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Using CareFree to Calculate Mileage Payments/Charges

It is possible for Carefree to interface with mapping software in order to automatically calculate
distances between calls, journey times and to apply subsequent charges/payments to client
invoices/carer wages. CareFree currently works with either Google Maps or Microsoft MapPoint to
calculate the necessary data. This section will describe how to configure CareFree to calculate
distances using mapping software and then how to apply mileage payments to carer wages. The
process for applying charges to client invoices is very similar.

Configuring Mileage/Travel Time Calculations

If you are using CareFree on our hosted platform, you have free access to Microsoft MapPoint on
our servers and we would recommend using this software (rather than Google Maps) to calculate
your mileage data. If you have purchased or rent CareFree and host it locally, you will either need to
purchase Microsoft MapPoint or use Google Maps to perform your calculations. There are some
options which must be configured in both the Personal and Shared Options for CareFree.

|Configure the Personal Options for Mileage|

e Go to the Tools menu
e Hover over Options & Settings
e Select Personal Options

i CareFree - [Personal Options]
EE File View | Tools Timesheets Personnel Repd

Options and settings Personal options  Chrl4+0

Netters  Window  Help
iyl
L= Reporks setup Shared options

Rotas  Planr  Mandatory fields MMDS Carer setup

Change your own password. ..
Personal € change the branch Chrl+E
% Gener Maintain users 13
Peopl
Rotaz Pay and charge rules Ctrl+a
Estern  Holiday calculator Crl+H
Iy Invoices and wages 3

e Select the mapping software you wish to use

El Safety & Secuity N
¥ Canfim 4ll deletions
Safety options ™ Confirm when esiting
¥ Double-click editing
Lock screen if idle for "' mintuss \ 0
B Regions & mapping \

. UK
Regions £ Eie
@ Google Maps
Mapping  Microsaft MapPoint
[~ Use the browser to display maps

ioogke Maps ™ Use the directions AP for distances
Excal exparts [~ Excel US dates
B Messages and alerts
Check for messages 5
Alerts sound
Messages sound Qway
Alert screen ¥ Modal screen
Inbiox [ Popup for new messages

Bl Rostering and Rota scieen

¥ Use matching criteria for rostering

¥ Show carer working howrs on rota

o Calculate the distance between calls

Options Show call details using italic font

™ Red borders for 'This week & beyond'
¥ Allaw dragging and dropping of calls
[ Highlight name if all calls are allocated
™ Use the split screen as the default

e Ensure Calculate the distance between calls is ticked

CareFree Mileage 3




|Configure the Shared Options for Mileage|

e Go to the Tools menu
e Hover over Options & Settings
e Select Shared Options

‘i CareFree - [Global optio.=1
Fie Wiew | Toaks Timesheets aqpel Reports Letters Window  Help

i 5

- E Personal options _ CirkHO
L= Reports setup 15
Rotas  Plan  Mandatory Fields NIMDS Carer setup
Change your own password. T
RD‘;S ?’“j Change the branch Ctrl+B
olas
N Mainikain users »
Extern  Pay and charge rules cirl+g
Iroices.w Holiday calculator ChrH
Inveic Invoices and wages >
Wage
Emplo Care plan questions

e Select Mileage in the menu on the left hand side of the screen

{3 Rlatas and Fostering B Default options

Fotas Tupe By Mile
Rostering Rate £nio
External links Unpaid £0.00
K= Invoices, wages & exglonts Travel gap 30
Invoices Albernative postoode: Extra field 05
Wages ™ Include calls fram harme
Ermplayment iholidays Joumey options ¥ Includs calls back home

Exports [¥# Carer goes home for breaks
K3 Call monitoring /5MS & Email Ereak tme 180
Call manitpring ¥ ‘wian shout bad posteodes
SMS [ Use 'Pick up and take home'
Email ||: Ignore break. if same run
Milzage: " Except for overnight calls
| ?ecunty Ilavour Dther oplions C Ignorz all run chaiges for breaks
Secuity ¥ Check for missing ioutes
Flavour [~ Include back-to-back calls
[ Exclude late tmesheets
Help & support n
=3 NMDS Single calls Tes
WMDS Double-up callz Yes
Googletaps AP Kep AlzaSpBDO0GT KbICgZ0utg3ikEhT hoCargoc-g
B Mileage limits |
Limit on wages £0.00
Limit per day 1]
Digallowed per day 1]
Limit fromto hame 1]
E MapPoint oplions ,
Fouing s [ £ Qucket ot

e Configure the options on the right hand side of the screen
o For an explanation of what each option does, click on each one in turn

E Mileage limits y
Linnit per day 1]
Dizalloveed per day 0
Lirnit framn/to home: 1}

B MapFPoint options

] ] & Quickest route
Rauting optians ™ Shartest route

Limit on wages \ 2
Thiz iz the limit of total mileage paid on each wage sheet
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Calculating Mileage for the First Time

In order to begin displaying mileage/travel time on the rota and using the data to add travel
expenses to carer wages/client invoices, a Mileage Report must be generated.

To run a mileage report:
e C(Click on the =emrs icon to open the Reports screen
e Select the Carers report group (to run a mileage report for Carers)

S

7 Service delivery/ Choose the dates | Select from the list | Other options' Planned & actual ruIesI Status | Branches

7 Clients
7 Carers / Staff
7 tain Carers
7 \reoices C Last 4 weeks [24/11/2014 to 21/12/2014
g‘é“’a_ges Last 2weeks [05/12/2014 to 21/12/2014
UzINess
Lastwesk — [15/12/2014 to |21/12/2014

#7 Electronic Monitoring
& Analysis and stalisics Lastmonth [o1/11/2004  to [30/11/2014
This week — [22/12/2014 to |28/12/2014

@7 COC & ROIA
7 Others
P d
our custom reports Custom  [2271272m14 =] o [1a/mzzms =]
Away peniods - Periods - -
Britthday list :I |2u14-2u15 [ I =l
Contact logs Wwieek starts on IMonda_',' vl
Contacts _
Contracted hours Time range I_i_ I_i_

CREB status

Exchuzions and preferences
Ethmicity report

Extra data

Ful detail: Print report for Statuz Dretail o summary
Holiday fund ICalers j I.&ctive j ISummar_l,l j
Haolidays

lzzued tems [~ Duplex

Languages spoken

List of carers

— D ate options

e e T

. .

Motes

PO farms
Postcode areas
Prefermed carers withouNzalls LI

v Show report dezcription

e Select the Mileage report

e Select a date range using the Choose the dates tab
e Leave all Carers selected in the Select from List tab
e Click the Preview button to calculate the mileage

This will perform mileage calculations for all the journeys your carers are scheduled to make
between the dates you selected. Once the distances and travel times for these journeys have been
calculated, the information will be stored in CareFree.

It is good practice to run a mileage report on a weekly basis, once the rotas have been prepared
for sending to carers.
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|Disp|ay Distances & Travel Times on Rotas|

Once a mileage report has been generated, it is possible to display distances and travel times on the

Carers’ Rota screen:

e Click the raes icon to access the Rota screen
e C(Click on the Carers tab to display the Carers’ Rotas

[ iy companies) =] Perizzmazl mon | [stoneymood x| A Showtraveltime

(My branches) =| I Home 2 Monday 23 Tuesday Wednesday 25 Thursday 26 Friday 27 Saturday Sunday ]
[ e categaries] ﬂ

Hame “JRet [Hous I/ 2] 07 I

Hook, Mattha 2047 0000 MH Fa? i Po

Howley, Emma 2156 71:55 og™

Hughes. Fran 00.00 =

Hunt, Juiie 1982 0330 s Dare

Hutton. Fiuth 1966 1715 09™ 5 Y

e, Susan 1872 o — [ |1ris Doreen Tris Dorean Tris Doreen

Ingham, Sophie L

e, Esther 102

Jackson, Julis J

Jeifs, Lindsey It

Jervis, Michelle M —

Johrisan, Amy —

Johnsan, Lawra L — q2m

Johnson. Sharon 5

Jones, Emma

Jones, Sheley Tem O E 132 |
Kathrada, Arisha 2017 | 00:00

Kely. Martin 00:00 120

Kely, Martin 18:00 . —
Kendal, Annetl 2072 1900 J _ Doris e = o] | E )
Kent, Clark. 234.. 0000 CK 152 Doris Reed 1500-1700

Kitkpatrick, Fepharie 2073 | 3415 - I e U S

Kirkpatric 1310 —

Kiten, dgfhette oo 162

Kosangfic-Delic', Krsti 1867 02:00  KKD

Kuz

~ EIRET] LI Fiotas | Away periods | “orecments
Carers Day ot [l ey porocs] Amert |

Run | _Penciled In| _Sites

P 432423 |—ADDIy the changes to

el 40000 | ¢ Thisweek ' This week & beyond

/

e Place a tick in the Show Travel Time box

Calls for this week - Planned

Ruotations: R2 ='W2 R3="%3 R4 =w2

F8 multi-select, F3 allocate calls

Log Befesh | Previen [v| e

e Travel times and distances will be displayed in white bubbles between calls

Erenda
Haolgate

Vita Maria
| Jankives kyj
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Including Mileage on Carer Wages

You can set a global mileage payment rate in the Shared Options for mileage. (See Configure the
Shared Options for Mileage on page 56).

If your carers are paid different rates for mileage, it is possible to override the global setting on an
individual carer basis in the Other Details tab of the Carers screen.

Setting Individual Mileage Rates/Options for Carers

[

F .
e Click on the c=es icon to access the Carers screen

e Select the Other Details tab \

[ty comparnie) = | Contscts | Holidays | Payroll| Dutcomes | Sent bos | Planner | Histors |
I[My branches) j General & !\s__él Dua\ificat\ons' Wagesl 5ecu|ily| Branches' Log| Attachmentsl Extrasl
Name .r’_lﬁel IHours II :l s
poit Slart date 59711,/2011

@ Hunt Juiie 1882|0330 IR |CarDurer =l =
@ Hutton, Ruth 1966 1715 Manager | Gilian Glynn =l Estimated end date  [31,12/2093 =
@ llidge. Susan 18723430 3l Cost centre ar department I— Feason [ore] =
@ Ingham, Sophie 2085 24:45 L

@ lteman, Esther 2056 28:15 Minimurn guaranteed hours Ig Destination |[1one) -
@ Jackson, Julie 1813 36:00 J 5 .

@ Jeffs, Lindsey 1432 Mazimumn hours allowed ID [0 = ne maximum) - Disabled Mo disability -
@ Jewvis, Michelle 1935 41:30 0| NMDS Status lm Mobile oka lﬁ
@ Johnson, Ay 2131050 g change £

@ Johrison, Laura 16311500 L i lueteen Na = Calldariier

@ Johnzon, Sharon 1950 38:00 SJ C. b l—A[ eziTiacker - | Auta-logout |2

@ Jones, Emms 220 2300 el S porker =

@ Jones. Shellsy 1803 3700 S Travel optiogng——————— RR Tag | I
@ Kathrada, Arisha 207 00:00 —

@ Kelly, Martin 0000 By Mile | Rate [025 |Call Manitor type | CEI|

@ Kelly, Martin 15:00 eziTracker 21531

@ Kendall, Annette 2072 1900 J Between calls only 'I Gap [0

@ Fent, Clark, 2342.. 00:00 CK

@ Kirkpatick, Stephanie 2073 3415 /N

@ FKirkpatrick, Susan 1310

@ Firten, Annette 00:00

@ Kosanovic-Delic, Kri... 1867 02:00 KKD

@ Fuzakwawo, James 2076 13:40

@ Laing, Janine 1938 2740 E

@ Langton, Elaine 1381 33:30

@ Lavery, Lindsey 1977 00:00

@ Leckey, Andiea 1967 1700 LI

Aclive | Inactive | On hold | &l 492423 264

e Specify mileage rates and options under Travel Options

|Inc|uding Mileage Payments when Calculating Wages|

When generating the Carer wages report, it is extremely simple to include payments for mileage
based on the options you have configures:

e Simply select the Create and Finalise Wages report in the Reports screen
e Specify which data is to be included on the wages run. (See page 51 for instructions)
e Put atick in the Mileage box on the Other Options tab

Choose the dates | SN from the <t Other up*uns| Plarined & actilies | Status | Branches |

~Date and milsage optian,
20712/204 > | Today | [V Mieage [~ Late shests Nestro [
Carer | Hows | Pay [Expenses| Micege [ Salary [crossp.. ﬁ!

7 &, Carer
¥ & GARVEY, Oliver
¥ 4 Hindby, Fabb
¥ & Lunch, James
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Making Manual Adjustments to Client Invoices or Staff Wages

CareFree offers complete flexibility in terms of making manual adjustments to both invoices and
wages. ‘Additions & Adjustments’ are commonly used to make payments for ad-hoc expenses, or
apply deductions for uniforms or DBS checks for example. Client invoices can be adjusted to include
charges for ad-hoc expenses such as the costs for taxis or parking on excursions.

Preparing to Make Manual Adjustments

Before beginning to create manual adjustments it is important to think about the reasons you may
need to adjust wages or invoices. Whenever a manual adjustment is made in CareFree, the user
must specify the Expense Reason on the adjustment. The reason for the adjustment will appear on
invoices or wage sheets.

Creating and Editing Expense Reasons in ltems

To create new or edit expense reasons:

e C(Click on the E? icon to open the Items screen
e Select Expense Reasons in the box at the top left with the blue text entries

lEtl Emnplayment status A|  Expense reazan
|k#l End destinations £ i
ategor
|l End reazanz i gory IAd|ustment A |5

il Ervelope zizes

|l Ethnic groups

JEtl Exclusion rea

It Exnense reasons |

Payment |?

Deduction |9

Adiustment Tak Type IGloss pay 'I

Entrance Fees
Expenzes

Food Allowance
Haliday Pay
Mileage

Parking

Taxis

Training
Unriform

e C(Click New to add new Expense Reasons to the list,|or click Edit to amend existing entries
e Enter the name for the Expense Reason in the Category box
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Working with Additions & Adjustments

To access the Additions & Adjustments screen:

e Go to the Tools menu
e Hover over Invoices & Wages
o Select Additions & Adjustments in the sub menu

Tools Timeshests Personnel Reports  LAtkers Window Help

< 2

Search Items In box

Options and settings 3
Reports setup

Mandatory fields

Change your own password. ..

Change the branch Chi+E
IMaintain users 3
Pay and charge rules Chrl+G

Huliday calculator Chrl+H

Chrl+I

Care plan questions
Action plan categories

Setup periods
Risk assessment s

The Additions and Adjustments screen will display any adjustments which have previously been
created and saved. The list displayed can be filtered by specifying a date range.

. .
=D i A A& e & =
Ratas  Planners  Clients  Carers étaf - Coniyactem Tems  Inbox  Rues | Verfy QA Reports  Lefters Esit
[mroarzma =] to [ogmizzms =] Dt [iNane) x| e inone) |
[pate  ©[Reason [Exe tvpe [Description [Toee T amort [\t Totel] oo vaT_[clert [carer Recelved  [Paid Invoice No_ [wages Mo | Locked
26/12/2014_ Mieage Cal Inwoice 5000 0 £0.00 Gross  Drap. Alan Bayley Jarice  Ho n/a
25/12/2014  FoodAlwance |Cal  asdasdasdasd Wageshest  £1000  0.00 00 Gross  Allen, Jessie MoTest, Test nfa Ho
25/12/2014 EniranceFess  Cal  ghig Invoice £500 000 EONQGross |Allen, Jessie MoTest, Test Na nfa
25012/2014 _ djustment Cal efewt Invoice £10000 000 £000Wgss | Abbolt, ety # Palacios, George No nfa
251272014 Mileage Cal  ecwefewfnerf Both £10000 000 £0.00 G Abbolt, Belty 4 Palacios, George No Mo
2512/2014 Holdy Py |Cal  dowewewe Wageshest  E10000 000 £0.00 Grass N\ Abbett, Belty A Palacios, Gearge nfa Na
19412/2014  Micage Cal Invaice £000 000 E0.00 Gross o Alan Bapley, Jarice Mo nfa
1941272014 Mileage cal Invaice £000 000 000 Gress  DiGhn Baly, Jarice Mo nfa
19412/2014 FoodAlowance |Cal  asdasdasdasd Wageshest 21000 000 E000Gross  Allen Wgie MeTest, Test n'a Mo
1812/2014 EniranceFess  Cal  ghig Inwoics $500 000 £0.00 Gross | Allen Jos) MoTest, Test Na nfa
18/12/2014  Adustment Cal  efewt Inwoics £10000) 000 £0.00 Gross | Abbolt, Betty 4 Palacios, George No nfa
18/12/2014  Mieage Cal  eowsfewfnerf Both £10000) 000 £0.00 Gross | Abbolt,Betly Palacios, Geoge No Mo
18112/2014 HoldayPay  |Cal  dowewewe Wageshest  E10000 000 SO0 Gross  Abbolt, Belyy lacios, George nfa Mo
1211272014 Mileage cal Invoice £000 000 £000 Gross | Dray,flan BayhJanice Mo nfa
1212/2014 Mieage Cal Invaice £000 000 EQO0 Gress | DranAkn Baley, PNge Mo nfa
111272014 Adustment Cal  clowt Invaice £10000 000 EQ.00 Gross | Abbolt,Betiy 4 Palacios, e Mo nfa
11112/2014 EnranceFees  Cal  ghig Invaice £500 000 £0.00 Gress |Allen, Jessie MeTest, Test o nfa
1112/2014 Holday Py |Cal  dowewewe Wageshest  E10000 000 £000 Grass  Abbott Belyy 4 Palacios, Gearge Ma
11/12/2014 FoodAllowancs |Cal  ssdasdasdasd Wageshest  £1000 000 £000Gross  Allen, Jessie MoTest, Test /3 Mo
1112/2014  Mieage Cal  eonefewfnerf Both £10000) 000 £0.00 Gross | Abbolt, Betiy 4 Palacios, George No Mo
05/12/2014  Mieage cal Invoics £000 000 £00D Gross | Dray,Aflan Bayley, Janice Mo n/a
05/12/2014 _ Mieage cal Invoice £000 000 £00D Gross | Dray,flan Bapley, Janice Mo
0411272014 Food Allowance |Cal  asdasdasdasd Wageshest  £1000 000 €000 Gross  Allen, Jessie MeTest, Test nfa Mo
04412/2014 EnranceFees  Cal  ghig Invaice £500 000 £0.00 Gress |Allen, dessie MeTest, Test Mo nfa
041272014 Adustment Cal  clewt Invaice £10000 000 EQ.00 Gross | Abbolt, Bety A Palacios, Gearge Mo nfa
041272014 Mileage Cal  ecwefewfnerf Bath £10000 000 £0.00 Gress | Abbol,Betyy 4 Palacios, Gearge No Mo
0441272014 Holday Py (Cal  dowewewe Wageshest  E10000 000 £000 Grass  Abbott Betyy A Palacios, Gearge nfa Mo
201172014 Mieage Cal Inwoics £000 000 £0.00 Gross | Dra.Alan Baply, Janice  Ho nfa
201172014 Mileage cal Inwoics £000 000 £0.00 Gross | DrapAlan Baply, Janice Mo nfa
271172014 FoodAlowance |Cal  asdasdasdasd Wageshest  £1000 1000 -£10000 Gross | Allen, Jassie MeTest, Test nfa Mo
271172014 EniranceFess  Cal  ghig Invoice $500 200 £10.00 Gross |Allen, Jessie MoTest, Test Na nfa
27A11/72M4 Adiustment Call efewf Inwnire #1000 nn nnn FNON Brnss ahhntt Reth & Palarins Genme Mo nta
I Show outstandinaitems anly Hew | Edi | Deste ]

The adjustments displayed in the list can be further filtered by selecting an individual client or carer.

e An existing adjustment can be edited by selecting it in the list and clicking e |
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Creating a New Addition & Adjustment|

p

Specify a date for the
adjustment. This is the date
upon which the adjustment will
be itemised on an
invoice/wagesheet.

[

Click on the New |

(

Add an additional description if

required. This can be output on
invoices/wagesheets.

button to add a new adjustment

£ Addition or adjustment item | X}

Choose to create an adjustment
to either a client invoice or carer

Specify if the adjustment is made
to gross or net pay.

Date 0670172019 Today
wagesheet (or both) using Type ]
Type Ilnvoice (client charge) l}
Reason [{None) ﬂ{ Select the expense reason ]
Description
| Specify adjustment amount. If
Amount [o00 Qv [1.00 Total creating a deduction, ensure a
VAT [Grosepay =] negative value is used.
lient [[None] j =
i Covact [ | Select the client or carer for
. whom the adjustment applies
arer | (None) =

Click Save to complete

|
| I—

Once the adjustment has been saved, it will automatically be picked up in the next invoice/wages

run.
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