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Ryan White Part A Program
Policy and Procedures

CAREWare Policy – Data Importing

Effective Date:   03/01/2012
	Revised 3/1/15

1. PURPOSE:

[bookmark: _GoBack]This policy provides Ryan White Part A Program providers a standardized system to export client service and billing data into a provider’s central CAREWare domain if a provider maintains such data in a software program other than Central CAREWare.

2. Data Exporting Policy

Providers that enter and maintain client service and billing data in a software program other than Central CAREWare may request technical assistance with the Ryan White Part A CAREWare Consultant to develop a compatible data format for uploading and import process into the provider Central CAREWare domain.

3. Data Exporting Requests 

a. The provider must request data format and import process technical assistance through the Ryan White Part A (AA) office. The RWPA designated CAREWare Consultant will work with the provider to determine a method in which the data will be exported and the export schedule. 
b. The provider will, in accordance with the agreed to format  and schedule, send the data  electronically to the RWPA Portal: Ryan White Part A @mail.maricopa.gov. The AA will coordinate the import between the provider and the CAREWare Consultant, 

4. Data Exporting/Importing Procedures

a. Upon receipt of service/billing data, the CAREWare Consultant. will begin processing the request within two (2) business days. 
b. Provider and CAREWare consultant will communicate through the AA  on any challenges that are found during the import process.
c. Barring unforeseen circumstances, the data will be imported into the provider’s Central CAREWare domain no more than five (5) business days from receipt of data. 
d. Once provider data has been successfully imported into Central CAREWare, confirmation of the import will be emailed to the provider by the AA with any related exception reports, if applicable. 
e. Providers are responsible for confirming that the correct information has been imported into CAREWare and that CAREWare data balances with accounting systems and billing support documents.
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