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1. INTRODUCTION
These instructions provide guidancethe usage of thCAREAssist Eligibility
Verification Repol.

The CAREAssist Eigibility Verification Report is a web applicatidhat the Orego
Health Authority, CAREAssist Program (Oregon's AID&ig Assistance Prograr
provides for its Community Partners to verify pragr eligibility for Ryan White
Program case management ancport services. Access to client information thro
this application is therefore limited to authorizeetsonnel only. Users who have verif
their email identity to the CAREAssist Program vii# provided access privileges
view Client information fc their assigned Domain and/or R

For questions about this document or other aspéttee CAREASsist Eligibility
Verification Report, contact Kris Harvey at ¢-673-0143 or akris.a.harvey@state.or.
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2. APPLICATION USERSAND ROLES

The CAREAssist Eligibility Verification Repo associateyou, as User,with one or
more Roles, which determine what access privs youwill have been grante within
the applicatio. Your UserAccoun must be associatewith a unique email address tt
serves ayouridentity within the system. The CAREAssist Progr@iffice must have th
email address thiyou areusingon file in order to approvyour access to the applicatic

Eachgroup of Wser functions has been aned a different Ro with the application
Furthermore, each Role can only be assigned tosUikat have been associated v
certain Domain groups. If applicable, Users caadsgned multiple Roles, but the
Roles cannot conflict with the security uirements of the Domain groug

User Roles are assigned by an Adi Tablel. lists the Roles, the Domain groups,
User functions associated with e

Table 1. Application Roles, Associated Domain Groups, and Functions

Role Domain Groups User Functions

Admin All internally-based | Assigns Users to Rol, confirms/disables acce
OHA Domain: privileges for Usel

SuperUse All internally-based | View Client Lists and Detaile Information of
OHA Domain: clients associated with all Domai

Community | All Community View Client Lists and Detailed Informaticof

Provide Partner Domair clients associated with User's Domain o
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3. OBTAINING AND CONFIRMING A USER ACCOUNT

The CAREAssist Eligibility VerificationReportallowsyouto seltregisterfor a User

accoun andto maintainyour account informatiol

To create a new User account, click on thed “Register” in the navigation bar on t

application’s home page, which is showrFigurel.

Figure 1. Registration Link on the Application Home Screen

€ C | [117010463.143

Home Help
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( )]‘( 00N The Oregon Health Authority, CAREAssist program (Oregon's AIDS Drug Assistance Program) helps people living with HIV or AIDS pay for medical care
% expenses. The mission of the CAREAssist program is to improve the health of HIV+ Oregon residents by paying for insurance premiums and
prescription/medical services co-pays.

ALt ority  Access o this information i provided by the CAREASsist Program and is ntended to be used to veriy program eliibty for Ryan White case
management and support services. Access to this information s limited to authorized personnel only. Information available on this site may be printed for
the client record but may not be released to any third party entity without the expressed written authorization from CAREAssist Program Management
and written consent from the client If you have questions regarding this information please contact CAREAssist

©2012-2015 - Oregon Health Authority

170104.63.143/Account/Register

The registration form will be presen, which is shown itFigure2.

Figure 2. Application Registration Form

‘CAREAssist Eligibility Ver: X

<« C' | [1170.104.63.143

Home Help Regster  Login

Please enter your information to create a new acccount
Oregon The Oregon Health Authority, CAREASsist program (Oregon's AIDS Drug Assistance Program) helps people fiving with HIV or AIDS pay for medical care expenses. The mission of the CAREASsist
e a program is o Improve the healih of HIV: Oregan fesidents by paying for Insurance premiums and prescripton/medical Services co-pays.
e Access to this Information s provided by the CAREASSiSt Program and i ntended to be used (o ity program eligbilty for Ryan Whit case management and support services. ACcess t this
information i imitec to authorized personnel only. Information available o this ste may be printed or the client record but may not be released fo any third party enty wihout the expressed writen

authorization from CAREAssist Program Management and written consent from the client. If you have questions regarding this information please contact CAREASSist.

Email

First Name
Last Name

Domain Name Please Select a Domain

Password

Confirm password

©2012-2015 - Oregon Health Authority
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Proceed to enter your information into the regtgiraform. Be sure to select t
appropriate Domn Name from the dr-down list. This determines what Roles ¢
privileges you are eligible to be assigned. If yoe a Community Provider, the Domi
Name determines what Clies’ information you may view. If required, the appray
Admin may change or correct your Domain selec

CAREAssist Elgibility Verification Report

...........

In order to complete the Registration process,mast also click the checkbox
confirm that you have read and undend the message in the banner at the top ¢

page

For security, thCCAREASsist Eligibility Verification Repo requires that your passwc
comply with the following rules, which are subj¢ztchange

Must be at least six characters Ic

Must contain t least one capital letter and at least one |-case lette
Must contain at least one numer-9.

Must contain at least one r-alphanumeric charact

PwpPE

After you have successfully provided all of theistigtion informationthe applicatior
will senc you a confirmation email that contains a hyperlack to the application. Th
process ensures that nobody inappropriately gaicessa to the application using y¢
email address as their identity, because theyneilalso have access to your en
When you return to the application by clicking de hyperlink that is contained in t
email, the application will be able to verify thatu are the same person who enterec
information in the first plac

Because this email contains an embedde(, many email servers treat this emai
SPAM ancroute it to a “SPAM” or “Junk mail” folder. If it does not arrive in yolt
“normal” inbox within a few minutes, check your “8R1” or “Junk Email” folder. When
the confirmation email has been selour scren should look lik Figure 3

Figure 3. Registration Information Received

€ C' | [1170.104.63.143/A t/Registe =
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n has been been received and accepted
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email program to enable the clickinglinks before you can click on the link. Oncey
have successfully confirmed your email and identiur screen will look likéFigure 4

Figure 4. Registration Confirmation

€ - € [[)170.104.63.143/Account/ConfirmEmail?userid=b3cdbecb-2638-4cc8-adb7-97 eefacd7d868 code=31Gm73UydYAF pIMKMTCVpNT%2B8dp5Kdyb4Vk6T8em3vzAwy)8yyGIDUCVILCNZIxFCMiktLIHN? 7

Home Help Register  Log in
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)TCOON Thank you for confirming your email.
‘ a An email has been sent to the CAREAssist team to assign your requested privileges.
Authori

If you have not received notification that your privileges have been assigned within three business days, please
contact Kris Harvey at kris.a.karvey@state.or.us or 971-673-0143. or the CAREAssist Office at 971-673-0144.

©2012-2015 - Oregon Health Authoriy

After you have confirmeyour email and identity, an email will be senthe
CAREAssist team to notify an application Admin tlgati are ready to be assigned y
Role(s) and privileges. If the email you used @wister is known to the CAREASSI
Program, you should expect tave a response withapproximately thre business day:
When your privileges have been granted you wileree an email notificatio

4. EMAIL NOTIFICATIONS

Althougl the CAREAssist staff members who have been assiteeddmin Role ai
the only individues who have privileges to chanyour accour information, he
application is configured send you a notification email whenever any infoiorahas
changed relating to your account, when you didmtate the change. This includes f
addition or remval of any Roles/privileges as well as editing ofiyaccoun
information (Email, First/Last Name, Domain Nam@en your account informatic
has been changed, an email will be sent to botold and thenew email addresses
ensure that you have topportunity to receiv and, if necessary, respond the
notification
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5. LOGGING INTO THE APPLICATION

You may log into the application on one of severays, such as clicking on the lii
shown in the Registration Confirmation scree Figure4, or by clicking on the word
“Log in” on the navigation bar of the Home page, as shovFigure5b.

Figure 5. Log in Link on the Application Home Screen

/[ careassist eigiviy Ve x

& € [1170.104.63.143

Home Help
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()\’z'j:,wll h oo
Health

AREAssist program (Oregon's AIDS Drug Assistance Program) helps people lvi
e CAREAssist program is to improve the health of HIV+ Oregon residents by paying

ent from the client If you have questions regarding this information please contact CAREASsist

©2012-2015 - Oregon Health Authority

Enter the Emil address you used to regis and your password in the form spa
provided,and the click on the “Log in” butto (seeFigure 6) Checking the “Rememb:
me?” box will allow the application to bypass raing you to enter yoLemail addres
and password. This is a great option if there arether users of your compu — but
every user of the machine wthenhave access to confidential Client informat

70.104.63.143/Account/Loc

Home Help Register  Login

Please Log In

Ul(‘fg‘(ml h emal
Health -

Authority

©2012-2015 - Oregon Health Authority




CAREAssist Elgibility Verification Report

-

If you have provided the correct email and passywod will
application.You will know that you are logged inthe word “Hello” an«your full name
appea in the navigation bar, near the ri-hand side of the screeOtherwise, a nssage
will appear that will prompt you to correct yourtees.

Once your email and password have been verifiethsigine database, you will |
shown a default screen for your granted RolcThe default screen for any User who
been granted priviges to viev client information is th User’sClient List. Any Internal
Team Members who have also been granted Adminigges will always have tr
SuperUser (all Clients) Client List as their defadreen upon logging

Userswho havenot yetbeen asignedprivileges, or whose privileges have bt
suspended for any reas will be shown the screen Figure 7.

€ - C |[)170.104.63.143/Home/UnApprovedUs = =

Home Help. Hello Ima NewUser! Lo off
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U« [,;L N You have reached this page because your access to this system has been suspended or not yet
e ; l approved.

\ : If you believe that this status is in error, please contact CAREAssist.

Authority

©2012-2015 - Oregon Health Authority
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6. LOGGING OUT OF THE APPLICATION
Whenever you are logged into the Application, ® tight of your name is a button tt
will enable you to log out of thCAREASssist Eligibility Verification Repo.

Figure 8. Logging out of the application from any screen

| 4

Home Help
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7. USER ACCOUNT MAINTENANCE
The CAREAssist Eligibility Verification Repo allowsyouto maintainyour user
account informatiol There are three types of chanyou can initiate

1. User Information Upda
2. Change Passwc
3. Recover Passwo

7.1 MANAGING ACCOUNT INFORMATION
The Account Maintenance Menu is available whenyou arelogged into the
application by clicking olyour name in the navigation bar, as show Figure9.
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Figure9. Access ing the Account Maintenance Menu

& canesis vy Ver: x
& € [1170.104.63.143
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r AIDS pay for medical care

( )1 CO( »l 1 The Oregon Health Authority, CAREASsist program (Oregon's AIDS Drug Assistance Program) helps people living with
expenses. The mission of the CAREAssist program is to improve the health of HIV+ Oregon residents by paying for e premiums and
prescription/medical services co-pays.

AUTNOrity  /Access © this informaton i provided by the CAREASsist Prog am and is intended to be used to verify program eligibilty for Ryan White case
rit nagement and support services. Access to this information is limited to authorized personnel only. Information available on this site may be printed for

tharentrscorthy it may not be released to any third party en my withoutihe exi pressed wten autortzaton rom CAREAssit Program Management
and written consent from the client. f you have questions regarding this information please contact CAREAssist

k]
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170.10463.143/Account/Manage

You will be presented with the screer Figure 1Q which contains the Accou
Maintenance Men

Figure 10. The Account Maintenance Menu

I careasist iginity Ver: x
& €' [1170.104.63.143/Account/Manage

Hello Ima NewUser!  Log off

Home Help

Please Choose an Action

Update User Information
O
Oregon 1 change Fasswors

S

Authority
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This menu presents two buttons. One wlow you to edit you Account Informatior
(Name or Emai). The second will allovwyouto change the password associated your
account. Note that this passwcchange operation is different from the passwe

recovery operatior

10
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7.1.1. UPDATING YOUR USER INFORMATION
Clicking the “Go!” button next to the Update Usafdrmation label will present ¢
abbreviated version of the Registration form inetlyou may alteryourinformation in
the database¢Email addres or First and last Namg Buttons are provided thatill either
cancel the action or subnyour change:

7.1.2. CHANGING YOUR PASSWORD
Clicking the “Go!” button next to the “Change Pass@/ label will allowyou to change
your passwordEnter your current password and a new passwolteigpace of the
form provided, as shown iFigurell.

Figure 11. The Change Password Form

)/ [ CaRgssist Eigivity Ver: x

€ - C [} 170.104.63.143/Account/ChangePasswor

Please enter a new password

aaaaaaaaaaaaaaaaa

If you do not know your password and need to chain—if, for example, you have be«
logged in with the “Remember me?” option cheg, log out of the application ar
follow the instructions in the sectidbelow to recover your passwort

7.2. RECOVERING YOUR PASSWORD
If, at any time you should need to have your pasdweset because you do |
remember it, the is a button on the L¢«-in screen that allows you to recove

From the Home screen, click on the Log in butter you will see the “Forgot you
Password button that i shown inFigure12.

11
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Figure 12. Recovering your Password from the Log-in screen

V[ careas
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17010463143/ Account/ForgotPassword

You will be presented a form (sFigurel13) in which you will enter your email addre:
After youclick on the button, you will be emailed a link tivaitl confirm your identy
and therallow you to set a new passwoThe application requires that you confirm y:
identity prior to recovering your password in ortteensure that it is indeed you who |
requested the password recovery. This is an ex@asure to keep yoiaccount secur

Be sure to check your SPAM or “JuEmail” folder if this email doesn’t arrive in yo
regular inbox in a few minute

Figure 13. The Password Recovery Screen

/[ careassist eigisiy veri

€ - € [ 170.104.63.143/Account/ForgotPassword

Home Help Register

Oregon Enter your Email address. You will be emailed a link that will enable you to reset your
e : i password.
Email

Authority

©2012-2015 - Oregon Health Authority
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8. THECLIENT LIST

Themair purpose of thiCAREAssist Higibility Verification Repor is toprovide to
enablcthe Community Provideland Internal Team Members of the CAREAS
Program(Oregon's AIDS Drug Assistance Progr. to verify program eligibility for
Ryan White case management and support se.

The application, therefore, allows you, if you at@@mmunity Provider, to view a list
Clients that are served by any Case Manager tlasisciated with your Service Dome
If you are an Internal Team Member and are graptedleges to view Clien
information, you will be able to view all Clientersed by all Domain—so be sure t
take proper security precautions for this configdmbformation!

8.1. ACCESSING A CLIENT LIST
When you have been granted a Role that includegqges to view Clientnformation,
the Client List screen loads whenever you log thebapplicatior You can also acce:
your Client List whenever you are logged into tpelecation by clicking on “Client List
in the navigation be

A Client List for a Community Provider shown inFigure 14 Note that in th<Screen
Captures shown in this guide, all Client Informatie hidden from viev— but you will
see actual Client da

o] - ]

Fig_ure 14. A Community Provider Client List

Client Lists

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

8.2. FEATURESOF THE CLIENT LIST SCREEN
The Client List screen includes various features will enable you to resear:
individual or groups of Client:

The Clients that are served by the Program, dseofitne that the Client List was crea
populate «data table that appears in the main section o$¢heen, slightly offset to tr
right.

13
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There are five sortable columns on informatione@®ilD, Client Name (“Last, First”, tr
Client's URN, the Client's Case Manager, and theegddanager’'s Domain Nal. If you
are a Community Provider, the Domain Name colunwukhalways contain the sar
value. But if you are an Internal Team Member,ittiermation in this column wil
represent all of the Domains served by the Proc

CAREAssist Elgibility Verification Report

8.2.1. SORTING THE CLIENT LIST
Sortingthe Client List is as simple as clicking on a cofuheader! The icons chan
from light to dark grey to indicate which columncigrrently being used for sort. T
dark grey one is “active”, with the direction oktkort indicated by the “tower
blocks.” The initial view sorts the Client List by theiéht ID, from lowest to highes
hence the dark icon in that column header with'ttver of blocks” with the wides
blocks at the bottor

8.22. REPAGINATING THE CLIENT LIST
This example has 496 Clients than be viewed. We know this because of the mes
that says “Showing 1 to 10 of 496 entries” to tbé&dir-left of the table. We ca
manipulate the pagination of the list in severaysvairst, to the upp-left of the table it
a pul-down in which we caselect the number of rows t will be displayed on a pag
A vertical scroll bar is incorporated into the wavd should the number of clients exce
the capacity of the viev

Second, we can seledifferentpagesof the Client table to viewby clicking n the
various buttons to the low-right of the table. IiFigurel5, we have selected the fou
page of this Client List, which has been changealgo have 50 entries per pe

Figure 15. A Client List in which pagination has been adjusted

CaREAS:

o] - ]

14
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823. FILTERING THE CLIENT LIST o

There are two ways in which you can filter the @lieist. First, click in the box labele
“Search” and start typing. As you type each charathe application will search ea
datafield for every Client, anit will display only those clien who have informatiol
that matches your input. The total number of estoie the bottor-left will change, a
will the number of pages shown in the paginatiotidyuto the bottor-right. This earch
is not cas-sensitive, as “john” will return the same outputj@hN”. This will also
return, for example, any Client with a first nand®fn”, last name "Johnson”, or Ce
Manager with any of those. But it can be a powesfay to find informatiorquickly if
you know a name or Client ID and want to get td ffeason’s detail

The second method to filter-queries the database to return the Clients asedaorath a
single Case Manager and repopulates your screérthat information. This care a
useful way to view your own clients or those ofiadividual one of your colleagues, f
example Select a name from the di-down list labeled “Case Manager to Filter” ¢
then click on the “Filter Clients” button. Note thanlike the “Search” bo»this is not ¢
“filter -as-youtype” feature but requires you to click on the bntto activate it! All of
the Case Managers that are included in the taldsst once are included in the |-
down list—even those who have been excluded by any aclter in the “Search” bo:

There are two ways to clear a d-down filter. You can select “All Case Manag
Shown” and then click the “Filter Clients” buttohlternatively, you can reload tf
Client List from scratch by clicking on “Client Ltfsin the nevigation bar

The Client List of Internal Team Members has antamithl drof-down labeled “Domai
Name to Filter.” This selector provides InternabifreMembers another option 1
filtering their Client List. Clients returned whéme “Filter Clients” buion is clickec
must meet the criteria both dropdowns, howeve

8.24. HIGHLIGHTING THE CLIENT LIST
One additional feature of the Client List is thdigbto highlight one Case Manager
name—independent of the other filtering or sorting of @lient List.To activate this
feature, select a Case Manager’s name from the-down list labeled “Case Manac
Name to Highlight.” That Case Manager’'s name walmappear in a bright yello
background for every client. Unlike the filteringo-down, this highligking dropdowr
does not r-query the database and therefore acts immediatelyeooutput you ar
viewing. This can be a convenient way to have &ifp&Case Manager’'s name (you
perhaps?) be identifiable on screen while you Ispesific filters or scting parameter
in place. To clear the highlight, select anotheneaor “No Highlight.

The Client List of Internal Team Members has antamithl drof-down labeled “Domai
Name to Highlight.” This selector provides Interif@am Members another opticor
highlighting their Client List. Internal Team Memiecan choose to use one, both
neither of these options, as they operate on thgidual cells of the table and bc
highlight results do not need to operate on thees@tient

15
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9. VIEWING CLIENT DETAILS
The CAREAssist Eligibility Verification Repo is a tool to provide you an instantane:
snapshot of a Client’s eligibilit— it provides neither a historic perspective nor arnyre
outlook

9.1. ACCESSING CLIENT DETAILS
Clicking on any Client's nam a Client List will allow you to view that Clierst'details
as of that moment in tir The Client Details screen, an example of whichhms in
Figurel16, shows an organized listing of the Client’s cutieformation, as of \hen the
moment it was access (which is always shown athestop of the page, beside !
Client's name and date of bi).

]

Figure 16. The Client Detail Screen

€ 3.143/ClientL

Hello Ima NewUser!  Log off

Home Mobile/Cell Work Other

9.2. PRODUCING A PRINTABLE (PDF) VIEW
In eachpanel’s heade you will find links that will allow you to (1) Reta to the top o
the page, (2) Produce a printable (PDF) view, pR@&urn to your Client List. Clickin
the center of these links will create a PDF fild @lownload it to your computer for yo
use. ke aware of the presence of these files and thedmorifal information present |
them

16
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