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Getting Started

Logging In

Like most computer software you need to log into the system before you can
begin working. This ensures that the work that you do is logged and recorded
correctly as well as filtering access to the different parts of the system
according to your user rights.

1. Open CareFree

2. Enter your Username and Password

CareFree

because lime is money

\Demo Vers
CarefFree Login

User name: ITMJ
Yersion § 2 Bazsword | rt call

(0111420 12 0405

0K I LCancel | Settingz » |

C d.

Care /

You can add users or change passwords by accessing the tools drop-down and selecting
maintain users. This is covered in more detail later in this user guide. It is also possible

to select or de-select varying permissions for a given user role by changing the
permissions within the user roles list in the items screen




Selecting your Companies and Branches

Depending on your role within your organisation. You may wish to login to
view all companies and branches or just the ones you work in.

After logging in you will be presented with a list of all the companies and
branches within your organisation (companies are in blue and branches are in
black).

De-select a certain company and/or branch by clicking on the ™ by the side of
the branch you don’t wish to view.

You can quickly de-select or select all branches by using the icons at the
bottom.

Select the branches to work with

2 Uzer name ITMJ
Rale

|sdministratar

C Companies & Branches

EHw] BT
FZ Shire Healthcare Services

[+] south

E “our Care Demo
=] carefree

[¥] Widlands

Ve E Recruitment

01 E Referrals 5
=+ pe
L[ North

| |:| | Ok I LCancel

Once you have made your selection press OK to continue.

Depending on your user is configured, you may not be able to see all of the companies
and branches in your organisation




Navigating the System

Once you become an experienced user of the software you will settle into a

routine for your specific way of working but in the early stages it is a good idea
1 to always start by opening the key screens that you will be using.

3 L E

R\A CarefFree - [Clients: CliSurname_11_23D0, CliForename_11_047E (486)] = | = -

¥ File View Tools Timesheets Personnel Reports Letters Window Help

- [= 7]

[ 3 L3
D% A A VY 2 0 £ AR e
Rotas  Planners Clients  Carers  Staff  Contracts | Search  ltems  Inbox  Rules Verfy ~ QA  Reports  Letters Exit
I[M)' compariies] LI Needs & sk\\lsl Wamingsl H\sloryl Eudgetl Outcomes | Sent hoxl Continuityl Personal\sat\onl
[ty Eranches] - Ganela\l Dther details] Contracts| Invoices | Contacts | Log | Attackments| Extras| Motes | Agreements |
Name & Hl| amm @ Ti
Cli 11_2300 itle M >
® CiGumame_11_0GCF.. — [Cimane_T1_ Ll e
@ Ci5umams_11_0642, Forename | CfForename_11_047E |3 Sex Female -
:g:;g:;::m:-ﬂ-gggg--- it [ 55 Ref [Frivate RefNo
@ CiSuname_17_046C, T [Domiiery Core =] Hseknownas —
@ CliSurname_11_0815.... .
@ CiSumame_11_0CSE, Lke [Mane) x| Hometell 09334 57602
@ CiSumame_11_0E33, Address  [Citddiess 11_2F18, CiTown_DE35 | | Hamstel2 D995 51395
@ CliSurname_11_0EEE....
. Hame tel 3 93339 874078
@ CiSuname_11_1389, Location Code l—
@ CliSurname_11_T4B3....
@ CliSurname_11_1570, hd ige Category Under 18
@ CliSuname_11_1634, Fosteode  [ADB 152
@ CiSumame_11_1772,... Bl Call moritor problems? — [1hone) -

DOoE - Age
@ CiSumame_11_17E9, [oe /077208 -] 9 [2jeas Call Moritor type___[PIN
[ ] CiiSumame_11_1EDE, Key Sale o000 | B |eziTrackes 10083 |0J
: ErgumamE_H_}gFESF.... Enty FioadRunner 10083 |&
15 LIrFarme: P (|
e . 11 method CallConfirm 00501 Ll
@ CliSurname_11_1BE9.

@ CiSurname_11_1BF1.
[]

@ CliSurname_11_215D,

@ CiSurname_11_2240,
@ CESimame 11 72N =l
fiotive | Inastive | Dn hoid]_al HO000 160

Find

COs | EASSgenlusl Invu | Rotas |'| MHew | Edit | Delete | Close |

Clientss | ‘

Lynday (Acminisrator, 23] | gva\lmzated [0 0 4| 2 | misedioday | Monewmessages | [l 422 24 warings | Support +44 845 862 0405 | The Company CRSC

5 6/i \7/ 8

(| The title bar shows which screen within CareFree is currently open
The drop-down menus provide access to all functions and options

Icons on the toolbar provide quick access to most of the commonly
used functions/screens
/= Use the maximise button to expand any screens

5| Double-click on Unallocated to view all current unallocated calls

5| These numbers indicate the total unallocated calls for today,
tomorrow, this week & next week

7/ | These boxes indicate new messages or QA Warnings

)| CareFree support telephone number is always visible at the bottom of
the screen

Click on the icons on your toolbar and the screens will open. Use the maximise
button to expand any screens.




CareFree’s Shortcut Keys

Keyboard shortcuts are often used in windows-based software to provide a

quick way to access particular screens or options using just the keyboard.

There are a number of these shortcuts available in CareFree.

The list of shortcut keys can be accessed by clicking the View on the drop-

down menu and selecting Shortcuts.

Rotas

Rota split screen
Planners

Capacity planner
Management summary
Packages

Unallocated calls

Missed calls

Clients
Carers

Staff

Main Carers
Contracts

Customers

Quick search

Shortcuts

View Tools Timesheets Personnel Repol

Ctrl+R

Ctrl+P

Ctrl+5

Ctrl+U
Ctrl+M

oW v v

Ctrl+M

Ctrl+Q

10

T List of CareFree shortcuts

These are all the shortcuts in CareFree

Ctril-A

Ctil-B

Ctril-D

Cul-G

Ctrl-H

Ctrl-l

Ctrl-)

Ctril-K

Ctrl-L

Ctrl-M

Wiew Carers
Change the Branch
Contacts

Fay & Charge Rules
Haliday & Sick Pay
Browse all Invoices
014 Schedules
Lack vour Screen
Wiew Clients

Mizzed calls

&
-

2@\ JQ Y [ F e

X%

Ctrl-N

Cul-0

Cul-P

Ctrl-Q

Cul-R

Cul-5

Cul-T

Ctl-U

Curl-w

Cul-Y

Wiew Contracts
Options & Settings
Planners

(uick Search

Wiew Fotas

M anagement S ummary
Timesheet Verification
Unallocated calls
Messzage In Box

Current activity




Common System Functionality

When using CareFree you will frequently see and use actions buttons which
are located towards the bottom right hand side of the screen.

MNew | Edit | Delete | Cloze |
New

This will allow you to create a new record or event.

Care should be taken not to select this when wanting to add new information
to an existing record.

Edit
This will allow you to edit and change an existing record or event (for example,
updating contact details for a Carer).

Delete
This will delete the record or event.

When a Client/Carer leaves you should mark them as inactive as opposed to deleting
their record. This is done by changing their start or end dates within their other details

tab

Close
This will close the screen you are in.

Show Me

The Show Me functionality appears in JrENN

some (not all) of the drop-downs around M v
the CareFree system. This will allow you

to add more options to the drop-down list you are using.

11




The Carer Screen

The Carer screen acts as place to store all the information you might need
relating to your Carers and any other staff that you wish to store details for on

the system.

Once the details for a Carer have been input, their name will appear in the list
on the left-hand side of the screen. You can view the details for each Carer by

selecting their name in the list.

Fs Carer: CarSurname_11_062F, CarForename_11_76A0 (34) [=]=]E 4
I[M.'r' companies| ;I Contacts | Holidayz | Pawolll Outcomes I Sent box I Flanner I Hiztory I Cantinuity I 4/
I[M-"' branches) ;I 5| Other detailsl Qualif\catinnsl \N"agesl Seculityl Branchesl Lngl Attachmenlsl Extlasl
N ame £ | Phone no :I Surname ICarSumamE_‘I‘I_DBZF I Title hrs =
@ CarSumame_11_01.. 93339 257673 — F S
@ CaSumame_11_03.. 99933 508670 orename. [CarForename 11_740 o |Famale hd
@ CaSumame_11_06.. 93339671916 Initials I a4 Ref Mo I
1 — @ CarSumame_11_09.. 995999 724472
"'. CarSumname_11_0E... 33333 432330 Address  [Cadddress_11_DDEE, N Haorme tel 1 Igggg BEa011
@ CarSumame_11_0F.. 99999 427821 CarTown_9375 H el 2
@ CarSumame_11_10.. 99939 939652 . /V ome (e [n3sa a25080
@ CarSumname_11_12... 99999 485336 2 tabile 99999 671916
@ CarSumame_11_15.. 99999 672646 .
@ CarSumame_11_18.. 99939 A05755 v Calkin na [0339 70139
@ CarSurname_11_19.. 99999 914614 Postcode  [ape 1sme At t I—
@ CarSumame_11_10... 93339 598435 WDEH ﬂl M 14
@ CarSumame_11_25.. 99339 635191 D.0E. |21 /031933~ | Age |85 years
@ CaSumame_11_28.. 393339 674344 Call Manitor type |PIN
@ CarSumame_11_29.. 99999 159995 NiNe.  [apeE3serz b [ozTracker T840 |00
@ CarSumname_11_24... 99939 257107 FF tag I— RoadRunner 10640 V]
@ CarSumame 11_34.. 99999 373557 . —I CalCanfim 00036 O - .
@ CarSumame_11_34.. 99999 838045 Emai |Carer_11_DF1 SEcarefresanon.oo.uk MewCare 2880 |
@ CarSumame_11_35.. 99999 401389
@ CarSumame_11_37.. 99999 976456
@ CarSumame_11_34.. | 93339 498680
@ CarSumame_11_3B... 99999 395534
@ CarSumame_11_38... 93339 713467
@ CarSumame_11_3C... 99999 B29286 _I 8
@ CarSumame_11_3F.. 93399 540240 -
3 Ly Active | Inactive |_On hold_A1 00:00 924/
— (!
Find 7
.6
BASSgenius | Inviu | Rotas |V| Mew | Edit Delete | Cloze A’I—

il | Select a Carer from the list to view their record

N

Enter all the relevant information about the Carer; not all fields need

to be filled in although the surname field is mandatory

These tabs will display active, inactive, on hold or all Carers

These tabs allow users to view different sections of the Carers record

Information relating to the call monitoring system used by this Carer

These action buttons are explained on page 11

N o g B W

list of Carers for the present week

This number shows the total number of hours of care allocated to the

4| This number shows the number of Carers in the list

12




Adding a Carer

1. Open the Carers screen
2. Click on New

3. Complete the details for the Carer on each of the tabs within the Carer
record (the next section of this guide will explain each tab)

Fields highlighted in yellow are set as mandatory fields in the system and must be
populated before a record can be saved. These fields can be chosen by accessing the

mandatory fields screen in the tools menu at the top of the screen

Carer Screen Tabs

General
The General tab contains fields that hold the most basic information such as
the Carers name and address details.

Storing Photographs
It is possible to store a photograph of the Carer by using the button next to
their surname.

1. Click Edit Edit

2. Click on the button next to the surname field

Surname ||
Forename: ILaura

3. Click Load

If Load is greyed out you have forgotten to press Edit! \

4. Browse to the photograph you wish to upload to the Carers record and
click Open

5. Click Save
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Once a photograph has been uploaded the button next to the surname field
will change as follows.

Surmname | ﬁ
Forename ILaura

Checking Postcodes

It is a good idea to check the postcode by clicking on the green push pin
located to the side of the postcode field.

This will open google maps to show the Pastcode I—E*

location that the postcode refers to.

Other Details

Fields such as Transport and Manager are populated by selecting an option
from a drop-down list of predetermined choices.

Notesl Eontactsl Holida_l,lsl F'a_l,lmlll Elutcomesl Se

General  Other detailsl Qualificationsl W’agesl Securi

Transport I[None]

Clicking on the
downward arrow
Cast Cent i
ost Centre | Qo car reveals the list of
Walker

Mirimum gua <Refresh> available choices
<Show mes

b anager

Bus
Car Share

The choices available in the drop-down list may not include an option which is
suitable for your needs. If this is the case you can create additional options by
adding them within the items screen. Please refer to page 37 for information
on using the items screen.
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Start Dates and End Dates

The two date fields in the other details tabs are
mandatory. The start date will be pre-populated

with today’s date and the end date will

Start date

|3EI£EI1 A7 "I
|3'I M242099 "I

E ztimated end date

be set to

the system default end date of 31/12/2099.

If the current date falls between the sta
will be marked as active.

rt date and end date the Carers record

Changing the start date to a future date (for Carers who haven’t started yet) or

the end date to a date in the past (for C
status of the record to inactive.

Minimum and Maximum Hours
The two fields allow you set a minimum
number of hours that you would like to

given Carer as well as setting a maximum

arers who have left) will change the

Minimurn guaranteed hours |1 0
|4E!

offer a
b axirmurm hours allowed

number of hours that an individual Carer

would like to work.

M ame £ | Phane fio Houre &
CarSurname_11_015F,... 1999599 257673 |01:00
CarSumame_11_031C.... 99999 A08570 | 00:00
CarSurmame_11_0B2F.... 99999 671916 02:30
CarSumame_11_0930.... 93999 724472 | 00:00
CarSumame_11_0E32.... 93999 4532930 |01:00
CarSumame_11_0OFDA... 193999 427521 |00:00
CarSumame_11_10CA.... 99939 939852 | 00:00
CarSurname_11_1201,... 99993 485336 | 00:00
CarSurname_11_1516,... | 99999 672646 | 00:00
CarSurname_11_180E,... 99999 805755 | 00:00
CarSumame_11_19ED... 99999 914814 |0C:00
CarSumame_11_1080... 93999 8958493 | 00:00
CarSumame_11_25BC.... 93999 695191 |0C:00
CarSumame_11_28B2.... 93999 674344 |00:00
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If a Carer does not meet their minimum
hours their name will appear in red on
rota. If you try and allocate a call when
the Carer has reached their maximum
hours a warning can pop up.




Mileage and Travel Time
Mileage rates can be entered for an individual [ “7ravel aptions
Carer. There are multiple options within the [By Mie <] e [T
Travel options area to specify how you pay [Betmeen oo o B
mileage/Travel time to the Carer.

Milzage rate  |q 15 Travel rate W

Use the first drop-down to specify how the
Carer is paid mileage.

By Mile Mileage is paid based on how many miles the Carer has done

By Call Mileage is paid based on how many calls the Carer has completed

None If you do not pay mileage to your Carers

By Day A set amount of mileage is paid for the day

By Time (per min) Mileage is paid via travel time i.e. 13p per minute of travelling time

By Mile & Time (per min) A combination of the By Mile and By Time (per min) options if you pay for both

Use the second drop-down to specify further information to how mileage is
paid.

Between calls only Mileage is paid between calls

Calls+From Home Mileage is paid to travel from home to the first call and between calls

Calls+To Home Mileage is paid to travel home from the last call and between calls

Calls+From+To Home Mileage is paid to travel from and to home and between calls

Calls+From+To Home Mileage is paid to travel from and to the office and between calls

A gap can be placed between calls so that the Carer will not Gop [0
show as available for a period of time after the call. This value is
in minutes.

Enter the mileage rate and/or travel rate depending on which options you have
selected. If you have selected By Time or By Mile & Time then the travel rate
field must be filled in.

Mileage rate |15 Travel rate ||:|_1 3
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Calculate Distance Between Calls

To pay mileage onto a Carers wage sheet via CareFree you must ensure the
following setting is enabled.

1.

2
3.
4

Go to Tools

Click Options and Settings

T TS W

Tools

Timesheets  Personnel
Options and settings
Reports setup
Mandatory fields

Change your own password

[

Reports Letters Window Help

Ctrl+0 L

3 Personal options
Shared options
NMDS Carer setup

Click Personal Options

Scroll down the right-hand side of the screen and ensure Calculate the

distance between calls is ticked

Click OK

B Rostening and Rota screen

Options

Highlight by contract type

—)

[¥ Use matching criteria for rostering

[¥ Show carer working haurs on roka

[¥ Calculate the distance between cals

[ Show call details using italic font

[v Red borders for 'This wesk & beyond'

I¥ &llovs dragging and diopping of calls

[ Highlight name if any calls are unallocated
[ Use the split screen as the default

[V Show status icon on the calls

[v Shaw driver icon on the calls

Setting Mileage Rates for All New Carers

A mileage rate and/or travel rate can be set for all new Carers added onto
CareFree. By changing these options it will enter the mileage on for any new
Carers that are added to CareFree, not existing Carers.

1.

2
3
4.
5
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Go to Tools

Click Options and settings |

Tools  Timesheets Personnel Reports  Letters  Window  Help

Options and settings
Reports setup
Mandatory fields

Change your own password

> Personal options Ctrl+O
Shared options
MNMDS Carer setup —|
f =] Motes | Cortacts

Click Shared options
Click Mileage

Enter the Rate field as the mileage rate and the Travel field as the travel

rate

Click OK to save
these rates

Fa Fiotaz and Rostering
Rotas
Rostering
External links
¥24 Invoices, wages & expoits
Irenices
‘Wages
Employment & holidays
Exparts
¥ Call monitoring, SMS & Email
Call manitoring
SME and alerts
Email
% Mileage
Ia Securty & flavour

E Default options

Type

Rate

Travel

Unpaid

Travel gap
Altemative postcode

Journey options

Break time

None
i0.20
£0.00
£0.00
1]

¥ Include calls from hame

¥ Include calls back home

[¥ Carer goes home for breaks
120

¥ wiam about bad postcodes
¥ Lse Pick up and take home'
[~ lgnore break if same run

I Except far overnight calls




Additional Data in the Other Details Tab

MHates I Contacts I Halidays | F'ayrnlll Outcomes | Sent box | Planner | Histary | Cnnlinuit}ll
General  Other detai|S| Qualificalionsl Wagesl Securityl Branchesl Logl .&tlachmentsl Extras

1 \_}Transport IDwn car ;I Start date m‘/ 4
kM anager I[None] ;I E stimated end date |31 /242099 vl
Cost Centre | Reason I[Nnne] LI / 5
A
Minimum guaranteed hours Igg Destination Mane] ;I 6
2— 7 o I
M asirnurmn hours allowed 48 Disabled IND disabilty ;I‘/ / 7
K.ey holder M <[4
3 — 1y Travel options I < _I
[By pile =] G o -
NMDS Status A
|Between calls anly LI INBW ;I / 9

A
Mileage rate ID_15 Travel rate ID_-| 2 Carer type IC‘E"E worker LI

Pazz D | 4|/

See page 14 for more information about the Transport and Manager drop-
downs

See page 15 for more information about Minimum guaranteed hours and
Maximum guaranteed hours allowed

See page 16 for more information about setting up Mileage/Travel Time

See page 15 for more information about Start Date and End Date

When an end date is entered for a Carer the Reason and Destination drop-
downs can be populated with a reason to why they have left the company and
where they have gone to

Specify if the Carer has a Disability

Specify if the Carer has a key to the office

Information can be entered about the Carers NMDS Status

A Carer can be set as a care worker or a staff member. If the Carer is set as a
staff member they will be placed in the Staff list rather than the Carer list
This is used for PASS system integration with CareFree
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Qualifications

Using the Qualification tab allows you to record the qualifications achieved by
your Carers centrally in one place. This information is used to ensure that the
requirements of an individual client are met by ensuring that the carer is
appropriately qualified.

Adding Qualifications

Nutes, Contacts | Holidays | Payroll| Outcomes | Sent box | Flanner | Histon | Continuity |
1 C|| Ck E dit Genersl| Dther detalls  Qualfications | Wiagss | Secuity | Branches| Lo | Atachments| Extas|
2. Right-click the blank area in the New
oo . Edit
qualifications screen
3. Click New
A Add a new qualification o
1 ——— Carer |Jones, Penny
— Bualfication {First Aid Training |
T Acouied  [05/02/2018 < |
i Sighted By IL_I,Inu:Isa_I,I williamzon 5
/
[n] Lancel |

‘.| The Carers name will already be populated

Use the Qualification drop-down to select which qualification the
Carer has completed

e} | Use the Acquired drop-down to select which date the Carer completed
the qualification

i Use the Sighted By field to enter a person who witnessed the Carer

achieve the qualification (optional)

Click OK to save this information onto the Carers record
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Wages

The Wages tab will contain a record of all previously finalised wage sheets for
the Carer. This can be used to review previous wage sheets or to unfinalise
them should changes be required after the wages have been run.

Security

Within the Security tab you can store the information relating to the Carers
DBS/ISA checks as well as security details for opening encrypted emails
containing rotas and sensitive data.

DBS Q;l | 6
1 Submitted 29/ /2018 5 |
T |Pad 29/ /2018
lssued H/m/zms |W0rkf|ow |Stage |E0mpleted |
Rejected _r 4
Renewed anA01208
2 Risk &zsessment 29/ /2018 B 7
Disclosure No 1234567
\"“ Shaow hiztary
I5A
Applied _r
I33ued L
/—\P N
3 Adult First applied _
Adult First issued o
Email
4 Secure emails Mo
—
Pazzword == 5
Set new password <« |

Enter details relating to the DBS checks in the appropriate boxes

A history of DBS disclosure checks can be viewed by entering the Edit
mode and clicking this button

Historic ISA data

Secure Emails can be switched on here. Please speak to your account
manager for more details

Click this button to generate a password for Secure Emails - |

Any notes regarding the DBS checks for the Carer can be stored here,
click the magnifying glass to add notes

Workflows for the Carer can be stored and viewed here

It is possible within CareFree’s Options/Rostering and Rotas screen to restrict Carers

from being allocated to single calls unless their DBS disclosure number has been
entered in the Securitv Tab
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Branches

The Branches and areas that a Carer will cover can be specified in this tab. Each
Carer should be given a Home Company and Home Branch but
ticking/unticking additional branches will make the Carer available/unavailable
to attend calls in those areas.

Log

The Contact Log is perhaps one of the most important parts of CareFree. It
allows users to record events, conversations, telephone calls, messages and
much more. It enables comprehensive reports to be generated about the
business which help to monitor activity and performance and assist with
providing accurate data to organisations such as the CQC.

When a user creates a new Contact Log entry, it will be given a fixed date and time

stamp which means the data can be used (if required) in a court of law

Creating a New Contact Log Entry
1. Click Edit

2. Right-click the blank area in the log screen

3. Click New

Mates Contaclsl Holidaysl F'ayrolll Dulcomesl Sent bl:l:-:l F'Iannerl Historyl Eontinuityl
General | Other detailsl Qualificationsl Wagesl Securityl Branches LD,gl .&tlachmentsl E:-ttrasl

Created on T Your date Type Category User Ref

Mew

View or edit
Delete

Print
Policies...

Spell check...

Tick all
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Date  [Groere0iaiias | I 11

Qwner |CarF0rename_1 1_7EA0 CarSurname_11_062F ‘
I [13/08/2018 =] Statis [pen

I[Nnne] dministrators anly [

Categary I[None] LI & Show on portalz 1 2

Linked to another Clients I[None]

Linked to another Carer I[None]

v WN R

For a specilic user name I[Au users)

Dretails

[
1>

(o)}

Outcome

~

>

Lessons Leamed 1 3

A

Attachrments

9 Description Folder or location

Create a new workflow using I[None]

Resolved I—""—""— | Duzon I—""—""— vI Save Cancel

Fixed date and time stamp

This will show which Carer the log will be recorded against

Name of the person calling/reporting an issue

It is important to select the correct log type and category from the drop-down lists to
ensure reports are accurate

Selecting a Client and/or Carer name in these drop-down boxes will copy the log to their
records

Free text box to add details of the event

Free text box to add the outcome/resolution

Free text box to add lessons learnt

Once the issue is resolved a date can be added here — please note, this does not
automatically change the status field

An alternative date can be specified if a message is taken when a user does not have
access to CareFree

This is used to set the status of a log to closed, once the issues have been dealt with

The folders can be used to open company policy/procedure documents which are linked
to a contact log type or category

Documents can be added to the log here. Click the paper icon to add an attachment to the
log and click on the Red X to delete

To start a workflow for a log, use the drop-down to select the workflow type
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Assign Logs to Specific Users

You can assign Contact Logs to specific CareFree users. This creates a task list
for a specific CareFree user which includes only Contact Logs that require
attention/action.

1. Create a new Contact Log for either a Client or a Carer in the usual way

2. Use the For a specific user name drop-down to assign the log to a
CareFree user

For a zpecific uzer name I (&Ml uzers) vI

D etailz

CareFree
Claire
Edel
Lyridzay
Stacey
Thil
<Refreshy

Outzome

To view logs assigned to specific users the daily log e E T ——— ﬁ
. Ri Ctrl+R
screen must be used: otes ris
Rota split screen 5
F Planners Ctrl+P 4
. L u
1. GO tO VIEW Capacity planner
| Management summary Ctrl+5
. . i Packages
2' ClICk Dally Log : Unallocated calls Ctrl+U
Missed calls Ctrl+M
F
| Clients »
EI Carers »
F Staff »
i Main Carers »
Contracts Cirl+MN
| Customers
fi Quick search Ctrl+Q
i Shortcuts
Dashboard Ctrl+D
Contacts
Daily Log
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This screen is designed to show all logs created for all Clients and Carers within
a specific date range.

Use the For User drop-down, to filter the logs which are assigned to specific
users as shown below.

[ File View Tools Timeshests Personnel Reports Letters Window Help HEE
o o -

B D w A &£ ¥ 2 8B £ &F e @

Rotas  Planners Clients  Carers  Staff  Contracts | Search  ltems  Inbox  Rules Verify QA Reports Letters Exit

[ttty comparies) | [y branches) =] W [amean -] to [lamsians <)o Today

Created on v Yourdate  Type Category  User  Ref Caller Clients Carer ForUser  Detais

#[] Feb 2018

#[ ] Jan 2018

&[] pec 2017

BT nov 2017

#[] oct 2017

#[ ] sep 2047

[ ] Aug 2017

Thekes
i
Ban
kv
Q ForUser [ialusers] | [Open =] TP [(Nane] | [summey =] Find RefieshF5 || Closs
CarersDalyLogs |

Lynckay [Adminisiator, 23] | Unalocated | 0| 0 | 4 | 2 | 37missedtoday | Nonew messages | .mqu nnnnn o | | Support: +44 845862 0405 | The Company | CFSOLUATITAT 400 V55 _CT_Test
=

Once you have saved the log an entry it will appear in the log tab on the Carer
screen.

Logs are grouped together according to the

month they were created. To expand (open) or

- collapse (close) a month, use the + or — symbols
=[] may 2017
|_ 03/052017 ’ Dan went to see Oliver last night and Oliver was
D 11.08 02/0z/2017 Compaints Lyndsay 12 very aggressive towards him.
= Apr 2047
|_ 2TI042017 . Alistair has called to say that Alberta was very
26/0472017 Ci laints. Lynds:
D 11:41 empiain ynesay n aggressive during her last call.
B[] mar 2017

Right-clicking a Log entry provides access to additional options including edit, delete

and spell checking
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Daily Log

It is possible for users to view all current Contact Log entries. This allows you to
monitor and track all current/outstanding issues much like looking at a paper-
based diary or day book.

To View the Daily Log Screen
1. Go to the View drop-down menu

2. Select Daily Log

& Carefree - [Daily Logs }logs] - o ®
(3 file View Tools Tiesheets Personnel Reports Letters Window Help -8 x
. .
B O a\A & ¥ 2 X £ BB e
Rotas  Planners  Clients rers Staff Contracts | Search  ltems in Rules Venfy QA Reports  Letters Exit
X
[Startup v [ My branches) ~]  [snzzme =] ‘o [06/02/2018 <] Teday
Created on Your date  Type Category User Ref Caller Chent Carer ForUser © Detais
@[] Jun 2017
=[] Apr2017
2710412017
) S 26/0472017 Complaints Lyndsay 11 Alstair Al Edel Kmn has calied to say that Aberta was very aggressive during her last call
2600412017
[ m} 20 25/042017  Complaints. Lyndsay 10 Penny Jones Olver Ponay, Edel Clent was very aggressive,
0 fg’::m” 2410472017 Complaints Lyndsay 9 Joe Soap Hioey L Joe  Edel Clent was aggressive on the last call
* [ Feb 2047
#J Jan 2007
300012017 Accident / Lyndsay
| .D 126 2om12017 Lyndsay 4 Wllaioss: Oiiver John  System test
25012017 Accident /
» ‘wa 25012017 nedent Lyndsay 2 y e System  Contact log created for C: ContentiCareFree vS Day 2 Course Content docx
25012017 Accigent /
O 00 "7 2smron pocos Lyndsay 3 — System  Contact log created for C c V5 Day 2 Course Content docx
#[A pec 2016
ForUser [(aluses) <] [Open <] T59* [(Nonel <] [Summey ~]  Emd. | ReeshFs | ciose
Day Logs
Lyndsay (Administiator, 3) | Unallocated Nonew messages Nonew notficalions - No QA Warning upport +44 845 862 CareFres Group LAPTOP§B3J6C0 5418 CareFree

Use this drop-down list to see logs from certain companies and/or
branches

View log entries created within a specific date range by using these
boxes

Logs which match the filters a user has specified will appear here. To
edit a log, double-click on the entry in question

Use this drop-down to filter logs for a specific CareFree user

Use this drop-down to filter open, closed or all logs

Use this drop-down to filter types of logs

Use the find button to search for a log reference

Use the refresh button if you have applied a filter to the drop-downs
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Attachments

The Attachments tab allows you to store links to documents saved on your
computer or network. This allows for quick direct access to documents relating
to the Carer record without leaving the CareFree environment. It does not
create duplicate documents it simply links to the location of the existing
document.

To Add an Attachment
1. Click Edit

2. Right-click the blank area in the attachment screen
3. Click New
4

. This will open your file explorer and allow you to locate the document
you wish to attach

U

Select it and then click Open
6. Enter a name for the attachment

7. Click OK

Enter a name for the attachment

Healthy eating seif assessment docx

Once saved into CareFree the attachment can be opened by double-clicking
the link.

Extras

These blank fields provide an area to hold any information that your business
needs to record, that CareFree does not at this time have a specific field for.

The extra fields can be renamed in the items screen.

Data can be added to the fields by entering edit mode and simply typing.

Should you find you are using the Extras fields to store a substantial amount of data,

please contact CareFree support to discuss options for adapting your way of working
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Notes

This

allows the recording of any additional information in relation to the Carer.

It is possible to print the contents of the notes tab by performing a right-click
and selecting print.

Contacts
It is possible to store the contact information for different individuals or

orga

nisations that may need to be contacted in relation to a Carer or a Client.

To Add a New Contact

1

2
3
4.
5

. Go to the Contacts tab

. Click Edit

. Right-click the blank area in the attachments screen
Click New Contact

. Complete the details ensuring you specify an appropriate contact type
using the drop-down menu

To Create a Link to an Existing Contact

1

Select the contact type = Select  contact [=T=
from the drop-down friDoctor = ame [Fide F
Name—l_ Relationship | |12

Select the individual Motk [ Ohe [
contact record you Dates [rmazns =] [rizianm <]
wish to use Cancel
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2
3
4.
5

. Go to the Contacts tab

. Click Edit

. Right-click the blank area in the attachment screen
Click Include a Contact

. Go to the contact in the existing database select the relevant contact
then press Select

Grey
Kildare, v
Narman, Menon

Address

Postcode

Tel home Telwark ||




Holidays

The Holiday tab provides a screen containing two parts. The upper section is
designed to automatically calculate the holiday entitlement of zero hours
contract staff based on government guidance.

The parameters of the calculation which are used can be changed in the
Options and Settings of CareFree. Figures are based on how many days/hours
a Carer has worked over a specific number of weeks.

The method for using the calculator is slightly different depending on whether
your organisation uses hours or days when calculating holiday entitlements.

Holiday Entitlement

“Working hours pou wizh bo uze in the calculation 178
Current holiday entitlerment from January 20018 (4 hours ¢ 12.07%) 04z
Holidays taken this year R.00
B alance remaining -4, 58

Configuring the Holiday Entitlement Calculator

1' GO to TOOIS Tools  Timesheets Personnel Reports  Letters  Window Help

Options and settings > Perscnal options Ctrl+0
2. Click Options and Settings |,  feeore=e Shared options

Mandatory fields MMDS Carer setup

Change your own password...

3. Click Shared Options

4. In the menu options on the left-hand side of the screen click
Employment & Holidays
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¥=4 Rotas and Rostering M axirmurn hours 43
Ratas Manthly capped hours 1]
Flastering Startfinish break time =]
Extemal links = Mini wage
F23 Irvvoices. wages & exparts tirirmum pay per hour £0.01
Iroices ‘w/aiting time for shift breaks 30
Wages N— Include travel time in zhift breaks 2
L Enployment & holidays .
Exports Automatically add top-ups r
¥ Cal monitoring. SHS & Emal TUD_UD EHDENSE DE
Call monitaring Bl Holidays
SMS and alerts ¥ Show holiday entitlement ‘-\
Ernail v Calculalet annual Ieaw_a —— 1
Mileage [~ Keep holn?la_l,l call detail
[ Erclude sick from wages
3 Securty & flavour [~ Use Eire BH % sick rules | — 2
Security Holiday options [ Ahwaps uss 'taken’ value for away reports
Flavaur v Use new holiday entitlement caloulated daily /
_W\— [~ Use dates as the default taken value
\> [~ Replace holiday weeks with weeks from start of pear
— P [ Aways use the guide value for calculations — 3
Show holidays as HDUIS/
Holiday fund & 0.00
Holiday calc % 1207
Haliday division 52.00
Holiday weeks UK. 12— 4
Holiday weeks Eire 13
Haliday year starts fram Apri|<\
Huoliday calculator Standaid —— 5
Holiday pay expense type
[

Ensure Calculate annual leave is ticked

Ensure Use new holiday entitlement calculated daily is ticked

Specify whether your organisation calculates entitlements in days or hours using
the Show holidays as option

Specify over how many weeks your organisation calculates holidays accrued
(usually 13) in the Holiday weeks UK box

Select the month in which your holiday year starts using the Holiday year starts
from option

It is possible to request that the holiday year starts for each Carer either in their
original start month with your organisation or in the month of their birthday

You can request that the holiday entitlement calculator looks back to the start of
the holiday year rather than a fixed number of weeks
To do this tick Replace holiday weeks with weeks from the start of year

If you don’t wish to manually type in a value for the number of hours/days
CareFree uses to make the holiday entitlement calculation place a tick in Always
use the guide value for calculations

When you have configured the options you require, go back into the Carers
screen to confirm the changes have been applied. You should notice that the
layout of the calculator has been simplified to make the information easier to
read.
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Using the Calculator for Hours Based Entitlements

If your organisation calculates holiday entitlements in hours, the government
recommends that your employees accrue 12.07% of the total number of hours
they have worked. The holiday calculator will display the total number of
hours each employee has worked over a set number of weeks (based on the
Holiday weeks UK figure specified in the options and settings).

Holiday Entitlement

Working hours you wizh to use in the calculation 178
Current holiday entitlement from Januare 2018 [4 hours < 12.07%] naz To show holiday
Haolidayz taken this vear h.00

entitlement accrued by
the employee you will
need to enter Edit mode
and type in the number of
hours you wish to use in
this calculation box

B alance remaining -4 B

Holidays which have
been added to the
rota will feed

through into the
calculator here and
automatically deduct
from the entitlement
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Using the Calculator for Days based Entitlements

For organisations that calculate holiday entitlement in days, the government
states that workers are legally entitled to 5.6 weeks paid holiday per year.
Most workers who work a 5-day week must receive 28 days paid annual leave
per year. This is calculated by multiplying a normal week (5 days) by the annual
entitlement of 5.6 weeks. A worker works 3 days a week. Their leave is
calculated by multiplying 3 by 5.6, which comes to 16.8 days of annual paid
leave. Statutory paid holiday entitlement is limited to 28 days. For this reason,
our calculator limits the total number of days work per 7-day period to 5 days.

The calculator will identify the average number of days each employee has
worked over a set number of weeks (based on the Holiday weeks UK figure you
specified in the options and settings). It will use this figure to calculate how
much holiday has been accrued by multiplying this figure by 5.6.

Holiday Entitlement

“wiorking daps you wish to use in the calculation 5
Cument holiday entitlement from January 2018 (5 dayps « 5E) 2a
Huolidays taken thiz pear 500
Balance remaining 23

Holidays which have been
added to the rota will feed

through into the calculator and
will be deducted automatically
from the remaining balance

If your organisation calculates holiday entitlements in a completely different
way to government recommendations, or if your staff have set contracted
hours, it is possible to use the holidays tab to track holiday entitlements but
you will need to manually add the entitlement to the other half of the screen.
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To Manually Add Entitlement
1. Go to the Holiday tab

From date 01/01/2018
) . To date | EBPZER|
2. Click Edit PO O ETm

Entitlement |234— days
3. Right-click in the lower half of the screen and

click New

Total taken 0

4. Ensure the Entitlement radio button is
checked

5. Specify the start and end date for the holiday year

6. Add the Carers entitlement in days or hours (the days/hours setting can
be changed in options and settings)

7. Click Save

8. Click OK to save the entitlement on the Carers record

Payroll

Payroll for each Carer will be based on the information contained within this
tab. The Role (pay) field will control which pay rules will be applied to the
individual Carer when calculating wages in CareFree.
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1 T Role[pay]

2 / Statuz

3 pEnmineUK [oosnssz v
- Start in sectar |15,f|:||3,f'1 939 YI
4 / Arangements |

— Bank detailz
|TheEank .. | Alcname
TheBankaddress W
/' Sort code
5 00-00-00
Account no
|WF4 T |EIEIEIDEIEIEIEI

I 3. Care Supervizar

ly- Pay scale IB. Care Worker
IPermanent
Full time IF'art-time

Generall Other detailsl E!ualific:atiu:unsl Wages Securit}ll Branchesl Lu:ugl Attachmentsl E:-:trasl
Maotes | Contacts I Holidays ~ Paprall I Outcomes | Sent box I Plarner I Histary I Continuity I

Frequency |4 wieekly 33 “-l
Fay type IStandard by haor 4_:|—‘
R ecruitment IHeaIth sechar “‘il\
Payperiod | one] =]

Induction date & status ||:|1 J05/2006 LI IInductiu:un complete ‘:I\
Carer Certificate

[03/06/2008 ~] |ves ~

_I Salary Int m Rate W

Other details

WTD Opt IndOut

Application farm ]
Reference 1 A
Reference 2 A

Yiza Expiry A

Contract of Emploprment A
Dizclozure Rizk Azzeszment

Business insurance

The role links to the CareFree pay rules — it is important to select the correct

role for each Carer to ensure they are paid correctly

The status and full time drop-downs allow you to store additional information

about the Carers status within the company

If a Carer originates from a different country an entry into the UK date can be

stored in their record

A date can be entered to when the Carer started working in the care sector

Bank details for the Carer can be stored within this section

A frequency of pay can be recorded using this field

Carers can be paid by the hour (Standard by hour) or paid shift work (Start to

Finish)

Recruitment can be used to store which work sector the Carer was recruited

from

Information can be stored about the Carers induction

Information can be stored as to when the Carer received their care certificate

Other payroll information can be stored in these extra fields if necessary
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Outcomes

As part of an on-going process to meet requirements in relation to CQC’s
desire to understand the effectiveness of reablement care. This tab shows
graphical data in relation to the variation in the amount of support being given
to Clients. For Carers this may provide useful performance management
information.

Sent Box
The Sent box tab stores details of all messages sent to the selected Carer.
These could be SMS or email messages sent from within CareFree.

History

The History tab displays a record of all start and end dates. This is useful for
organisations with Carers who regularly leave for extended periods of time and
then return to employment (e.g. students doing holiday work or overseas
workers who periodically return home).
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Planner

The Planner tab displays information relating to absences for the selected
Carer. Whenever an away period is added to the Carers rota it will
automatically be displayed in the planner tab. An absence planner code and
planner back-colour must be specified for the relevant away reason in the
items screen for the planner to display information.

In the example below any holidays that have been added to the rota are
displaying in a yellow colour with the absence planner code ‘H’ showing. The
example also shows any sickness absences the Carer has taken and also when
they have been in training.

Generall Otker detailsl Gualificationsl ‘W ages hesl Logl Attachment&l Er:trasl
Notesl Eontactsl Holidaysl F'a_l,lrolll Outcomes | Sent box rl Histol_l,.ll Enntinuit_l,.ll
b anth MITWIT]IF{S]S|M{T|W|T|IF|S5]SIM{TIW|T|{F]S]|S{M|T]WwW|T|F]S|S|M|T]W[T]JF]S|S|M]"
Jan
Feb == =
tar
Apr
[GEW
Jun [LARARAN AR SR
1 Jul
D B P —t+—+» [H[H|H|H|H|H|H|H|H|H
Sep
Oct
Mo
Dec
Code Mame Days Taken (Hours) Instances
H Holiday 10 0.00 1

4] lan2018-Dec 2B P | preview v|

Colours and codes must be specified for away reasons in the items screen

Away reasons and the number of days taken are listed below the planner

Use the arrow controls to navigate through the months of the year
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Continuity

The Continuity tab displays information based on the information on each
Carers rota. Users will be able to see:

e Which Clients a Carer has visited
e The number of visits made by the Carer to each Client

e The date and time of the last visit the Carer made to each Client

Generall Other detailsl E!ualificationsl “Wages Securit_l,ll Branchesl Lngl Attach
Nutesl D:nntactsl HD|iC|a_'.JSI Pa_'.JID"l Outcomes | Sent bCIHl F'Iannerl Histary i,

ntsll E:-:trasl
Y.,

Client Visits Last Visit
1 02/08/2018 16:30:00
62 06/12/2017 16:00:00
15 16/04/2017 18:30:00
12 19/06/2017 10:00:00
188 04/12/2017 16:00:00

The Continuity tab looks for any calls with the status completed in the past and shows

the planned time of the last visit
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& CareFree - [Items] — X
fifl File View Tools Timesheets Personnel Reports Letters Window Help 8 %
(] *
2w A A Y 2R £ BF s E m
Planners Clients  Carers  Staff  Contracts | Search  lems  Inbox  Rules | Verify QA Reports Lett Exit
Jifl Accommodation types ﬁ’ [ Ay 8s
It Age cateqories Name ool i_hﬁ—,d
1 Il Agencies | ol
il Agency types _
T [ sl Alertrssponses Tpe - [Clents and carers K|
¥l freas
4] Amangements - Cods
| | D Slivotodricmm 4
| —
g‘f‘e;‘f&m”e 4 . [~ Add the time period to the rota as an actual call =
E}}z:i Eg:ﬂz: jig Egmz Nﬁilii ™ Thisis a holiday away reason and willdeduct from the entillement
Failuie To Tun Up
Holiday Ahsence planner code [5”
Hospilal
T Lascal Planner backeoour [T ] e
Missed
gﬁmglhng Client away status NCR =
Other
Respite Carer away stalus Missed =
Fesquesting Shift Cover
ent anay
ssssssss
Trairing
Fd [ Wew | Edt | Deete | Do
& Reponts menu | 49 Create and fingise wages | €9 Minimum wage compiance |
Fintas |
Lynckay [Administiator 3] | Unalocated | || | Nanewmessages Mo new noffications | Na G4 Wamings Support: +44 845 852 0405 CareFres Group |LAFTOP G231 v 413 | CarcFres

The Items Screen

Throughout CareFree you will see many different lists and option selection
screens which can be used to populate fields with information. Rather than
these lists being fixed with terminology created by our developers the software
allows you to populate your own lists and as such use your own wording and
titles for the items you require. This means that you can tailor the software to
suit your organisations specific needs.

Select the list you wish to view or amend in this box

Select an item to amend within a list here or simply review the current items
The name of the item being added/amended in the list is displayed here
Additional information or options can be specified for some items here

Use the action buttons to add new items or edit/delete existing items
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Making Changes to Existing Items

1. Select the correct list in the box in the top right-hand corner of the
screen

2. Select the item you wish to amend in the box in the lower left section of
your screen

3. Click the Edit and then make the changes to the item on the main part of
the screen

4. Confirm your changes by clicking OK or discard them by clicking Cancel

Adding New Items
1. Click New

2. Give the new item a name

3. Specify any options/settings required for the item on the main part of
the screen

4. Confirm your changes by clicking OK or discard them by clicking Cancel

Once finished the items screen can be closed. When you look again in the
drop-down list it may not have appeared to have changed. In order to make
the changes visible you may need to select Refresh or close down and re-open
the screen.

In order to navigate quickly to the list you require, click once in the list and then press
the letter key on your keyboard that matches the entry you are searching for e.g.
press ‘T’ to jump to lists begin with the letter T such as Transport types

It is essential that those implementing CareFree for the first time spend some time
setting up Items lists to match business requirements. By default, CareFree comes
with some entries in most of the lists but take some time to check that these match
your organisations requirements
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The Clients Screen

The Clients screen contains many of the same features as the Carers screen
and can be used in a very similar way.

Clients Screen Tabs

General

In this tab the majority of fields are identical to those on the Carers screen.
There are some differences:

e In order to help you further personalise the care you provide there is a
field named ‘Also known as’ to record a different name as used by your
Client

e The entry method field allows detailed information as to how to gain
access to a Client to be stored ready for quick access should a Carer
require them and call the office. Key safe numbers can also be recorded

e Social services reference numbers should be stored in the SS Ref field
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Other Details

This screen contains several of the same fields as the Carer screen tab of the
same name. In particular the start date and end date fields can be used to
define an active and inactive status for a record.

5
Needs&skillsl Wamingsl Historyl Budgetl Dutcnmesl Sent bo:-:l Eontinuit}ll Personalisalinnl 4//
General  Other details Enntract&l Irwoicesl Contact&l Logl Attachmentsl Eﬂtrasl Nntesl Agreements
1 \_}Eompany INBW Test Compary ;I Start date W‘/ 6
Branch INew Test Company 3 ;I Estimated end date m
RoadRunner Tag I _I Reazon I[None] j
Housing scheme IDwn Home ;I Variation date Ll - 7
Accommodation I Burgalow ;I Milzage type I [More] 4/;[/
2 Client type [PD - Physical Disabilty ~|  Mieagerate  [oop g
Charge Band IF'rivate ;I Risk type IE-Medium 4/:" —
Cost Centre | Email |
3 \‘ tain Carer I[NDnE] ;I Pasz 1D I
> MAR format IF'harmac:_l,l MAF shest ;I NHS No |
4 —
W" Dependency ID_ Senvices ID_ Support Metworks Ig_

Clients can only belong to one Branch

The Main Carer is the principle provider of the care to the Client

This field stores details about the Clients Medical Administration Record
(MAR)
These fields record information for the National Minimum Data Set (NMDS)

Add personalised notes to tasks \ needs for a Client here

See page 15 for more information about Start Date and End Date

Mileage charges can be applied to individual Clients using these fields

A Risk Type can be specified for each Client — this information can be fed
through into the rota
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Contracts

This tab is covered in more detail in the next section on page 45 as it
determines who will pay for any care provided to a Client.

Invoices

The Invoices tab will contain a record of all previously finalised invoices for the
Client. This can be used to review previous invoices or to unfinalise them
should changes be required after invoices have been run.

Contacts
Functions in exactly the same way as for the Carers screen please refer to page
27 for details.

Log
Functions in exactly the same way as for the Carers screen please refer to page
21 for details.

Attachments

Functions in exactly the same way as for the Carers screen please refer to page
26 for details.

Extras

Functions in exactly the same way as for the Carers screen please refer to page
26 for details.

Notes

Here the Notes page is split in two sections with the lower section providing a
space for general notes in much the same way as the Carers screen. The
package notes section can provide a summary of packages of care created by
the package wizard providing a specific tick box is ticked when a package is
created. Please refer to page 58 to read more information about the package
wizard.

Agreements

This has been designed to support the large-scale import of data from specific
third-party software platforms primarily those used by local authorities.

41




Needs & Skills

It is possible to record any requirements that a Client may have along with the
relevant qualifications required by the Carer to visit the Client.

Genara\l Other deta\lsl Cnntractsl Invoicesl Conlaclsl Logl Atlachmentsl Extrasl Nolesl Agreementsl
Meeds & skillz | W’amingsl History I Eudget | Outocomes I Sent box | Continuity | F‘ersona\isationl

Special nesds Qualifications required by this clignt
Diabetic - Diet Controlled Diabetes In Health Care
2
1 1, —

3

it | Store the Clients Special Needs into this list
2) | Store the Qualifications required for the Carer to visit the Client into this list

3 Use these buttons to add into either list

If an item you require is missing from either of these lists go to the items screen and

use the special needs list and qualifications list to add new items or edit existing items

Warnings
With some Clients you may wish to have a visible warning appear on screen
whenever their record is selected.

In edit mode click the [ .|| icon to select the chosen warning from the list.

Further warnings can be added within the items screen.
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Budget
With the increasing use of direct payments this feature allows the monitoring
and management of a Clients budget.

To Create a New Budget Entry
1. Click on the budget tab and click Edit

2. Right-click and select New
3. Add a Deposit to the balance amount

Finalised invoices will then reduce this amount by acting as a withdrawal.
Additional manual withdrawals can be made if required in the same way as a
deposit but by selecting the withdrawal option.

Outcomes
This tab provides graphical analysis of the hours of care and the activities
conducted for the Client.

Sent Box

The Sent box tab stores details of all messages sent to the selected Client.
These could be SMS messages or email messages sent from within CareFree
including messages created as part of a mail merge.

43




Continuity

The Continuity tab displays information based on the information on each
Carers rota. Users will be able to see:

Which Carers have visited the Client

e The number of visits made by each Carer

e The date and time of the last visit each Carer made

Generall Other detailsl Contractsl Invoicesl Eontaclsl Logl .-’-‘«ttachmentsl Er:lrasl Notesl .&greemenlsl

Needs&skillsl W’arningsl Histnryl Budgetl Elutcnmesl Sentbox  Continuity Persnnalisatinnl

Carer

Visits Last Visit

35 20/08/2018 15:30:00
354 10M2/2017 18:00:00
54 10M272017 14:00:00
135 08M272017 09:00:00
135 08M2r2017 06:00:00
135 08M272017 22:00:00
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The continuity tab looks for any calls with the status completed in the past and shows




Contracts

The billing details for any care delivered to a Client is stored in their contract.
It is possible for Clients to have multiple contracts if payments for their care
are split between more than one source e.g. part Social services and part
private.

Contracts can be broken down into several different types but by default
CareFree is set up with social services and private contract types. More
contract types can be added to CareFree in the items screen.

How Contracts Work

Within CareFree the Client is the individual who receives the care. This does
not necessarily mean that they are the person to whom the invoice is sent to.
In CareFree, the person who receives the invoice is referred to as the
customer. Whether this customer is responsible for handling the invoices of
several Clients will often dictate the type of contract that you are going to set

up.

e For example, a social services contract will often be attached to a
number of Clients because their invoices can all be sent to the same
customer at the same address

e |[f the invoice for a particular package of care or part of a package of care
is to be invoiced to a different customer address then a different
contract is required

e If the customer is only being invoiced for the care provision of a single
Client then this will usually be a private or a direct payment type of
contract

e ltis possible to create several different contracts which all have the
same customer attached. This can happen under social services
contracts where there are many different charge rates and
classifications of care but all bills are sent to the same central address
(customer)
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Adding a New Contract

There are two methods in which contracts can be added to CareFree.

e By adding a contract directly into the Client screen through the contracts
tab (usually used for private contracts which will be unique to the
individual Client)

e Using the dedicated contracts screen (usually used for contracts which
will be shared by multiple Clients)

The contracts screen is particularly useful when looking at amending the
details on existing contracts or creating blanket contracts which will be shared
by numerous Clients. If a Client will be paying for their care directly it is easier
to create a unique private contract using the contracts tab in the Client screen.

Using the Clients Contracts tab to Create a Private Contract

My branches] | Needs & skils | Warmings | History | Budget | Dutcomes | Sent box | Continuity | Personalsation|
R [Ret THours [com =] Gieneral| Other detal Contiacts | Inwaices | Comacts | Log | Anachments| Esras| Motes | Agreements |
2004 0720

0700 | 0000
0000 | 0000
1243 0440
0000 | o000
0000 | 0000
20,45 0000
0230 | 0000
0000 | o000
0000 | o000
00.00 | 0000
00:00 0000
0000 | o000
3630 0000
00:00 0000
00.00 | 0000
0700 0000
0000 o000
00:00 | 0000
00:00 000
0700|0000
0000 | o000
00:00 0000
0000 | o000
0000 | 0000
00:00 0000
00:00 0000
1230 0000
0000 oceon
11:00 0000

ctive | Inactive | Onhold | Al H:446:09 48 { |’|
CAT:50
Find

..............................§
a

=

05 Invu Rotes |v|  Hew Edt Delete | Oose |

1. Go to the contracts tab in the Clients screen
Click Edit

Right-click in the white area on the contracts tab
Select New Contract

This will launch the New Contract Wizard

o v kA w N

The Wizard follows either three or four steps dependant on whether the
Client already has an existing contract and packages of care.

46




Step One
Selecting the top option Use the wizard to help you will allow creation of a
unique contract for the Client e.g. private contract.

The second option Use the contract maintenance screen launches the
contracts screen and is used primarily for creating a new blanket contracts that
will cover more than one Client e.g. social services contract.

Click Next to continue.

%" New contract wizard X

Step 1 - How do you want to create the contract?

N,

Ideal for creating contracts personal to this client, for example,

3 private contract

" Use the contract maintenance screen

Cammonly used to create contracts that will be cover many
clients, for example, Social Service contracts

LCancel < Back Mext >

Step Two
Step two allows you to set the information regarding who will be invoiced for
the contract.

If this is the Client themselves then the details will already be populated.
Should this be anyone different then their details should be entered here.

If the customer is already in CareFree use the Select Customer drop-down box
to select this customer.

Click Next to continue.

N New contract wizard -

Step 2 - Create the customer from the main details

Select Customer  [{1/ne) ~] \}

Customer [

o Full name | | I[None] LI
Addiess

The customer is the
i —— person who will be
wekz [ paying the invoice. Enter
- ] their details here if the

Company [enel

YT ER Zero rated - Invoice prefix Client will not be paying
T (o their own invoices
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Step Three

During this step you can give the contract a name as well as selecting the
contract type e.g. private, direct payment etc. You can also specify start and
end dates for the contract and apply settings for electronic call monitoring if
required.

Using the [_._[| icon will allow you to attach a list of possible care needs which
may be added to care packages under this contract. It is good practice to
attach all the needs at this step as a Clients requirement may change over
time.

Click Next to continue. It is important to note that you will only ever invoice for
the needs that you deliver.

“* Mew contract wizard x 4

Step 3 - Create the contract and select the

%

B Contiact

I

|H ardy, Tam

2 Relerence no 5a74 5
P Dates [omiram7 ] to [31712/209

RoadRurner vl Default status IW’ait\ng 'IA/
Ly Alerttimes - Low  [9q Mediumn |3g High |15

Call maoritor

L

A

Newt > |

LCancel | < Back |

Name the contract using a clear and consistent method here. Where there are similar
contracts it will help to tell them apart
Specify a start and end date. If no end date is known leave as the default system end date

Specify alert times for call monitoring if they need to be different to default alert times
Specify the contract type
Choose a call monitoring type if required and set the default call status

Add the care needs to the contract using this button

It may be that if the Client has no existing contracts or calls in the system that
step three is the final step. In which case click Finish to complete the Wizard.

If the Client has other contracts and existing packages of care then click Next
to continue to step four.

48




Step Four

If the new contract is replacing an existing contract this step will allow you to
quickly swap all calls currently listed against the existing contract to the new
contract you have just created. It will also allow you to choose the start date
of the new contract.

w7 Mew contract wizard =

Step 4 - swap calls to this new contract

Whould you like to swap callz for exizting contracts to thiz new one? X:}

" Yes, swap the following fromm this date:

Leeds City Counci

Week [20/a17217 =] Manday |

COMMEnCing

LCancel | < Back Finizh =

Click Finish to confirm the creation of the new contract with No thanks
selected. To swap select Yes, swap the following from this date then click
Finish.

The new contract should now appear in the list on the Client screen contract
tab.
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Using the Contracts Screen to Create New Shared/Blanket
Contracts

Rotas  Planners Clients  Carers Contracts

a7 e 8

ﬂ[m\ contracts)

Name T ref |

Morth Private
North Private

Morth Social Servi
Midlands Private
Midlands Private
Midlands Private
Midlands Private
Morth Social Servi
Morth Private

.u.u.u.u.u.u.‘:uuu.uuir

=

cive | Inactive | Show all

Find

Genersl | Diter | Meers | Dustomer adsiess | Invsices | Log | Sents | Funding | \

Cortract name: '

Customer T B
Cortracttype  [Nonth Social Services -

Referencers [ [m <

Start date 1270472017~

Esimatsdend  [(TTI0H < Extemally visble 7 [7
Call monitar |—[NDHE] - Defaultstabws  [Completed
Paponactuals  [pga v| Chaige [Defa Splitfunding [ Hone -

Blettimes-Low [55 Medum [35 High {5 Defaut contract [~

New || Edt | Delee Chse

The contracts screen is accessed by clicking this button

Choose to view specific contract types by using the drop-down list

Existing contracts are listed here

Contract details are entered in the fields and tabs here
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Creating a New Contract in the Contracts Screen

1.

2
3
4.
5

Click New
Give the contract an appropriate Name
) Select the appropriate Contract Type G;netra||tDther| reedsl Customer address Invoicesl Logl Elientsl Fundingl
. Custamer I LI&I
Specify the Start Date T 5
. . . Reference no | |33
Choose the Call Monitoring type if Secae TS
. i Externally visible ? 7
re Ulred Estimated end m
q Call manitar I[None] LI Default status lm
. Pay on actuals efa | Charge efa Split fundiry one -
Select the appropriate default Call yonseish [osfax] a2 [Deoc] SRS fiere ]
. . . Alert times - Low IF Medium IT High IT Default contract [~
Status. If there is no call monitoring

the default is usually set to
Completed. If call monitoring is used the default status is usually set to
Waiting

Go to the Needs tab and select all needs in the list

If the customer who will receive the invoices for this contract has
already been added to the database use the customer drop-down box to
select from the list

If a new customer needs to be added use the 2/ icon. This will take you
into the customer screen

10. The customer screen follows the same principles as most of the other

screens within CareFree. Click New to create a new customer and fill in
all the relevant details using the tabs and fields as shown below

Customer detailsl Address detailsl Extrasl Notesl Invoicesl Logsl Eontractsl

Customer name I |33

or Surname/Forename | | IMr ;I

Contact name I

Reference nuniber I Irvaice prefis I

Mominal code I Start irvoices from Ig

Company filker I Mane) ;I
VAT rate [zeroroted = Cumency [aere |
Irvoice frequency Im Payment method [Mane) -

Status IACtive vl e-mail invoices =
Irréice grouping |N0ne vl Lastivoice [

11. Once the customer details have been added click OK then Select

12. Click OK to save the new contract

51




Including a Shared/Blanket Contract on a Clients

Record

Once a shared/blanket contract has been created within the contracts screen it
will be available for inclusion within any Clients contract tab. To include a
shared/blanket contract on a Clients record open the Clients screen, locate the
Client in the list and go to their contracts tab.

1. Click Edit
Include a contract
2. Right-click in the white box on the contracts tab View or edit
Delete
3. Select Include a contract
Mew contract
4. Go to the contract you wish to include View extras
5. Select the contract you wish to include and click OK il “how active only

Contract ype I &)l cortracts] LI v Show the full details

Contract name

Morth Private

Use the drop-down to
filter the contract types on
view to make it easier to
find the existing contract
you’re looking for

Midlands Private

Marth Private

Marth Private

Midlands Private
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Clients & Carers Preferences

Within CareFree you have the ability to set preferences and exclusions for both
your Clients and Carers. Preferences will feed into the rota and ensure the
best matches between Clients and Carers are made when allocating resources
and delivering care.

The information specified within the Client and Carer preferences screen feeds
into CareFree’s AQAA report.

Accessing Client/Carer Preferences

Click on the view menu at the top of any CareFree screen and then select
either Client or Carer and from the sub menu select preferences.

Alternatively, from the Client or Carer screen click on the drop-down arrow to
the right of the rotas action button and select preferences.

I[My branches) LI General settings | Exclusionsl DtherDetaiIsI <\ 2
HF—————
MName | H| Ref ;I Pref Languages Spoken
= Smoker No
@ s Prefemred sex
] C Marital status
[ M ationality & 3
a C Ethnic group /
a Religion 4 |
= C Sexual orientation _I‘\
@ C Ma.rket.\ng .snurce Preferred Carers
@ c Main disability
@ i Area of location 4
o B “Weight [Ka) a
2 C Height [Metres) 1]
[ ] EMI
a Has pets Na
L] _I Calltime tolerance 01
= i Bark Holiday call: Mo
[ ]
[ ] C
o 5
[ ]
a B L1
1 - 5
TP Caes Eliantsl Main Carer
Find I
[~ Show inactive people Edit Save LCloze

Choose to view the preferences and exclusions for either Carers, Clients or
main Carers here
Use these tabs to view Preferences, Exclusions and Other Details for Clients

Preferences can be specified here after entering Edit mode

Languages Spoken can be chosen. This will feed through into allocation screen

Preferred Carers can be chosen for a Client. This will feed through into the
allocate screen
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General Settings

It is important to remember that setting preferences and exclusions will not
prevent co-ordinators allocating Carers to Clients whose preferences do not
match.

CareFree can be set to provide on screen warnings where clashes occur but
preferences and exclusions are simply meant to help prioritise Carers and
provide guidance and improve the care services your organisation delivers. The
ultimate control remains with the co-ordinators. If your resources are
stretched and you are short staffed you will still be able to allocate Carers to
Clients whose preferences do not match.

To make changes to the preferences for both Clients and Carers you must first
enter edit mode. Some of the preferences fields contain drop-down lists which
can be updated in the items screen. The majority of the preferences are self-
explanatory but a few are described below:

Carers

e Smoke Free — Does the Carer prefer to work in a smoke free
environment?

e Preferred Sex — Does the Carer prefer to work with Clients of the same
sex?

e Maximum Distance — How far is the Carer prepared to travel from their
home?

e Marketing Source — Where did the Carer hear about your organisation?

Clients
e Marketing Source — How was the Client referred to your organisation?

e Main Disability — What is the Clients main impairment?
e Area or Location — For reporting purposes, where is the Client located?

e Weight/Height — the Clients BMI is automatically calculated when
weight and height is entered to help plan for moving and handling

e Has Pets — some Carers prefer not to work with Clients who have pets
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Exclusions

To add exclusions for both Clients and Carers you must first enter edit mode.

What do Exclusions do?

The next time you are in the allocation
screen you will see that the Client/Carer
which you have marked the exclusion
against will be highlighted in red text with
the column 7 (not excluded by Client)
crossed — indicating the exclusion. The

Hours

Trarwspott

Name o | Phorena [1]2]ala]s]s]7]8]a] wies [ Time |
of

of | of | o o o o 26m Home 0450 Tor, car
K Home  0-48-0
| of of <f B1m | Home 04842 Qun car
o |f of of «f 21.1m Home 01649 Qun car
o | of of «f 23.3m Home 04335 Qun car
o | of of of 127m  Home (481 Car Share
o |of of of o 141m Home 0160 Own car
o |of f | of | of 300 |Home | 0-48-0
o |of o o I00m  Home | 0-48-0
o o o o of | 11:00  0-46-585 Owin car
o o of | of 1130 0-48-1 Owin car
| + K| 1130 20433325 Own car
of of of | K 45 Home 30434 Qun car
of | of | K 127 Home 16450 Car Share
o o K 389m 1100 2048125 Owin car
of  |of | of K af 235m Home 20-48-0 Own car
w f of of 7.2 Home  0-48-0

system will still allow you to override the exclusion and allocated this call if
absolutely required in times when you have no alternative Carer to provide

cover for the call.

Carers Exclusions

It is possible to specify both Clients and Carers with whom the selected Carer

would prefer not to work with. This helps to avoid pairing Carers

inappropriately on double up calls.

1. Select the Exclusions tab

2. Click on the *!button to make your changes to access the exclusions box

for either Clients or other Carers

General seftings  Exclusions | DtherDetalIsl

Clients this carer does MOT want to visit

Mamne | Reazon

Other carers who cannat work with this carer

Mame I Reason
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Click here to specify Clients the
Carer does not want to visit

Click here to specify Carers the
Carer does not want to work with




Specify an optional reason
for the exclusion here

BAlways late

Dogs

Farnlily Clash
Intimidates
Perzanality clash

Select the Carer or Client
to be excluded here

LCancel |

3. Click on the required individual to exclude and highlight the reason for

the exclusion. Once you have selected the individual to apply the
exclusion to and the reason click OK

You can add further exclusion reasons by going to the items screen and
amending the exclusion reasons list.

Clients Exclusions

Exclusions are added in exactly the same way as for Carers except Clients only
have the option to exclude Carers.

General settings  Exclusions | DtherDetaiIsI

Carers this client dogs MOT want to be visited by

M arme I Reazon

| +|
|
x|
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Packages of Care

In CareFree a package of care is a series of calls created on a Clients rota which
form the basis of the care services your organisation is providing for them.

Creating a Package of Care
This is best achieved using the Care Package Wizard. To launch the Wizard:

1. Open the Clients screen
2. Select the Client for whom you wish to create a package of care
3. Click on the drop-down arrow next to the rotas button

4. Select Packages in the list

Azzezzments| .,
Call b onitor
email Details | =
lzzued items

Letters
Medication

Mezzages
b
PaSSgeniuz It | Rotaz | MHew Edit Delete Cloze
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Care Package Wizard

The Package Wizard is designed to simplify the process of adding the initial

package of care in CareFree. It should provide the basis for the care that will be
provided in the future for a Client and should be the generic template to which
calls can be added, removed or amended.

7 8 9
\ \ |

10

|

Care Pa kage Wizard \L‘

Week 18/06/2018/ = |- Monday

FlS|5|«2 Times ¥ Sparr Call Type " Contract Meed M edication Med Time Alert

1 1 > F @@ @[] 09:00-10:00 Weekly Alizon Chown - Kb [*Single Need Armiloride AM High

sllelelle :

OO0 |0

slislsle

sllelele

sllelelle

OO0 |0

slislsle

sllelele

sllelelle

OO0 |0

slislsle

sllelele

sllelelle

OO0 -

SO0
[« _ 2l

1 2 /|'|- Automatically append the call details to the Timesheet notes

f+ Addto the cunent package ¢ Owvenwrite the current package Beset Create 5| Cloze |

13

14

Specify the start date for the care package being created

x2 marker denotes a double up call requiring 2 Carers

Choose the call times here using a 24-hour clock with no space or dashes etc.

Spans can be used to create calls which span several days (24/7 live in or sleeping
nights)

Call type specified here

Calls can be allocated against different contracts if multiple contracts have been
created

The Client’s needs for each call are selected here

Highlight medication requirements for each call here

Add a time to take the medication (this links to the Client MAR details form)

Specify risk category for electronic call monitoring alerts if required

Set the pattern of calls throughout the week. Each new line represents a new call

Package details will be added to Client notes tab if this box is ticked

Either add the package to the existing calls on the rota or replace them by selecting
overwrite

Click Create when all calls have been added to the package wizard

Right-click on the pencil at the left hand side of the dots to quickly select from a range

of choices
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Call Types

Selecting the correct call type allows the call to display at the correct time
intervals going forward in the rota.

A Select the call type
Call type . .
Weekly The weekly and monthly type calls will create calls which happen
?;'t"igh“&' N at the frequency stated e.g. a fortnightly call will appear on the
rec-Weekly .
Faur-weekly rota every other week. The Monthly+ options allow users to
Six-weekly create calls which happen on a regular day each month
Eight-weekly
bd anthiy+0 ay
M onthly+First
b anthiy+Last
Sin-manthly
Rotation 2
Fiotation « 3
Rotation « 4
Rotation » & Rotational calls recur every week but the rotational frequency
Rotation » 6 . . . .
Pt o3 indicates how many Carers will be required to cover the call in
Fictation = & rotation e.g. on a rotation x2 the call appears every week but in
week 1 Carer A cover the call and in week 2 Carer B cover the call
Cancel |

Allocating a Carer on the Package Wizard

Allocating a Carer at this stage would then mean that the Carer was allocated
to these calls indefinitely. The option to allocate a Carer at this stage should
only generally be used where a Carer has been brought on board to cover an
individual Client. By leaving this field blank the calls will be added to the rota as
unallocated and can be easily managed from within the rota screen.

Alert

By specifying a risk category for the call under alert you will determine the no
show alert time for electronic call monitoring. See page 70 for more
information on call alerts.

Other Fields

The remaining fields provide an opportunity to detail specific Carers to be used
dependant on the call type however, the same caution should be exercised as
the first Carer field. There is also a field which allows series of calls to be added
to a run. By scrolling to the right further fields become available.
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Reset, Create and Close

e Using the Reset button simply clears the information that you have
entered into the Wizard

e Using the Create button will start the process of creating the package of
care for the Client. You will be asked to confirm that you wish to proceed
and it may take some time for the process to be completed as the calls
are added to the rota

e Using the Close button will simply close the Wizard and you will lose any
packages you have been creating

Amending a Package of Care

In certain circumstances you may wish to make minor amendments to a
package of care and not completely overwrite the whole package. If you are
simply adding new calls to the original package then the Wizard can still be
used. If you wish to remove calls or times need to be altered a better option
may be to make the changes using the rota screen.
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The Rota Screen

Rota Screen Overview

The Rota screen can be accessed by selecting the rota screen icon on the
toolbar. It can also be accessed by clicking the Rotas action button located on
either the Client or Carer screen.

Using the Rota action button on either the Client or Carer screen has the added

advantage of taking you to the specific rota for the current Client/Carer

[My brarches) <] I Home [13m872018 =]+ Men | [Standard -
MNarne 2 |R|{F Hows |Com - 13 Monday 14 Tuesday 15 ‘Wednesday 16 Thursday 17 Friday 18 Saturday 19 Sunday ~
& 16:00  00:00
C |00:00 0000
A 2800 mna o7
3839 0840 08
05:13 0240
0000|0000 —on
B 0000 oo 09
B 0700 00:00
0000|0000 10%
0000|0000
A 0no0 000 —
B 0330 00.00 S
C |00:00 0000 =
C 15 =
Tan " e Emnkmed) Seer) Emimer Eenel S e’ e
00:00 | 00:00
2004 0120 13
A 07:00 | 00:00 -
C 0000 oeon —
- 1243 040 142
C . |00:00 0000
2.8 T B e &)
C 2045 oon 152
0330|0000
€ oooo oo0o 16"
C |00:00 0000 -
B 000 onan —
B 0000 0000 o 7 -
| N— £l it oo Rotas | Away periods | Agresments
arers 3 Calls for this week - Planned
B o 5 6 Rotations: A2 =1, R3 =3, R4 = w3
Pagg0s [ Applythe changesto F& muliselecl. F3 alocae call
(R A0000 ’7(‘ This week & This week & beyond Lo Refiesh Preview |v||  Ciose

4

Go through the weeks using the date controls

Return to the current week by clicking Mon

Use these tabs to swap between rotas for Carers, Clients, Runs, Sites and
Pencilled In calls

Take care to check if you are making changes for This week or This week &
beyond

The steering wheel icon indicates a call where the driver status is set to yes

The status icon has been added to show the call status i.e. waiting, completed,
missed, NCR etc.
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Managing Calls
Select the Correct Working Mode

Care must be taken when making changes in the rota

screen to ensure that the correct working mode is —

selected. CareFree allows changes to be made either | #Pplthe changesta
. . . = This week & iThis week & bevond

for just the week you are viewing or for the week

you are viewing and all subsequent weeks the week

and beyond.

Working in This Week

You may wish to select the option to work in this week if you wish to make a
temporary change to a care package which will affect a call for just the current
week. Some organisations prefer to manage their rotas using This week if
their working patterns change frequently and it is difficult to allocate Carers for
long periods of time.

Working in This Week & Beyond

You may choose to work in This Week & Beyond when you know that the
changes you make will affect the calls and care package for substantial periods
of time. If you change the details of a call or multiple calls whilst working in
this mode the changes will affect all calls in subsequent weeks.

Don’t be afraid of working in This Week & Beyond. If you make a change which you
only meant to apply to the week you were viewing you can simply select the rota for
the following week and reset the changes you made

In addition to the control buttons on the main rota screen you have the option to
change the working mode when you view the details for an individual call or group of
calls. Double-click on a call on the rota and you will see that you can select to make
changes for this week and this week & beyond. In addition, you can opt to make
changes up until the end of a specific week

¢ This week |2m1 204 v[  Upta wie Iga,-'gz,-'2|:|14 .Iﬂ % Thiz week & beyond _ 08401 /2014

"When changes are made - apply them to
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Editing Call Details

Double-Clicking
You can view and edit the details of any call simply double-clicking on it on the
rota screen. This launches the call details box.

2 3 ! 5

< C}l{detailsfo_ l / ES 6

1 1
Call details | Needs' Alertz, Time Eritical&EventI It I Expenzes and Mileagel HoadFlunnerNotes' /
[~ Statdate [14082m8 x| [07.30  Tepe wheekly ||| Ea | 7

Enddate [14/08/2m8 >]  [0230 /
Medication I[None] »~ vI 4 8
Medication Ti
edication Time I[None] Kj //
Run
I[None] 4 ﬂ
Contract . 9
[fwakefieid CC <«= ||
Site
I[None] ‘—\ﬂ\
[~ Site call must be allocated \10
Override the default rola
[Nane) <« ~| |
| —11
‘when changes are made - apply them to
’7  This week |13;gg;2mg vl  Upto w/ie |25;gg,agmg .[::] @ This week & beyand _ 11/06/2018
W

IW Save |
12

Date and times of calls can be adjusted here. Take care when adjusting start and end dates.
These dates must be different for overnight visits or 24/7 live in shifts

Additional tabs allow users to amend further details such as needs, alerts for call
monitoring and additional expenses or mileage payments/charges

The call type can be amended here

RoadRunner notes shows a read only copy of any notes made by a Carer when on a visit

A Carer can be allocated to the call here
Medication instructions \ types can be added here

Medication start times can be entered here

A call can be placed in a run/round here

An alternative contract can be selected here if the Client has multiple contracts

A site such as a care home or day centre can be specified here. This is covered in greater
detail in the Day 2 CareFree Training Booklet

It is possible to override the default pay role for a specific call here. This feed into the rules
governing Carers pay

Select the appropriate working mode here
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Selecting and Amending Multiple Calls
1. Press and hold down the CTRL key

2. Click once on each of the calls you wish to view and change collectively

The black outline will show on all of the selected calls as shown below:

J

| ]

3

In order to make changes once the calls have been selected in this way:
1. Right-click anywhere on the screen

2. Select View Multiple Calls

>~ D £|BEDF oD

Search Items In box Rules Verify QA Reports  Letters

e |

View multiple calls

Select all calls for Wednesday

ek I272’U12’2U14 = :l: Man IStandard - Select all calls for this week

27 Maonday 28 Tuesday 29 Wednesday 30 Thursday Select calls by carer
View client and carer details 3
oo Add a new client or carer 3
Show unallocated calls 3
- Allocate 3
W Unallocate . 3
- Restore Rotation
o Add and delete calls
Align calls
1 Alerts and time-critical visits

Double-up calls

Away periods

View travel details

Verify calls

View planner

*r v v v v v -

E‘IIIR‘;‘III
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Right-Click Options

Right-clicking in CareFree will often provide users with a wide range of
available actions. The right-click menu in the rota screen gives access to many
useful options and controls.

View multiple calls
Options to help select or Select all calls for Thursday

. < .
view calls on the rota \ Select all calls for this week

Select calls by carer

Wiew client and carer details >
Show unallocated calls >
Allocate ¥

Options for allocating and
. ~< Unallocate »
unallocating calls \

Restore Rotation

Add and delete calls >
Align calls -]
Alerts and time-critical visits >
Options for adding and deleting Double-up calls y
calls and away periods ,
FPoway periods >
View travel details b
\ 5MS and email >
[‘u’erify calls
Access to other parts of View planner
CareFree linked to the rota D View package
\Print rota
e Wiew intervals >

Display the rota in shorter or longer intervals
ﬂ Show using Planned times

Show using Actual times

" Show call times

Choose to display additional R

details on the rota

Show package
Show preferred times

\ Show call trace
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Dragging and Dropping
It is possible to move calls on the rota and change call duration without
opening the call details box.

To move a call:
1. Click and hold the mouse button down to drag it to the desired time
2. Release the mouse button to drop the call in its new position

To alter a call’s duration:

1. Click once on the call to select it (the black outline denotes a call is
selected)

2. Click, hold and drag the white box located at either end of the call to
extend or decrease the calls length

Click the Refresh button after making changes as this will update the changes
in full for you.

Planned in future
Raotations: B2 ='W2, B3 ='wW1, R4 =2
F2 multi-gelect, F9 allocate calls

Log... | Refresh | Preview | - I LClose I
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Adding & Deleting Calls

Individual calls can be added to or deleted from the rota very quickly without
the need to use the Package Wizard. Please note that any calls added in the
rota screen will not be catalogued in the package notes of the Client record
and as such it is a good idea to make sure there is a contact log recording the

request for these amendments to be made.

Adding a Call

The Add Calls box will appear:

1. Select the rota for the Client who
requires calls adding

2. Hover your mouse over the rota and

Align calls

Double-up calls

Away periods

right-click to reveal list of options SMS and ermail

Add and delete calls

Alerts and time-critical visits

View travel details

» Add new calls
> Replicate calls
Delete calls
¥ Make shadowing calls
> Set planned times to match actuals

Set Agreement ID

Add a QA schedule

3. Select Add and Delete Calls from list of options

4. Select Add New Calls option

radcatsor

Call details | Needsl Alerts, Time Critical & Eventl Motes | Expenzes and Mileagel RoadRunner Notes |

Statdate [15/08/2018 »|  [10:30

IW’eekI_l,l - l

(

Carer I[None] ;I
Enddate [15/08/2018 »]  [11:00 O Weekdays
Doublep T~ Medication — [{Hone) =] | P
Medication Time I[None] LI ] Mon 13 Aug
Run (] Tue 14 Aug
I[None] LI Wed 15 Aug
[ Thu 16 Aug
] Fri17 sug
Site (] sat 18 Aug
I[None] ;I |:| Sun 18 Aug
I Site call must be allacated
. Contract
Overide the default role ® \Viakefield CC
I[None] LI
‘when changes are made - apply them ta
13/08/2018

© Thisweek [13/08/2018 | © Uptow/e [26/08/2018 =]+ & This week & beyond | ENEHSRERN

—

Save
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Additional Call Types

When adding calls to a Client or Carer rota a number of flexible new options
are available to users. A new call type called monthly can be specified with
three options:

e Monthly + Day

o Allows users to create a call which recurs on the same day of each
month which is specified by including a date in the monthly day

box
. Type Weekly LI
e Monthly + First MonthlpeDay
kdanthly-+First
o Allows users to create calls which recur on ?izﬂﬁglﬁ:hfﬂ
the first Monday, Tuesday, Wednesday etc En:a:inn ”%
aratian =
of each month Riotatior » 4
Rotation = 5 bt

e Monthly + Last

o Allows users to create calls which recur on the last Monday,
Tuesday, Wednesday etc of each month

Care should be taken to complete all of the required elements of the call
namely:

e Make sure you tick the Double Up box if required
e Dates and times for call

e Specify Needs

e Set Alerts or make the call Time Critical

e Decide if the call needs to be added for this week only or every week
going forwards

e Add the call to a run if required

e Allocate a Carer if you know who will be responsible for delivering the
care

e C(lick on Save to complete
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Deleting Calls

A similar process can be followed in order to delete a call from the rota:
. Select the rota for the Client who requires calls deleting
. Click once on the call you wish to delete to select it

1
2
3. Hover your mouse over the rota and right-click to reveal list of options
4. Select Add and Delete Calls from list of options

5

. Select Delete Calls

1. Select the rota for the Client who requires calls deleting
2. Click once on the call you wish to delete to select it
3. Press the Delete key on the keyboard

You will be asked to confirm your request to delete the call from the rota:

Delete this call

=% 17/03/2018 16:30-17:30 Put To Bed - Secure Premises
Y Meds: Prompt

Are you sure you want to delete this call

Yes

Delete option will not be displayed in list of options unless a call/calls are highlighted

by first clicking on them
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Setting Call Alerts

To set alerts on a call:

Call detaie | Needs | Aletts. Time Citial Event]| Notes | Expenses and Miesge| RoscRunmer Notes

[
paPAE]
R

g
g§8%2

g2

- Mlerts % Time Cr

e Double-click a call

Mo show alett [y,

000

Ho go slert

e Go to Alerts, Time Critical &
Event

$5FF555yg

anged regson
Changed by

are made - apply thern

e Time Critical will lock the call
. ‘ " This week ko mrumme [26/0872018 <] 5] & This week tbeyond EIBHGAN  13/00/2018
on the rota. The call details s | o
on RoadRunner and the On-
Call app will show that the call is time critical

e Locked will lock the call on the rota. This is used in the verify screen and
when invoices and wages are finalised

¢ No show alert will notify the CareFree user when a Carer has not logged
into a call

¢ No go alert will notify the CareFree user when a Carer has not logged
out of a call

e No stay alert will notify the CareFree user when a Carer has not stayed
the entire length of the call

Below is an example of an alert that has appeared in CareFree. The alert pops
up for all users who are configured to receive alerts.

& The following calls have raised alerts

Date i Dura. | Carer Clent [Need Tyoe

Alen detals
[ Tmeciesl o || Rawd  [Noshes [avanT mors
B Tets — Dusen [@mm
W T
o Tewee

IIu Cal

Horme [ o113

1| Ticking sl means yeutve seen the alets end have
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Allocating Calls

Viewing Unallocated Calls
An unallocated call is a call that has not yet been matched with a Carer or one

that has been previously matched, but due to sickness/holiday etc, the
selected Carer will no longer be able to cover the call.

Unallocated calls can either be viewed on the rotas or by opening the
unallocated call screen. This is opened by double-clicking on the word
unallocated in the status bar at the bottom of the screen. For a more specific
view of todays unallocated then click on the number in the status bar
representing the number of unallocated calls for today.

If a double up call is required for a Client and only one Carer has been allocated
then the remaining call will show as unallocated.

When viewing unallocated calls note that calls will appear in red except time critical
calls, which appear in a mustard colour, where the Carer is away these calls will appear

in yellow, and the specific call that is highlighted, which appears black
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welh 13/08/2016 =]~ Monday

[My branches) -
Day

Mon 13/08/2018 14 11635
Tue (14/08/2018 10 1516
wied 16/08/2018 12 1E:05
Thu [16/08/2018 14 1805
Fi  17/08/208 15 1.06:24
Sat 18/08/2M8 18 21:35

Sun 19/08/2M8 17 20035
3 /W.‘C 13/08/2018 | 100

Pencilled In / Auto

Sortby [ Time in and out -
Format [Standard -

i ‘Week " Future

¥ Auta refresh after allocating

I~ Home anly (advanced view)

[V Show anay (advanced view)
¥ ‘Working hours [advanced view)

5 6

Standard view | Advanced] Ticked & Informed |

s | Rota

Praview ||

Refiesh

Close

Select the week that you wish to view

Currently selected calls show in black

Specific days can be selected here

Calls can be sorted by time or town here

These tabs switch between available views

It is possible to auto allocate calls by clicking the Auto button

To Access the Trace for a Specific Call

1. Select the call in the standard view tab of the unallocated calls screen

2. Right-click

3. Select Show Call Trace

Allacate carer
Pencil-in carer

Showe call trace
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Allocating calls from the Unallocated Screen
Allocating a Carer to an Individual Call

1. Click in the Carer field in the selected call you wish to allocate
2. Click on the drop-down arrow Allacate carer
3. Use the pop-up window to select a Carer from list then Pencil-in carer
. . . Shiowe call trace
confirm your selection by clicking Allocate Carer
4. Warnings on the right-hand side of the pop-up box indicate possible call
overlaps, working time restrictions and any relevant exclusions
i Allocate callsfor ~ : Wed 15/08/2018 07:30-08:00

Beien I Phane Mo I Aunay | DES I Tranzport I Called? I Calls 2 hours either side [red means overlap with this call]
[None] i Times | Client | Need [1c =
wes . Dwn car i 14408 19:00-20:00 Perzonal Care —
Owncar [ 15408 06:00-06:45 torming Call - Get...
Yes |Owncar [ _
Owncar [ 15/08 08:30-09:30 Maorning Call - Get...
Owncar [ 1508 10:00-11:15 Marnitg Call - Get...
Owncar [ 15/0811:30-1230 Lunch Call
Il 15409 17-0M.1 200 | e 2l LI
Ownear [ Wworking Hiours
Yes Owncar [ bon 05:00-19:00 -
- Tue 05:00-13.00 —
Yez [Owncar ([ ‘whed 06:00-15:00
Owncar [ Thu 0E:00-15:00 |
Car Share I_ [ Y
Car Share [ Carer excluded by client
r wiarming! Thiz carer has been excludad by the clisnt.
Ownca [T The reazon given is 'Personality clazh'
Client excluded by carer
wharmingl Thiz client has been excluded by the carer.
The reazon given iz Perzonality clash’
Allocate I LCancel
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Allocating a Call from the Rota

Calls can also be allocated directly through the rota screen. Remember that
selecting this week & beyond allows you to apply any changes to the rotas for
the future also.

1.

2
3.
4

On the rota screen select the call/calls that you wish to allocate
Right-click
Select Allocate

Select Allocate Call

The allocation screen helps you to select the most appropriate Carer for the

call.

Select more than one call and allocate them all at once by holding down the Ctrl key

while clicking the calls you want

Hame o | Phoneno [1]z2[a[4[5]6]7]8]3] Mies [ Time [ Hows [ Transport | Fied indicates overlapping cal | 3
P v Home | 0-450 5708 18:30-15.00
of | of oA oA o of 134m Home |16-48-0 Car Share Bath
A o | o of of 150m  Home |0-480 Dwn car &
o | | «f K 123m  Home | 20-430 Qwn car
| of o 16.1m  Home 0160 D cat
B A of 2 22.5m, Home 04835 Dn can
o o off | of 30.0m |Home |0-48-0
« |of Waf 300m  Home |0-480
of o of o 1730 | 0-40-42 wn car
&K o o Home | 0-45-0
o f F of o 103m  Home 30434 Own car
o of o of of 300m 1630 2048125 Ciwn car
o of of 21.3m 1630 | 20-48-3325 Dwn car
B of of 13.4m  Home | 0-48-1 Car Share
- of o 17.2m  12:00  0-48-62.82 Own cat
- of o 17.2m 1720 D169 Own cat
- of o 17.8m  Home | 0-4841 D cat
“warking Hours I /
Mon 10:00-22:00
Tue 10:00-22:00 4
Wwed 10:00-22:00
Thu 10:00-22:00
K Fri 10:00-22:00
1. Avallable 4 Previous visits 7. Cultural matching Sun 10:00-22.00
2 Mear by 5. Shart on haurs 8. Mot excluded by Client 5
3. Skill set E. Preferred carer 9 Mot excluded by Carer —
¥ Use matching criteria
[~ Show the matching detail: Select 0w Me Boute... | Lalls » |

Carers are listed here and ordered according to the number of matching
criteria they have against the Client/call

Each green tick or red cross represents a match or mismatch against the
matching criteria in this key

Any clashes with existing calls show in red in this section. White calls are those
within 2 hours of the call you are allocating

This area shows the working/non-working hours for the selected Carer

Use the action buttons here to select and allocate a Carer
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Matching Criteria

The allocation screen prioritises your Carers for the call you are allocating using
a series of matching criteria which are indicated on the screen by a series of
green ¥/icons. The key at the bottom left of the allocation screen indicates
which of the fields refer to which criterion.

Available

A tick appears in this field only when the Carer is not allocated to a different
call at that exact time. Any overlaps or near overlaps are also indicated to the
right of the allocation screen.

Near By
Using either Google Maps or Microsoft MapPoint, this field identifies the

nearest Carer to the location of the call based on where they are currently
rostered to be.

Skill Set

If a qualification has been registered as a requirement for Carers on the Clients
special needs tab a tick will only appear alongside those Carers who have the
matching qualification on their record.

Previous Visits
If the Carer has previously visited the Client then this field will contain a tick.

Short on Hours

On the Carers other details tab the minimum and maximum hours feed
through. Alongside the number of hours already allocated to the Carers for
that week. Those below their target hours will have a tick here.

Preferred Carer
The Client preferences screen allows a preferred Carer to be specified. This
selection would result in a tick for the Carer here.

Excluded by Carer/Client
Any exclusions (in Client & Carer preferences) will also be used to match on the
allocation screen. Ticks here represent not being excluded.

Cultural Matching
Any cultural information used on the Client/Carer preferences screen will
enable a match on these grounds.
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Changing the Priority Order
The order used to prioritise these matches can be set within the Tools Menu.

1. Open the Tools menu
2. Select Options & Settings and then Shared Options

3. Select Rostering in the list on the left-hand side

B Matching criteria

[V Available

IV Near by

IV Skill set

[V Previous visits
Options ¥ Shoit on hours
[V Prefened carer
v Mot excluded by Clisnt
¥ Not excluded by Carer
¥ Cultural matching
Change priorities _I
MNear by marimum 3

4. Go to the area named Matching Criteria and click on Change Priorities
(once clicked an -l icon will appear)

5. Click the == icon to sort the list order using the arrows on the left of the
box

& Sort the list X

Ayailable
- MHear by
Skill zet
Presdous visits
Short on hours
Freferred carer
MHat exchuded by Clisnt
Mot excliuded by Carer
Cultural matching

ok Cloze
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Show Unallocated Calls — Branch Filter

Within the show unallocated calls window there is a filter which helps users
identify visits a Carer could complete during a specific time range when they
have a gap in their rota. To use this feature:

1.

2
3.
4
6.

7.

8.
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Select a Carers rota

Click and drag an area on the rota to select it (it will appear shaded blue)

Right-click on the rota

. Select Show Unallocated Calls

Choose to display unallocated calls for the whole day or for the time
period you highlighted on the rota

Mo call selected

Select all calls for Friday
lednesday Select all calls for this week - Friday 24 saturd
Select calls by carer |

Wiew clients and carer details

3
Show unallocated calls 3 Unallocated calls for Fri 23/10
N Unallocated calls 17:00to 20:20 - Fri 23/10
»

Allocate

Unallocate

Restore Rotation

Add and delete calls 3

Unallocated calls for the time range selected will be displayed

Use the drop-down boxes to filter the list by company or branch

3 26 unallocated calls between 15/08/2018 00:00 and 16/08/2018 23:59 .
=l

|

To allocate one of the calls to the Carer you originally chose, select it in
the list and click Allocate




Unallocating Calls
You can unallocate calls from the Clients rota screen.

1. Select the call
2. Right-click and select Unallocate

3. Select Unallocate Call

| Unallocate L Unallocate call
Restore Rotation Unallecate calls for Wednesday
Add and delete calls g Unallocate week
Align calls L
i Alerts and time-critical visits L
Double-up calls J q
Loway periods k

4. You will know that a call has been unallocated as it will show red on the
rota when you have completed the process

If you are unallocating a call because you want to change the Carer, save time by
simply following the allocate process and the name will be changed. It is not necessary
to unallocate prior to allocating a new Carer
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Runs
CareFree provides the option to construct and view rotas in Runs.

Within the rota screen click on the Run tab.

Pencilled In
lientz| Dray

This screen view of the rota displays any Runs which have been created and
lists which Carers are responsible for it.

My branches) - | [T Home [13/08/2018 > :j: Mon | [Standard | I Show travel time:
Fun LI Hors 13 Monday 14 Tuesday ol 15 Wednesday 16 Thursday 17 Friday 18 Saturday 19 Sunday
e T R R e e o e B . s . B . S I
Double Up Run 1213 e | | e | e | e | . | e |
[ e ] Lo i ] [T [ o ] [T Lo i ]
1%
113201230 130-1230 113201230 1130-12:30 1:30-1230 1130-12:30 1130-1230
1 o0
T3
14" 8
15% 15:00-1630 s - sms3 1500-1630 1500-1630
162
17
18 [ s ] [ uwugy] [ ewuwey] [ wsidy]
19m
20%
Rotas | Away periods | Agieements
Calls for this week - Planned
Arers lierts E! Rotations: R2 ='W1, R3="w3, R4 ='w3
il pa5an [ 4pelythe changes o
i AD0DD | @ Thiswesk " This week & beyond Refrech Provien || Ciose

Setting up Runs
You need to decide on how you will group the calls together into runs and

choose a suitable name for each run. Useful run names are based on the time
the run is completed e.g. Run 1 AM, Run 2 AM, Run 1 PM etc. Or on
geographical location.

Run names need to be created using the items screen:

1. Open the Items screen

2. Select Runs in the list at the top left of the screen

3. Click New to add a new run name to the list
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Add Calls to Runs

Adding calls to runs is quick and easy to do:

1. Double-click on a call to view the call details (or multi-select a group of
calls, right-click and select View Multiple Calls)

2. A pop-up box showing you all the call details with be displayed

Call details | Needsl Alerts, Time Critical & Eventl Mates I E=penzes and Mileagel FoadRunner Motes I

Statdate [T5/08/2006 =]  [1330 Twee IW’eekIy .[
Enddate [15/08/2078 ]  [T430

Cliert I Ferguson, Alex j

Carer I [Mare)

Medication I [None)

Medication Time IAM

Fiun
7 | Am Fun
Mone

[ouble Up Run
Monday Am Run
Monday Pm Fun

Prn Fun

‘Wednesday Shift \Wark
Use the run drop-down <Refiesh>

Override the default role

box to select the run you [Nane) =
wish to add the call(s) to

:’ " This week & beyond |31 41242099 24/03/20017
||:"I 188 Save | LCancel |

3. Click this drop-down and you will see all the runs you created in the
items screen

4. Select the relevant run and click Save

5. You can check that the call has been saved in the correct run by viewing
the rota in the Run view

Mark Runs as Inactive

To reduce clutter which can develop on the run rota screen an option has been

added to mark old runs as inactive and hide them from view. To mark a run
inactive:

1. Open the Items screen
2. Select Runs in the list at the top left of the screen

3. Click Edit and untick the active box
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Using CareFree to

Communicate

Sending a Message

Messages can be sent to more than one person at any one time, just tick the relevant

people whom you wish to send the message to

It is possible to send messages to Clients or Carers if their email addresses have
been stored in the database and your email server details have been specified
within CareFree. It is also possible to send messages to other users of

CareFree.

1.

Click on the Inbox icon at the top of the screen

=)

In box

2. Click on New to create a new message
Subject |
Meszage CareFree E— 2
ugers /
1—1 "
=
3M3 Carer | Mabie no | PReadRunne Carer | Motile no |
or Portal
3 _1r—7>r “—§ 4
[ =
And to | Tell me when thiz meszage has been received [
To Client [Nome) = To Carer [Mare) = tain carer I[None] .l
Messagas/ Spell | ‘ Send LCloze

Use the Subject and Message fields to input your message detail — the subject field is optional

To send the message to a CareFree user use the —I icon next to this box

To send the message to via SMS use the —I icon next to this box

To send the message to via RoadRunner/Portals use the —I icon next to this box

To send the message via an email to a Client or Carer use these drop-down boxes. You must have
their email address stored in their records

Use the Spell button to spell check the message

Click Send to send the message
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Pop-Up Notes

Adding a Pop-Up Note

Always ensure that you select pop-up (as opposed to ‘hide’) when adding a note

otherwise the details will not be displayed when the Client/Carer is viewed

A Pop-Up note can be used in a similar way to a warning as it will provide a
visible on screen note whenever specific Client or Carer screens are selected. A
Pop-Up note is created as follows:

1. Go to either the Client or Carer record which you want to

apply the Pop-Up note to CalMariar
:_ssued items
. . Ll
2. Click on the downward arrow next to the rotas action
'0puUD notes:
button B s
3. From the list scroll down and select Popup notes 3
0 Carer popupnotes: ~ (12) [=]=]5
I[M-"' branches] LI — Importance Show a ~Show on
p— - = = Low i~ Hide ¥ Details — 4
N. IPh _I i Medium * F'opup/ v Rota A//
& High v Veiify

T

Hard of hearing|

a

[ ]

: Colour

o ’7 i« “Yelow ~ Red ~ Green = Blue <—~\\ 5
a

[ ]

[ ]

a

1

\* Carers | Clients| Main Carer|
Find l—
ok LCancel |

View either a Client or Carer list by selecting the appropriate tab

Type the text you would like to display on the note here. By entering back
spaces before this makes the pop-up note much more noticeable

Ensure you have select Popup to activate the note

Choose which screens you would like the note to display on

Choose background colour for the note

Click OK to save details and activate the pop-up note
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Once the pop-up note has been created a note will appear in the right-hand
side of the screen for the specific Client/Carer.

(L) williamson, Lyndsay
Hard of hearing =

7 &)
ports  Letters Exit

Motes \ Contacts | Holidays | F'a_l,lrolll Outcomes I Sent box | Planmer I Histary | Continuity |

General | Other detail&l E!ualifiu:ation&l Wagesl Securityl Eranche&l Lngl .-’-'«ttau:hment&l E:-:trasl
Sumame |'W'i||iamsnn _I ik IMiSS LI
Farename IL}""IC'SE'}' Sex IFemaIe ;I
Initials ILW I-] Ref Ho |1 R2E
Address Home kel 1 |

Home tel 2 I

Mobile I‘-— —wr

|l | B |

To Amend/Delete a Pop-Up Note

Y Carer popup notes: ~~ (12) / [=][=]5
I[M.'r' branches] LI — Importance Show a: » Show on
Mame IF'hone no :I C Low o Db
= Medium = Popup ¥ Rota
& High v Verify '\\

Colour
IVGYEIIDW " Red " Green (‘Blue*_‘\?/—7 1

Hard of hearing /

arers I Elientsl Main Earerl

il I [ o |

-

LCancel |

To amend a pop-up note, follow the above steps, change the pop-up note
appropriately then click OK once finished

To delete a pop-up note, follow the above steps and change the Show as
setting to Hide
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CareFree Security

CareFree User Security

You can add as many individual users into CareFree as you require. The
number of users able to login to the system concurrently will depend on the
licence agreement you have with the CareFree group.

User Roles

Each user will have a designated User Role. This will determine which
functionality and information within CareFree they can access. You can
create/amend user roles via the Items screen choosing the functionality each
user role has access to.

It is best practice to create/amend user roles before adding users to the
system. il

[tems

1. Go to the Items screen
2. Go to User Roles

3. Click New if you wish to create a new user role or if you wish to amend
an existing user role, select the user role and click Edit

¥l Sites =] [ Usermol
i g a0
¥
#dl Time zones /] ‘
il Titles Areas "
il Transpart types 1 Audit [¥ iew audit trai
1] User roles LI ¥ iew
SR Branch [~ Add
A dministator rances I Edit
I~ Delete
Read Only ¥ View
c ¥ Add
™ Edit
I~ Delst
¥ Wiew
Client: [~ Add
I Edit
™ Delet
[ “iew
Contact Logs Fég:
[” Delet v
Find How | 0k | o | Comeel |

4. A list of system areas will be displayed. The tick boxes within these areas
will allow permission where ticked and deny when unticked e.g. under
the Carers area if the Add tick box is ticked the user will be able to add
new Carers to CareFree. If the Delete tick box is unticked the delete
button will be greyed out
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Once the roles and role restrictions/access criteria have been set users can be
created and assign to the appropriate user role.

Financial Information User Access
It is common for system administrators and managers to want to restrict

access to financially sensitive information. This is easily achieved by denying
access to certain functional areas for specific user roles.

il Sites :I r~ User ral
] Special needs Hame Co-Ordinator 3
o oo ' @0
[ iew ~
h Pay and Charge Rules Fégﬁ
To restrict access to the I Delete
. . Pay Rules [ Maintain rules
Wages or Invoices Charge Rules [ Maintain rules
. 4 [ Preview
sections ensure that Invoiczs [ Cakuste
there are no ticks in the Dk peyners
. [ Calculate
access rights for the areas Wage Sheets [ Fndse
. \_ aliday pay
of Invoices & Wage em
Itemns "
Sheets - o .
Hew | oK I Delete LCancel
el Sites :I r~ User ral
il Special need
[ Tgi:‘;;:: £ Hame IEU-UrdlnalUr
ﬁ 1:{;1;&”85 [ Export data
il Transport tupes 1 D ata Expart r Lapl_op backup
] Userrales B T il and e e It may be handy to also
SR Persornel o restrict access to pay and
Read Only I Delate . .
T View charge rules as this will
Pay snd Charge Fiules F’é:?j .
He display hourly pay rates
Pay Rules [ Maintain rules
Charge Rules [~ Maintain ules
g
. alculate
Irrvoicss [ Finalise
[ Make papments
I Preview v
Find | i | o | Deee (Eares]
¥l Sites ;I r~ Usger ral
Special needs
m Tgsk types Hame |2 | I:l
: I View verification ~
. b . Call Monitor F Elx or verify calls
rint reports
TO reStrICt users elng r Ehangepverified time:s
able to access finance [ yiew
. . Stalf I Edl
information such as [ Delete
[ View
bank details ensure the it
: . fi ™ Bk doris
tick boxes in the [l I Travel and Micoge
. . [ Call Expenses
finance section are ’_Emt";m F""ta”tce
1EW & prink rotas

[ thedd new calls
[~ Change calls
[~ Delete calls v

Hew | 0K I Delete LCancel

unticked

Rotas and Planning
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Adding Users
1- GO to the TOOIS menu at the a Tools  Timesheets Personnel Reports  Letters Window Help
top of the screen B it =
E Mandatory felds arch ltems In box
2. Go to Maintain Users | Changeyour own password..
Change the branch Ctrl+B
. Maintain users >
3. Click Users
= Pay and charge rules Ctrl+G
Haliday calculator Ctrl+H

4. When the user screen
appears, click New to create a new user

-1 Maintain users [=][=]E
P Ustine | I
Role IAdministrator j
SMS Company IBT ;I
Branches Alerts Notifications
=+ carefree [ [
[V Midiands [l v
[ North v vl
[+] Recruitment ] v
[w] south [w] [w]

| I:‘l Passwords... | Hew | oK I Delete | LCancel |

5. Type in the name of the required new user in the User Name field
6. Select an appropriate role for the new user
7. Select the companies and branches this new user will have access to

8. Select whether the new user will need to receive alerts and/or
notifications for certain companies and branches

9. Click OK and to save the new user

86




Logging in as a Different User

It is essential that you are always logged into CareFree with your own user

account.

A quick way to see who is logged into CareFree is by looking to the bottom left
hand part of the screen which will show the name of the user who is logged in

and what their user role is.

File View Tools Timesheets Personnel Reports Letters Window Help

m D% A VY| 2o e £

Planners  Clients Carers  Contracts | Search Items In box Rules

@ [ o 2

Verify

8
Cos Exit

QA Reports  Letters

Lyndsay [&dministrator, 10) | Unallocated | 10 1 99 90 | Mo new messages

. 58 04 Warmnings |

| Support: +44 845 862 0405 | CareFre v

If the user who is logged in is not your user account you must switch users.

Go to the File menu at the top of the
screen

Click Log in as a different user...

Enter in your own User name along
with your Password

Click OK
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2 CareFree
View Tools Timesheets Personnel Repo

Lock your screen... Ctrl+K

Import data...
Export data...

Backup data for on-call laptop
Exit

CareFree Login

Uzer name
E Pazzword |
ok Cancel | Settings »




CareFree Password Security

This part of the guide will explain how to change and reset passwords for
CareFree users. There is also a section on how setting password security for all

CareFree users.

Resetting and Changing Passwords
By default, the password for a new user is set up as being the same as their

user name.

This can be altered using the passwords screen. To access this screen:

1. Go to the Tools menu at the
top of the screen

2. Go to Maintain Users

3. Click Passwords

Tools  Timesheets Personnel Reports  Letters

i Options and settings >
u Reports setup
k Mandatory fields
i Change your own password...
Change the branch Ctrl+B
Maintain users »

Pay and charge rules Ctrl+G

Heliday calculator Ctrl+H

Window Help

P i =

arch Items In box

—

=

Users
Passwords

4. The passwords screen will then appear

& Maintain user passwords [=]a 5

User name Role

|:| CareFree Administrator
|:| Administrator
|:| Administrator
|:| Administrator
|:| Administrator
|:| Administrator
E Lyndsay Administrator
|:| Administrator
|:| Administrator
|:| Administrator
Mew password W

| Dl BResat | Change | Cloze

5. Select the user whose password you wish to change

6. Type new password in the New Password field

7. Click Change to change the user’s password

8. By clicking Reset this will change the user’s password to the default

setting (their username)
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Password Security — Shared Options
A setting for all users can be set within the shared options of CareFree to

ensure passwords are reset after a certain amount of days and a minimum
amount of characters are used on every password.

1. Go to the Tools menu at
the top of the screen

2. Go to Options and Settings

3. Click Shared Options

Qptions and settings »
Reports setup
o Mandatory fields

YT TTCTEr

Personal options Ctrl+0
Shared options
NMDS Carer setup

Change your own password... I

I P, I

4. When the shared options screen appears, click Security listed down the

list of the screen

B Securty

Dravs before pazswords expire
Apadit trail
porades

> ¥ Allow re-uze of passwords

[ Force change of pazswords when reset 3

Pazzwords
2 — 7 [Minimum characters for passwords 1]

D4\§4

[¥ Fecord user actions
¥ Record changes to calls

MLAPT OP-633816C0CareFreehSetup

‘Allow re-use of password’ will determine whether users can use a
previously used password to access CareFree

‘Force change of passwords when reset’ will force the user to change
their password when it has been reset. See page 88 of this guide for
more information on resetting passwords

‘Minimum character for passwords’ will determine the number of
characters that must be used for a password

‘Days before passwords expire’ will determine the number of days
before a password will need to be changed
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