
 

 

Printed on 26 October, 2011 

User's Guide 

WinCare  User Guide 
 

 

 





 

 i 

 

Contents 

 

Registration 1 

Registration Screen ....................................................................................................................................... 3 
WinCare Login ............................................................................................................................................. 4 
Re-Registration ............................................................................................................................................. 4 
Install & Upgrade FAQs ............................................................................................................................... 5 

WinCare Log In 7 

WinCare Control Panel 9 

Control Panels ............................................................................................................................................. 11 
Control Panel Help Button .............................................................................................................. 13 

PreScreen Main Screen 15 

Edit Assessment .......................................................................................................................................... 15 

Pre-Admit 17 

Pre-Admit Main Screen .............................................................................................................................. 19 
Screens A-E ................................................................................................................................................ 20 
Policy Forms ............................................................................................................................................... 21 
Reports ........................................................................................................................................................ 21 

Admit 23 

Admit Main Screen ..................................................................................................................................... 25 
Admit a New Resident ..................................................................................................................... 26 
Change of Status (Integrated) .......................................................................................................... 27 
Temp Discharge (Integrated) ........................................................................................................... 32 
Reentry (Integrated) ......................................................................................................................... 33 
Discharge ......................................................................................................................................... 36 
Readmit Prior Resident .................................................................................................................... 38 
Delete Resident ................................................................................................................................ 39 
Admission Face Sheets .................................................................................................................... 39 
Allergies .......................................................................................................................................... 43 
ResTrust Main Screen ..................................................................................................................... 45 
Policy Forms .................................................................................................................................... 47 
Trans/Rehab Reports ....................................................................................................................... 47 
Medicaid Liability ........................................................................................................................... 50 
Insurance ......................................................................................................................................... 53 
Therapy Onset ................................................................................................................................. 55 
Billing Address ................................................................................................................................ 56 
Medicare To Do List........................................................................................................................ 57 



 

ii Contents 

 

Completeness Check........................................................................................................................ 57 
Spell Check (All Free Text fields) ................................................................................................... 58 

Admit FAQ's ............................................................................................................................................... 58 

PO/MAR 59 

PO/MAR Main Screen ................................................................................................................................ 61 
Medications................................................................................................................................................. 62 

Editable and Non-Editable Fields .................................................................................................... 63 
Add Medication ............................................................................................................................... 64 
Customize Medication ..................................................................................................................... 66 
Invalidate/Invalidation Screen ......................................................................................................... 67 
Discontinue Drug ............................................................................................................................. 68 
Insulin Sliding Scale ........................................................................................................................ 68 
Track Specific Type of Medication ................................................................................................. 69 
Print MAR ....................................................................................................................................... 69 
Sample Orders ................................................................................................................................. 70 

Treatments .................................................................................................................................................. 71 
MAR Notes ................................................................................................................................................. 72 
Physician Orders ......................................................................................................................................... 73 
Lab Orders .................................................................................................................................................. 74 
Telephone Orders ........................................................................................................................................ 75 

Telephone Orders Report ................................................................................................................. 76 
Dietary ........................................................................................................................................................ 76 
Diabetes Data .............................................................................................................................................. 78 
Allergies ...................................................................................................................................................... 79 
Fluid Balance .............................................................................................................................................. 80 
Food Intake ................................................................................................................................................. 82 
Hemoglobin/Hematocrit ............................................................................................................................. 83 
Immunizations ............................................................................................................................................ 85 

Pneumococcal Vaccine/Booster Checkboxes .................................................................................. 87 
Therapy Notes ............................................................................................................................................. 87 
PO/MAR FAQs .......................................................................................................................................... 90 

Vitals 93 

Vitals Main Screen...................................................................................................................................... 95 
Add Vital Data ............................................................................................................................................ 95 
Invalidate .................................................................................................................................................... 97 
Charts .......................................................................................................................................................... 98 
Table ........................................................................................................................................................... 98 

Care Plan 99 

Care Plan Main Screen ............................................................................................................................. 101 
Problems-New .......................................................................................................................................... 102 

Review a Care Plan ....................................................................................................................... 102 
Archive/Reactivate ........................................................................................................................ 103 



 

 Contents iii 

 

Related To ................................................................................................................................................. 103 
Goals ......................................................................................................................................................... 104 
Approaches ............................................................................................................................................... 104 
Reports (Care Plan) ................................................................................................................................... 105 
Other Resident Information ...................................................................................................................... 105 
Care Plan FAQs ........................................................................................................................................ 106 

ADL 107 

ADL Main Screen ..................................................................................................................................... 109 
Add an Approach ...................................................................................................................................... 110 
Edit ADL Items ......................................................................................................................................... 111 

MDS 2 113 

MDS 2 Main Screen ................................................................................................................................. 115 
Edit............................................................................................................................................................ 117 

MDS 3 119 

MDS 3 Main Screen ................................................................................................................................. 121 
Add ........................................................................................................................................................... 122 
Edit............................................................................................................................................................ 123 

CMS Memo - Use of Dashes ......................................................................................................... 125 
Use of Dashes in Completing the MDS 3.0 Assessment: ......................................................................... 125 

Date Values ................................................................................................................................... 128 
Calculated Values in Sections C and D ......................................................................................... 129 
Section I - Active Diagnoses ......................................................................................................... 130 
Section S - State ............................................................................................................................. 132 
Section V - Care Area Assessment ................................................................................................ 133 
Section Z - Assessment Administration......................................................................................... 137 
Checking and Closing .................................................................................................................... 139 
MDS Data Entry Clerk .................................................................................................................. 141 
Electronic Signatures ..................................................................................................................... 142 

Copy/Modify/Inactivate ............................................................................................................................ 144 
Dates ......................................................................................................................................................... 145 
Calculator .................................................................................................................................................. 146 

Scheduler ....................................................................................................................................... 147 
Create Transmit Files ................................................................................................................................ 148 

Create Transmit File ...................................................................................................................... 148 
Create Batch Transmit ................................................................................................................... 149 



 

iv Contents 

 

View Transmit File ................................................................................................................................... 150 
MDS 3 FAQ's ........................................................................................................................................... 151 

Notes 153 

Progress Notes Main Screen ..................................................................................................................... 155 
Add a Note ................................................................................................................................................ 155 

CQI 2 157 

CQI 2 Main Screen ................................................................................................................................... 159 

CQI 3 161 

CQI 3 Main Screen ................................................................................................................................... 163 
CMS 672 Census ...................................................................................................................................... 163 

Edit Res ......................................................................................................................................... 164 
Edit Tot (Total) .............................................................................................................................. 165 
F-Tag Report ................................................................................................................................. 165 
Replicate 672 Census..................................................................................................................... 166 

CMS 802 Roster ....................................................................................................................................... 166 
Replicate 802 Roster ...................................................................................................................... 167 

Acuity Monitoring .................................................................................................................................... 167 
CQI FAQs ................................................................................................................................................. 168 

Reports 171 

Reports Main Screen ................................................................................................................................. 173 
Printer Setup ............................................................................................................................................. 174 

General Tab ................................................................................................................................... 174 
Physician Orders Tab..................................................................................................................... 175 
Care Plan Tab ................................................................................................................................ 176 
Pharmacy Tab ................................................................................................................................ 177 
MAR Tab ....................................................................................................................................... 178 
MDS Tab ....................................................................................................................................... 179 

Mailing Labels / Envelopes ...................................................................................................................... 179 
Nutrition Labels ........................................................................................................................................ 180 
Tray Cards ................................................................................................................................................ 180 

Tray Cards Getting Started ............................................................................................................ 181 
Tray Cards Main Screen ................................................................................................................ 182 



 

 Contents v 

 

Clinical Reports FAQs .............................................................................................................................. 192 

ResTrust 195 

ResTrust Main Screen ............................................................................................................................... 197 
Reports (Resident Trust) ........................................................................................................................... 198 
Enter Bank Interest ................................................................................................................................... 198 

Phone Book 201 

Phone Book Main Screen ......................................................................................................................... 203 
Print / Export Options ............................................................................................................................... 204 
Add/Edit a Physician ................................................................................................................................ 204 

Clinical .......................................................................................................................................... 205 
Integrated ....................................................................................................................................... 205 

Add/Edit an Insurance Carrier .................................................................................................................. 206 
Completeness Check-Phone Book ............................................................................................................ 208 

Utilities 209 

Utilities Control Panel .............................................................................................................................. 211 
MAR ......................................................................................................................................................... 212 

MAR Setup .................................................................................................................................... 212 
Medications (Std) .......................................................................................................................... 213 
Treatments (Std) ............................................................................................................................ 214 
Physicianôs Orders (Std) ................................................................................................................ 214 
MAR Notes (Std) ........................................................................................................................... 215 
Common Lab Tests ........................................................................................................................ 215 
Administration Times .................................................................................................................... 216 
Continue Orders For ...................................................................................................................... 218 
Routes of Administration ............................................................................................................... 218 
Physician Codes ............................................................................................................................. 219 
Medication Categories ................................................................................................................... 219 
Fluid Balance Fluids ...................................................................................................................... 220 
Hemoglobin/Hematocrit Ranges ................................................................................................... 221 

Care Plan ................................................................................................................................................... 223 
Care Plan Setup ............................................................................................................................. 224 

Facility ...................................................................................................................................................... 227 
Facility Information ....................................................................................................................... 229 
MDS Options ................................................................................................................................. 231 
MDS 3 Options .............................................................................................................................. 235 
WinCare Security Menu ................................................................................................................ 239 
Password ........................................................................................................................................ 247 
Room Master ................................................................................................................................. 249 
Computers/Care Units ................................................................................................................... 253 
Max Case Optimizer ...................................................................................................................... 255 
WinCare Startup Interface (Clinical Only) .................................................................................... 255 
CQI Options................................................................................................................................... 256 
Payment Sources ........................................................................................................................... 257 
Resident Trust Interest ................................................................................................................... 259 
Clear RAP Lock ............................................................................................................................ 259 
Add-On Registration...................................................................................................................... 261 



 

vi Contents 

 

Reports (Utilities) ..................................................................................................................................... 263 
Prog Set/Info ............................................................................................................................................. 265 
File Maintenance ...................................................................................................................................... 267 

Compact and Repair Database ....................................................................................................... 267 
Backup Database ........................................................................................................................... 267 
Restore Data .................................................................................................................................. 268 

A/R Setup ................................................................................................................................................. 269 
Enter Prior Invoices ....................................................................................................................... 270 

Integrated Overview 273 

Ancillaries 277 

Ancillaries Main Screen ............................................................................................................................ 279 
Add an Ancillary ....................................................................................................................................... 281 
Edit an Ancillary ....................................................................................................................................... 283 
Recurring Ancillary Charges .................................................................................................................... 285 
Change payor for Medicare Part B Co-Pay .............................................................................................. 286 

Billing 289 

Billing Main Screen .................................................................................................................................. 291 
Update Bills For Selected Residents ......................................................................................................... 292 

Billing Log .................................................................................................................................... 293 
Transaction No. Look Up ......................................................................................................................... 294 
Check Accounts ........................................................................................................................................ 294 
Create First of Period Census Records for Period Past Working Period .................................................. 294 
Create First of Next Period Census Records ............................................................................................. 295 
Export Period to GL .................................................................................................................................. 295 
Close Period .............................................................................................................................................. 295 

View Closing Report ..................................................................................................................... 296 

Bill Notes 297 

Bill Notes Main Screen ............................................................................................................................. 299 
Add/Edit a Note ............................................................................................................................. 299 

Claims 301 

Claims Main Screen .................................................................................................................................. 303 
Auto Create UB04 .................................................................................................................................... 304 
AutoCreate/Manual Create UB04 Log ..................................................................................................... 306 
View/Edit UB04 Bills ............................................................................................................................... 306 

UB04 ............................................................................................................................................. 307 
Manual Create UB04 ................................................................................................................................ 311 

EDI (Electronic Billing) 313 

5010 Conversion and Testing ................................................................................................................... 315 
EDI (Electronic Billing) Main Screen ...................................................................................................... 317 

Create EDI Claim Files.................................................................................................................. 319 



 

 Contents vii 

 

EDI Setup ...................................................................................................................................... 321 
4010 Technical Settings ................................................................................................................. 325 
Segment/Element ........................................................................................................................... 325 
Data ............................................................................................................................................... 325 
User Interface Location ................................................................................................................. 325 
Notes .............................................................................................................................................. 325 
5010 Technical Settings ................................................................................................................. 329 
Segment/Element ........................................................................................................................... 329 
Data ............................................................................................................................................... 329 
User Interface Location ................................................................................................................. 329 
Notes .............................................................................................................................................. 329 

Payments Refunds 333 

Payments Refunds Main Screen ............................................................................................................... 335 
Single Resident Payment ............................................................................................................... 337 
Batch Payment and C/A ................................................................................................................ 343 
Customer Credits ........................................................................................................................... 352 
Overview of 835 Electronic Remittance Advice Import ............................................................... 356 
Payments From 835 ....................................................................................................................... 357 
View 835 Exceptions ..................................................................................................................... 367 
View Already Applied Payment Files and Logs............................................................................ 368 

Adjustments 371 

Adjustments Main Screen ......................................................................................................................... 373 
New Manual Adjustment .......................................................................................................................... 374 
New Census Change Adjustment .............................................................................................................. 378 
Sample Adjustments ................................................................................................................................. 380 

Retroactive Change in Medicaid Recipient Liability ..................................................................... 381 
Retroactive Change of Payor ......................................................................................................... 382 
Reverse an Invoice ........................................................................................................................ 384 

A/R Reports 387 

A/R Reports Main Screen ......................................................................................................................... 389 
Report Options .......................................................................................................................................... 390 

Statement Options ......................................................................................................................... 390 
Census Billing Estimate (Summary) ............................................................................................. 391 
A/R Balances by Client ................................................................................................................. 391 
A/R Tracking by Client ................................................................................................................. 392 
UB04 Printer Setup ........................................................................................................................ 392 
Account Activity and Trial Balance .............................................................................................. 393 
Billed Ancillary by Charge Code .................................................................................................. 393 
A/R Adjustments Journal Bad Debt Account No. ......................................................................... 394 
A/R Aging Detail ........................................................................................................................... 394 
Specify Aging Buckets .................................................................................................................. 394 



 

viii Contents 

 

Balances/Recaps ....................................................................................................................................... 395 
Report List/Descriptions ........................................................................................................................... 396 
Print UB Claims ........................................................................................................................................ 397 

Master Files 399 

Master Files Main Screen ......................................................................................................................... 401 
Payor Definitions ...................................................................................................................................... 402 

Edit Paying Agencies..................................................................................................................... 403 
Chart of Accounts ..................................................................................................................................... 405 

Add/Edit Chart of Accounts .......................................................................................................... 405 
Manage Opening Balances ....................................................................................................................... 407 
Receivables Accounts ............................................................................................................................... 409 
Billin g Rules Sets ..................................................................................................................................... 410 

Billing Rules Set Definitions ......................................................................................................... 412 
Acuity Payment Level (Level of Care) ..................................................................................................... 418 

Add/Edit Acuity Payment Level (Private Pay) .............................................................................. 419 
Add/Edit Acuity Payment Level (Medicare Part A) ...................................................................... 421 
Add/Edit Acuity Payment Level (Medicaid) ................................................................................. 422 
Enter Rate Change foe All APL's at Once ..................................................................................... 424 

Room Master ............................................................................................................................................ 427 
Room Detail................................................................................................................................... 428 
Room Rate Detail .......................................................................................................................... 429 

Census Accounts ....................................................................................................................................... 430 
Edit Census Accounts .................................................................................................................... 430 

Discharge Codes ....................................................................................................................................... 430 
Add/Edit Discharge Codes ............................................................................................................ 431 

Physician Taxonomy Codes ...................................................................................................................... 431 
Add/Edit Physician Taxonomy Codes ........................................................................................... 431 

Ancillaries (Master Files) ......................................................................................................................... 433 
Add/Edit an Ancillary .................................................................................................................... 434 
Consolidated Billing ...................................................................................................................... 436 
Select HPCSC/CPT Code .............................................................................................................. 437 

Ancillary Revenue Categories .................................................................................................................. 438 
Add/Edit Revenue Codes ............................................................................................................... 438 

Ancillary Accounts ................................................................................................................................... 439 
Edit Ancillary Accounts ................................................................................................................ 439 

UB or CMS-1450 Revenue Codes ............................................................................................................ 440 
Add/Edit Revenue Code Item ........................................................................................................ 440 

Value Codes .............................................................................................................................................. 440 
Add/Edit Value Codes ................................................................................................................... 441 

Custom HCPCS/CPT ................................................................................................................................ 441 
Facility Data.............................................................................................................................................. 442 
RA 835 Options ........................................................................................................................................ 443 
Payment Options ....................................................................................................................................... 444 

General Information 445 

Additional Requirements .......................................................................................................................... 447 
HIPAA and HITECH ACT Compliance Tips ........................................................................................... 449 
Configuration Files ................................................................................................................................... 451 
Required Windows Rights ........................................................................................................................ 453 
Contact Information .................................................................................................................................. 455 

Contact Information:...................................................................................................................... 455 



 

 Contents ix 

 

Mailing address: ............................................................................................................................ 455 
Physical Address: .......................................................................................................................... 455 

Index 457 

  





 

 1 

 

In This Chapter 

Registration Screen ............................................................ 3 

WinCare Login ................................................................... 4 

Re-Registration .................................................................. 4 

Install & Upgrade FAQs .................................................... 5 
 

 

C H A P T E R  1  

Registration 





 

 3 

 

Registration Screen 

WinCare Registration screen is displayed when the program is started by 

clicking the WinCare icon on the desktop. Specific information must be 

completed in order to register the program. This information is encrypted as a 

unique registration number for each facility. 

   

1. Complete the on screen registration form and click Print. 

2. Fax the printed copy to WinCare at 1-541-776-3304. 

3. Call technical support at 1-800-889-2349 to receive a registration 

number. 

4. Enter the registration number and click Proceed to WinCare and when 

the registration number is accepted, the log on screen will appear. 

Type the default login sys admin in the username field. Enter WinCare as a 

default password (not case sensitive.) A password is required for all users 

that are added in the Utilities module which is accessible from the WinCare 

Control Panel. The WinCare system is programmed to open only ten times 

prior to registration and will stop working until formally registered. If you 

have any problems, comments, or questions, please contact WinCare at: 

Á Mail: WinCare 

Á P.O. Box 39 

Á Medford, OR 97501 

Á Email: support@wincare.com 

Á Fax: 1-541-776-3304 

Á Tel: 1-800-889-2349 
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WinCare Login 

                      

The WinCare Login screen is the first screen to appear when entering the 

program after registration. 

Á Until the security system is activated, type sys admin into the login 

field to enter the WinCare program and click the OK button. A 

password is required for  the sys admin login.Enter WinCare as a 

default password (not case sensitive.) If the password field is left 

blank, the screen below will be displayed to enable the user to define 

a password. 

The program assumes that the logged in user is the individual entering data 

and will audit all entries with that individual's name. 

Á After security is activated, enter a correct name and password (if 

passwords are in use) to start the WinCare program.                            
 

Re-Registration 

If the facility needs to re-register due to a change in the information, select 

the Utilities button from the WinCare Control Panel and click the Facility 
button. 

1. Click Facility Information. 

2. Edit the necessary fields; at the prompt click No to save the changes. 

Click Exit to close the screen. 

3. Log into WinCare again to display the edited registration screen. 

4. Click Print Registration Info to print the registration information and 

Fax it to WinCare at 541-776-3304. 

5. Call technical support at 1-800-889-2349 to receive a new registration 

number. 
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Install & Upgrade FAQs 

Q. I am attempting to upgrade my program to the new version but is 

defaulting to the selection New Install? 

A. This problem occurs if one of the variables: path=, lists=, or data= (which 

are located in the wincare.ini), points to a location that is currently 

unavailable. The program will then default to the new install selection. 

Verify that the machine with the currently logged in user can access all three 

paths successfully.  

Follow the steps below to check the wincare.ini: 

Click the Windows Start button. 

Click Run. 

Type the text, %AppData%\Wincare\wincare.ini and click OK. 

Verify the paths and if incorrect, make the appropriate changes. 

Verify the paths and if correct, begin the install/upgrade again and it should 

display the correct option. 

Q. Do I have to install or upgrade the WinCare program on each client 

PC if networked? 

A. If the program and the database is being ran from the server then the 

upgrade needs to be done only on the server. If the program is local and only 

the database is being ran from the server then the upgrade needs to be done 

on each workstation. 

 





 

 7 

 

To start WinCare, double click the WinCare Icon on your Desktop. 

         

The actual description under the icon will include the version number and 

either Clinical or Integrated. 

The first screen that comes up is the Log In screen. 

        

Enter your Log On Name and Password, then click OK. If your log in is 

successful you will be taken to the WinCare Control Panel. If your log in isn't 

successful check the name you entered, and try your password again. If you 

still cannot log in, then contact your facility's WinCare administrator. 

To insure data integrity when WinCare starts it will check that the program 

files and the data files are the same version. All workstations need to be 

running the same version and service release. If the program detects that they 

are not the same version, the problem must be fixed before access to 

WinCare will be allowed. 

To inform users of WinCare updates, the program will check the WinCare 

website for the current version of WinCare and display a message if there is a 

newer version. If there is a newer version the user can contact their computer 

person (IT professional) to install the update.  
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Control Panels 

The WinCare program opens with either the Clinical or Integrated Control 

Panel as displayed below depending on which version has been installed. The 

Clinical features are on the top row of the control panel, and the Integrated 

(Billing) features are in the second row of buttons. The second row also 

contains a button to launch MaxÅCaseÅOptimizer. 

Clinical: 

 

Á PreScreen is an add-on module used to determine a cost of care for a 

potential Medicare resident. 

Á PO/MAR enables data entry and printing of all physician orders 

pertaining to residents. 

Á Vitals enables entry of resident-specific Vital information. 

Á Care Plan is used to design individualized resident-specific care plans. 

Á ADL is used to maintain records for residents' daily living activities. 

Á MDS is used to assess resident conditions.  Use the top MDS 3 button 

for assessments with a reference date on or after 10/1/2010. 

Á Notes allows documentation of resident's progress. 

Á CQI generates reports for Continuous Quality Improvement. Use the 

top CQI 3 button to access the CQI reports based on the MDS 3 

assessments. 

Á Reports generates individual and summary reports. 

Á Res_Trust tracks the deposits and withdrawls of resident's personal 

money. 

Á Phonebook includes data per physician, insurance carrier, etc.  

Á Utilities contains options for security and customization of the 

program. 
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Integrated: 

 

Á Ancillaries contains the charges for ancillary items. 

Á Billing can generate invoices which are needed to generate UB04s and 

EDI files in other modules. 

Á Billing Notes enables users to maintain correspondence and tasks 

regarding resident billing. 

Á Claims enables generating, viewing and locking UB04s. 

Á EDI enables the electronic transmission of the generated UB04s. 

Á Payments Refunds records payments, refunds, and adjustments.  

Á Refunds allow the issuance of a resident's refund in a current billing 

period. 

Á Adjustments enables users to correct entries in the census for closed 

billing periods. 

Á A/R Reports enables customization of reports. 

Á Master Files contains settings and data for the facility. 

Á MaxÅCaseÅOptimizer - a WinCare add-on to Optimize facility RUG 

scores. 

Á Help displays a menu which includes User Manual, System 

Requirements, and Release Notes. 

Á First Open Period displays the first billing period that is open. 

Á Working Period allows the selection of an open billing period to be 

used as the default for the Integrated (billing) modules. 
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Control Panel Help Button 

When you click the Help button on the WinCare Control Panel a Help Menu 

is displayed. 

         

 

Á User Manual - The WinCare User manual is available in a searchable 

format. The User Manual is updated for every release and service release. 

This is the primary resource when you need a refresher on how 

something in the program works. 

Á System Requirements - Lists the computer and operating system 

requirements for the optimal performance of WinCare.  

Á Release Notes - Want to know what was new in the latest update? Then 

this is the spot. It lists the Service Release that is installed if applicable. It 

also lists what is new or changed overall for WinCare and then lists 

changes for Integrated users.  

Á Launch Screensaver - This launches the Windows Screen Saver. You 

must have a screen saver selected and active in your Windows Display 

Properties. Windows has an option to require a password to clear the 

screen saver. When that option is selected, you can use the Launch 

Screensaver feature to protect confidential information from being seen, 

if you need to step away from your computer. When used with the 

Windows password this feature aids in HIPAA compliance. 

Á Launch GotoMeeting - GotoMeeting is a web based service that can be 

used when working with WinCare's Technical Support Team, to allow 

them to see your computer screen. WinCare has found that being able to 

see your computer screen greatly reduces the amount of time spent in 

resolving any problems, or walking a user though how to do something. 

The connection is encrypted for HIPAA compliance.  

Á About - Displays the current base version of WinCare that is installed. 

Also displays contact information for both sales and support. This screen 

also has a button to take you to the WinCare website, and another to send 

an e-mail to WinCare using your Windows Default E-mail software. 
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This option is available upon purchase of the PreScreen Add-On module. 

Call WinCare Sales for more information and demo at 1-800-423-1083. 

The PreScreen module was designed so that LTC facilities using WinCare 

can quickly arrive at a cost of care for a potential Medicare resident prior to 

admission. Information pertinent to the care of the prospective client is 

entered and the cost of care per assessment process is calculated against the 

income to be received. 

Access this module by clicking the Pre Screen button from the WinCare 

Control Panel. 

1. Setup of the calculator must be completed prior to adding individuals 

to the pre screen database. Follow the steps outlined in the next 

section, Pre Screen Setup. 

2. Upon completion of the setup, click New to create a new pre 

screening assessment for an individual or Edit to make changes to a 

previously generated record. 

    
 

Edit Assessment 

Editing an Existing Assessment: 

1. From the Main Screen, highlight the resident name. 

2. Click Edit to display the patient information screen.  

3. Each screen will initially contain the information originally entered 

on that screen. Edit each screen as desired and click < button to save 

the changed information and proceed to the next screen until 

completed. 

PreScreen Main Screen 
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4. Upon reaching the Pre Screening Admission Calculation screen, the 

user may select one of the following options: 

Á Click Get a Full Report to generate a complete report. 

Á Click the > button to return to the previous screen or click Exit to 

return to the main PreScreen screen. 

Re-Assessing an Existing Assessment: 

1. From the Main Screen, highlight the resident name. 

2. Click Re-Assess to display the Resident Information screen. Each 

screen will initially contain the information originally entered on that 

screen. Edit each screen as desired. 

3. Click > to save the changed information and proceed to the next 

screen.  

4. Upon reaching the Pre Screening Admission Calculation screen, 

select one of the following buttons: 

Á Click Get a Full Report to generate a complete report. 

Á Click the > button to return to the previous screen or click Exit to 

return to the main PreScreen screen. 

Deleting an Assessment: 

1. From the Main Screen, highlight the resident's name. 

2. Click Delete to display the confirmation screen. 

3. Click Yes on the screen and the assessment will be deleted or click 

No and the user will be returned to the PreScreen screen. 

Generating a Report on an Existing Assessment: 

1. From the Main Screen, highlight the resident's name. 

2. Click Patient Report to display the print selection with the name of 

the selected highlighted assessment. 

3. Click Preview to view the report or click Print to print the report 

directly without a Preview. 

4. To Exit the screen preview, click the X in the upper right hand corner 

of the screen to return to the WinCare Control Panel. 
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Pre-Admit Main Screen 

The Pre-Admit module is designed to set up a resident admission including 

pertinent data prior to actual admission. The record does not have to be 

completed. The module may be used as a resident waiting list. PO/MAR 

functions have been added for residents. 

                  

Access this screen to enter the names and data of residents prior to admission 

by clicking the Pre-Admit button from the WinCare Control Panel.         

1. Click New to enter data for a resident prior to admission.     

2. Use the Tab key to move from field to field or click into the 

appropriate field and enter data.      

3. Click on the arrows to move from screen to screen, the left arrow 

moves one screen backward, the right moves one screen forward.           

4. Click Exit to save the entered data and leave that section of the 

module.      

5. Upon completion of the Pre-Admission screens, and when it has been 

determined that the candidate is to be admitted, highlight the name, 

click the Admit button from the main Pre-Admission screen. This 

brings up a screen with pre-filled basic information. Complete the 

admission data by assigning the room number, admission number and 

care unit. Click Admit and the data will be mapped into the Admit 

Module and into the active resident census list. 
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Screens A-E 

A blank Pre-Admission A screen appears upon clicking New, which represents 

demographic information. Complete the known information. The facility 

specific drop down lists on the right of the screen which are for physician, 

pharmacy, hospital, dentist, mortuary and insurance carriers are obtained 

from the phone book. 

If the resident does not have a Medicaid number, enter an N. This is 

prompted when you try to exit from the screen.      

Screen B prompts the interviewer to obtain documents from family or 

candidate that are necessary to complete an admission. Clicking on the white 

box or on the number marks the completion of a document. 

Screen C contains additional information necessary for the admission. The 

Notification screen brings up a screen indicating the Responsible Party, 

Emergency Contact and/or Spouse. After the responsible party screen is 

completed and you want to add an Emergency Contact or Spouse, change the 

indication button to Emergency or Spouse and select clone. The information 

previously completed will re-appear. Edit the information as appropriate. The 

information now appears with the correct data.      

Screen D provides Social Services information. User can select appropriate 

directives, ie: check if the candidate has a living will or perhaps the candidate 

has none of the directives. 

Screen E has a field for free type comments, which hold unlimited text. If the 

candidate is admitted, the entered comments will map to the Face Sheet 3 in 

the Admit module.     

To change or add data of a Not Yet Admitted candidate, select the name by 

highlighting it. Select individual buttons for the PreAdmit Facesheets and 

PreAdmit MAR and enter necessary changes.         

To View data of Already Admitted candidates, click Already Admitted and 

highlight a selected resident. Click individual buttons for PreAdmit 

FaceSheets and PreAdmit MAR to view the data.        

Refer to Chapter 5 PO/MAR section for the steps or instructions on how to 

Add/Edit data for the PreAdmit MAR buttons. Note: In PO/MAR the users 

will only be able to discontinue or invalidate but in the PreAdmit module, 

users will use the delete button to remove a medication or treatment. 
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Policy Forms 

A listing of various forms available for printing is displayed on screen. These 

forms can be printed with the resident information in applicable  fields or as 

generic, blank forms. Use the Select Forms to indicate the options needed. 

1. Click the Policy Forms button from the Admit main screen. 

2. Click All to print all the forms. The button then toggles to None for 

de-selection.  

3. Select the Individual Forms to print by clicking the appropriate 

checkboxes.   

4. Click Print Blank Forms to print blank forms.  

5. Click on the Forward or Reverse radio buttons to select the printing 

order. 
 

Reports 

1. Highlight the candidate name and click Individual to print individual 

reports. This report has basic demographic data, insurance, primary 

physician, advanced directives and other information as entered in the 

module. 

2. Click Summary and the report selection option will be displayed. 

3. Click PreAdmission Candidates or Admitted Residents to display a 

report listed chronologically by the date of admission. 
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Admit Main Screen 

The Admit main screen enables the user to enter face sheet information, setup 

the phonebook, track resident's personal money and add allergies. Access this 

screen by selecting the Admit button from the main WinCare Control Panel.  

Clinical: 

   

Integrated: 
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Admit a New Resident 

Select Admit New Resident from the Admit main screen and complete all the 

fields. Required fields are highlighted in red (Care Unit is required and 

highlighted in red in the integrated version). The admit date and time are pre-

filled with the computer system date.  

 

                        Clinical 

 

                         Integrated 

1. Enter an Admission number for the resident (12 maximum) 

2. Enter an optional Medical Record number (12 maximum) 

3. Enter a Social Security number for the resident with or without 

dashes. If a resident does not have a social security number, enter a 

dash or NA. Numbers, spaces, dashes, and slashes are accepted 

(maximum 10). 

4. Enter the Last Name for the resident. 

5. Enter the First Name for the resident.  

6. Enter the Middle Name (optional) for the resident.  

7. The Admit Date is editable and pre-filled with the system date. The 

date will be converted to a mm/dd/yy format. 

8. The Admit Time field is editable and pre-filled with the system time. 

9. Select a Room/Bed # from the drop down list under Room/Bed #. The 

list displays the status of the room (vacant) or (occupied).  

10. Select a Care Unit from the drop down list. (Required for Integrated) 

11. Upon data completion, click OK to return to the Admit main screen. 
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Change of Status (Integrated) 

                 

This screen summarizes changes to a resident's status that may affect billing. 

Highlight a resident from the resident list and click the Change of Status 

button. Use the options Temporary Discharge and Reentry for a resident who 

is expected to return to the facility. Click Add COS  or Edit COS to make 

changes to a previously created record. 

Á Click Show All to view all records since the original admission. 

Á Records can be displayed in Ascending or Descending order. 

Á If an entry is selected prior to clicking the Add/COS button, the entry 

will be used as a template and includes the data on the next record. If 

the record is NOT selected prior to clicking the Add/COS button, the 

last record will be used as a template. 

The Type column indicates the type of change: 

Á Admit - Record of Admission 

Á Change - Change in status (ex. Room, Payor, APL, Care Unit,) 

Á Month - Monthly entries are generated to mark the beginning of the 

accounting period. 

Á Disch - Discharge Record  

Click Exit to return to the main Admit screen. 
 



 

28 WinCare  User Guide User's Guide 

 

Census Admission (Integrated) 

After the initial admission of a new resident, select Change of Status from the 

Admit main screen to open the Change of Status screen. 

   

Click the admit record once to highlight it and click Edit or double-click the 

record to open the Census Admission screen displayed below. 

  

Use this screen to complete the following required fields: Payor, Level of 

Care, Admitted From information, Medicare Day # (if applicable), Source 

and Type of Admission.  

1. Select the Payor and level of care by clicking the Set Payor/APL 
button. From the Acuity Payment Level Selection screen, select a 

payor from the drop down list under Current Payor. All levels of care 

that have been defined for the selected payor will be displayed in a 

list with the current rate. Click the appropriate level of care to 

highlight it and click OK. See Set Payor/APL. 
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2. If Private Insurance has been selected as a secondary or tertiary payor 

by clicking the drop down list, a blank field will be displayed next to 

the payor. Click Enter/Edit Insurance Details to enter required 

information.  Complete all applicable fields. See Insurance. Click 
Save to return to the Change of Status screen.  

3. Select the name of the new insurance company from the drop down 

list field next to the secondary or tertiary payor field.  

4. The Type of Admission is a required field pre-filled with 3 Elective by 

default.  

5. Select a Source of Admission from the required drop down list.  

6. Select the the type of facility that the resident is being admitted from 

by selecting from the drop down list under Admitted From.  

7. Type the name of the facility/institution in the field under Name of 

Institution. 

8. Type the admission date and discharge date for the institution entered 

for step #7 in the From and To Date fields. 

9. Select the appropriate care unit from the drop down list under Care 

Unit. 

10. Enable the checkbox for Part B eligibility, if applicable. 

11. Enter the Medicare Day # in the field below Current Med. Day, if 

applicable. 

12. If the resident's primary payor is Medicare Part A, click the checkbox 

for Qualifying Hospital Stay. 

13. The Room/Bed was selected previously on the admit screen, but if the 

selection needs to be edited at this time use one of the following 

methods: 

Á Use the scroll bar to find the appropriate number.  

Á Enter a room number in the Find Room field. The program will 

automatically move to the number in the list by either method. The 

list will display the word "vacant" if  the room is currently 

unoccupied. If the room is occupied, the resident's admission number 

will be displayed next to the room number. 

1. Upon completion, click Save to save the record and return to the 

Change of Status screen. Click Exit to return to the Admit module to 

continue entering data into the face sheets. 
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Delete Records (Integrated) 

Click Delete to remove a change of status record, a temporary discharge 

(return anticipated) or reentry record. If you need to delete an Admit or 

permanent discharge record, you will need to call WinCare Support at 1-800-

889-2349 to have that done. Also the user cannot delete Discharge 

continuation records (look like "Discharge ..."). If you need them deleted, 

delete the corresponding temporary discharge record, re-add and also add the 

reentry or permanent discharge for the correct date. This will remove the 

discharge continuation records. 

 
 

Add/Edit COS  (Integrated) 

      

1. Select the Payor and level of care by clicking the Set Payor/APL 

button.  

2. If Private Insurance is selected, click Enter/Edit Insurance Details .  

3. Click Save to return to the Change of Status screen.  

4. Select the the name of the new insurance company from the drop 

down list.  

5. Select the appropriate care unit from the drop down list under Care 

Unit. 

6. Enable the checkbox for Part B eligibility, if applicable. 

7. Enter the Medicare Day# if the primary payor is Medicare Part A. 

8. Edit a room selection by one of the following methods: 

Á Use the scroll bar to find the appropriate number.  

Á Enter a room number in the Find Room field. Select Show Occupancy 

to display the word "vacant" if the room is currently unoccupied in 

the list. If the room is occupied, the resident's admission number will 

be displayed next to the room number. 
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Click Save to save the record and return to the Change of Status screen. 
 

Set Payor/APL (Acuity Payment Level) 

Click the Set Payor/APL button from the Add or Edit COS screen to change 

the primary payor or acuity payment level assigned to a resident. When the 

primary payor is changed on this screen, the code list at the top will change. 

The RUGs Group by MDS Assessment is filled in automatically. If the RUGs 

score for a resident appears incorrect, the MDS assessment must be edited to 

prevent billing for a rate that does not match the assessment. 

               

1. Select a primary payor from the drop down list under Current Payor. 

2. Highlight the an acuity payment level and click OK to save the entry. 

3. Click OK to save and return to the Add/Edit Change of Status screen. 

If an APL is either missing or wrong (like the wrong rate), the user needs to 

go to Master Files > Acuity Payment Levels to make the needed changes. 
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Change of Status FAQ's 

Q. I am adding a new record and the date and time are already entered. 

Can I change them? 

A. This field defaults to the current date when a new change of status record 

is created but is editable to allow the data change. 

Q. I want to stop bed hold charges in WinCare after 7 days, how do I do 

that? 

A. When doing bed hold (checking the box to "bill while on leave" for a 

temporary discharge), to stop it, the user needs to click Admit > Discharge 

for that resident. When you do that a new field "Bed Hold Stop Date" will 

appear. Enter the final day of bed hold charges. The original discharge date 

will map over automatically and then discharge the resident. 

 
 

Temp Discharge (Integrated) 

Highlight a selected resident and click the Temp Discharge (Temporary 

Discharge) button from the Admit screen or Change of Status screen when a 

resident leaves the facility and is expected to return regardless of the type of 

payor. 

   

1. The Discharge Date and Discharge Time are editable fields and are 

pre-filled with the current system date and time. 

2. Leave Type allows selection of a type of leave. 
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3. Bill While on Leave checkbox should be enabled if the billing is to be 

continued during the time away from the facility. When this is 

checked, the program will bill the resident at the Bed Hold Rate. The 

program does not bill Bed Hold for Medicare Part A, as Part A 

consolidated billing rules do not allow billing Part A bed hold.  

4. Select the type of discharge/status from the Discharge Status Code 

field.  

5. Primary Reason For Assessment can be entered by typing the number 

in the box or double-clicking the item and the number. 

6. Resident Discharge Disposition can be entered by typing the number 

in the box or double-clicking the item. 

7. Click Save and return to the Change of Status screen. 
 

Reentry (Integrated) 

WinCare will not allow a resident's Reentry if they were not previously 

discharged correctly. The procedures below will assume that the census is 

always correct. It is Imperative that admits and discharges are completed 

timely and correctly. 

Click the Reentry button from the Admit screen or the Change of Status 

screen when a resident is returning to the facility from a Temporary Discharge 

(Return Anticipated). 

    

1. Select the Payor and level of care by clicking the Set Payor/APL 

button.  

2. If Private Insurance is selected, click Enter/Edit Insurance Details .  

3. Select the the name of the new insurance company from the drop 

down list. 
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4. Select the type of facility from the drop down list for the Admitted 
From field. 

5. Type the name of the facility/institution in the Name of Institution 
field. 

6. Type the admission date and discharge date for the institution entered 

for step #5 in the From and To Date fields. 

7. Select the appropriate Care Unit from the drop down list. 

8. Enable the checkbox for Part B eligibility, if applicable. 

9. Enter the Medicare day number in the field below Current Med. Day 

field. 

10. If the primary payor is Medicare Part A, click Qualifying Hospital 
Stay. 

11. The Room/Bed was selected previously on the admit screen, but if the 

selection needs to be edited at this time use one of the following 

methods: 

Á Use the scroll bar to find the appropriate number.  

Á Enter a room number in the Find Room field. The list will display the 

word "vacant" if the room is currently unoccupied. If the room is 

occupied, the resident's admission number will be displayed next to 

the room number. 

1. Create MDS Entry Tracking Form is checked by default, to allow the 

program to automatically create the MDS Entry Tracking form in the 

MDS.  

2. The A2400 - Medicare Stay section allows you to enter the A2400 

information for the Entry Tracking form. 
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Click Save and Exit to save the data and return to the Admit screen or the 

Change of Status screen. 

Additional information for Entry Tracking Form Creation 

WinCare can now automatically make MDS3 Entry Tracking forms 

(A1700=2) when users create a Reentry Census Record in Integrated Mode. 

When making the tracking form, WinCare checks the Entry Tracking form 

behind the scenes and closes it if the Completeness Check returns 

"Assessment is Complete". For Section S states, often WinCare cannot fill 

the entire Entry Record out automatically, in which case it will be created but 

finished by a MDS Nurse. 

What this means though is that anyone who makes a reentry census record 

will need the Validation Utility Tool installed and running (available for 

download from WinCare web site, at this URL (click 

SetupVUT_v111_04052011.zip): 

http://www.wincare.com/faq/faq.mds3.html#37 
http://www.wincare.com/faq/faq.mds3.html#37, and their Input/Results Paths 

set under Utilities > Facility > MDS 3 Options. It will also be necessary to 

click "Register MDS 3.0 DLLs" under MDS 3 Options. Note that this last 

step requires running WinCare as a user with Administrator rights to the 

computer. 

If the VUT isn't set up on the computer doing the reentry you may get this 

error: 

         

Followed by: 

         

The re-entry will still be created. It will have to be checked and closed by the 

MDS Nurse. 

The user doing the re-entry doesn't need Add or Edit rights to the MDS - the 

program will still create the tracking form in their name. If you don't want 

their name to show on the printed MDS, then open the assessment and go to 

the Z0400 screen and check "Don't Print Z0400 Signatures/Sections". 

 
 

http://www.wincare.com/faq/faq.mds3.html#37
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Discharge 

Use the Discharge screen if the selected resident is not expected to return to 

the facility, is deceased, or is being discharged prior to completion of the 

initial assessment. Clinical facilities use this screen for Return Anticipated 

Discharges, instead of the Integrated Temp Discharge screen. 

Clinical: 

         

Integrated: 
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1. The Discharge Date field is pre-filled with the system date but is 

editable by manually entering the date or clicking the drop down 

arrow to display a small calendar. Note when Integrated: If the 

resident is currently out on a Temporary Discharge with Bed Hold 

being charged, the Discharge Date is not editable and is set to the date 

of the Temporary Discharge. The Bed Hold Stop Date becomes 

available for entry and defaults to the system date, set the Bed Hold 

Stop Date to the date you wish the billing for Bed Hold to end.  

2. The Discharge Time field is not required and is pre-filled with the 

system time but may be edited by entering the date in mm/dd/yy 

format.  

3. Select the status by clicking the radio button next to "Alive" (default) 

or "Deceased". The discharge status controls the options on the right 

side of the screen. If deceased is selected, only selections 8 and 9 will 

be available. This option also controls the discharge report. If 

Deceased is marked, there are additional questions. 

4. Select the appropriate code from the displayed list in the Discharge 
Status Code field. If the facility needs a discharge code that is not 

listed, the code can be added to the database in the Discharge Status 

Codes section in the Master Files module and the codes will be added 

to the list on this screen. 

5. Enter the number for the Primary Reason for Assessment and 

Resident Discharge Disposition or double-click the type of disposition 

for selection. 

6. Enter additional information in the Other Discharge Information field. 

What is typed here will appear on the Discharge Report, under "Other 

Discharge Information". It is NOT stored or accessed anywhere else 

in the program. 

7. Click Print Discharge Report to generate a form for the physician or 

nurse to complete. 

8. Click Print Face Sheet for the chart and/or to send with the resident. 

9. Click Discharge Resident to move the resident out of the active list to 

the discharge list.  
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Readmit Prior Resident 

The readmit screen is similar to a normal admission except it includes the 

checkbox Retain Medications from Prior Admission. This box is enabled by 

default but can be unchecked to delete the medications from the resident's 

prior admission. All required fields are highlighted in Red and a prompt will 

be displayed if left blank (Care Unit is required and highlighted in Red in the 

integrated version). 

   

1. Enter an Admission number for the resident (limited to 12 characters). 

2. Enter a Medical Record number if applicable (limited to 12 

characters). 

3. Enter a Social Security number for the resident. This number may be 

entered with or without dashes. If a resident does not have a social 

security number, a dash, or NA must be entered.  

4. Enter the Last Name  and First Name for the resident. (Middle Name is 

optional).  

5. This field is pre-filled with the system date but may be edited by 

typing in the desired date. The date may be entered in mm/dd/yy 

format and will be converted to the format, ex. Feb 24 2005. 

6. The Admit Time field is pre-filled with the system time but is editable 

by typing in the desired time.  

7. Select a Room/Bed # from the drop down list under Room/Bed #. The 

status of the room is displayed (vacant) or (occupied) next to the 

room/bed number. 

8. Select a Care Unit from the drop down list under Care Unit 

Assignment. The list is populated with the care units that have been 

defined in the Utilities module. 

9. Click OK to return to the Admit main screen. 
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Delete Resident 

This option will remove the resident permanently. The program means 

what it says - it is irreversible - all records are erased - they CANNOT be 

retrieved. WinCare recommends keeping records on deceased residents in 

the database for seven years or as determined by state or federal 

regulations. 

 

Admission Face Sheets 

A1 (Face Sheet One) 

Click the A1 button from the Admit main screen to enter demographic 

information for the selected resident. 

                    

Á Use a forward slash mark in all date fields, e.g. 4/15/1936.  For 

1900's, use 4 digits for the year; use 2 digits for 2000. The day and 

month do not require a zero if it is a one digit number. 

Á Enter a Social Security number for the resident with or without 

dashes. If a resident does not have a social security number, enter a 

dash or NA. Numbers, spaces, dashes, and slashes are accepted 

(maximum 10). 

Á The Medicare number field is required for all Medicare assessments. 

If unknown, leave the field blank. 

Á The Medicaid number is required for all Medicaid assessments. If the 

number is unknown because the resident's status is pending, enter a + 

in the field. 
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Á The DMA Certified End Date field is state specific. If required, enter 

the date the resident's Medicaid coverage will end unless they apply 

for re-certification. The certification periods vary from state to state. 

(Ex. California- date the TAR expires) 

Á Use the Tab key to navigate into a drop down box, type the first letter 

of the desired response and the program will select it automatically 

from the drop down list 

Á Click the [...] next to the room and care unit fields to access the 

selected resident's change of status screen to add or edit the 

information. 
 

A2-Clinical (Face Sheet Two) 

                         

Access this screen by clicking the A2 button from the Admit module. 

Physician, insurance, pharmacy, preferred transportation, etc. fields are 

populated from the Phonebook. Primary Payment Sources are populated from 
the Utilities module.  

The ICD9 Diagnosis Code list first can be accessed by clicking the elliptical 

button [...] next to the ICD9 number field under Admitting Diagnosis or by 

clicking Add under the Other Diagnoses section. See ICD9 Diagnosis Codes. 

Á Click the arrow to select from the drop down lists for physicians, 

insurance carriers, pharmacy, etc.  

Á If the resident has Medicare Part A, enable the checkbox under 

Medicare Status. Enter the current Medicare Day on the Resume date. 

Á Using the drag and drop method, users can change the order of their 

ICD-9 codes on this screen. The order of the ICD-9 diagnoses on this 

screen determines how the diagnoses print on the flow sheets (such as 

MARs, ADLs, etc.). 
 






































