Workflow Designer

Create, test, assign, publish, and maintain CAREWare workflows that
Purpose . :
guide users through defined pages and saved-record events.
Who should do this CAREWare admml‘strators, data managers, or designated support staff
with Workflow Designer access.
A repeatable process should start from a specific data entry point and
Use this setup when through guided data entry result in a more complete record through
confirmations, messages, or save controls.

Build and test with a test provider/client and a limited user group before

Main warning publication. A published workflow affects assigned users when its trigger
occurs.
Video walkthrough Workflow Designer Video
Quick path

Administrative Options > Custom Features > Workflow Designer
Before you begin

¢ Confirm the provider and environment where the workflow will be tested.

* Confirm the responsible user group has Edit Workflow Designs plus permission to open and save every
page the workflow will use.

* Plan the trigger, page sequence, saved-record events, user messages, and the group that will test the
workflow.

* Ensure all data elements for the workflow are active for the provider including subservices and funding
sources for contracts, tests and medications in clinical setup, and any necessary permissions to access
data entry fields relevant to complete the workflow.

» Use a test client or test record and keep the first assignment limited until the complete and resume paths
are verified.

Important
The RSR and ADR workflow guides use the same design pattern, however show basic steps for a
workflow that results in a client counted for the RSR and ADR reports.

Open Workflow Designer and create a draft
Step 1. Click Administrative Options.

Step 2. Open Custom Features, then click Workflow Designer.
Step 3. Click Add New.
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Step 4. Select the Workflow Type. The selected type determines the trigger shown on the canvas, then click

Continue.

Step 5. Enter a clear Workflow Name that describes the trigger and purpose.
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Tip
Use names that identify both the business process and trigger, such as “New Client - RSR Intake” or
“Service Entry - Eligibility Check.” This makes the workflow list easier to maintain.

Understand the Workflow Canvas

The canvas begins with a trigger node. Select a node to edit its settings in the right panel. Use Add Action,
Add Wait for User Input, or Add Decision where those buttons are available. Nodes can be repositioned on
the canvas without changing the workflow logic.
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Workflow Canvas :
CAREWare Workflow Designer STATUS Draft ~ Saved  VALIDATION 1 error

User Group Assignments WORKFLOW TYPE

) [}
e Add a new Service Steps waits | | UserGroups

Validate Workflow Name

Default name

Export

Undo — 1 e
Workflow Canvas - 100% | + | Fitworkilow Drag nodes to repasition on the canvas. Select a node to edit its settings. Workflow Properties

Redo

Close Workflow Properties

NAME

TRIGGER Default name

On Add a new

ACTION
default. Action DESCRIPTION
tep_a

n1/0uto Update description

WORKFLOW TYPE

Add a new Service ]

| Add ecision |  Add Action

Core step types

Step type What it does Typical use

Starts the workflow when the Finalize a new client; add a service; add an

Trigger assessment or other available workflow
selected workflow event occurs. event

Performs a configured workflow Navigate, display a message, confirm

Action . before save, block save, message a user,
behavior. .
or prefill eligibility.
Wait for User Pauses until a configured record Continue only after the user adds or
Input event occurs on a selected page. updates the required record.
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Step type What it does Typical use

Use when subsequent steps should depend
on a condition or user path; test each
branch.

Creates a branching point from a wait

Decision .
step where available.

Important

A page-opening action by itself does not wait for data entry. If the next step depends on the user
saving a record, add Wait for User Input immediately after the Go to Page action.

Configure an Action

Step 6. Select an Action node. Enter a descriptive Step Name.

Step 7. Open Action Type and choose the behavior required for that point in the workflow.
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Workflow Canvas A
CAREWare Workflow Designer STATUS Draft  Unsaved changes  VALIDATION 1 error
User Group Assignments WORKFLOW TYPE
g 2 0 )
r Add a new Service Steps. Waits User Groups
Validate Workflow Name
Default
o— efault name
Undo g o @
Workflow Canvas - 100% | + | Fitworkilow Drag nodes to repasition on the canvas. Select a node to edit its settings Editing: Action name
Redo
Clasa Step Properties
STEP ID STEP TYPE
step_action_1 Action
TRIGGER ——
default. Action name STEP NAME
step_action_1 o
ction name
n0/out1 LRt
ACTION TYPE
Block Save v

Block Save

Confirm Before Save
Send Message to User
prefill Eligibility as No
Goto Page
e D

Action configurations available

Action Type Configuration / use

Stops the current save action. Use only when the workflow must prevent a
save until the intended condition is addressed.

Block Save
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Action Type Configuration / use

Displays workflow text to the user. Use for instructions, warnings, completion
Show Message X e
notices, or verification prompts.

Confirm Before Save Displays a message and requires a confirmation before the save proceeds.

Send Message to Sends a workflow message to a user. Select the intended
User recipient/configuration presented by CAREWare and test delivery.

Prefill Eligibility as No Prepopulates ellglblllty as No |.n the supporttlad eligibility context. Verify the
result is appropriate before using in production.
Navigates to a selected Target Page and Destination. Pair with Wait for User

Goto Page Input when a saved record should advance the workflow.

Warning
Do not use Block Save or prefilled values as substitutes for business rules or source documentation.
Test the exact user role and page permissions before publication.

Go to Page and Wait for User Input
Step 8. For Action Type, select Go to Page.
Step 9. Select the Target Page.

Step 10. Select the Destination, such as Add Screen when the workflow should open a new-record form.
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Workflow Canvas .

CAREWare Workflow Designer sTaTUs Draft  Unsaved changes  VALIDATION No errors
User Group Assignments WORKFLOW TYPE
2 [} [}

. Add a new Service Steps Waits User Groups

Validate Workflow Name

Default name

Export

Undo ( ”
Workflow Canvas - 100% | + | Fit workflow Drag nodes to reposition on the canvas. Select a node to edit its settings. Editing: Go to Page

Redo
Close Step Properties
STEP ID STEP TYPE
step_action_1 Action

TRIGGER
On Add a new
Sev

AcTION
Go to Page

step_action_1

STEP NAME
In1/0uto Goalpage
ACTION TYPE

Go to Page v
TARGET PAGE

Eligibility v
DESTINATION

Add Screen L

EligibilityDriver / Menu_ltems_Eligibilitylnfo

| AddAction | Add Wait for User Input |  Delete Step
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Step 11. Click Add Wait for User Input.
Step 12. Select the Page.

Step 13. Select Continue When to define the saved-record event that advances the workflow.
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Workflow Canvas %
CAREWare Workflow Designer STATUS Draft  Unsaved changes  VALIDATION 1 error
User Group Assignments WORKFLOW TYPE
o 3 g
Add a new Service
Save

Steps Waits User Groups.
Validate Workflow Name
Export Default name
Undo — N o p = z ¢ s
Workflow Canvas - 100% | + \ Fit workflow Drag nodes to reposition on the canvas. Select a node to edit its settings. Editing: Wait for User Input - Eligibility
Redo
Close Step Properties
STEP ID STEP TYPE
waitForDocCall_3 Wait for User Input
onddan it for User It
el default. Goto Pn!: it ’e',y"”“ 7
step_action
step.trigger.1 S— o EE Wait for User Input - Eligibility
In0/out1 Ll — =
PAGE
Eligibility v

CONTINUE WHEN

User adds a new Add a new Eligibility record vJ

Add Decision | A acion RS

Configure continue events and repeatable page patterns

Continue when choices can include multiple event types for the same page. For service, for example,
CAREWare shows add-new, update-existing, and report/lookup-related options. It may be appropriate to

have a user enter multiple services before continuing to the next step after service entry or completing the
workflow.
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Workflow Canvas

CAREWare Workflow Designer STATUS Draft  Unsaved changes  VALIDATION 1 error
User Group Assignments WORKFLOW TYPE
. 5 2 [}
aave Add a new Service Steps. Waits User Groups
Validate Workflow Name
Default
o efault name
Undo ’ ; o -
Workflow Canvas - 100% | + \ Fit workflow Drag nodes to repasition on the canvas. Select a node to edit its settings. Editing: Wait for User Input - Poverty Level
Redo
o Step Properties
STEP ID STEP TYPE
waitForDocCall_5 Wait for User Input
s AcTion AcTion
O e default Goto Pag: Go klu Page STERNANE
step_action. action_4
step tigge T Wait for User Input - Poverty Level
In0/out1 nb4out

PAGE

WAIT

Wait for User Input - PovenyLevel N
Po ol

CONTINUE WHEN

User adds a new Add a new Poverty Level Assessment v
1 J

Select what the user must do

User adds a new Add a new Poverty Level Assessment

User saves changes to Update an existing Poverty Level Assessment

ANN RV Single Poverty Level
ANN RV Last Poverty Level

Reusable configuration patterns

Pattern Sequence Use when

Data-entry The workflow should open a page and

Go to Page > Wait for User Input

checkpoint continue only after a record is saved.
' Th I i

Instruction only Show Message © use_r only r_1eeds guidance or a
completion notice.

Save confirmation Confirm Before Save The user must acknowledge a message
before saving.

: Th kfl t t t

Save prevention Block Save € workilow must prevent a save a
that point.

Notification Send Message to User Another user needs a

workflow-generated message.

A saved event should branch to different

Conditional path Wait for User Input > Add Decision
next steps.

Important
Name every step by page and purpose. The RSR and ADR design guides specifically recommend
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page/purpose naming because large canvases become difficult to understand when generic names are
repeated.

Messages, confirmations, and save controls

Step 14. Add an Action after the step where the message or save behavior should occur.

Step 15. Choose Show Message, Confirm Before Save, Block Save, or Send Message to User as
appropriate.
Step 16. Enter concise message text that tells the user exactly what happened or what to do next.

C O b T @ w @D s @

; o
leicAREWare JProg

Workflow Canvas "
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Default name
Export
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Workflow Canvas - 100% | + | Fit workflow Drag nodes to reposition on the canvas. Select a node to edit its settings. Editing: Confirm Before Save
Redo
Cclose Step Properties
STEP ID STEP TYPE
action_10 Action
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step trigger 1 = Confirm Before Save
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ACTION TYPE
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Confirm Before Save v
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Go to Page o
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Warning

A completion message is a staff prompt, not an RSR or ADR calculation. For reporting workflows, direct
staff to the appropriate ADR Validation Report/RSR Validation Report or ADR Viewer/RSR Viewer after
the sequence completes to confirm the records are counted for the reports.

Save, validate, assign, and publish
Step 17. Click Save after major edits.
Step 18. Click Validate. Correct every reported error and validate again until No errors displays.

Step 19. Open User Group Assignments. Select only the group(s) that should use or test the workflow, then
save.
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https://jprog.happyfox.com/kb/article/13-adr-validation-report/
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https://jprog.happyfox.com/kb/article/116-manage-user-groups/
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save tr
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Step 20. Click Close to return to the Workflow Designer list.
Step 21. Select the workflow and click Publish when validation and testing are complete.

Step 22. Confirm the workflow status is Active.
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Ryan White HIV/AIDS Program Notice °

Workflow deleted.

Customize inistrati fons > Custom p > Workflow Designer
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View Publish Deactlvate Delete Add New Import Back Print or Export. Column visibliity ~ Copy

Add Client
Find Client Workflow Designer
Reports

Search: «| <[ '1]|> | »] 100 v|entries per page  Showing 1to 1of 1 entry
Rapid Entry e

Appointments Workflow Name Workflow Type Status User Groups Assigned

D System Information

System Messages

Administrative Options

5 Switch Providers
Log Off

External Links
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Important

Deactivate a production workflow before making changes that could interrupt active users. Revalidate
and retest after changes before republishing.

Workflow list and maintenance configurations

Control What it does / when to use

View
Publish

Deactivate

Delete

Add New

Import

Print or Export
Column visibility
Copy

Export (inside
canvas)

Undo / Redo

Fit workflow / zoom

Open the selected workflow for review or editing.
Activate a validated draft for assigned groups.
Stop an active workflow from triggering while it is being revised or retired.

Remove a workflow. Use cautiously and follow local change-control
procedures.

Create a new workflow from a selected workflow type.

Import a workflow definition where supported. Validate imported workflows
before assignment or publication.

Produce a list/export for documentation or review.
Show or hide list columns.

Adds selected text from lists to a clip board to be pasted in a document

Export the workflow design for documentation/transfer where supported.

Reverse or reapply recent canvas edits before saving.

Adjust the canvas view only; these controls do not change workflow logic.

Testing checklist and troubleshooting

Before publication

* Trigger the workflow with a test record and confirm it starts in the intended provider.

* Complete every Go to Page + Wait sequence using the same user group that will run the workflow.

* Test an interrupted session: close/log out, reopen the same provider and client record, and confirm the
pending workflow resumes as intended.

* Verify any message, confirmation, block-save behavior, branch, or prefilled value.

* Validate again after every structural change and confirm No errors before publishing.
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Common questions

Issue Check

Workflow Designer is not Confirm provider, Administrative Options/Custom Features
available access, and Edit Workflow Designs permission.

Workflow does not start Confirm it is Active, the.us'er group is aSS|gn.ed, the trigger event

occurred, and the user is in the correct provider.
Workflow stops after opening a Confirm a Wait for User Input follows the page action and
page Continue When matches the saved-record event.

User can open a page but cannot = Review user-group permissions, required fields, active setup
save values, and page-level validation messages.

L Select the affected node, complete required properties, and

Validation reports an error , .
confirm the sequence is properly connected.

Review the relevant RSR or ADR requirements and run the

corresponding validation/report/viewer tools. Ensure the workflow

includes Wait Confirmation steps for all required ADR/RSR data

elements.

Reporting client is still missing

RSR and ADR design

From the RSR workflow references

* Plan the page order and the saved-record event before building.

* Use a small test group first.

* Verify that every assigned user can open and save every page in the sequence.

* Use Go to Page + Wait for User Input for Enrollment Status, Eligibility, HIV Status, Services, Insurance
Assessment, Poverty Level, Annual Screening, and labs (If OAHS are delivered) when building new-client
RSR workflows.

* Verify actual RSR inclusion with RSR Client Report/Viewer and RSR Validation tools rather than the
workflow completion message.

From the ADR workflow references

* Use the same Go to Page + Wait pattern for ADAP Enroliment History, HIV Status, Drug
Services/Payments, and Services.

* Choose the save event that reflects the record the user must complete.

* Confirm enroliment status, reporting-year dates, qualifying records, and ADR validation results after
workflow completion.

Tip
The safest reusable design pattern is: trigger > page action > wait save-event > next action. Add
messages, confirmations, decisions, or save controls only where they serve a clear business rule.
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https://jprog.happyfox.com/kb/article/24-rsr-client-report/

Related CAREWare guides and references

The following CAREWare Knowledge Base guides are relevant to workflow setup, permissions, client
creation, service entry, and report validation. These links were reviewed on 8/10/2026.

Guide How it helps

Manage User Groups Set up permission groups and confirm provider-level permissions
before assigning workflow users.

Manage Users Assign providers, groups, and permissions to individual users.
Add Client Review required identity fields and duplicate-match handling for

new-client workflows.

Eligibility Review eligibility data and permissions used by RSR-related
workflows.
Services Review service entry, contract/service selection, and Save/Save and

Add behavior.

RSR Overview of RSR permissions, client report, viewer, and validation
tools.

RSR Viewer Verify RSR counts and drill into affected client records.

RSR Documents Open current RSR manuals, data elements, field maps, and related
materials.

ADR Overview of ADR inclusion and reporting tools.

ADR Client Report Generate the ADR XML and review common data-quality trouble
spots.

ADR Viewer Review ADR XML and drill into client-level issues before submission.

Importing and exporting workflows

Workflows are provider specific, so they are created in the provider and accessible by
staff that are assigned to that provider’s user groups. To share workflows with other
providers, the workflow can be exported and then imported to the provider.

Important
At this time, only built in CAREWare fields can be included in exported workflows. Custom fields, forms,
and subforms are excluded from being exported from a provider or imported to another provider.
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https://jprog.happyfox.com/kb/article/116-manage-user-groups/
https://jprog.happyfox.com/kb/article/115-manage-users/
https://jprog.happyfox.com/kb/article/262-add-client/
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https://jprog.happyfox.com/kb/article/189-services/
https://jprog.happyfox.com/kb/article/23-rsr/
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https://jprog.happyfox.com/kb/article/12-adr-viewer/

Exporting a Workflow
Step 1. Open the workflow to be exported
Step 2. Click Export

The file now appears in the download folder selected in the browser settings. The file is a .json file.

[ZZcArREWare

Workflow Canvas )
CAREWare Workflow Designer
User Group Assignments WORKFLOW TYPE
Finalize a new Client
Save
Validate Workflow Name
Add New ADR Client
Export
e
Undo .
Workflow Canvas B 100%
e L soec
TRIGGER ACTION Wait# "L““ \ ACTION WAIT
Close On Finalize a new Go to Page - ADAP Pty Go to Page - HIV Wait for User Input -
Client defal  Enroliment History [~ ADA':_E;';';'"E"‘ 1 Status HIV Status
step_trigger 1 step_action 1 itrorocall 3 action 4 waitForDacCall 5
In0/0ut1 In1/0ut1 y In1/0ut1 In1/0ut
In1/0ut1 "l J
.
ACTION N WAIT ACTION N waIT ACTION
Show Message LR ;’e:"lfi:;sl"PUt " | Go to Page - Services | wallt:r:; l;::',il':‘e';“t - G2 tus:ra‘?iie—sﬂrug
EctioniC waitForDocCall 9 e waitForDocCall 7 action_6
II/OuEY In1/0ut1 U] In1/0ut1 In1/0ut1

Exporting a Workflow

Step 1. In the Workflow Designer list, click the workflow to be exported to highlight it.

Step 2. Click Import.

Administrative Options > Custom Feature Setup > Workflow Designer

View Publish Deactivate Delete Add New Import Back Print or Export Column visibility ~ H Copy ‘

Workflow Designer

<& ] -

Search:‘ ‘ | 100 V| entries per page  Showing 1to 1 of 1 entry

Step 3. Select the .json file for the workflow that should be imported.
Step 4. Click Open
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<« C @ localhost8080/careware/rs/workflowdesigner htm

licAREWare

Workflow Canvas
User Group Assignments
Save

Validate

Export

Undo

Redo

CAREWare Workflow Designer
WORKFLOW TYPE

Finalize a new Client

Workflow Name

sTaTus Draft

10

Steps

Unsaved changes

Q% @m0 & @uex

Workflow imported as a new draft.
Review and save it to keep the
imported workflow.

VALIDATION No errors

4 0

Waits User Groups

| Add New ADR Client

Workflow Canvas

) (]

Drag nodes to reposition on the
canvas. Select a node to edit its
settings.

Workflow Properties

Workflow Properties

NAME

| Add New ADR Client

DESCRIPTION

WORKFLOW TYPE

Step 5. Once the workflow is imported, click Validate to ensure the workflow works for this provider.

Step 6. Click Save to complete the import.

Examples of workflows that can be downloaded for use in CAREWare

RSR

Add RSR Client Workflow
Design User Guide

Add RSR Client Workflow
Design Video

Add RSR Client Workflow
Data Entry User Guide

Add RSR Client Workflow
Data Entry Video

Example RSR Client
Workflow

jProg

A brief step by step walk through of the workflow process for the RSR

A video showing the steps to create a basic RSR workflow

A step by step guide for the process users go through in a client record

once the workflow is enabled

A video showing the steps users go through if the workflow is enabled.

Example RSR Client Workflow: Follow the steps for importing a workflow

to add it to a provider
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https://drive.google.com/file/d/1k4IupzK-FHB8Uq7LCEqboryqKlejZIKk/view?usp=sharing
https://drive.google.com/file/d/1k4IupzK-FHB8Uq7LCEqboryqKlejZIKk/view?usp=sharing
https://drive.google.com/file/d/1wGhvooomKA60b0sEjki0bCzDMe3T7pp2/view?usp=sharing
https://drive.google.com/file/d/1wGhvooomKA60b0sEjki0bCzDMe3T7pp2/view?usp=sharing
https://drive.google.com/file/d/1o6-xMnarE4eL7fJ6iVJkG_yfH5kHGOkt/view?usp=sharing
https://drive.google.com/file/d/1o6-xMnarE4eL7fJ6iVJkG_yfH5kHGOkt/view?usp=sharing
https://drive.google.com/file/d/1ixQizOq5p39VpGHffDfE8TE-rpdmWcpU/view?usp=sharing
https://drive.google.com/file/d/1ixQizOq5p39VpGHffDfE8TE-rpdmWcpU/view?usp=sharing
https://drive.google.com/file/d/11mmkShxkLkMkY7Ocyx4aCtjd3gCoqyWd/view?usp=sharing
https://drive.google.com/file/d/11mmkShxkLkMkY7Ocyx4aCtjd3gCoqyWd/view?usp=sharing

ADR

Add ADR Client Workflow
Design User Guide

Add ADR Client Workflow
Design Video

Add ADR Client Workflow
D En r i

Add ADR Client Workflow
Data Entry Video

Example ADR Client

Workflow

jProg

A brief step by step walk through of the workflow process for the ADR

A video showing the steps to create a basic ADR workflow

A step by step guide for the process users go through in a client record
once the workflow is enabled

A video showing the steps users go through if the workflow is enabled.

Example ADR Client Workflow: Follow the steps for importing a workflow
to add this to the ADAP provider.
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https://drive.google.com/file/d/10-MfyVloYekYA6ip3QKTCMINCS1TWJ7o/view?usp=sharing
https://drive.google.com/file/d/10-MfyVloYekYA6ip3QKTCMINCS1TWJ7o/view?usp=sharing
https://drive.google.com/file/d/1tuYb2mib918m9yGfr7KxO7E6SiUzv5C-/view?usp=sharing
https://drive.google.com/file/d/1tuYb2mib918m9yGfr7KxO7E6SiUzv5C-/view?usp=sharing
https://drive.google.com/file/d/1i3JRlpC7mkM-W2apEZE_p5Nd17e4f7id/view?usp=sharing
https://drive.google.com/file/d/1i3JRlpC7mkM-W2apEZE_p5Nd17e4f7id/view?usp=sharing
https://docs.google.com/document/d/18a9cP4YZojIavnGQvhyzIjb4Dh0DXgbK/edit?usp=sharing&ouid=101989844812372837227&rtpof=true&sd=true
https://docs.google.com/document/d/18a9cP4YZojIavnGQvhyzIjb4Dh0DXgbK/edit?usp=sharing&ouid=101989844812372837227&rtpof=true&sd=true
https://drive.google.com/file/d/1_wyLm64WEQulht-rN_u2ti_gtPnf1-SA/view?usp=sharing
https://drive.google.com/file/d/1_wyLm64WEQulht-rN_u2ti_gtPnf1-SA/view?usp=sharing

