ICD 10
Provisional Diagnoses
Medications

Progress Notes

Add Medication

L ]

Medication Class.

Prescribing Physician:

N N S —
Start Date: 3/10/2006 == End Date: '|

Adminigtration Instruction:

Add Wedication
L -

10-4
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To administer a medication, click the + sign next to the name of the medication.

ﬂ Luke Skywalker (1000214}

Caszes | Details | Relationghips | Address Book | Close

General Treatment (27608) Active - Treatment

Summary | Participants | Case Plan | Case History | Close

Medications

¥ CARIS
Witing Lists

Archives

Beds

Expand tsign next to medication

Administration Date Fiter: |TDdﬂY =] view By: [Medication 7]

Eligibility Lists
Reports

>
>
»
>
» Referrals
» Organization Hotes
>
>
¥

TEQUENCY: &5 needed
=is Delivery Route: inhaler
Admisgsion and Discharge Forms Times:

Clinical Forms and Assessments Instructions:
DSM-I (TR) Diagrostic Discontinue

Medication Class

Prescription Dr Who 2 puffs

Administer

Prescribing Physician Dosage Start Date End Date

2008-08-08  2006-09-20

Admin Date Time Admin Code Admin By Hote

Clazsifications
ICD 10 Medical Diagnostic
= i) ]

Medications

GhiHT Bvaluation

» Case Forms

1. Click Administer

Pages) 1

Add Medication

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

“Notes” field.
3. Click Save.

ﬂ Luke Skywalker (1000314}

Cases | Details | Relationships | Address Book | Close

General Treatment (27608) Active - Treatment

Summary | Participants | Case Plan | Case History | Close

v CARIS
Waiting Lists

Archives

Record Medication Administration

Beds
Eligibility Lists
Reports

Medication Hame:  vertolin
Dosage Info: 2 puffs Delivery Route: inhaler

Frequency Info: as needed

Referrals
Organization Hotes Diate:
Alerts Code

I Today I Time:

Admission and Discharge Forms Maotes:

4 ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥

Clinical Forms and Assessments
DSM-IY (TR Diagnostic
Claszifications

ICD 10 hedical Diagnostic
Clazsification

hedications

Provizional Diagnoses

H

I

(==

10-5



CARIS — Administrators’ Manual Module 10

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

Dagwood Bumstead (iona2s) Response Residential (15187) Active

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
¥ cARiS Medications
Viiting Lists
» Archives
» Beds Sdmiristration Dete Fiter View By:
» Reports
» Referrals Medication Hame Medication Class Prescribing Physician  Dosage StartDate  End Date
» Organization Hotes
= Aspirin Mon-Prescription Dr. Dithers 1 tablet 2006-08-13 2006-12-29
 Eligibility Lists
Frequency: prn Admin Date Time Admin Code  Admin By Hote
Management ) .
Delivery Route: by mouth 2006-0913 173000 Administered  CARS, TRAMNG_01
Summary Times:
» Alerts Instructions:
» Admission and Discharge Forms
v Clinical Forms and Assessments
DSM-Y (TR) Disgnastic Page(s) 1
Classifications
Ico10
Add Medication
Provisional Diagnoses
Medlications

10-6
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Progress Notes

1. Open Case Forms in the Navigation Tree and then Progress Notes.
2. Complete the fields as required.
3. Click Create Note.

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan| Case History | Close
v cams Progress Notes
Waiting Lists
» Archives

» Beds E Progress Notes
» Reports Note Date: 2006-08-10 E=0

» Referrals On Behalf Of:

» Organization Notes

Subjective:
» Eligibility Lists

» Alerts

» Admission and Discharge Forms Objective:

» Clinical Forms and Assessments

¥ Case Forms
Meeting and Contact Note
Attach File

Assessment:

Progress Notes Plan

Correspondence Log

Decuments Process Management

Add Attachment: | | (Browse ) [Agd] [Detacn

Health Visit (Max file size: 20MB)
Legal Order

Personal History

Presenting lssues

» Utilities E Goals & Objectives

GOAL: New Goal

[ oBJECTIVE:  Obiective

== =

of )

O

A Progress Notes form must have an objective statement, an assessment, and a plan. As
with the Meeting & Contact Note form, there is an option to record progress on an
objective with a +1, 0, -1.

10-7
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Exercise 1

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

Learning Checkpoint

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

10-8
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Module 11: 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.

Form Referral | Pre-Admit | Active | Follow-Up | Closed
Meeting & Contact Note X X X
Attach File X X X
Progress Note X X X
Documents Management X X X X
Legal Order X X X X
Presenting Issues Part of the Admissions Process

(note some forms appear on the Navigation Tree but are not used for MATC)

Samples of these forms follow.

11-1
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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. Click Save.
T = = —
v caRis Meeting & Contact Note
Watting Lists
¥ Archives
» Beds E Meeting & Contact Hotes
» Reports Meeting Type: | ;I Mode of Meeting: lﬁ Client Attendance: Iﬁ
» Referrals Date: [proeoe [ swtme[rm0m | owdion| =]
> Organization Hotes Reason for meeting:
» Eligibility Lists
» Alerte Meeting Aﬂendees.(‘l—Ll ole: lﬁl A_ddl Delehal
» Admission and Discharge Forms
» Clinical Forms and Assessments ;
¥ Case Forms e d
Meeting and Cortact Mote
Attach File
Progress Mates
Correspondence Loy
Documents Process Management
Heatth isit ;I
Legal Crder ('::::T s:ize: e I Browse.. | Al Detach |
Personal History
Preserting lssues
¥ Utilities

E Goals & Objectives
GOAL:  Mew Goal

" OBJECTIVE: Uhjective

Meeting Attendees are other members of the case.

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.)

43

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.

o)

Meeting & Contact Notes are saved in Case History by Meeting Type.

11-2
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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.

Cases | Details | Relationships | Address Book | Close

Summary | Participants | Case Plan| Case History | Close

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

v Case Forms

Meeting and Contact Note

Attach File I

o)

@)

Attach File

Document Name:

Aftachment: ‘

|[(Browse... ] Detach

(Max file size: 20MB)

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.

11-3
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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.

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan| Case History | Close
v CARIS Progress Notes
Watting Lists
» Archives
!
» Reports Note Date: v
» Referrals On Behalf Of:
» Organization Notes Subjective:
» Eligibility Lists
» Alerts
» Admission and Discharge Forms Objective:
» Clinical Forms and Assessments
¥ Case Forms rem
Meeting and Contact Note
Attach File
Progress Notes Plan
Correspondence Log
Decuments Process Management _
Health Visit :;:::‘;It‘ﬁec:?"z‘ztmmal [ | (Browse... | Detach
Legal Order
Personal History
Presenting lssues

» Utilities E Goals & Objectives

GOAL: HMNew Goal
[ oBJECTIVE:  Objective

== =

ol

@

A Progress Notes form must have an objective statement, an assessment, and a plan. 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.

11-4
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Document Management

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

2. Click New Document.

CARIS 1.1.03 Lagin Tir harny Adv Search

£ Harold Potter (o) Bifrost (13398) active
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v CARIS Processed Documents List
Wiaiting Lists

Archives Date Document

Beds " o
Legsl - Unit Staff Admission
-5 Delet
— 1+ 2006-08-07 e elete ‘

Referrals
Page(s): 1

Eligibility Lists

Admizsion and Discharge Forms

»
»
»
»
» Organization Hotes
»
»
»
»

Clinical Forms and Assessments

3. Complete the fields as required.

4. Click Save.
v cams Single Document Collection Recording
Whiziting Lists

» Archives Date: I v
» Beds

N ~ Document Title: I J
» Eligibility Lists
» Reports On Betalf Of: | |
» Referrals - |
» Organization Hotes Mote:
» Alerts d
» Admission and Discharge Forms (eI LS I Browse... | Addl Detach |

{Max file size: 3MB)

» Clinical Forms and Assessments
¥ Case Forms

Meeting and Contact Mote

Aftach File
E Goals & Objectives

Correspondence Log

GOAL: Increase flying skills
Documents Process Management = I__l
OBJECTIVE: Learnto stay on broom in twists [V -
Legal Order \
Perzonal History

Preserting lssues

Save | Cancel

If this document supports an objective, tick this radio box.

» Utilities

11-5
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Health Visit

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

wn

- LI we |

G | e

Complete the fields as required.
Click Record.

Cases | Details | Relationships | Address Book | Close

Summary | Participants | Case Plan | Case History | Close

¥ CARIS

4 ¥ ¥ ¥ ¥ ¥y ¥ vy vwyvwy

»

Waiting Lists
Archives
Beds
Reports
Referrals
Organization Notes
Eligibility Lists
Alerts
Admission and Discharge Forms
Clinical Forms and Assessments
Case Forms
Meeting and Contact Note
Attach File
Progress Notes
Correspondence Log
Documents Process Management
Health Vigit
Legal Order
Personal History
Presenting lesues

Utilities

Health Visit

E Health Visit

Appointment Type:

Medical | v

Topic/Subject: \ |

Health Professionals Name: ‘ |

Phone Number: | | = | | Ext | |

Mode of Meeting:

Hote:

Attachment:
(Max file size: 20MB)

Add Detach

|[ Browse... |

Date a/10/2008 | start ime: 225 P1 () ouration:

E Goals & Objectives

GOAL:  New Goal

[] oBJECTIVE: Objective

11-6
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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.

Cases | Details | Relationships | Address Book | Close

Summary | Participants | Case Plan | Case History | Close

v CARIS

Waiting Lists

Archives

Beds

Reports

Referrals

Organization Notes

Eligibility Lists

Alerts

Admission and Discharge Forms

Clinical Forms and Assessments

3. Mark the form as required.

4. Click Record Observation.

Legal Order Forms Display

Legal Order Type Court Location

Cases | Details | Relationships | Address Book | Close

Court Date

Hote

Page(s) 1

New Legal Order

Summary | Participants | Case Plan | Case History | Close

v CARIS

»
»
»
»
»
»
»
»
»

b

»

Waiting Lists
Archives
Beds
Reports
Referrals
Organization Notes
Eligibility Lists
Alerts
Admission and Discharge Forms
Clinical Forms and Assessments
Case Forms
Meeting and Contact Note
Attach File
Progress Notes
Correspondence Log
Documents Process Management
Health Visit
Legal Order
Personal History
Presenting lesues

Utilities

Legal Order

Legal Order Type:
Legal Status:

Effective Date:

Court Location:
Court Date.
Judge Name:
Legal Code:

Charge Date:

Hote:

| g

=]
|

|

Record Observation

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

11-7
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Legal Codes Search

Codes: Act: |'3'DC Sec: |348 Sub-Sec: | Para: | Sub-Para; I—
Keyword: |

Return Subsections: W

“alidity Date: |2006-09-15 =

Search ancel

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.

43

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

ol
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Case forms can be viewed in Case context by clicking on Case History and then
Display Activities.

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

ﬁ Harold Potter {1000127)

Cases | Details | Relationships | Address Book | Close

e e | Sowon || aavSoaren| o |

Bifrost (13398) Active

Summary | Participants | Case Plan | Case History | Close

v CARIS
Witing Lists
» Archives
» Beds
» Reports
» Referrals
» Organization Hotes
» Higibility Lists
» Alerts
» Admission and Discharge Forms
» Clinical Forms and Assessments

¥ CaseForms

Meeting and Contact Note:

Search Case History

Keyword: [

Date of Activity v

Ativity Type:

Start Date 62006
Encl Date: 311302006

Display Activiies

?

MATC oG o] sowon | adescarn | et |

Bifrost (13398) active

Summary | Participants | Case Plan | Case History | Close

ﬁ Harold Potter (1000127}

Cases | Details | Relationships | Address Book | Close

v CARIS
Witing Lists
» Archives
» Beds
» Reports
» Referrals

» Organization lotes

Case History

Activity Filter: | All Adtivitizs

=]

(3]

Clinical Consultation (2006-08-13)

(53]

Update Case Member (2006-08-12)

Documerts Frocess Management
Heath Visi
Legal Orsier
Fersonal History
Presenting lssues
» Wilities

¥ Hiigibility Lists File Attachment (2006-08-12)
> LD Care Plan Development Meeting (2006-08-12)
» Admission and Forms
=] Progress Hotes (2006-08-12)
» Clinical Forms and
1= Activity Detail
¥ CaseForms |
Subjective swdas
Mesting and Contact Note Objeciive S
Attach Fils Assessmant ssdasd
Frogress Notes Plan ssdasd
Carrespondence Log [l Time peta
[pate of Enty [2006-08-12 2:32 Pm

|pate of Activity

|z008-08-12 12:00 am

[ Participant petail

Recording Person

CARTS, TRAINING_O1

MATC

Target client

Potter, Harold

Update Case Member (2006-08-11)

-

Client Supervision Alert (2006-08-10)

[+

‘Admission (2006-08-10)

Presenting Issues (2006-08-10)

Accept Activity (2006-08-10)

Legal - Unit Staff Admission Checklist (2006-08-07)

11-9
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Options on Save

Save Options

Forms

Save, Cancel

Meeting & Contact Note, Document
Management, Discharge Form

Create Note, Confirm Note, Cancel

Progress Note

Record, Cancel

Health Visit, Legal Order

Create Note, Cancel

Presenting Issues

Save, Finalize

DSM-1V, ICD-10

Save, Save & Print, Cancel

Diagnostic Classification Formulation

Save, Save & Print, Finalize, Print

Meeting Minutes, Child Care/Nursing
Admission Notes

Save, Cancel, Finalize, Print

Psychiatric Admission Notes

Exercise 1

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

Learning Checkpoint

1. Name three types of 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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Module 12: Eligibility Lists

At the end of this module, participants will be able to:
1. Create Eligibility List.
2. Update and delete an Eligibility List.
3. Add and remove a participant to an Eligibiliy List.

Eligibility List Management

Eligibility lists in CARIS are activities in which clients and their affiliates can be
registered to participate. The Eligibility List Management function allows you to edit,
delete, or close activities.

1. Open Eligibility Lists in the Navigation Tree and then Management.

Wain | Activities | My Cases

v CARIS Eligibility List Management
Weiting List
» Archives Status Fiter:
v Beds
Administration List Hame StartDate  EndDate  Min  Max  Status lotes
Management Cooking Class 20080814 200G0B14 2 & Bctive B
Reservations

Occupancy Page(s). 1
¥ Eligibility Lists

Management Add List

Summary

» Reports

% Faca Tranefare

2. To add a new activity, click Add List.
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3. Enter the name of the activity in the “List Name” field, select a “Start Date” and an “End
Date”, enter the minimum and maximum number of participants, and add a note, if
appropriate.

4. Click Save.

&B cARis

T |  Ady Search
CARIS 102 Login Time: 8/0/2006 5:01:15 PM Cliznt b/ AduSearch | Help |

Main | Activities | My Cases

v CARIS Create Eligibility List
Vaiting Lists
» Archives
» Beds List Name: [ |

» Reports Start Date: l:l B\ End Date: l:l [
» Organization Notes Minimum Participants: l:l laximum Participants: l:l

v Eligibility Lists

Management

List Description:

Summary

» Admission and Discharge Forms
» Utilities

Save Cancel

5. Once the Eligibility List activity has been created, it can be updated, deleted, or
completed by clicking the appropriate button.

Main | Activities | My Cases

v cARIS Eligibility List Management
Watting Lists
» Archives Status Filter:
v Beds
Aiministr ation List Hame Start Date End Date Min Max Status Notes
Management Cooking Class 20060314 20050814 2 3 Active 2] Edit Complete
Reservations
Occupancy Page(s) 1

v Higibility Lists
[E—
Summary

» Reports

S rasa T anoTa
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Edit an Eligibility List
1. You can start in CARIS context

Open Eligibility List in the Navigation Tree

Click Management

A 0D

Click Edit next to the appropriate List (this button will be grayed out if you are not
authorized to do this function)

o L LS 111 Y UL GG 3 LG5 St G a3y

Main | Activities | My Cases

v CARIS Edit Eligibility List
Wating Liste
> Archives
v Beds List Name
Management hinimum Participants: Mesdimum Perticipants: D
Reservetions

Test of eligihilty lists
Occupancy

v Eligibility Lists

List Description

MWanagement
Summary
R

» Case Transfers

5. Fillin the fields of the “Edit Eligibility List” window
6. Click Save
Delete an Eligibility List
1. You can start in CARIS context
2. Open Eligibility List in the Navigation Tree
3. Click Management

4. Click Delete next to the appropriate List (this button will be greyed out if you are not
authorized to do this function)

5. Click OK when prompted

Wain | Activities | Wy Cases

v cARIS Eligibility List Management
Wating Lists
» Archives Stetus Fitter:
¥ Beds
Administration List lame StartDate  EndDate  Min _ Max  Status llotes
Management Cooking Class 20060814 20080814 2 & Active 3]
Reservations
Occupancy Page(s) 1

v Eligibility Lists
wanegemert
Summary

» Reports

% Faea Tranefars
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Complete an Eligibility List

Completing a List means that you are satisfied that the participation level is acceptable,
and you are closing the List to further participants and proceeding with the activity or
program.

You can start in CARIS context
Open Eligibility List in the Navigation Tree

Click Management

E A

Click Complete next to the appropriate List (this button will be greyed out if you are not
authorized to do this function)

5. Click Complete List

Main | Activities | My Cases
v canis Complete Eligibility List
Witing Lists

» Archives
¥ Beds Details

Admiristration Eiigicilty List Name: Cocking Class

Managemet Start Date: 2008-08-14 End Cate: 2008-08-14

Reservations Vinimum Participarts: 2 Magimum Particioarts:. &

Occupancy
v Higibility Lists Participants

Management Enroll Hame Priority Date Added

Summary

Page(s): 1

» Reports
» Case Transfers
» Organization llctes
» Wilities
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View the Eligibility List Summary Window

The Summary displays all the Lists that are either “Active” or “Completed”, depending
on the Status Filter selection.

Address | ] bttpsifleader mef. gov. be cajcaris_sys_test/default asp

Main | Activities | My Cases

v cARIS Eligibility List Management
Wiiting Lists
» Archives Status Fitter:
¥ Beds
Administration List Hame Start Date End Date Min Max Status Hotes

Management Cooking Class 2006-08-14  2006-0814 2 B Active B Ecit Complete
Reservations Gutdoor Survival 5
STE 20060802 20060803 4 8 Active 3] [ Edt | Delete | Complete |

Gocupancy
~ Eligibility Lists

[ Pagersy 1
Managemert

Summary
A List
» Reports

» Case Transfers

» Organization lotes

Add Participant to an Eligibility List

1. You must start in Client/Case context
Open Eligibility List in the Navigation Tree

Click Summary

A 0D

Click View next to the appropriate List (you can also click on the Notes icon to obtain
more information without moving to another window)

5. Click Add Participant

L 5 Betty BOOP {1000324) ATP (14490) Active - Assessment

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
¥ CARIS
View Eligibility List |
Watting Lists
> Archives List lame: Cooking Class
> Beds Start Date: 2008-08-14 End Date: 2006-08-14
v Eligibility Lists Minimum Participants: 2 Maximum Participants: g
Management Current Participants: g
Summar: = =
i List Deseription: Test of eligibility lists.
» Reports
i Cose Tomafers Participant Hame Priority Case # Date Added
> Referrals
» Organization Hotes Pagers) 1
> Alerts
» Admission and Discharge Forms e pertcpont |
Add Participart

» Clinical Forms and Assessments

» Case Forms

» Utilities

12-5



CARIS — Administrators’ Manual Module 12

6. In the “Add Participant” window, you will have a choice to add the Client or another
participant in the case. Note: they have to been added as case participants before their
names will show in this drop down list.

7. Choose the priority from the drop down list
8. Click Save

L £ Betty Boop {1000324)

Cases | Details | Relationships | Address Book | Close

ATP (14490) Active - Assessment

Summary | Participants | Case Plan | Case History | Close

v caris Add Participant
Waiting Lists
» Archives
¥ Eligibility Lists Participart: Bioop, Betty B v Priory.
Menagement
Summary
» Reports =
» Case Transfers

To Remove a Participant from an Eligibility List

1. You must start in Client/Case context
Open Eligibility List in the Navigation Tree
Click Summary

A

Click View next to the appropriate List (you can also click on the Notes icon to obtain
more information without moving to another window)

5. Click Delete

ﬁ Betty BOOP (1000324)

Cases | Details | Relationships | Address Book | Close

ATP (14490) Active - Assessment

Summary | Participants | Case Plan | Case History | Close

¥ CARIS
Wisiting Lists

» Archives
» Beds
v Eligibility Lists

Management

Summary
» Reports
» Case Transfers
» Referrals
» Organization llotes
> Alerts
» Admission and Discharge Forms
» Clinical Forms and Assessments

» Case Forms

» Utilities:

View Eligibility List
List Hlame: Outdoor Survival Skils
Start Date: 2006-08-02 End Date: 2005-09-03
Minimum Participants: 4 Maximum Participants: 5
Current Participants:
List Description: Qutdoor survival kils wil be taught.
Participant Hame Priority Casex Date Added
1 Boop, Betty B 1 14400 2008-051 2
Page(s) 1

g Participant
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Exercise 1

1. Create an event to help Republic members to increase their resistance to the Dark
Side. Jedi meditation techniques will be taught.

a. Event date is January 23, 2007
b. Min. 2 participants and maximum of 3 participants

C. Add your fictitious character to the event with a # 1 priority

Learning Checkpoint

1. What is an Eligibility List?

2. How do you add a client to an Eligibility List?
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Module 13: Manage Beds

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

1 Harold Potter (o) ATP (14358) Pre-Admit

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

v CARIS Bed Reservations
Wiatting Lists
» Archives

Bed Name Client StartDate Time EndDate  Time  Duration

Page(s) 1

Search Bed Availabilty

» Organization Hotes

> Alerts

4. Fill in the date you wish to reserve the bed for and the number of days the client will
stay.
5. Click Search.
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Harold Potter (012 ATP (14358) Pre-Admit

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
¥ caris Search Bed Availability
iating Lists
» Archives

oeas Start Date: 2006-08-12
Administration Minimum Durstian: ]

Management

Reservations

Occupancy
Eligibility Lists

>
» Reports
» Case Transfers

» Referrals

» Organization Hotes

» Aleits

» Admission and Discharge Forms
» Clinical Forms and Assessments
» Case Forms

>

Utilities

6. Click Select next to the appropriate bed.

Harold Potter (ozn ATP (14358) Pre-Admit

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

v CARIS Reservation Availability
WWatting Lists
» Archives

¥ Beds lame Bed Status  Bed Type Bed Gender  Availability Start  Durftion

Administration Test Unit {Room 1 /Bed 1 Aclive Regular Any 2008-fug-12 3

Management
Reservations Pege(s,
Cocupancy

» Reports

» Case Transfers

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

Teader.mit gov e cafears eve _esder e aep

n Hame: TRAININ

Harold Potter o ATP (14358) Pre-Admit

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v caRis Create Reservation
Wating Lists
» Archives
¥ Beds Name: Test Unit / Room 1/ Bed 1
Acministration Start Date: 81202006 = Start Time: [3:90 PM J
Menagement Duration: 1
Reservations
Enel Date: 08132008 End Time [z.a0Pm
Ocoupaney
Eligibility Lists
e —— N Assionta Bed Sawe Reservation

Case Transfers

Referrals

vy v wYvwyw

Organization Hotes.
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Harold Potter uomzn ATP (14358) Pre-Admit

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
¥ caRis Bed Reservations
Wisiting Lists
» Archives
¥ Beds Unit Fitter: =i
Administration

Management Bed Hame Client StartDate Time EndDate  Time  Duration

CCUpanc: =) Start Date: Today

» Hiigibility Lists Bed 1 Potter, Harold 2006-0812  FA0PM 2008-08-14 340PM 3 Assign
» Reports

» Case Transfers
» Referrals Pagets) 1
» Organization Notes

> Alerts Search Bied Avalabilty
ission and Discharge Forms

rms and Assessments.

> Utilities

S

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.

N -

. Click Reservations.
3. Click Assign.

Harold Potter (o2

Cases | Details | Relationships | Address Book | Close

. Open Beds in the Navigation Tree.

ATP (14358) Active - Treatment

Summary | Participants | Case Plan | Case History | Close

v caRis Bed Reservations
Viating Lists
» Archives

¥ Beds

Management Bed Hame Client

nitkiter: (20 9| [msosaz | [

StartDate Time EndDate  Time  Duration

Reservations
Occupancy = start Date: Today
» Wigibility Lists Bed1 Fotter, Harold
» Reports
» Case Transfers

» Referrals

» Organization Hotes

» Alerts

» Admission and Discharge Forms

» Clinical Forms and Assessments

2006-0812 340PM 2006-08-14  340PM 3

ET]

Page(s): 1

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

ul

Harold Potter (1000127}

Cases | Details | Relationships | Address Book | Close

ATP (14358) Active - Treatment

Summary | Participants | Case Plan | Case History | Close

¥ CARIS Assign to Bed
Wvaiting Lists
» Archives

ASimiristration Mame: Bed1
Management
Reservations Duration: 3

OCoeupancy

v Beds Client Name: Fatter, Harold

Start Date Time: 2006-Aug-12 15:40

Enct Date Time: 2006-£ug-14 15:40

Notes
Eligibility Lists

Reports
Case Transfers

Referrals

Organization Hotes

Alerts

Admission and Discharge Forms
Clinical Forms and Assessments

Case Forms

YYYyvyvyvvyvyvwvwy

Hilities

Assignet o Bed 1.

umber of characters input = 18
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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.

ﬁ Betty BDDP {1000324)

Cases | Details | Relationships | Address Book | Close

ATP (14490) Active - Assessment

Summary | Participants | Case Plan | Case History | Close

v CARIS
Witing Lists

» Archives

v Beds
Administration
Management
Reservations
Occupancy

» Eligibility Lists

» Reports

» Case Transfers

Exercise 2

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

Bed Occupancy

Bed llame:

Client Status.

TestUnit /Room 1 /Bed 1

In Bedl

13-5
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Once a client has been assigned to a bed, several actions can be performed.

e ul | search | | telp|
f Betty Boop wooeze ATP (14490) Active - Assessment
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v cARis Bed Details
Waing Lists
» Archives
¥ Beds Eed
Administration Hame: Bed 1 Type: Regular
Gender: Any Status: Active
Managemert Noiis
Reservations e
Occupancy Client Name: Boop, Betty B Occupaney Date: 2006-Aug-12 16:03
» Hligibility Lists Client Gender: temals Est. Vacancy Date: 2006-Aug-13 16:00
e Client Status: InBed Related Case lumber: 14430
Hotes:

» Case Transfers
» Referrals

» Organization lotes

» Alerts

» Admission and Discharge Forms
» Clinical Forms and Assessments
» Case Forms

» Utilities

l Reserve this Bed I Remave Client I Relocate Client I Edit Client Status l

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

2. Toremove the client, click Remove Client.

ﬂ Apple Fritter (1000561}

Cases | Details | Relationships | Address Book | Close

Bifrost (23423) active

Summary | Participants | Case Plan | Case History | Close

Reservations
Occupancy
» Reports
» Referrals

v camis Remove Client
Waiting Lists
» Archives
v Beds Mame: windowy 1
) Client Mame: Fritter, Apple &
Administration
Remaval Dete: 2006-05-25 =y

Management

13-6
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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.

| £ Apple Fritter (oooss Bifrast (23423) Active

Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v cams Relocate Client
Wiaiting Lists
» Archives
¥ Beds Source: KamloopsfOranae Roomitindow 1 (&) - Fritter, &pple & (female)
Administration Destination: % [MOVE] The Maples Unit 7 Autumn Room { Bed A (Any)
Management " [MOVE] Response § Blue { john (Male)
Ri i
eservalions € [MOVE] Response | Blue  comfartable (Any)
Occupancy
» Reports L
Relocate Cliert Cancel
» Referrals
® Arnanizatinn Hntee

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

v caRs Edit Client Status
Waiting Lists

» Archives

v Beds hlame: Wincowy 1
Administration Cliert Status: In Bed vl
tanagement hotes - ;l
Reservations llness
Qooupancy E

» Reporis Suspension

» Referrals

» Organization Hotes

» Eligibility Lists

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

L T I IZILIE I WUV (L L s US| LB UL, s

&8 caris

CARIS 1.1.03

ul o L ore | Sowon || aavSoorn| o |

Lagin N
Login T

ﬁ Betty BDDp (1000324) ATP (14490) Active - Assessment

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

v camis Bed Occupancy
Waiting Lists

» Archives
v Beds Uit Fitter
Administration

Manegement Bed llame Client Hame Client Status Bed Status Egs

TestUnit/Room 1 /Bed 1 Boap, Betty B. In Bedt active 1

Eligibility Lists
> L Page(s) 1

Reservations

Ocoupancy

» Reports

» Case Transfers
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of ]

43

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

displays.

uuuuuuu [ TIPS U L UYL, L L L Ui

[ T e

- ; <]
2 Apple Fritter (ouses Bifrost (23423) Active
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v camis Bed Administration
Waiting Lists
» Archives
¥ Beds Status Fitter: IA" ﬂ Unit Fiter: IA” ﬂ Acled Linit |
Administration
Management — _ Bifrost, Crossroads Residential, Dala . Edit | fdd R |
) ‘ B e s i Residential, Response Residential D oo
Reservations
| =1 Auturnn Room Betive Edit | AddBed |
QCCUpEncy
» Reports Bed A Redgular Any Active Edit
» Referrals | Charles Active Ecit | Add Bed —
» Organization Hotes . §
+] Response 2 Active Edit | Add Bed
» Eligibility Lists
» Alerts 4l Dala Active Eciit Add Bed e
¥» Admission and Discharge Forms [+] Summer Room Deleted Eciit | Ao Bed
¥ Clinical Forms and Assessments
+] Residential Unit g’°33r°”SRRe.§'d§'.'“:a"Da'a Fesmentiel 4 tive Eoit | AddRoom |
» Case Forms esponse Residential

Hovering with your mouse over a record will display the program
bed could be reserved.
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L6} Betty BOOp {1000324)

MATC

Cases | Details | Relationships | Address Book | Close

Bifrost (14917) Pre-Admit

Summary | Participants | Case Plan | Case History | Close

v CARIS
Waiting Lists

v

Archives

<

Beds
Admiristration
Management
Reservations
Occupancy
Reports
Referrals
Organization Nlotes

Announcement

Ml v v

Communication Mates
Safety Procedurs

Tapic-Based Consultation

‘Admission and Discharge Forms
Clinical Forms and Assessments

Case Forms

¥ Y VY VYYVYY

Utilities

El Reservation Availability

llame BedStatus  Bed Type Bed Gender _ Availability Start _Duration
ol Uit [Seabreeze Room (Bed ot Resular By ME-Lugtd 3T
Sole Unit / Sea Mist Room /Bed A2 Active Special Needs  Any 2008-Aug-13 367
Sole Unit / Beach Room /Bed 2A  Insctive Regular any 2008-Aug-13 367
Sole Unit / Beach Room /Bed A3 Active Special Meeds  Any 2006-2ug-13 367
SoleUnit/ Seu BreezeRoom [Bed 0 Regular Female 200B-Aug-13 367
Sole Unit / Sea Mist Room /Bed A3 Active Special Needs  Female 2006-Aug13 367
Sole Unit | Sea Mist Room [ Bed A1_act = Eama n0g_ A1 3 367
i unit: Sole Unit
SO Unit[SeaMMistRoom [Tt poom:  Sea Mist Room ugs 367
Sole Unit | Sea Breeze Room /Bep * " becinl
1B Programys): Bifrost -Aug-13 367
Careplan Consutarts
Sole Unit / Beach Room /Bed BD roterbats RedR -Aup13 367
Dala Reesicertial
Response Commurity
Response Residertial Page(s): 1

Search Again

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

ﬂ Apple Fritter (100056 1)

Cases | Details | Relationships | Address Book | Close

Bifrost (23423) active

Summary | Participants | Case Plan | Case History |

Close

¥ CARIS
Wiaiting Lists

v

Archives

<

Beds
Administration
Managemert
Reservstions
Dooupancy
Reports
Referrals
Organization Hotes
Eligibility Lists
Alerts

Admigsion and Discharge Forms

Edit Bed

THame:
Gender:
Status:

Type:
Miotes:

Bed 1

Female

IActwe

13
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Exercise 3

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. Toassign 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 14: 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 forms 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

10. Alerts Report

© 0 N o Uk wDdh -

These reports can be accessed in CARIS context.
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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.

o

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

Some report filter examples are listed in the accompanying table.

Report Filters
CARIS Usage Report Start Date, Period 1 and Period 2 dates
Case Load Report (by Case Start Date, End Date, Case Type, Include Client List
Types) (Y/N, Current Phase or Phase History)
Case Load Report (by Start Date, End Date, Case Member, Include Client
Members) List (Y/N, Current Phase or Phase History)*

Case Load Snapshot Report Date, Program
(by Case Types)

Case Load Snapshot Report Date, Member
(by Members)

Bed Utilization Report Unit, Start Date, End Date

* Current phase: client details at the current phase of client service; phase history: client
details for all phases of client service
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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.

&8 cARis

Login Name: TRAINING_01 CARIS

B Login Time: 3/10/2006 5:01:15 PM

Harold Potter (o1

Cases | Details | Relationships | Address Book | Close

Bifrost (13398) Active

Summary | Participants | Case Plan | Case History | Close

v caRIs Case Face Sheet Report
Waiting Lists.

» Archives

» Beds

» Reports

» Referrals

» Organization Notes

» FEligibility Lists

» Aleris

v Admission and Discharge Forms
Case Face Shest
Meeting Minutes
Psychiatric Admigsion Notes
Provisional Diagnoses
Child Care/Nursing Admission Motes
Alerts Report
Discharge Form

» Clinical Forms and Assessments

» Case Forms

» lilities

Face Sheet Section
Client Information:

Case Information

Extended Demographics:

Address Book:
Relationships:

Legal Order:
Diagnostics:

Case List:

Case Participation:
Goals and Objectives:
Discharge Information

Include Signature Lines:

Include

Ooooooooooaga

Generate Report

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.)
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Cae Foop Braat Ropen (113 S 18
Conbdsrbal
Case Face Sheet Report
Grg: MATS Prognam: Grozsroads Pexdenkal
Repart Dwta; 20080013 Ganarmad By TRAKRG 10 S8RE
Clhand Kursber: 1000212 Exb ClenlID{sj WA
Clmat Hara: Scusrargs, John WK A Man with thes Geoldien Gun
Birws Dale: 13951511 Gansar. Vel
Klarain) MO
Case Information
Cons Tygs Crossroacis Reakisnia (11 =1 IR
Aeforr Boarce: WFPR Aalvers Typs Tronvite
Melerrsl Dule 0040801 SeccupUNaject Duts 2006-03-11
omimad Dwte; OG-0 1 Timchargs Cals:
St Chgad Do Eximal Case 1
Nelermsd Nesmos. Wickani
Extended Demogra phics
Eated v Canpda Fuiraanant Fussdny Emplogrcat Bislug Uraea,
Exhre-culu ral B ek grouns: Bkt Educalion Lavel ez Formal Schacing
Predared Laaguage: Fegiut, Fducation Typs: Urdrerar,
Lmag SpoEen i Home Engier Srimary Living drrangemant LinkaeaT,
feigizus Practice Fic sl Housaheld Compoallion: Lrven Alona
KEariginal Sirigi: Horrabarigral Siarizl Plan:
P ool b2 Sk PEH:
Barsd Swlus M. PHY ERATIHIGEE
‘taiun Regiviration Mamier: HH Humizer: AT TRR
Dr®inty: [ disand b bl p S0 Ball
Countey of Birth: Horg Karg
Physical Characteristics
Hedghi {am.) Wakghi (kg |
Eps Colour: Fstursd Halr Solour:
deniitying Marks e nipplas
Legal Orderis)
Logal 5lalus Slart Owlm End Dule
=rclale 2000 12 008 [EL12
Grimingl Cede Destrplion Qi
CHBENAL CODE UF CAHGLIA, Sechn 538, 1 el e SE000 2006612
Ceart Dl Cousl Logation
& B3
DSM-IV (TR) Diagnostics Classification
Cadi Cuririplion Dt
=y Frcalaien TG e
i 2008-06- 12
i fos e Ry
WATC John, BowTewngs (100061 3) TRARIMG_ 10 CARIS

Page 103
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Case Notes Report

Case Notes Report
Use <shift- click or

=<ctrl> click to select
more than one note type

Mote Type(s): Azsessment

Caze Conference

Start Date: [z008-09-11 [~ End Date:  [2006-08-18 =

Group By: Date hd Return: I e I

Generate Report

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.

o

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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Case Load Report

Case Load Reports have different filters. An example of one of the case load report is the
Snapshot Report:

Case Load Snapshot Report Results
Ezport PFDF
Ei‘i’aé
Case Load Snapshot Report (By Case Type)

Report Hame: Caze Load Snapshot Report Report Level: Caze Type

Report Period: ~ 2006-03-15 Report Date: 2006-03-15

Reported By: TRANMNG_10 CARIS Location: MATC

Total by Case Phase
Program Referral Pre Admit Active Followup Closed Total
Community Outreach 2 4 2 3 3 14
Total by Case Phase 2 4 2 3 3 14

Total by Age
Gender <10 1114 |15-18 |19-24 |25-45 |46-54 |55-64 |65-T5 |75+ |Ho Birthday Total
Female 1 i 1 1 1} 1 0 1} 0 0 4
Male 3 1 2 0 1 1 u} a 1 u} 9
Total by Age 4 1 3 1 1 2 0 0 1 0 13
# of Distinet Clients Served 13
Average Cases per Cliemt 1.08
Female (%} 40 30.77%)
Male (%) ar 69.23%)

Signature: Date (YYYYMMDD):
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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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Module 15: Archives

At the end of this module, participants will be able to:
Access the documentation on archived records
Create a new accession
Create a new box for an accession
Add a client to a box

Delete a client from a box and a box from an accession

o o M w N PR

Delete an accession

Create an Accession

To create an accession:

1. Open Archives in the Navigation Tree and then Administration.

2. Click Create New Accession.

88 cAris

Logi Time: 3112006 24717 P i [uemcen vl Scarch | AdvScarch | telp |
CARIS 1.1.02 Login Time: 811112006 Z47-47 P Members ~ Adv Search ’

¥ Harold Potter (oo Bifrost (13398) Active !

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

v cAmis Archive Records List
Waiting Lists

v Archives
Administration Schedule# 122348
» Beds
» Reports =] Accessionnumber: 189224 Location: MATC [ CreateBox | Dckts ‘

» Referrals Box: 12991b0x In-Progress 2008-08-10 =] [(Agaclient [ ekt ][ ciose |
v Organization Notes

Box: 12852 Closed 2008-08-10 ':l Add Client Delete Close

Announcement
Communication Notes el Accession number:  3383AC Location: MAC [ createBox || Dekete H

Safety Procedure
P 1
Topic-Based Consuttation age(s)
v Eligibility Lists
Ianagement l Create New Accession '

Summary
» Alerts

v Admission and Discharge Forms

Case Face Shest
wate

(- Teca N [
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3. Select “Location” from the list in the drop-down box and enter “Accession #”.
4. Click Save.

&8 cARis

Login Tima: 81112006 Z47.17 PA = Jerces vl searen [ Adusearcn | Hoip |
CARIS 1.1.02 Login Time: 8/11/2008 Z-47-17 P Members e Ady Search

Harold Potter (oomn [A] Bifrost (13398) Active &
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v cARIS Create Accession
Waiting Lists.
¥ Archives
Administration Schedule #: 122349

» Beds Date: 2008-08-11 E=
» Reports Location: MATC v

v Organization Notes

Announcement

Communication Notes

Safety Procedure

Topic-Based Consultation

5. To add a box to an accession, click Create Box.

&8 cARis

Login Time: 811112006 Z47:17 PA = fverees vl Search [l aduScarch | telp |
CARIS 1.1.02 Login Time: 8/11/2008 2:47:17 PM embers v Adv Search

Harold Potter (o2 Bifrost (13398) Active &
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v camis Archive Records List
Waiting Lists
¥ Archives
Administration Schedule # 122349
» Beds
» Reports =) Accessionnumber: 188224 Location:  MATC [ createBox ] Deete |
» Referrals Box: 12891 box In-Frogress 2006-08-10 B [ Add client ][ Dekete ][ Close |

v Organization Notes

Box: 12582 Closed 2008-08-10 B Clien’ Delete =
Announcement
Communication Notes =] Accession number: B8998AC Location: Mac [ Create Box J[ Delete J|
Safety Procedure
P; 1
Topic-Based Consultation ageds):
v Eligibility Lists
Management l Create New Accession l
Summary
» Alerts

v Admission and Discharge Forms
Case Face Sheet
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6. Enter the box number, select “Status” from the list in the drop down box, and add
appropriate notes such as storage location.

7. Click Save.

€8 caris

Lo o, o 1 s T seaen | aav searen | o |

ELiT e Login Time: 8/11/2006 2:47-17 PM

€3 Harold Potter (im1z7) Bifrost (13398) Active &

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

¥ CARIS Create Box
Waiting Lists.

¥ Archives
Administration Schedule # 122345 Accession # 188224

» Beds Date: 2006-08-11 B
B S

v Organization Notes Notes:

Announcement

Communication Notes

Safety Procedure
; Tnplcrﬂalj:‘lscunsunatlnn
Management
Summary
» Alerts
¥ Admission and Discharge Forms

Case Face Sheet

To add a client to a box, the client must be in context.
1. Bring the Client into Context.
2. Open Archives/Administration from the Navigation Tree.
3. Click Add Client.
&8 cARis

CARIS 0= Login Time: 8/11/2008 2:47:17 PM
> Harold Potter (uowen Bifrost (13398) Active
Cases | Details | Relationships | Address Book | Close Summary | Participants | Case Plan | Case History | Close
v cARIS Archive Records List
‘Watting Lists
¥ Archives

Administration Schedule # 122343

» Beds
» Reports =] Accessionnumber: 135224 Location: MATC [ createBox | Delete |
> Referrals Box: 129591box In-Progress 2006-08-10 3] [_Add client ][ Delete ][ close |
v Organization Notes
Box: 12892 Closed 2008-08-10 B Add Client Close

Announcement

Communication Notes B Accession number: 8998AC Location: MALC [ Create Box. ][ Delete ]|

Safety Procedure

Page(=): 1

Topic-Bazed Consultation

¥ Eligibility Lists
Management I Create New Acceseion l

Summary

» Alerts
v Admission and Discharge Forms

Case Face Sheet
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To delete a client, or a box, or an accession

1. Click the Delete button.

e

An accession cannot be deleted if there is a box still attached to the record, similarly a
box cannot be deleted if there is a client still attached to the record.

o)

Once a box has been closed, you cannot access the box again.

Exercise 1

1. Create a new accession record (#2378A) and add a box numbered 345 to the
accession.

2. Bring a client into context and add the client to the box.

3. Delete the client, the box, and the accession.

Learning Checkpoint

1. Name the three components of an accession:

2. Name the available statuses for a box:

3. Name the available reasons for deleting a box:
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Module 16: Utilities

At the end of this module, participants will be able to:
1. Create a template document.
1. Generate the document from the template.

2. Print the document.

There is one option under Utilities: Templates.

Search & Adv Search

Main | Activities | My Cases

v caRis Templates
Waiting Lists
» Archives T Hame Version Date Created Description
> Beds Hew Template 10 Jmoeoe07 O view | Deete | Desctiveie | copcicon |
> Eligibility Lists Test 1 0060908 view | Deiete | Desctivete | ConcieDnc |
» Reports

» Organization-Hotes Pageis): 1
¥ IHilities

Templates Create Template
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Create a Template

You need to give your template a name and a description so that you will recognize it
when you want to use it to generate a document. The tag references refer to data
elements in CARIS, and are similar to Merge Fields in MS Word.

1. You may begin in CARIS context.

2. Open Utilities in the Navigation Tree.

3. Click Create Template.

4. To add a tag reference to your document, highlight the tag and right click to copy
and paste into your template (or triple left click and CTRL C to copy and CTRL V
to paste in your document).

5. Click Save

— ) ‘ I I Main | m:iiuiti;.| h:lyCas;s dl
v cais Create Template
Wiaiting Lists

» Archivee

» Beds Dete Crested.  [2006-05-20

» Eligibility Lists Mame: |New Templste for & Letter

» Reports . l—

» Case Transfers :‘escr\pﬁun RO :I

» Organization Hotes

¥ Utilities

Templates LI
Boty. TODAYR =]

Dest Dr. #RECEIVER_LAST| NAME#

Teod ted texdt texd
Regards,

#SEMDER_FIRST_MAMER #SENDER_FIRST_MNAMER#

[
Tag Description Hote
HTEXTBOXE Texthox Blank texthox 25 characters wide
FTEXTBOM (M) Texthox Blank texthox n characters wide
#SENDER_LAST_MAMER Sender last name
#SENMDER_FIRST_MAMER Sender first name
#SEMDER_MIDDLE_MAME#R Sender middle name
#SENDER_DOB# Sender date of birth
#SEMDER_GEMDER# Sender gender
#RECEIVER_LAST_MAME# Receiver last name ﬂ

“TEXTBOX” will give you a blank space to type 25 characters (“Textbox™).
“TEXTBOX(n)” will allow you to type as many characters you wish (substitute “n” for a
number: for example, “TEXTBOX(200)” will allow you to type 200 characters.)

You can create a Template in CARIS context; however to use a template, you must be in
Case Context.

Templates can be seen and used by anyone at the Maples.
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Use a Template

1. To use an existing template, you must be in Case context.
2. Open Utilities in the Navigation Tree.
3. Click Generate Doc.

ﬂ Harold Potter (1000127)

Cases | Details | Relationships | Address Book | Close

Non Court Ordered Assessment (27518) Active

Summary | Participants | Case Plan | Case History | Close

¥ CARIS
Waiting Lists
» Archives
» Beds
» Eligibility Lists
» Reports
» Referrals
» Organization Hotes
» Alerts
» Admission and Discharge Forms

» Clinical Forms and Assessments

Templates

Templates

TN

T Hame Version Date Created Description
Hew Template 10 2006-03-07 view | Dekts | Deacivhe | GenerateDoc |/
Test 1 2008.08-08 view | Deete | Deactivate | Gomerstoboc |

Pageis) 1

Creste Template

The “Define Document” window appears, allowing you to add further information.

ﬁ Harold Potter (o127

Cases | Details | Relationships | Address Book | Close

Non Court Ordered Assessment {27518) active

Summary | Participants | Case Plan | Case History | Close

¥ CARIS
Waiting Lists
Archives
Beds
Eligibility Lists
Reports
Referrals

»

»

»

»

»

» Organization Hotes

» Alerts

» Admission and Discharge Forms
» Clinical Forms and Assessments
» Case Forms

¥ Utilities

Templates

Define Document

[zz_[ eaer

E Header

Include Letterhead: W

Sender: CARIS, TRAINIMNG_0S - K

Sender Address: I

AN

Sender Phone: I

Sender Fax: I

Sender Emails: I

Receiver: Poﬂar Harold

Receiver Address: |1223 Privet Drive, Dorset, BC,

Receiver Phone: I(BD4) 369-8745

Receiver Emails: I

H CA
' Receiver Faxy| (604) 369-8745

Sukject: |

2006-09-08
Dear Harold ,
Hello

Yours sincerely,

TRAIHING_05 CARIS
B Footer

Certain fields will automatically
fill as you select your sender
and receiver

Include Sender Signature Line: ¥

Include Receiver Signature Line: V¥

4. Fill'in the appropriate fields. Some will fill in automatically.
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5. Click Next to generate a preview of the document.
6. In the “Preview” window, you can choose to Export to Word or Export to PDF.
7. If you are not satisfied with the preview, begin at Step 1.

Exercise 1

1. Create a template document that might be useful you to in the workplace.

Learning Checkpoint

1. How might you use templates?
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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:

Ad Hoc Reports:

Affiliate:

Bed:
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.

Reports prepared for a specific purpose, generally based on specific
criteria.

Someone involved with a client’s case, but does not have access to the
client’s file. In CARIS, typically a family member, social worker,
minister, police officer, or probation officer.

A bed in a “Room” which may be allocated to a client.

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.

The term “In Context” as used in this system means the Client and/or
Case whose names appear in the Context Bar.

The date upon which a particular event either did occur or should
occur in the future. In a case plan, this is the review date for the action,
objective, or goal

The date upon which an event is scheduled to end.

A clinician who is a participant in a client’s case and who has access to
the Case File in CARIS. Only YFPS staff and contractors 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 represent the “audience”
for an activity or event.
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Relationship:

Referral:

Room:

Start Date:
Transfer:

Unit:

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

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. The process of opening a new case for a client. Basically
“New Referral” means “Start a New Case”.

A specific room in a “Unit”
The date upon which an event is scheduled to start.

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.

A “Unit” in the context of this Manual is a facility such as a house,
ward, or other building containing “rooms” and “beds”.



CARIS Survival Tips

Click the Refresh button often

Save your data before you move onto the next screen

Allow three frames to load before proceeding

Use CARIS context for most searches

General alerts can only been viewed in the location where they were created
Always search CARIS first then OHW before creating a new client

Bringing files from OHW: Merge means there is an existing client on CARIS;
Copy means there is no existing client on CARIS

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

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

If a client’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.

Waitlists currently appear for some organizations and not others

Client details can be seen by anyone in CARIS

On the Single Document Processing window, the date is the date you enter the
document (today’s date)

Use Provisional Diagnoses to create a Formulation on admission (there are 3
stages of formulation)

Use DSM-1V with a code upon discharge

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

Archives — “Close” closes a box forever — don’t use this function

In Archives, when you create an accession or a box, add “location” in notes
You can sort My Cases “Case List” by location code, client name, etc. by
clicking on the column name/header

Clients always show Date of Birth

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

Don’t use Close Case button (Power Users)

If a client designation changes, you must start a new case.

Remember, if you assign yourself to a case, in client context, open Cases



Learning Checkpoint Answers

Module 1
1. CARIS, Client, and Case
2. (a) The banner is blank. (b) Main, Activities, My Cases
3. (a) The client’'s name is in the banner on the left.
(b) Cases, Detalils, Relationships, Address Book, Close
4. (a) The case name is in the banner on the right.
(b) Summary, Participants, Case Plan, Case History, Close
5. Click My Cases in CARIS context.

Module 2

1. Announcement, Communication Note, Safety Procedure, Topic-Based
Consultation

2. CCALA Inspection, Earthquake Drill, Facility Fire Alarm Tests, Fire Alarm
(false), File Alarm (real), Fire Department Inspection, Fire Escape Dirill, Health
(food) Inspection, OSH Inspection, Security Alarm, Smoke Detectors

3. Conference, Consultation, Lecture, Training/Education, Workshop
4. No

Module 3

1. Search for the client using simple and advanced search techniques. Must
also search the Online Healthware system.

2. Last name, first name, gender, date of birth.
3. Copy or merge.

Module 4

1. (a) Client (b) Details

2. Social or Family

3. Brother, sister, friend, parent etc.



Module 5

Referral
Phase

Pre-Admit
Phase

Active
Phase

Follow-
up Phase

You decide not to X
accept the case.

You are adding a X
progress note to the file.

You have discharged X
the client.

You have decided to X
admit the client.

Module 6
1. Pre-Admit.
2. Admit or cancel a case.

Module 7

1. Affiliates or members.
2. Notes

3. General or Supervision

Module 8
1. Goal, Objective, Action
2. My Cases, View, Case Plan from CARIS context

Module 9

1. Case Face Sheet, Meeting Minutes, Psychiatric Admission Notes, Provisional
Diagnoses, Child Care/Nursing Admission Notes, Alerts

2. Initial Provisional Diagnoses Form (initial and final), Child Care/Nursing Admission
Note (initial and final), Psychiatric Admission Notes.

Module 10

1. DSM-IV (TR) Diagnostic Classifications, ICD 10, Provisional Diagnoses,
Medications, Progress Notes



Module 11

1. Referral Observation, Meeting and Contact Note, Progress Notes,
Correspondence Log, Documents Process Management, Health Visit, Legal
Order, Personal History, Presenting Issues

2. 1-1 Session, Clinical Case Conference Note, Clinical Consultation,
Correspondence Log, External Meeting, Family Session, Fax Rec’d/Sent Note,
General Note, GP Session Note, Group Activity Note, Group Session, ICM
Meeting, Intake Meeting, Letter Rec’d/Sent Note, Medication Note, Phone Call
Note

Module 12

1. Activities in which participants can register.
2. Case context: Eligibility Lists / Summary / View / Add Participant

Module 13

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 14
1. Navigation tree
2. Generate report online, export to pdf or Word, print from the application

Module 15

1. Schedule, Accession, Box
2. In-progress, Closed

3. Duplicate



