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Purpose 
The Ryan White Program requires client level data for reporting to HRSA and for Parts A, B and 
state HIV services grant management. In Minnesota, these data are collected in Minnesota 
CAREWare.  

Policy 
To promote confidentiality and security of client data, all CAREWare users must sign a 
confidentiality agreement and take the CAREWare and Client Privacy and/or HIPAA training 
before a user ID and password are issued. A signed confidentiality agreement and Client Privacy 
/ HIPAA training are required annually in order to maintain access to the Minnesota CAREWare 
system. Provider agencies are also required to notify the Minnesota Department of Health 
(MDH) of changes in user permissions and when a user should no longer have access to 
Minnesota CAREWare. 

Procedure 

New User Registration 
In order to obtain a user ID and password, agency staff must first complete the CAREWare and 
Client Privacy/HIPAA training and have a signed confidentiality agreement on file with their 
employer. Each user must then complete a User Registration Form and forward it to their 
Provider’s Authorized Representative (PAR) for signature, along with documentation that s/he 
has successfully completed approved Client Privacy/HIPAA training. (Approved HIPAA trainings 
are offered by DHS, Hennepin County, by clinical provider agencies, and on the Minnesota 
CAREWare website.) 

The PAR will submit the original User Registration Form to the MDH and maintain a copy of the 
form at the provider agency. The provider agency will also maintain the original annual 
confidentiality agreements, which do not need to be submitted to MDH. 



U S E R  R E G I S T R A T I O N  A N D  R E N E W A L  

2 

Change in User Permissions 
In order to change a user’s permissions in Minnesota CAREWare, the PAR must complete the 
User Registration Form and select, Change/Update Account, describing the user’s current 
permissions and what the new permissions should be. The PAR will submit the original User 
Registration Form to the MDH and maintain a copy at the provider agency. 

Remove User Account 
In order to remove a user’s account from Minnesota CAREWare, the PAR must complete the 
User Registration Form and select, Delete Account. This form must be submitted to the MDH 
within one business day of a user no longer requiring access to Minnesota CAREWare due to a 
change in work assignment or employment status. The PAR will submit the original User 
Registration Form to the MDH and maintain a copy at the provider agency.  

Annual Renewal of CAREWare Users 
In order to maintain users’ access to Minnesota CAREWare, the PAR must complete the Annual 
Renewal Form, which will be supplied to each provider agency by the MDH. This form must be 
completed by December 15th of each year in order to maintain access for the upcoming year. 
The Annual Renewal Form will be used to confirm which users will maintain access to 
CAREWare and document that these users have completed that year’s Client Privacy/HIPAA 
training and have signed a current annual confidentiality agreement. 

All forms are located at Getting Ready for CAREWare 
(www.health.state.mn.us/diseases/hiv/partners/careware/gettingready.html) 
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