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Caregiver Updates
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SFY2025 Caregiver Updates
● Caregiver Service Units:  You will only be able to record units against a 

client if they have a caregiver/care recipient relationship in SUDS.

○ Care Recipients DO NOT receive Caregiver Services

○ Agency Staff should NEVER be entered as a Care Recipient’s 
Caregiver. 

○ Care Recipients CANNOT be added to a Roster for a Caregiver 
Service or your roster will error out. 

● Caregiver Eligibility: The SUA can only reimburse for services where the 
client served meets eligibility criteria. While eligibility between some 
Caregiver services may vary, establishing the Caregiver/Care Recipient 
Relationship is REQUIRED regardless of Caregiver Service.
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SFY2025 Caregiver Updates
Caregiver Respite Monitoring: Historically, there have been two ways 
to record Caregiver Monitoring, 1) Caregiver Material Aid (Monitoring 
Devices) or, 2) Caregiver Respite (Monitoring). 

With the changes implemented to SUDS starting FFY2023, we 
instructed users to record monitoring under Caregiver Respite - Other 
Caregiver Respite. The SUA recently met to address this service 
“duplication,” it was determined that any services linked to a 
monitoring device should be recorded under Caregiver Material Aid, 
not Respite. 

If you are actively using Caregiver Respite - Other Caregiver Respite 
for monitoring services, please reach out to the SUDS Help Desk for 
unit correction and new service authorizations.
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Understanding the Caregiver Banner
You may have noticed the addition of Caregiver and Care 
Recipient banners on client records:

This is a quick and easy way for you to know that a client is a Caregiver and may 
receive Caregiver services and units. 

If you are working with a client who has this banner and is NOT a Caregiver - the 
Caregiver/Care Recipient Relationship should be reviewed and made inactive (when 
necessary).  A Care Recipient CANNOT be a Caregiver. 

If you are working with a client who should have this banner - once you add the 
Caregiver/Care Recipient Relationship, the banner will appear.
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Care Recipient is a Minor
● Client is a Minor is now a banner at the top of the screen if the client has a date of 

birth or age that is equal to or less than 18.  

● Minor clients need to have a Full Name and Age in SUDS

● Demographics are NOT required when a client is a minor. You can collect this 
information if you want to. If you do not want to collect demographics, there is an 
option in each demographic field called, “Client is a Minor.” These will need to be 
selected in order to save the client record.

● When you add a client who is a minor to a Caregiver/Care Recipient Relationship, a 
checkbox will be checked to note the care recipient is a minor. 

Why does this matter to me? We are required to report the number of children under 
18 who are being cared for by a grandparent or other older relative.
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Creating Caregiver & Care 
Recipient Relationships
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Creating a Caregiver/Care Recipient Relationship
For this example, we will be adding a Care Recipient to the Caregiver’s Client record. This 
may also be done in reverse - you may go to a Care Recipient’s Client record and add a 
Caregiver. 

The Caregiver/Care Recipient cards are on the Client record between Contacts and the 
2024 Federal Poverty Level (FPL) Guidelines. 

On the Caregiver’s Client 
Record: Click      | New
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Data Requirements for the Caregiver & Care Recipient 
Relationship 
Caregiver: Must have a client record. If 
you start creating the relationship 
from the Caregiver’s Client Record, 
their Client ID will auto-populate like 
you see here.  

Care Recipient: Must have a client 
record. From the Caregiver Client 
record, type in the name of the Care 
Recipient. If they do not have a Client 
record, one can be created from here 
by selecting New Client in the search 
results 
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Data Requirements for the Caregiver & Care Recipient 
Relationship 
Caregiver Relationship to Care 
Recipient: Define the relationship 
between the Caregiver and Care 
Recipient is required for our annual 
federal reporting.

Relationship Options: Husband, Wife, 
Domestic Partner, including Civil 
Union, Son/Son-in-Law, 
Daughter/Daughter-in-Law, Sister, 
Brother, Grandparent, Parent, Other 
Relative, Non-Relative

You may also write in a different 
relationship, if needed
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Eligibility Requirements for Caregiver/Care Recipient 
Relationships
OAA Caregiver Services Eligibility: Select the appropriate OAA Caregiver Eligibility category from the 
drop-down. You can only select one eligibility category. The SUA can only reimburse services where eligibility 
has been determined.

Units = Caregiver 
Services

Units = 
Grandparent 
Caregiver Services
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Final Caregiver/Care Recipient Relationship on Client 
Records
CAREGIVER: After adding a Care Recipient 
in the Caregiver/Care Recipient Relationship, 
the Care Recipient will be listed in the 
Client’s Care Recipient card on their Client 
record (Caregiver)

CARE RECIPIENT: After adding the 
Caregiver/Care Recipient Relationship, the 
Caregiver will be listed in the Client’s Caregivers 
card on their Client Record (Care Recipient)
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Updating Caregiver & Care Recipient 
Relationships
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Updating a Caregiver & Care Recipient Relationship
If a client is no longer a Care Recipient’s 
Caregiver, the Caregiver/Care Recipient 
Relationship should be made Inactive. NEVER 
delete a relationship. 

To make the Relationship Inactive, navigate to 
the Caregiver/Care Recipient Relationship card 
on the Caregiver’s record.

1. Click the Caret
2. Click Edit
3. Navigate to Status
4. Click Inactive



SUDS Caregiver User Guide
Effective Date: 7/1/2024
Version 1.2 16

Finding Inactive Relationships



SUDS Caregiver User Guide
Effective Date: 7/1/2024
Version 1.2 17

Finding Inactive Caregiver/Care Recipient Relationships
If you primarily work with Caregiver and Care Recipient, it might be helpful to add the Caregiver/Care 
Recipient Relationship Tab to your Navigation Bar. To do this, follow these steps:

1. Click the App Launcher
2. Type in Caregiver
3. Select Caregiver/Care Recipient Relationship
4. This will open the Caregiver/Care Recipient Relationship Tab on your Navigation Bar (not shown)
5. Change the List View to All Caregiver Care Recipient Relationships – this will display all 

relationships regardless of their status
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Caregiver Assessments
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Standard SUA Caregiver Counseling/Training/Support Groups Assessment
Entering Caregiver Assessment Information in SUDS

Assessment Form Page 1: Caregiver 
Contact and Demographic Information 
(See Below) 

This information is added to SUDS on 
the Client record.
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Entering Caregiver Assessment Information in SUDS
Assessment Form Page 1: Caregiver Demographic Information 
(See Below)

This is entered on the Caregiver’s Client record in SUDS. 

Remember! These demographic questions are about the 
Caregiver, NOT the Care Recipient. 

The SUA is required to report aggregate demographic 
information about the Caregivers we serve to the Administration 
on Community Living (ACL). If a Caregiver refuses to answer or 
doesn’t know the answer, please use these options in SUDS 
(Client Refused, Client Doesn’t Know). If you did not collect the 
information, please enter Not Collected.
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Entering Caregiver Assessment Information in SUDS
Assessment Form Page 1: Caregiver Contact 
Information

This is also entered on the Client record in SUDS. 

The main requirement is Zip Code, which helps 
us report urban vs. rural geography in federal 
reporting to ACL. 

It is important to enter the Caregiver’s contact 
information accurately to avoid bad addresses 
and returned mail.
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Entering Caregiver Assessment Information in SUDS
Assessment Form Page 2: Communication & Service Needs
This is entered on the Caregiver’s client record in SUDS under the 
Communication & Service Needs section.

Assessment Form:

SUDS:
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Entering Caregiver Assessment Information in SUDS
Assessment Form Page 2 - Caregiver/Care 
Recipient Relationship Information. 

This gets entered on the Care Recipient’s 
Client record and the Caregiver 
Relationship screen in SUDS.

Use the Care Recipient’s Information to 
create the Care Recipient’s Client record in 
SUDS. 

Use the Caregiver’s Relationship to Care 
Recipient and the Caregiver Services Eligibility 
information to create the Caregiver Relationship 
in SUDS.
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Entering the Caregiver & Care Recipient Relationship 
in SUDS
Assessment Form:

SUDS:
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Entering Caregiver Assessment Information in SUDS
Caregiver Respite/Supplemental Services/Case Management Assessment Only

Caregiver Assessment Form Page 3: The Additional Questions are entered on the Caregiver 
Assessment Screen in SUDS

Click on the Caregiver Assessment button at the 
top, right-hand side of the Client’s record to 
complete the Additional Questions section.

See below for the paper sample of the Caregiver 
Assessment Additional Questions
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Entering Caregiver Assessment Information into SUDS
Caregiver Respite/Supplemental Services/Case Management Assessment 
Only

Assessment Form Page 3: The Additional Questions are entered on the Caregiver Assessment 
screen in SUDS
Assessment Form: SUDS:
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Entering Caregiver Assessment information into SUDS
Caregiver Respite/Supplemental Services/Case 
Management Assessment Only

Caregiver Assessment Form Page 3: Additional Questions 
are entered on the Caregiver Assessment screen in SUDS

Assessment Form:

SUDS:
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Caregiver/Grandparent 
Caregiver Considerations 
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▪ Additional guidance for the creation of client and assessment records for care recipients will 
be available pending SUA policy decisions specific to grandchildren. 

▪ Please continue to follow existing guidance in these areas. Instructions are available on the 
Caregiver Assessment forms provided by the SUA. Requirements for Care Recipient 
assessments are also listed in the Service Definitions and Reporting Requirements Guide.

▪ For Title III-E Caregiver Services, the Caregiver is the client. For every Caregiver, there must be 
a link to a Care Recipient in SUDS. You can use the information provided about the Care 
Recipient in the Care Recipient information section of the Caregiver Assessment forms to 
create a Care Recipient client record in SUDS. 

▪ Adult Care Recipients of Caregivers receiving the Caregiver Services listed above need an 
In-Home Assessment, which can be completed from the client record as well. 

Caregiver & Care Recipient Relationship Considerations

https://docs.google.com/spreadsheets/d/1ztHVuVTowwJQgnQ1vIAd7lCZ5p_MTfOk6OBRZkpQ-yI/edit?gid=35606500#gid=35606500


SUDS Caregiver User Guide
Effective Date: 7/1/2024
Version 1.2 30

Managing Caregiver/Care Recipient Relationships With 
Reports
The Reports listed below can be found in the All Users Report Templates folder 
in SUDS. Please see the SUDS All Users Report Templates Guide for more 
information about accessing and modifying these reports to meet your needs. 
Click HERE to view the guide.

Report Template Name Report Description

Missing Caregiver Assessment

Active clients who have received at least 1 service requiring a 
Caregiver Assessment, but the client is missing the Caregiver 
Assessment. 

Add/Adjust Filters on Service Name, Provider/Provider Location, or 
other fields to see specific clients.

Missing Caregiver Relationships Active clients who have received Caregiver Services requiring a 
Caregiver/Care Recipient Relationship where that linkage is missing. 

https://docs.google.com/document/d/1v409wdGeYS4hAdbU44ITLMb0HIa5tQ7r4CC3Hmn2l5w/edit?usp=sharing
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You Have Help
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SUDS Website: sudscolorado.com

What You’ll Find Here:

▪ Videos of SUDS Trainings and any associated 
materials/guides

▪ Recent updates announced by the SUDS Data Team

▪ SUDS Admin functions like requesting new user, 
adding or updating providers, service authorizations, 
etc. 

▪ Copies of current assessment forms
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All SUDS technical support requests should be 
sent to:

cdhs_sudshelpdesk@state.co.us
If you feel you have come across a bug in SUDS, please send as much detail 
as possible in your email including:

✔ Date and Time 

✔ Record number, if applicable

✔ Detailed information about the error, including the screen or task you 
were performing

“I just finished creating record OMB-#### and when I clicked ‘Upload 
Files’ in the ‘Files’ window, I received an error message that said…”

✔ If possible, include a screenshot of the error you are experiencing

SUDS Help Desk


