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Guide Information
Before Live Access...

1. Before CareDirector Live access can be given, the:
a. E-Learning (GDPR Information Governance)
b. Code of Conduct

2. Must be completed.

3. CareDirector has a live Audit Trail to ensure GDPR best practices are
adhered to.

Guide Navigation

1. This guide is in a PDF format. Therefore, navigation/ assistance is simple to
do.

2. Zoom In/ Out if a page requires this, select the - + icons on the toolbar
alternatively, Ctrl (Hold) and — (Press) or Ctrl (Hold) and + (Press) on your
keyboard.
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3. To put pages next to one another, select the Page View icon on the toolbar.

- 4+ @ = AY Read aloud (M0 Add text % Draw ~ & Highlight ~ & Erase = S

INTERNAL USE ONLY PAGE 4|77



vfbkefielgé:ouncn

ﬂg_ OVI10U
CAREDIRECTOR HOSPITAL SOCIAL WORK TEAM

4. For auditory assistance, select Read Aloud from the toolbar.

- 4+ =2 ([N Page view A Read aloud (M Add text % Draw ~ & Highlight ~ & Erase = Ao

5. From the Contents page, select a Heading that you want to quickly “jump” to.
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CAREDIRECTOR V6 CARE AND SUPPORT COMMISSIONING
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7. At any point, use the Home button on your keyboard to “jump” back to the first
page.
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How to search for a Service User

1. Select the Person Search icon on the Navigation Menu

® E‘Q Sz @ CareDirectorTrain

2. Enter their details provided. When finished, select Search.

VAN Caredirector Gh Home E] Workplace SN/ @ Sel

“— Searches Before Create Allowed : 1

First Name

Tom ‘

Middle Name

Last Name

ML.II'enTe';'J ‘

Stated Gender

MHS Mo.

DOB

[J use Date of Birth Range

Date of Birth From

Date of Birth To

]

3. Select from the list on the right-hand side. This will open their Person
Record.

‘ Clear Filters
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Updating Person Details

1. Select the Person Record that needs updating. Then select the Edit function
from the toolbar (Pencil Icon).

I\ 1 () Home (5) Workplace \/ 83 Settings \/ Q B &< O n CareDirectorTest

& & Person: TEST Tom @
TOMIEST (Id: 444267) Person Record Born: 21/06/2022 (15 Weeks, 0 Day) Gender: Male NHS No: \/

Pronouns: <A> ]
Preferred Name:

Menu \/ Timeline Summary Profile Cases Services Document View All Activities
Fiter By OCT 2022
v
aE Form (Case) Created Yesterday at 15:05
. =)
rom A new record of form (case) was created by Scott Simpson.
Due Date: Form Type: Status:
To AMHP Report Form In Progress
Service Provision Created Yesterday st 10:12
Team B
Q A new record of service provision was created by Scott Simpson.
Profession Type Actual Start Date: Service Provided: Status:
Co-ordination Team \ SDS - WMDC Draft
Q Managed Account \ Home Care \ Spot
SEP 2022

Task Created 28/09/2022 13:58:47
® =
A new record of task was created by Scott Simpson.
Reset Refresh

2. This will open the Person Creation Screen. Scroll down and edit the details
required. When finished, select Save and Return to Previous Page.

J\ coredirect Home (5] Workplace \ 83 Settings v~ @ B < D ™ CarebirectorTest

« Bl Rlw & : Person: TEST Tom ®

TIOMTIEST (Id: 444267) Born: 21/06/2022 (15 Weeks, 0 Day) Gender: Male NHS No:

Pronouns: <A> B
Preferred Name:

Personal Details

id* Profile Picture

444267 4

Title

First Name

NHS No.
TEST

Middle Name

Reason for no NHS No.

Last Name*

Ethnicity*
Tom

White British x| Q
Stated Gender*

Marital Status
Male ~

Divorced x| Q
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How to add relationships

1. Locate the Person Record and select Menu. Inside of Menu select Care
Network then select Relationships.

I\, coredirector (A Home (7] Workplace \v {8 Settings \v Q B &< D CareDirectorTest

O

&« 7 ¥ @ Person: TEST Tom @

Person Record Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS No: N/

&%

Timeline Summary y Profile Cases Services Document View All Activities
Activities L] %
Ivernents Genagram Relationship Wizard

Related Items

Health

Mental Health Act

Work and Education

Qther Information

Finance

Care Network

A new record of service provision was created by Scott Simpson.

Pes &amp; Assessment Team \ SDS Draft
1t Booking \ Direct Payments \
2. When selected, Create New Record from the toolbar.
I\, coredirector Q) Home () Workplace \ ) settings v Q B &< D CareDirectorTest
« 75 ¥ @ Person: TEST Tom ®@
TOMTEST fid: 444267) Born: 21/06/2022 14 Weeks, 6 Days) Gender: Male NHSNo: "
Pronouns: @ |
Preferred Name:
i Timeline Summary Profile Cases Services Document View All Activities
m L @ Persan Relationship
Related Records v r r Qo
Related Person Relationship Inside Household Family Member Primary Carer Start Date End Date

3. Inside this section:

a. The Service User will be the Primary Person.

b. Is afield, is what the Primary Person is to the other Service User.

c. The To field is the other Service User already inputted onto the
system. (Note: If the Service User is not on the system, they need to
be created).

d. Within Reciprocal Relationship section will be the opposite.

e. Nature of Relationship to Primary Person can be manually inputted.
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A\, Coredirector () Home () Workplace N 8} Settings \/ Q B & O : CareDirectorTest

< B B Person Relationship: New ®
TOMTEST (Id: 444267) Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS No:  \/
Pronouns: ® ng
Preferred Name:

Details.

Relationship to Other Person

Primary Person*

TEST Tom ‘ X ‘ Q‘
isa*

Brother ‘ x ‘ Q‘
.

Tom MullenTest ‘ X ‘ Q‘

Reciprocal Relationship

Person

Tom MullenTest ‘

isat

Brother ‘ X ‘ Q‘

To

TEST Tom ‘

Relationship Details

Start Date™* Responsible Team *
03/10/2022 ‘ ﬁ‘ CareDirectorTest ‘ X ‘ Q‘
End Date

Description

Nature of Relationship to Primary Person

Inside Household Primary Carer

- ‘ - ‘
Family Member Powers of Attorney

v ‘ v ‘
Next of Kin Power of Attorney for Property and Financial Affairs

Y ‘ v ‘
Emergency Contact Financial Representative

v ‘ v ‘
Key Holder Young Carer

v ‘ v ‘
Advocate Legal Guardian

- ‘ - ‘
MHA Nearest Relative Secondary Caregiver

v ‘ v ‘
Is Birth Parent Has Parental Responsibility

| ]

4. When finished, select Save and Return to Previous Page.
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How to Enter Date of Death

1. Locate the Person Record and select the Edit icon on the toolbar.

l\ Caredirector @ Home C) Workplace \/ @ Settings \/ @\ E‘D. Q\ @ : CareDirector

< LU & Person: Test Tom ®

TOM Test (|d: 446229) Born: 03/05/1996 (26 Years) Gender: Male NHS No: “\/
Pronouns: <:> n
Preferred Name:

Menu \/ ‘ Timeline Summary Profile Cases Services Document View All Activities

Filer By OCT 2022

Form (Case) Created Yesterday at T1:12

<

From A new record of form (case) was created by Scott Simpson.
. Due Date: Form Type: Status:
To ¢ 20/M/2022 DolS Tracker - Cat 2 In Progress
| el
Task Created Yesterday at 11:08
Reset ‘ { Refresh
A new record of task was created by Scott Simpson.

2. Scroll down to Death Information and switch the Deceased option to Yes.

A\ ceredirector () Home () Workplace \/ &3 Settings \/ Q@ B % © I corebirectr
< %] B @ & : Person: Test Tom @

TOM Test (Id: 446229) Born: 03/05/1996 (26 Years) Gender: Male NHS No: \/
Pronouns: ® |
Preferred Name:

Death Information

Deceased Cause of Death

@ Yes

O Neo

Place of Death

Date of Death

3. Enter in the details if known, when finished select Save. This will send an
activity to the Responsible User and any Involvements like a Secondary
Worker.
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How to add a Contact

1. A Referrer will Contact Wakefield Council to issue a new Case. This Contact
is a simple capture of a Case without a Service User being on the system.
This will be Triaged into a Service User and Case onto CareDirector, or it will
be Closed before this.

2. To create this Contact select Workplace. Then select My Work and
Contact.

A\, coredirector () Homell (2 workplace A~ |3 settings v~ @ B &< D CareDirectorTest

L C [ : 5 -

My Work

Dashboard People Cases Forms (Case) Providers Professionals
Finance z [
My Diary rer Exemption And
Admin Extension
+ o + G
Due Date: 09/04/2023
Case: Robert Herbert, DOB: 05 Mar 2001 (Ref No: CAS-48646-0W5D7C)
ﬂ K,
Due Date: 10/03/2023
Case: Dean Callery, DOB: 27 Mar 2000 (Ref No: CAS-124484-BD1C05)
480
NO RECORDS
Due Date: 20/10/2022 No results were found
Case: TEST, Rachel - (03/11/1983) [CAS-000001-0076] for this screen.
& »
¢

Due Date: 1210/2022
Case: Pass, SmokeTestPerson629 - (#) [CAS-000001-0001]

I480s

Due Date: 12/10/2022
Case: Tester, Test - (05/06/2000) [CAS-000001-0045]

3. From this screen, select either an existing Contact or create a new one by
selecting Create New Record from the toolbar.

J\, caredirector (R Home (5) Workplace s €83 Settings \/ Q B & D CareDirectorTest
+ | <& 2 H Contacts ®
Active Cont3 v Search for record: Qo
Contact Id Contact Type Contact Status Regarding Date/Time Co.. 7 Contact Reason Presenting Prior.. Responsible Team Createc
CON-2 Telephone Mock pending T.. 04/07/202213:39... A - Advice and informat..  Amber CareDirectorTest Jayne b
O CON-1 Telephone Triage in progress  Jayne Test 17/06/2022 00:00.. A - Assessment of needs  Priority 1- Urgent  Adults Triage Team Jayne b
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4. From the Contact creation screen, if later this Contact becomes Triaged,
and the Service User is created into CareDirector then the Regarding field
can be linked to that person. Once the information has been entered, select
Save from the toolbar.

A\, Caredirector (m) Home (%) Workplace \/ {8} Settings \/ Q B &« O - CareDirectorTest
¢« B B Contact: New ®
Details

Contact Information

Contact Id* Responsible Team*
I CareDirectorTest | X ‘ Q‘
Regarding Responsible User
] ‘ q] Scott Simpson | x ‘ q\
Date/Time Contact Received * Contact Type*
04102022 | H‘ I 09:00 ‘ I Telephone | X ‘ Q‘

Contact Source

Contact Source Contact Made By (Free text)

DR TAYLOR

Health - Hospital ‘ X ‘ Ql

Contact Made By

Contact Details
Contact Reason* Presenting Need*

A - Assessment of needs ‘ X ‘ Q I Needs are to be assessed ‘
Presenting Priority *

Additional Information

Amber ‘ x ‘ Q I ‘
Contact Status and Outcomes
Contact Status* Route of Access

New Contact- pending Triage ‘ X ‘ QI ‘ Q‘
Contact Outcome Other Actions
Priority Of Referral

‘ Q I Date/Time Contact Assigned

Contact Summar. y
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How to find a linked Contact

1. Locate the Person Record and select Menu, Related Items and then

Contacts.
=
A Caredirector @ Home @ Workplace \/ £§3 Settings \/ Q E’-& Q @ DL CD V6 Team
Vd ’ & Person: TEST Tom @
TOMTEST (Id: 444267) Born: 21/06/2022 (20 Weeks, 3 Days) Gender: Male NHS No: \/

Pronouns: n °
Preferred Nam: < >
Timeline Summary Profile Cases Services Document View All Activities

Activities - Q LL| L]
Addresses Alerts And Hazards Allegations (Alleged Allegations (Alleged
’ I Abuser) Victim)
Related Items
{ % E g0 2 !
Health Attachments Audit Complaints And Contacts
{ Feedback r
Mental Health Act ‘_‘]‘ )
Forms (Person) Primary Support Subject Access Requests
Reasons

Work and Education

Other Information

2. Once opened, it will show the linked Contact for that Person Record.

A Caredirector @ Home C] Workplace ~/ €§3 Settings @ @ Q @ : CD V6 Team
s ¥ @ Person: TEST Tom ® :

TOMTEST (Id: 444267) v Born: 21/06/2022 (20 Weeks, 3 Days) Gender: Male NHS No: v/

Pronouns: @ n% o

Preferred Name:

| Menu “\/ ‘ Timeline Summary Profile Cases Services Document View All Activities

+ m & 2 6 Contacts

‘ Related Records v ‘ Search for records Q ‘ o ‘
] Contact Id Contact Type Contact Status Regarding Date/Time Contact R... &4 Contact Reason
m] CON-2 Telephone Mock pending Triage TEST Tom 04/07/2022 13:39:00 A - Advice and ir
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How to add an Activity to a Contact

1. Locate the Contact,
a. Unlinked Contact: Workplace, My Work and then select Contacts.
b. Linked Contact: Menu, Related Items, Contacts.

2. Select Menu, then Activities and select the relevant Activity.

I\ Caredirector @ Home @ Workplace \/ {@3 Settings \/ Q @ Q @ : CD V6 Team
<« %] T a 2, : Contact: Telephone for TEST Tom received 04/07/2022 referred by Individuals -... @
TOMTEST (Id: 444267) v Born: 21/06/2022 (20 Weeks, 3 Days) Gender: Male NHS No: \/
Pronouns: @ ng )
Preferred Nam:
Menu A\ | Details
Related Items w1 ‘/= = i <
Appointments Case Notes Emails Letters Phone Calls
Activities ™
Tasks
Regarding Responsible User
@9 TEST Tom Jayne Mullen X|Q
Date/Time Contact Received * Contact Type*
04/07/2022 ‘ 13:39 © Telephone XlQ

3. Once selected, Create New Record on the toolbar.

-

AN Caredirector m Home C] Workplace ~/ €§3 Settings @ @ Q @ - CD V6 Team
(— Contact: Telephone for TEST Tom received 04/07/2022 referred by Individuals - Family/Friend/Neighbour @
TOMTEST (Id: 444267) ~ Born: 21/06/2022 (20 Weeks, 3 Days) Gender: Male NHS No: N\
Pronouns: <.A> n )
Preferred Name:
| Menu v/ | Details

+ 2 B Tasks

Related Records ~ ‘ Search for records ‘ Q ‘ o ‘

Subject Due Status Regarding Reason

4. When finished, select Save.
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How to link a Contact to a Person Record

1. A Contact can be linked to a Service User later when details become known,
and they are created into CareDirector.

2. After the Service User has been created onto the system and the Contact is
triaged. Locate the Contact and under Regarding find the created Service
User using the Lookup function.

; . ’ - :
J\, Caredirector (R Home (5 Workplace s/ €} Settings “/ aQ B & 9D ., CareDirectorTest

< B v P : I Contact: Telephone for Unknown received 04/07/2022 referred by Individuals - Family/Friend/Neighbour I @

TOMIEST (Id: 444267)
Pronouns: B *)
Preferred Name:

Menu v Details

Born: 21/06/2022 (15 Weeks, 3 Days) Gender: Male NHS No:

Contact Information

Contact Id*

Responsible Team *

CON-2 CareDirectorTest
Regarding Responsible User
= | TESTTom x| Q ‘ Jayne Mullen x| Q
Date/Time Contact Received * Contact Type*

04/07/2022 13:39 ® Telephone x| Q

Contact Source

Contact Source Contact Made By (Free text)

Individuals - Family/Friend/Neighbour X Q Mr Smith {neighbour)

3. Scroll down until the field Is this Person/ Group aware of the Contact? is
visible to change to the relevant option.

-

i e Norkplace Settings n .
AN caed (R Home (3) Workplace N/ & Settings \/ @ B &< D ., (CareDirectorTest
&« n Fr) X, H Contact: Telephone for Unknown received 04/07/2022 referred by Individuals - Family/Friend/Neighbour @

TOMIEST (Id: 444267)
Pronouns: B * )
Preferred Name:

Menu v Details

Born: 21/06/2022 (15 Weeks, 3 Days) Gender: Male NHS No: \/“

Some data is not correct. Please review the data in the Form.

Inaiviauais - Family/Frienay Neignoour X MF SMITN (neignoour)

‘O

Contact Made By

Is the Person/Group aware of the Contact?* Does Person/Group agree/support this Contact?*

Yes ~ Yes ~

Is Parent(s)/Carer(s) aware of this Contact

Is N.O.K/Carer aware of this Contact?
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4. This can be now found in the Person Record under Menu, Related Items
and select Contact.

1CN E Q{ @ : CareDirectorTest

Born: 21/06/2022 (15 Weeks, 3 Days) Gender: Male NHS No: \/“

&%

J\, caredirector (R Home (5 Workplace s/ €} Settings “/

< 7 % @

Person Record

Person: TEST Tom

TOMJEST (Id: 444267)

Pronouns:

Timeline Summary Profile Cases Services Document View All Activities
.- ! -
Activities - L L] L] & ]
Addresses lerts And Hazards ~ Allegations (Alleged  Allegations (Alleged Attachments Audit Complaints And
Abuser) Victim) Feedback
Related Items
N S [ ]
Health Contacts Forms (Person) Primary Support Subject Access
Reasons Requests
Mental Health Act
Work and Education
Other Information
Finance
Care Network
Actual Start Date: Service Provided: Status:
Co-ordination Team | SDS - WMDC Draft
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How to create a Person Record
Duplicate Detection

1. Before a Person Record can be created a Person Search must be done.

2. If Person Record is present, after you select the Create New Record it will
show a warning.

3. If No Record is present, the Searches Before Create Allowed will turn to 0
and the grey Create New Record button will be highlighted on the toolbar.

& Searches Before Create Allowed : 1

First Name

Middle Name

4. Select the Created New Record button and create a Person record.

+ | @ & 2 People
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Adding a Person Record

1. Select Person Search on the toolbar.

QlE]x O

2. Search person to check for record.

l\ Caredirector GD Home @ Workplace v/ @ Sel

“ Searches Before Create Allowed : 1

First Name

Middle Name

Last Name

MLHenTes'J ]

Stated Gender

NHS No.

[ use Date of Birth Range

Date of Birth From

Date of Birth To

It is required of users to perform at least one search of an existing Person Records
before they can create a new one.

| Clear Filters

3. If an existing record is not found, select the now highlighted Create new
record button on the toolbar.

“— + Person Search
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4. The Person: New record is displayed.
« B B Person: New ®@

5. Complete the fields as required. Mandatory fields are marked with a red

asterisk.

Last Nan

Stated Gendm

6. When the information has been entered, select the Save button on the

toolbar.

é

INTERNAL USE ONLY
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7. The Person Record will then be displayed.

(%) Warkplace ~s B8 Settings

I cveniector () vome

Person: Tom hullenTest

« 7 ¥ @

Bor: 03/051912 (10 Years] Gender: Male NHS No:

&%

,,,,,,,,,,,,,,,,,

My Time! Summary  Profile  Cases  CarePlans  Services Decument v Al Activities
m ° Person Address Created
‘ﬁﬂ ‘ A now record of porson address vas crosted by Scot: Simpson
Person Created
[]
- A naw record of parsan was created by Scott Simpsan
Prcten
[]

INTERNAL USE ONLY
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How to search for a

Case
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1. Open the Person Record the Case is linked too. Then select the Cases tab
to find the current Case.

E] Workplace \

,\ Caredirector ﬂh Home

@ Settings

Q@ B % O

CareDirectorTest

Person: TEST Tom

« 7 ¥ @

Person Record

TOM TEST (Id: 444267)

Pronouns:
Preferred Name:

Born: 21/06/2022 (15 Weeks, 0 Day) Gender: Male NHS No:

O]

N

o

Timeline Summary Profile Cases Services Document View All Activities
Filter By OCT 2022
hd "
‘ O Form (Case) Created Vesterday at 15:05
From A new record of form (case) was created by Scott Simpson.
‘ ‘
Due Date: Form Type: Status:
To AMHP Report Form In Progress
‘ ‘
Service Provision Created Yesterday at 1012
Team U
‘ Q J A new record of service provision was created by Scott Simpson.
Profession Type Actual Start Date: Service Provided: Status:
Co-ordination Team \ SDS - Draft
I ‘ Q J WMDC Managed Account \
Home Care \ Spot
Reset Refresh Apply
2. When found, select it to open the Case Record.
J\ Coredirector (A Home (5) Workplace \/ {8} Settings \/ Q B & O CareDirectorTest
« 2 ¥ Person: TEST Tom ®
TOMTEST (Id: 444267) Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS No: \/
Pronouns: @ [* ]
Preferred Name:
[ Menu \/ | Timeline Summary Profile Cases Services Document View All Activities
+ B @ 2 % Cases
Related Records v e Search for records ‘ Q ’ (o) ‘
(m] Responsible Team Responsible User 1 Case Date/Time Contact Reason Case No Presenting_Priority. Case Status Crd
O CareDirector Support 21/06/2022 07:00:00 A - Adult Safeguarding CAS-000001-0010 Assign To Team Sc
m} AMHP Coordinator 20/09/2022 09:20:00 A - AMHP Assessment CAS-000001-0087 Assign To Team Sc

INTERNAL USE ONLY
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How to create a Case

1. Locate the Person Record and under the tab Cases, select Create New

Record.

N Caredirector

R Home

() workplace N 83 Settings \/

@ B %O

CareDirectorTest

« 7 ¥ @

Person: Tom MullenTest

MULLENTEST.Torn (| 444264)

Pronouns:
Preferred Name:

|‘M
[+ |

Related Records v

Timeline

O ible Team

@ 8 #

v Person Record

Summary Profile Cases Services

Cases

Responsible User Case Date/Time

©]

Born: 03/05/1955 (67 Years) Gender: Male NHS No: v/

LLE

O CareDirectorTest

=] CareDirectorTest

24/06/2022 08:50:00

Catherine Jackson 15/06/2022 08:00:00

Document View All Activities
Search for records Q| a
Contact Reason Case No Presenting_Priority Case Status Create
A - Assessment of needs CAS-000001-0019 Assign To Team TESTC
A - Adult Safeguarding CAS-000001-0002 Assign To Team Scott !

2. Fill out the relevant information to create a new Case and when finished
select Save.

(R Home

(&) workplace N €} Settings “/

CareDirectorTest

@ @ % O

MULLENTEST Tomn (ld: 444264)

Pronouns:
Preferred Name:

Details

Contact Details

Case No*

Person*

Tom MullenTest

Case Date/Time*

07/10/2022

Initial Contact

Date/Time Contact Received *

06/10/2022

Case: New

09:00

100

INTERNAL USE ONLY

®

Born: 03/05/1955 (67 Years) Gender: Male NHS No:

@ﬂ%ﬂ! ]

Contact Received By*
Scott Simpson x| Q
Contact Reason®

A - Adult Safeguarding x| Q

Presenting Priority

Additional Information

Referral Reason
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How to check the Case Status

1. Whilst on the Person Record. Select the Cases tab to find the current Case.
When found, select it to open the Case Record.

-
J\, Ceredirector (A Home (%) Workplace \/ {8} Settings \/ Q B & O CareDirectorTest
« 2§ @ Person: TEST Tom ®
TOMTEST (Id: 444267) Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS No: \/
Pronouns: @ [ * |
Preferred Name:

‘ Menu \v/ | Timeline Summary Profile Cases Services Document View All Activities

+ @ ¢ 8 A i Cases

Related Records v 3 ‘ Q ’ (o) ‘

O Responsible Team Responsible User £l Case Date/Time Contact Reason Case No Presenting Priority. Case Status Cre:
O careDirector Support 21/06/2022 07:00:00 A-Adult Safeguarding  CAS-000001-0010 Assign To Team Scat
O AMHP Coordinator 20/09/2022 09:20:00 A - AMHP Assessment CAS-000001-0087 Assign To Team Scat

2. Whilst on the Case Record, select the Details tab and scroll down to the
heading Assignment Information. Then view Case Status to show if the
Case is Allocated, Closed Under Review, etc.

J\, Caredirector (R Home (5) Workplace s €83 Settings \/ Q B & D CareDirectorTest

« B B & r Case: Tom, TEST - (21/06/2022) [CAS-000001-0087) ©)
TOMTEST (Id: 444267) Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS No:
Pronouns: ® 2
Preferred Name: 1

Menu v Timeline g

Assignment Information

Case Status*

Assign To Team * CL
Case Priority
Responsible User
Responsible Team*
AMHP Coordinator
Review Date

Last Assigned to Team Date

20/09/2022 33|
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How to change the Case Status

1. On the Case Status field select the Lookup function and select the relevant
Case Status.

A Caredirector @ Home C]Wurkp\a:e N @Setlings\/ @ @ Q (L) : CareDirectorTest

< B S 08 Case: Tom, TEST - (21/06/2022) [CAS-000001-0087] ®

TOMTEST (Id: 444267)

Pronouns: 0
Preferred Name:
Menu Timeline Details

Assignment Information

Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS No:

Case Status*

[ Assign To Team k ‘Q

Case Priority

Responsible User

Responsible Team*

[ AMHP Coordinator Q
Review Date

Last Assigned to Team Date

l 20/09/2022 ‘

2. Choose the relevant option and select OK when found. Select Save.

A Caredirector @ Home G Workplace N\ [:6) Settings Gl @ Q @ : CareDirectorTest

Case Statuses Enter your search criteria.

Look [ Social Care Case Status Lookup View ~ ]
in

Search [ Search for records ‘ Q ‘ 2 ]

Pome =1 Code

Allocated 200013

Assign To Team 200014

Assigned to Team (unscheduled revie...

Awaiting Allocation 200012

Awaiting allocation (unscheduled revi...
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How to Allocate a Case to a Worker
1. Ateam will receive a Case with the Case Status as Assign to Team or
Awaiting Allocation depending on Case Route.

2. Responsible User field will be blank, but the Responsible Team will be filled

A Caredirector Q) Home (7 Workplace N {8 Settings \/ a B & D : CareDirectorTest
€ B B & r Case: MullenTest, Tom - (03/05{1955) [CAS-000001-0019] @

MULLENTEST Tom (Id: 444264) Born: 03/05/1955 (67 Years) Gender: Male NHS No: v

Pronouns: @ll [
Preferred Name: d 2

Menu Timeline Details

Assignment Information

Case Status®

Assign To Team ‘ X |Q ‘
Responsible User
Responsible Team *

CareDirectorTest I Q

3. The Case Manager or Team Manager will then Allocate the Case to the
Responsible User. This will remove it from the Teams Dashboard and put it
on the Responsible Users dashboard.

4. First select the Lookup function on the Case Status field and select
Allocate. Then select OK.

Case Status*

Assign To Team )1 Q

A Caredirector () Home (%) Workplace \/ {8} Settings \/ Q@ 8«0 : CareDirectorTest

Case Statuses Enter your search criteria.

Look ‘ Social Care Case Status Lookup View
in

Search ‘ Search for records

Sl

Allocated

Assign To Team

Assigned to Team (unscheduled revie...

Awaiting Allocation

Awaiting allocation (unscheduled revi...
Closed

Closed & Logged As Enquiry

Pagel
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5. After, the Responsible User field will be mandatory. Use the Lookup
function and select the Responsible User for this Case. When selected,
select OK.

Responsible User*

)

A Caredirector () Home (3) Workplace v/ 83 Settings \/ QB & O :’ CareDirectorTest

System Users Enter your search criteria.

My Business Unit Users v

System Views
Active Managers
Deactivated Users

CareLivelnstall CareWo...
CareLivelnternal Waki
CareLiveMigration Wa)
CareLivePlugin Wakefie...

CarelivePowerusr Wak... CareDirectorTest

CareTestiFD Account CareDirectorTest

Page

6. When a Responsible User has been chosen, select Save from the toolbar.
This will send the Case to their Dashboard and System Views.

A Caredirector () Home (7 Workplace N {8 Settings \/ @ @ % 9 ) careDirectorTest
J—— -

<l v PR Case: MullenTest, Tom - (03/05/1955) [CAS-000001-0019] (@)
MULLENTE | 444264) ¥ erson Reco Born: 03/05/1955 (67 Years) Gender: Male NHS No:
Pronouns: ® n P

Preferred Name: =

Menu \~ | Timeline  Details

Assignment Information

Case Status*

Allocated ‘ X Q‘
Case Priority

a

Responsible User *

P— <[a)
Responsible Team *

CareDirectorTest | Q

Review Date
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How to send a Case to another team
1. There may be reasons that a Case needs to be sent to another team.

2. Locate the Case that requires assigning to another team, if this Case has a
Responsible User, then it will have the Case Status of Allocated.

3. First, change the Case Status to Assign to Team using the lookup function
and select Save.

4\, caredirector () Home (5 Workplace N+ 3 Settings v/ Q B &« O

CareDirector

7] B & H Case: MullenTest, Tom - (03/05/1995) [CAS-000001-001] @

O (1d: 446230) Born: 03/05/1995 (27 Years) Gender: Male NHS No:
Pronouns:

Preferred Name: @ é

Menu Timeline Details

Assignment Information

Q
X Q
Responsible Team*
CareDirector
Review Dat:

4. The Responsible User workflow will be triggered therefore leaving the field
blank. Even though, the Responsible User has been removed it will leave the

Responsible Team the same. Select Assign this record to another team
from the toolbar.

J\, Caredirector () Home

€« B B &

MULLENTEST Tom (Id: 446230)

(]
rkplace S 8} Settings v/ a B & 9 o, CareDirector
Case: MullenTest, Tom - (03/05/1995) [CAS-000001-0011] @

Person Record

Born: 03/05/1995 (27 Years) Gender: Male NHS No:
Pronouns:

O

Menu N/ Timeline Details

Assignment Information

Case Status*

Assign To Team X | Q
Case Priority
Responsible User

Responsible Team*

CareDirector
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5. This will open a separate window that will have further options. First select the
new Responsible Team using the Lookup function.

A Caredirector @ Home C]workp\ace ~ @Seuingsv @ @ Q @ : CareDirector

Assign

Responsible Team * -
e

Responsible User Decision*

| -

O Include Inactive?

Related Records to Include

[J Check/Uncheck All

[ Adult Safeguarding

0 Adult Safeguarding Primary Reason History
[ Adult safeguarding Secondary Reason

O Adult Safeguarding Status History

[ Note

[ Task

6. Use the Look in options to select the correct location before using the search
bar. My Teams will show any team you are part of Lookup View will have
every team using CareDirector. Once selected, press OK.

A Caredirector () Home () Workplace v 8} Settings v/ Q B & 9O : CareDirector

Teams Enter your search criteria.

Look | My Teams ~ |
in

System Views
Lookup View
Search My Teams
Reference Data Owner Teams

Name & Business Unit
Adults Connecting Care Team West Adult Services
AMHP rota Adult Services

CareDirector CareDirector

Sensory Impairment Team Adult Services
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7. The next section is going to ask what you want to do about the Responsible
User. Due to the Responsible User Workflow being triggered, removing the
current Responsible User from the field. We can leave this as Do Not
Change however, if it has not removed it (you can check by looking at the
field on screen) set it as Clear on Current Record Only.

A Caredirector @ Home C]workp\ace\/ i@]Seuingsv @ E{ Q @ : CareDirector

Assign

Responsible Team*

Sensory Impairment Team ‘ X Q ‘

Responsible User Decision*

| | De not change ~ |

O Include Inactive?

Related Records to Include

[J Check/Uncheck All

[ Adult Safeguarding

O Adult Safeguarding Primary Reason History
[0 Adult Safeguarding Secondary Reason
[ Adult Safeguarding Status History

[ Note

8. When finished, select OK. It will automatically Save; however, it is good
practice to save what you have done. This then will be sent to the Teams
Dashboard that has been selected.
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How to add an Involvement (Secondary Allocation)

1. Locate the Case.

2. Select Menu, Care Network select Involvements.

() Home

(3 workplace N/ 8 Settings \/

A\, coredirectar

Worfcmg_fom’ou

CareDirectorTest

a @ % O

& H Case: Maisey, Test - (19/11/2000) [CAS-000001-0080]

v Deceased

Pranouns: She/H;

Timeline Details

9

Adult Safeguarding

Related Items

Joint Case Members

Profession Type

@

Born: 19/11/2000 Died: 31/08/2022 Age at Death: 21 Years Gender: Female NHS No: 523 669 8081 ./

& B ]
Auschments Audit Conferences/Meetings Deprivations OFf
Libarty

Status History

Form (Case) Created

Anew record of form (case) was created by Matt Davies.

Due Date: Form Type:

01/09/2022 Occupational Therapy Referral (Secondary

Allocation)

Case Involvement Updated

Matt Davies changed End Date fram 'Empty’ ta '31/08/2022'

Involvement Member: Role:
Community Gccupational Therapy Service “ Secandary Team

Case Involvement Updated

Matt Davies changed End Date from Empty’ to '31/08/2022'

XLk

El w

Forms (Case) Involvements

31/08/2022 083750

Status:
In Progress

31/08/2022 08:31:33

Start Date:
31/08/2022

31/08/2022 08:31:26

3. Within this screen, select Create New Record on the toolbar.

GD Home

G Workplace N/

I\ Caredirector

3 settings v/

a B <« O

CareDirectorTest

&« Case: Maisey, Test - (19/11/2000) [CAS-000001-0080]

MAISEY Test (Id: 444301) ~

Pronouns: She/Her
Preferred Name:

Timeline Details

Case Involvements

= 2 @

Related Records

U Involvement Member . Role

O Sensory Impairment Te... * Secondary Team
a Community Occupatio... *Secondary Team
(] Matt Davies Responsible User
(] Matt Davies Responsible User
] Matt Davies * Secondary Wor...

INTERNAL USE ONLY

Involvement Re...

®@

Born: 19/11/2000 Died: 31/08/2022 Age at Death: 21 Years Gender: Female NHS No: 523 662 8081 ./

@@Q:

Search for records

Case

Maisey, Test - (19/11/2000) [CAS-000001-0080]
Maisey, Test - (19/11/2000) [CAS-000001-0080]
Maisey, Test - (19/11/2000) [CAS-000001-0080]
Maisey, Test - (19/11/2000) [CAS-000001-0080]

Maisey, Test - (19/11/2000) [CAS-000001-0080]

Responsible Team
Sensory Impairment Te...
Community Occupatio...
CareDirectorTest
CareDirectorTest

CareDirectorTest

[a]e]
Start Date 5| E
31/08/2022 3
31/08/2022 3
30/08/2022 3
30/08/2022
30/08/2022 3

PAGE 30|77



CAREDIRECTOR HOSPITAL SOCIAL WORK TEAM

v/akefieldcouncil

Workfng_forb]ou

4. Under Role select Secondary Worker. Under Involvement Member choose
the relevant System User using the Lookup function. Include an
Involvement Priority and Status if required. When finished select Save.

a B % O

CareDirectorTest

Details

General

Case*

Tom, TEST - (21/06/2022) [CAS-000001-0087]
Person*

TEST Tom
Invelvement Member *

@@ PeterKing

F\, caredi () Home (3 workplace ~s {8} Settings v/
<10 ] Case Involvement: New

Role *

* Secondary Worker

Start Date*
04/10/2022

Invelvement Reason

INTERNAL USE ONLY

Responsible Team *

CareDirectorTest

Involvement Status

End Date

olvement End Reason

Involvernent Revi

ew Date
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1. Locate the Case you want to Clone. Select Details tab.

A Caredirector @ Home C] Workplace \/ {@3 Settings \/

CareDirectorTest

a B <« O

€« B B & &

TOMTEST (Id: 444267)

Pronouns:
Preferred Name:

Menu | Timeline Details

Contact Details

Case No*

Case: Tom, TEST - (21/06/2022) [CAS-000001-0010] @

Born: 21/06/2022 (20 Weeks, 4 Days) Gender: Male NHS No: N/

IR

Contact Received By*

CAS-000001-0010

Person®

Scott Simpson

Contact Reason*

TEST Tom

A - Adult Safeguarding

Case Date/Time*

Presenting Priority

21/06/2022 il 07:00 ‘ ® Q |
Initial Contact Additional Information
Date/Time Contact Received*
T Referral Reason M

2. Then select the Three Dots on the toolbar. Then select Clone.

A Caredirector @ Home [i] Workplace \/ @ Settings \/

CareDirectorTest

@ B % O

< B a
TOMTEST (Id: 444267) Correct Errors
Pronouns: .

Pin to me

Preferred Name:

1 Unpin from me
Menu N/ Timeline Det

Pin to another

Sync with PDS

Contact Details

Restrict Access

Case No*
CAS-000001-0010 Delete
Run Workflow
Person*
Copy Record Link
TEST Tom

lase: Tom, TEST - (21/06/2022) [CAS-000001-0010] @

Born: 21/06/2022 (20 Weeks, 4 Days) Gender: Male NHS No:

®ﬂg@ ]

Contact Received By*

Scott Simpson

Contact Reason*

A - Adult Safeguarding

Case Date/Time*

Presenting Priority

21/06/2022 07:00

Initial Contact

Date/Time Contact Received*

INTERNAL USE ONLY

Additional Information

Referral Reason
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3. This will open the Clone window. Select a Start Date and checkbox the
required place to put it. When done, select Clone.

Clone Social Care Case

Start Date/Time for Cloned Cases*
12/11/2022 i) ‘ (O]
Person Id Person =l Date of Birth Gender Relat
| 444264 Tom MullenTest 03/05/1955 Male Brott
4 »
Page 1 1-1
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How to find Activities

1. On your Dashboard under the My Activities tab, this will show all Activities
that you need action or read.

J\, Caredirector () Home (5) Workplace v 8 Settings N/ e B & O :’ CareDirector

Team activities Team cases (all teams) Service provisions Dashbeards

My Active Tasks/Notes

+ @m 2 @
1 Subject Regarding Priority Event Date Due Created On Created By Modified On
(1 case has been allocated Tom, Test - (03/0... 3110/202210:40:..  31/10/202210:40...  Scott Simpson 31/10/202210
] Case has been allocated Tom, Test - (03/0... 310/202210:29:1 31/10/202210:29:37  Scott Simpson 3A0/202210
] Case has been allocated Test, Jayne - (06/... 28M10/202214:58:..  28/10/202214:58...  Scott Simpson 28M10/202214
] New Occupational Therapy Referral Occupational Th... 19/10/2022 00:00:..  12/10/2022 N:32:02  Test Adults Triage User 28/10/202214
] Case has been allocated Test, Jayne - (06/. 28/10/202213:51:28  2810/202213:51:31  Jayne Mullen 28/10/202212
Pagel 1-5

My Active Case Notes

+ m 1 @

Subject Person Priority Event Date Date Created On Created By Modified On

2. If locating Activities on Person Record then locate the Person Record.
Then select the tab All Activities then select Search.

J\, Caredirector () Home (5) Workplace v 8 Settings N/ e B & O :’ CareDirector
& rd " y Person: Test Tom @

TOM Test (Id: 446229) Person R Born: 03/05/1996 (26 Years) Gender: Male NHS No:

&%

Pronouns:
Preferred Name:

Menu v Timeline Summary Profile Cases Services Document View All Activities

S @ R AllActivities

Keyword a Regarding Subject Activity Status Start/Due Date Actual End Case Note E
a Test Tom Case Task Open 03/11/2022 14:00:.... No
a Tom, Test - (03/0..  Case has been al... Task Open 31/10/2022 10:40:... Yes
Activity Type
Al - m] Tom, Test - (03/0..  Casehasbeenal.. Task Open 31110/202210:29M Yes
0 TestTom Date of Death E..  Task Open 26/10/202213:44:... Yes
Date Type B
o Test Tom\ Willia.. Booking request.. Task Open 2110/2022 15:37:26 Yes
Created Date ~
(m]} Test Tom\THE L..  Service provisio... Task Open 2110/2022 01.00.... Yes
From
{
02/10/2022 m
To
01/M/2022

Actual End (From)

Clear Filters.
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3. This can be filtered further using the options on the left. By default, the search
will bring through all Activities that are linked to that Service User for the
past month. Delete the From Date to bring through all.

J\, caredirector (R Home
« 7 ¥ @

(&) workplace N €} Settings “/

Person: Test Tom

TOMTest (Id: 446229)

Pronouns:
Preferred Name:

Menu Timeline Summary Profile Cases Services
- PR
= @ @  AllActivities
Keyword (] Regarding Subject
m} Test Tom Case
a Tom, Test - (03/0..  Case has been al...
Activity Type
Al - a Tom, Test - (03/0.. Case has been al...
() Test Tom Date of Death E...
Date Type
a Test Tom \ Willia..  Booking request.
Created Date ~ .
( TestTom\THE L.. Service provisio...
From
I
To
01/M/2022
Actual End (From)

Document View

Activity
Task
Task
Task
Task
Task

Task

All Activities

Status
Open
Open
Open
Open
Open

Open

e B % O

CareDirector

®

Born: 03/05/1996 (26 Years) Gender: Male NHS No:

Start/Due Date Actual End
03/M/2022 14:00....
31/10/2022 10:40:....
31110/202210:29M
26/10/2022 13:44:...

2110/2022 15:37:26

2110/2022 01.00....

&%

No
Yes

Yes

4. If you want to see where that Activity is from. Look on the Regarding

column.

#\, Coredirector () Home
« 7 % @

) Workplace N+ 8} Settings \

Person: Test Tom

TOM Test (Id: 446229)

Pronouns:
Preferred Name:

Case has been al...
Case has been al...
Date of Death E...

Booking request.

Service provisio...

Menu ./ Timeline Summary Profile Cases Services
- .
@ @ @ AllActivities
Keyword ( Regarding ISuble
(m] Test Tom Case
m} Tom, Test - (03/0..
Activity Type
Of Tom, Test -
Al “ 'om, Test - (03/0.
a Test Tom
Date Type
a Test Tom \ Willia...
Created Date ~ .
( Test Tom \ THE L...
From
r <
| |es
To
01/M/2022
Actual End (From)

Clear Filters

INTERNAL USE ONLY

Document View

Activity
Task
Task
Task
Task
Task

Task

All Activities

Status
Open
Open
Open
Open
Open

Open

@ @ % 0

CareDirector

®

Born: 03/05/1996 (26 Years) Gender: Male NHS No:

Start/Due Date Actual End
03/11/2022 14:00:...

3110/2022 10:40....

3110/2022 10:29:1
26/10/2022 13:44:...
2110/2022 15:37:26

2110/2022 01.00....

&%

No

Yes
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How to input an Activity

1. Locate the Record. Select Menu and Activities sub-category. Select the
relevant Activity to input.

Caredirector Home Workplace “\/ Settings “\/ 2 T ™ CareDirectorTest
VAN
« B B & 2 Case: Tom, TEST - (21/06/2022) [CAS-000001-0087] @
TIOMTIEST (Id: 444267) Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS No:
Pronouns:

o

Preferred Nal

o - 7 @, ~
Activities 4 A= /|
Appointments Case Notes Emails Letters Phone Calls Tasks
Related Items
Other Information
Responsible User

Responsible Team*

AMHP Coordinator

2. Once the Activity has been selected, select the Create New Record from the
toolbar.

A\, coredirector () Home (5) Workplace s 8} Settings \/ Q B &< D : CareDirectorTest

& Case: Tom, TEST - (24/07/1950) [CAS-000001-0018] @
TOMTEST (I 444276) ¥ Born: 24/07/1950 (72 Years) Gender: Male NHSNo: ./
Pronouns: +] o
Preferred Name: Tom O

Menu v Timeline Details
2 B Tasks
Related Records. v Search for records Q|9

( Subject Due 5} Status Regarding Reason Responsible Team ible User
O CHC Funding Decision - Fully funded 24/06/2022 08:48.05 Open Tom, TEST - (24/071950... CareDirectorTest

O CHC Funding Decision - Fully funded 24/06/2022 08:48:05 Open Torn, TEST - (24/07/1950... CareDirectorTest

[m] CHC Funding Decision - Fully funded 24/06/2022 08:48:00 Open Torn, TEST - (24/07/1950... CareDirectorTest

U CHC Funding Decision - fully funded 24/06/2022 08:48:00 Open Tom, TEST - (24/07/1950... CMHT QOlder People Tea...
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3. Enter the relevant information. When finished, use the Lookup function to
search for the Workers name in the Responsible User field. When allocated
press Save. This will send the activity to their dashboard.

J\, caredirec Home (5) Workplace ~v 8} Settings v Q B & D CareDirectorTest
«|lB RBR|Jv X Case Note (For Case): New ®

TOMJEST (Id: 444267) Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS No: ./
Pronouns: ® [+
Preferred Name:

Details
Details
Case* Responsible Team *
Tom, TEST - (21/06/2022) [CAS-000001-0087] X Q CareDirectorTest X
Reason Responsible User
Q Scott Simpson x| Q
Priority Category
Q Q
Date* Sub-Category
© Q
Status® Outcome
Open v Q

Contains Information Provided By A Third Party?

4. You can input an Activity on a Case, Person, Contact, Service Provision
and Financial Assessment.
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How to change status to Complete (Re-activate Activities)

1. Select the Form or Activity that requires to be Completed. This will send an
Activity to your Team Managers dashboard for them to approve.

2. Under Status use the dropdown list to select Completed. After select Save.

-
Caredirecto H Workpl Setti L CareDirectorTest
I\ redirs r GD ome [J:| larkplace E‘é} ettings N/ @\ @ Q( O b & reDirs r
<l B LS @ : Form (Case): Adult - Change to Service Request for MullenTest, Tom - (03/05/1955) [CAS-000001-000... ®
MULLENTES |d: 444264) v Born: 03/05/1955 (67 Years) Gender: Male NHS No: W/
Pronouns: <€\> n P~ -
Preferred Name: =
| Menu Details
Case* Responsible Team*
MullenTest, Tom - (03/05/1955) [CAS-000001-0002] ‘ CareDirectorTest
Form Type* Responsible User
Adult - Change to Service Request n ‘ Scott Simpson » Q
Status*® Due Date
Complete v l ‘ 23/06/2022
Not Started Review Date
In Progress .
Complete ‘
Closed -
Cancelled
Approved
! |

b

3. Activity Only: If there are changes needed to be made after saving and
completing, to re-activate the Activity is through the Activate icon on the

toolbar.
I\ Caredirector @ Home O pce \/ @ Settings \/ Q @ Q (9 : CareDirectorTest
« & L ?F g Task: Test Task for Case ®

MULLENTEST Tom (Id: 444264) v Born: 03/05/1955 (67 Years) Gender: Male NHS No: \/

> -

Activate

Pronouns:

Delete
Preferred Name:

Run Workflow
Menu \/ Details

Copy Record Link
General
Subject*

Test Task for Case

Description

Q R | ® source 33

Test
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How to tell if an Activity is linked to a Case or Person Record

1. When opening an Activity from the Dashboard it can be hard to tell where it
is linked. Once opened, scroll down to Details heading under the Details tab,
and look at Regarding.

-
A Caredirector @ Home C] Workplace N\ @ Settings @ E Q @ X’ CareDirectorTest
<« B B & r Task: CHC Funding Decision - Fully funded @
TOMTEST (Id: 444276) ~ Person Record Born: 24/07/1950 (72 Years) Gender: Male NHS No: ./
Pronouns: <A> ] @
Preferred Name: Tom =
Menu \/ Details
Details
Regarding* Responsible Team *
#4| Tom, TEST - (24/071950) [CAS-000001-0018] Q CareDirectorTest | Q
Reason Responsible User
Priority Category
Due* Sub-Category
‘ 24/06/2022 | i | | 0B:48 ‘G ‘ | Q
Status* Outcome
Open > ‘ | Q
Contains Information Provided By A Third Party? Is Case Note?

2. If the symbol is a folder and the name in the field has (CAS-XXXXXXX) then it
is linked to a Case.

3. If the symbol is a Person and the field has a name only e.g. Tom, Test. Itis
linked to a Person Record.

4. If needed, you can select the name in the field in Regarding, (it does not
matter if it is a Case or a Person Record) and go into the record by selecting
View.

Case Tom, TEST - (24/07/1950) [CAS-000001-0018]

Contact Details

Case Na

CAS-000001-0018

Data/Tima Contact Raceived

24/06(2022 00:00

Contact Received By
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How to Allocate a new Activity to another team
1. Before saving a new Activity, you can assign it to another team. Under
Responsible Team select the Team you would like to action this using the
Lookup function.

A Caredirector m Home ﬁwurkp\ace\/ @Setlings\/ @ E Q @ C CareDirector

¢ 8wy x e 5

MULLENTEST Tom (Id: 446230) Born: 03/05/1995 (27 Years) Gender: Male NHS No: .°

Pronouns: @
Preferred Name:

Details
Regarding* Responsible Team*
|#4| MullenTest, Tom - (03/05/1995) [CAS-000001-0011] X ‘Q CareDirecter Q|
Reason Responsible User
‘ Q Scott Simpson | X | Q |
Priority Category
Due* Sub-Category
Status* Outcome
Open . { | Q|

2. Use the Look in options to select the correct location before using the search
bar. My Teams will show any team you are part of Lookup View will have
every team using CareDirector. Once selected, press OK.

A Caredirector m Home (5 Workplace “ @Senings\/ @ @ & Cl) : CareDirector

Teams Enter your search criteria.

Look My Teams

in
System Views
Lookup View
Search

Reference Data Owner Teams

Name =4 Business Unit
‘Adults Connecting Care Team West Adult Services
AMHP rota Adult Services
CareDirector CareDirector

Sensery Impairment Team Adult Services
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3. If you know the Responsible User use the Lookup function, and select the
System User. However, if you do not know the Allocated Worker then press
the X on the Responsible User field. Then select Save when done.

J\, caredirector (R Home (5 Workplace s/ €} Settings “/ e B & O : CareDirector

&« B v X Task: New ®
MULLENTE 2 (ld: 446230) Born: 03/05/1995 (27 Years) Gender: Male NHS No:

Pronouns: <l\> * ]
Preferred Name:

Details
Regarding* Responsible Team *
MullenTest, Tom - (03/05/1995) [CAS-000001-00T1] X Q Sensory Impairment Team X
Reason Responsible User
Q Scott Simpson X | Q
Priarity Category
Due* Sub-Category
© Q
Stat Outcome
Open ~ Q
Contains Information Provided By A Third Party? Is Case Note?
D Yes D Yes
® No ® No
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How to Allocate an existing Activity to another team

1. Locate the Activity and decide what is required for the Responsible User
field. If you know who the Responsible User is, then select them through the
Lookup function. However, if you do not know who the Responsible User
will be then select the X on the Responsible User field. Then select Save.

A\, coredirector () Home (5) Workplace s 8} Settings \/

e o 2 ¢ Tk
MULLENTESTSUI®(1d: 446230)

Person Record
Pronouns:

Preferred Name:

QB %9 J

CareDirector

®

Born: 03/05/1995 (27 Years) Gender: Male NHS No: v/

o

Menu Details
Details
Regarding * Responsible Team*
MullenTest, Tomn - (03/05/1995) [CAS-000001-0011] Sensory Impairment Team
Reaso Responsible User
Q Scott Simpson x| Q

Priority Category
Du Sub-Category

28/10/2022 08:00 © Q
Status*® Outcome

Open v Q

2. Next select Assign this record to another team from the toolbar.

I\, caredirector v 8} settings N/ Q B & O : CareDirector
& %] Task: Test @
MULLENTESTTom (Id: 446230) Person Record Born: 03/05/1995 (27 Years) Gender: Male NHS No: \/
Pronouns: @ gg
Preferred Name:
Menu \/ Details
Details
Regarding* Responsible Tear
MullenTest, Tom - (03/05/1995) [CAS-000001-0011] Sensory Impairment Team
Reason Responsible Us:
Q Q
ity Categ:
Q Q
Due* Sub-Category
28/10/2022 iz 08:00 © Q
Stat Outcome
Open v Q
Cont; rformation Provided By A Third Party? Is Case Note?
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3. This will open a new window. Choose the Responsible Team that this
Activity will be sent to using the Lookup function. Remember to use Look
in once selected to pick from other teams.

A Caredirector @Hcme C]workp\ace\/ @Seuings\/ @ @ Q @ : CareDirector

Assign

Responsible Team*

Responsible User Decision *

4. Then under Responsible User Decision due to us already deciding what is
going to happen with the current Responsible User then select Do Not
Change. If you did not choose already and you do not know who the new
Responsible User will be then select, Clear on Current Record Only. Then
select OK.

A Caredirector @ Home C]workp\ace\/ i@]sauingsv @ E{ Q @ : CareDirector

Assign
Responsible Team *

Adults Connecting Care Team West

Responsible User Decision*

De not change

5. The Activity will automatically Save and will be sent to the new Responsible
Team dashboard.
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How to Clone Activities

1. Locate the Activity that requires Cloning. Then select the Clone icon from

the toolbar.

I\ Caredirector @ Home [5 Workplace \/ @ Settings \/ @\ @ Q CL) : CareDirectorTest
(‘ O ’., @ 2’_ : Task: Test subject P&A fdjndf @
TOMTEST (Id: 444267) Vv Born: 21/06/2022 (20 Weeks, 4 Days) Gender: Male NHS No: \/
Pronouns: <:> u @ °
Preferred Name:

Menu \/ Details

General

Subject*

Test subject P&A fdjndf

Description

Q R | @ souce 33

This is done.

2. This will open a Clone window. Choose where the Activity will be Cloned to
and if you want to Retain the Status that is has (Completed, Open,
Cancelled). Check box the Service User you want it to go to and then when
done, select Clone.

Clone Activity

Clone Activity to* Retain Status?*

‘ Adult Safeguarding v ‘ ‘ No v ‘
Person Id Name Relationship Primary Rez
444267 TEST Tom Adults Safec

Page1 1-1

Clone ‘ Close ‘
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1. Locate the Record you want to upload an attachment too. This will work the
same way for all records. Open the Menu, Related Items and then select

@ B % O

CareDirectorTest

Attachments.
I‘\ Caredirector @ Home [‘:] Workplace \/ @ Settings
« 7 ¥ @ Person: TEST Tom
TOMTEST (Id: 444267)

Pronouns:

®

Born: 21/06/2022 (15 Weeks, 0 Day) Gender: Male NHS No:

O

[ Menu /N Timeline Summary Profile Cases Services Document View Alll Activities
Activities L} Q L W @
Addresses Alerts And Hazards Allegations (Alleged Allegations (Alleged Attachments
Abuser) Victim)
Related Items
o3 & &}
Health Audit Complaints And Contacts Forms (Persan) Primary Support

Feedback

Mental Health Act

Subject Access Request

Work and Education

Other Information

Finance

Care Natwnrke

Reasons

2. When opened, select the Create New Record from the toolbar.

@ Home

[‘:] Workplace \/ @ Settings

I\ Caredirector

@ B % O

CareDirectorTest

« 7 ¥ @ Person: TEST Tom
TOMTEST (Id: 444267)
Pronouns:

Preferred Name:

Timeline Summary Profile Cases Services Document View

i Attachments (For Person)

[ Related Records v Search for records

Title Document Type Document Sub Type
NO RECORDS
No results were found
for this screen.
INTERNAL USE ONLY

®

Born: 21/06/2022 (15 Weeks, 0 Day) Gender: Male NHS No: v/

All Activities

[a[2]

Date Created By Created On
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3. Fillin the mandatory fields. When finished, select the Browse button in the
File field.

I\ coredirector Q) Home (%) Workplace 3 Settings N~ @ @B &% 9 CareDirectorTest
« B B Attachment (For Person): New ®
TOMTEST (Id: 444267) m Born: 21/06/2022 15 Weeks, 0 Day) Gender: Male NHS No:
Pronouns: n
Preferred Name: &
Details
General

Respansible Team *

TEST Tom X |Q CareDirectorTest x| Q
Titl
Test Document Upload
Dat Choose file Browse
o ©
Declared
Client x| Q
® No
Document Sub Type*

Cloning Information

s Cloned? Cloned From

4. Select a File from your computer/ SharePoint and select Open.

€ open >

“ v » ThisPC » Documents » CareDirector V6 » ME Training w [} 0 Search ME Training

Organise « New fol e [ @
A ~

OneDrive = — = =

& OneDri @ Training Superuser Booking Sheet 00/03/2022 10:27 Microsoft Excel C... 1KB
neDrive

& ThisPC
) 3D Objects
[ Desktop

@ Documents
‘ Downloads
J) Music

&= Pictures

m Videos

s Windows (C)
== Datastore (G:)
== scottsimpson Us

T he

File name: | Training Superuser Booking Sheet v| All files

5. After uploading, the file name will appear and then select Save from the
toolbar.

INTERNAL USE ONLY PAGE 46 | 77



v/akefieldcounci
Worfcmg_forqou

CAREDIRECTOR HOSPITAL SOCIAL WORK TEAM

How to upload multiple attachments

1. Locate the Record you want to upload an attachment too. This will work the
same way for all records. Open the Menu, Related Items and then select

-
I\ Caredirector @ Home [ﬁ Workplace “\/ @ Settings Q E Q @ CareDirectorTest
&« rd * & Person: TEST Tom @
TOM TEST (Id: 444267) Born: 21/06/2022 (15 Weeks, 0 Day) Gender: Male NHS No:
Pronouns: ® n
Preferred Na
[ Menu N\ Timeline Summary Profile Cases Services Document View All Activities
J
Activities . L4 o L] &
Addresses Alerts And Hazards Allegations (Alleged Allegations (Alleged Attachments
Abuser) Victim)
Related Items
& o
Health Audit Complaints And Contacts Farms (Person) Primary Support
Feedback Reasons

Mental Health Act

Subject Access Request

Work and Education
Other Information

Finance

2. When opened, select the Upload Multiple Files from the toolbar. Ensure that
all attachments are of the same Document Type.

=
I\ Caredirector @ Home [ﬁ Workplace “\/ @ Settings Q E Q @ CareDirectorTest
« 7 y @ Person: TEST Tom ®
TOMTEST (Id: 444267) Born: 21/06/2022 (15 Weeks, 0 Day) Gender: Male NHS No:
Pronouns: ® (*]
Preferred Name:

[ Menu 1 eline Summary Profile Cases Services Document View All Activities

+ E|E]lY Attachments (For Person)
[ Related Records v ] Search for records Q ‘ o] I

Title Document Type Document Sub Type Date Created By Created On

NO RECORDS

No results were found
for this screen.
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3. This will open a window and the Document Type and Document Sub Type
needs to be chosen using the Lookup function.

A Caredirector () Home (5) Workplace % {8} Settings \v @ @B &« 9 : CareDirectorTest
s % @  Person: TEsTTom ®
TOMTEST (Mr) (Id: 444276) ¥ Born: 24/07/1950 (72 Years) Gender: Male NHS No:

Pronouns: ® o |
Preferred Name: Tom = -

{ Menu v Timeline Summary Profile Cases Services Document View All Activities

Upload Multiple Files

Document Type* ponsible Team *

| CareDirectorTest

Document Sub Type*

4. If Browse for Files is selected, you can only select one file at a time, but you
can do it multiple times. However, if you open the File Explorer separately
and click on all files using Ctrl + Left Click you can click, drag, and drop in
the Drop files here to attach them box. When done, select Start Upload.

A Caredirector () Home (5) Workplace n {8} Settings v e B % O : CareDirectorTest
/s % @  Pperson: TESTTom N

TOMIEST (Mr) (Id: 444276) v d Born: 24/07/1950 (72 Years) Gender: Male NHS No:

FesFarsd W ® 2%

[ Menu N/ Timeline Summary Profile Cases Services Document View All Activities

Upload Multiple Files

Drop files here to attach
them
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How to find a Form (Case)

1. Locate the Case the Form is in. Open Menu, select Related Items and then
select Forms (Case).

-

A\ coredirector (A Home () Workplace \/ {8 Settings \/ QB & O CareDirectorTest
€ ®

Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS No: \/

&%

Case: Tom, TEST - (21/06/2022) [CAS-000001-0087]

TOMTEST (id: 4 Person Record

Pronouns:
Preferred Na 1

Timeline  Details
9 : : @ Py
Activities b} °] é A = L 2
Actions ult Safeguarding Attachme Audit Deprivations Of Forms (Case) Involvements Involvements History
Lib
Related Items
Other Information Joint Case Members Status History
Form (Case) Created 21/09/2022 13:0425
Team =]
a A new record of form (case) was created by Scott Simpson.
—— Due Date Form Type Status
AMHP Report Form In Progress
Case Involvement Updated 210912022 122312
Scott Simpson changed End Date from ‘Empty’ to '21/09/2022"
Involvement Member Role: Start Date
Community Occupational Therapy Service Occupational Therapist 21/09/2022
Case Involvement Created AONZZ 220

A new record of case involvement was created by Scott Simpson.

Reset Refresh Apply Involvement Member: Role: Start Date:

2. Select the relevant for Form to open.

-
FN\ coredirector (2) Home () Workplace »s {8 Settings \~ @ [@E & O || CareDirectorTest
& Case: Tom, TEST - (21/06/2022) [CAS-000001-0087] [©)
TOMTEST Born: 21/06/2022 14 Weeks, 6 Days) Gender: Male NHSNo:
Pronouns: n
Preferred Name: @
Menu Timeline Details

+ m 1 @ Forms (Case)

Related

ala

Due Date 7| Form Type Start Date Status ible User Responsible Team c By Completion Date  Signi

AMHP Report Form 21/09/2022 In Progress Scott Simpson CareDirectorTest
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How to add a Form

1. Whilst on the Person Record. Select the Cases tab to find the current Case.
When found, select it to open the Case Record.

J\ Caredirector (A Home (%) Workplace \/ {8} Settings \/ QB & O J.( CareDirectorTest

Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS No: \/

Person: TEST Tom

)

TOMTEST (Id: 444267)

Pronouns: <A> [* |
Preferred Name:

Person Record

[ Menu \/ | Timeline Summary Profile Cases Services Document View All Activities
+ B @ 2 £ Cases
Related Records v Search for records ‘ Q ‘ a |
m] Responsible Team Responsible User £ Case Date/Time Contact Reason Case No Presenting Priority. Case Status Cre:
O CareDirector Support 21/06/2022 07:00:00 A - Adult Safeguarding CAS-000001-0010 Assign To Team Scat
o AMHP Coordinator 20/09/2022 09:20:00 A - AMHP Assessment CAS-000001-0087 Assign To Team Scat

2. When the Case Record is open, select Menu, Related Items and then Form
(Case).

-
I\ Caredirector @ Home ﬁ Workplace @ Settings “/ @ E& Q @ CareDirectorTest
-

& H Case: Tom, TEST - (21/06/2022) [CAS-000001-0087] @
TIOMTIEST (Id: 444267) Born: 21/06/2022 (15 Weeks, O Day) Gender: Male NHS No: ./
Pronouns: o : n%

Menu A Timeline Details
Activities =} @ & 2] | e
Actions Adult Safequarding Attachments Audit Deprivations Of Forms (Case) Involverments
Liberty
Related Items
Other Information Involvements History  Joint Case Members Status History
" Form (Case) Created 21/09/2022 13:04:25
Team I—J
Q A new record of form (case) was created by Scott Simpson.
Profession Type Due Date: Form Type: Status:
AMHP Report Form In Progress

Case Involvement Updated 21/09/202212:2312

Scott Simpson changed End Date from 'Empty’ to '21/09/2022".

Invelvement Member: Role Start Date:

Community Qccupational Therapy Occupational Therapist 21/09/2022

Reset | [ pefresh Senice
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3. Select Create New Record from the toolbar. Please note the title, if you want
to add a Form to a Case check that the title says Form (Case).

J\, Caredirector (R Home (5) Workplace s €83 Settings \/ Q B & D CareDirectorTest

&« Case: Tom, TEST - (21/06/2022) [CAS-000001-0087] ®

TOMIEST (Id: 444267) Born: 21/06/2022 (15 Weeks, O Day) Gender: Male NHS No: ./
Pronouns: @ * |
Preferred Name:

M 1 Timeline Details

m o v Forms (Case)

Related Records v earch for records ale
Due Date 5| Eorm Type Start Date Status Responsible User Responsible Team c By
AMHP Report Form 21/09/2022 In Progress Scott Simpson CareDirectorTest

4. Once inside the Details. This section focuses on telling CareDirector which
Form you would like to be worked on. Select this using the Lookup function
of the field Form Type. When finished, select Save.

-
F\ caredi (R Home (5 Workplace s/ €} Settings “/ aQ B & 9D CareDirectorTest
? ~r
&« B Form (Case): New ®
TOMIEST (id444276)  ~ (et Born: 24/07/1950 (72 Years) Gender: Male NHS No: \/
Pronouns: @ a @
Preferred Name: Tom
Details
General
Case* Responsible Team *
Tom, TEST - (24/07/1950) [CAS-000001-0018] x| Q CareDirectorTest x|Q
Form Type* ﬁcnsun User
Status*® Due Date
In Progress ~
Start Date* Review Date
21110/2022
Preceding Form
I
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5. Now that CareDirector has given us the correct Form, the Edit button
appears on the toolbar. This will allow us to go into the Form and fill it out.

(&) workplace v 8} Settings v Q B & D ™ CareDirectorTest

Form (Case): AMHP Report Form for Tom, TEST - (21/06/2022) [CAS-000001-0087] Starting 21/09/2022 created by Scott Sim... @

TOMIEST (Id: 444267) (IESURREILE] Born: 21/06/2022 (15 Weeks, 0 Day) Gender: Male NHS No:

Pronouns: ® *]
Preferred Name:

Menu Details

General

Case* Respansible Team *

Tom, TEST - (21/06/2022) [CAS-000001-0087) CareDirectorTest

Form Type* Responsible User

AMHP Report Form Scott Simpson x| Q
Status*®

Due Date
In Progress ~
Start Date*

Review Date

21/09/2022

Preceding Form

At dtAT e N Fm i At

6. Fill out the Form accordingly and then Save and Return to Previous Page.

-
A\, coredirector Home (5] Workplace \ 83 Settings v~ @ B < D CareDirectorTest
< %] RlE = H AMHP Report Form
TOM,TEST (Id: 444267) Born: 21/06/2022 (15 Weeks, 0 Day) Gender: Male NHS No:  ~/
Pronouns:

Preferred Name:

Service User Details

Referral Details

Further Details

Background Information Client previously known to services?

AMHP'S Assessment of th...

Ethnic Origin

[~ |
z
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How to Allocate a Form

1. Once a Form has been filled out and it needs to be sent to another team to
action it. On the Details tab select the Assign inside the Three Dots on the
toolbar.

A Caredirector m Home ﬁ Workg
« B R s @]

TOMTEST (Id: 44427€) ~

cce \ 8 settings N Q B & D 3 CareDirectorTest

N

Prm (Case): Adult - Change to Service Request for Tom, TEST - (24/07/1950) [CAS-000001-0018] Starting 20/10/2022 create... @

Print History Born: 24/07/1950 (72 Years) Gender: Male NHS No: v/

Pronouns: a
Share @
Preferred Name: Tom ‘5 5
— 3
Menu \/ ‘ Details
—r Clone

Sync with PDS

General Restrict Access
Case* Delete Responsible Team *

Tom, TEST - (24/07/1950) [CAS-00 Run Workflow Q CareDirectorTest | Q

| Copy Record Link

Form Type* Responsible User

Adult - Change to Service Request Q Scott Simpson ‘ » | Q |
Status* Due Date

In Progress ~ 27N0/2022 | ﬁ |
Start Date* Review Date

20/10/2022 ‘ iz ] | i |
Preceding Form

2. This will open a separate window for you to allocate this Form to another
Team. Remember to select Look in and change to Lookup View to find
teams.

A Caredirector () Home (5) Workplace \ 8 Settings \v/ a R &« D : CareDirectorTest

Teams Enter your search criteria.

Look My Teams
in

System Views
Lookup View
Search

Reference Data Owner Teams

Name 24 Business Unit

o CareDirectorTest CareDirectorTest
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3. Once the appropriate team has been selected and your selection looks the
same as this on screen (apart from responsible team) then select OK.

A Caredirector @ Home C]workp\ace ~ @Seuingsv @ E Q ﬂ-) : CareDirectorTest

Assign

Responsible Team *

Accommeodation Team

Responsible User Decision*

Clear on current record only

[ include Inactive?

Related Recorde to
Check/Uncheck All

Appointment

Assessment Factor
Attachment (Case Form)

Email

Email Attachment
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How to Clone a Form

1. Locate the Case the Form is in. Open Menu, select Related Items and then
select Forms (Case).

N\, Coredirector (A Home () Workplace \/ {8 Settings \/ Q B & 9 ™) CareDirectorTest

Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS No: \/

<« Case: Tom, TEST - (21/06/2022) [CAS-000001-0087]

TOMIEST (10 444267, (SRRl

Pronouns: o 9
Preferred Naj 1

Timeline  Details
: G -
Activities -] =] 4 B B ' 3
Actions guarding Attachments Audit Deprivations Of Involvements Involvements History
Liberty
Related Items
Other Information Joint Case Members Status History
5 Form (Case) Created 21i09/2022 130425
Team Z)
a A new record of form (case) was created by Scott Simpson.
Profession Type Due Date: Form Type: Status:
AMHP Report Form In Progress
C) Case Involvement Updated 20912022 122312
Scott Simpson changed End Date from ‘Empty’ to '21/09/2022"
involvement Member: Role: start Date
Community Occupational Therapy Service Occupational Therapist 2/09/2022
Case Involvement Created 21/09/20221217:20

Anew record of case involvement was created by Scott Simpson.

Reset Refresh Apply Involvement Member: Role: Start Date:

2. Select the relevant for Form to open.

A\ Coredirector (A Home (7] Workplace \v {8 Settings \v Q@3 % O ™ CarebirectorTest

&« Case: Tom, TEST - (21/06/2022) [CAS-0000071-0087] @

TOMTEST (Id: 444,
Pronouns: ® [#]
Preferred Name:

Menu N/ Timeline Details

d Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS No: N/

+ m 2 @ Forms (Case)

Related

. Search forrecor alz

Due Date F} Form Type Start Date Status ible User Responsible Team [« By Completion Date  Signi

] AMHP Report Form 21/09/2022 In Progress Scott Simpson CareDirectorTest
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3. From the toolbar, select the Three Dots and select Clone.

e\ (B} Settings \v

A Caredirector () Home (%) 1

a B« o O

CareDirectorTest

« B B /s @f:]

TOMTEST {Id: 444267)

orm (Case): AMHP Report Form for Tom, TEST - (21/06/2022) [CAS-000001-0087] Starting 21/09/2022 created by Scott Simpson @

Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS No: /'

Ml Crint History
Pronouns: — ® B
Preferred Name:
Menu N/ Details
D — Clone
General Restrict Access
Case® Delete Responsible Team*
Tom, TEST - (21/06/2022) [CAS-00 Run Workflow | Q CareDirectorTest | Q
Copy Record Link
Form Type* Responsible User
AMHP Report Form | Q Scott Simpson x| Q ‘
Status* Due Date
In Progress ~ ‘ ﬁj
Start Date* Review Date
21109/2022 m ‘ ﬁ ‘
Preceding Form

Additional Information

Separate Assessment
© Yes

® nNo

4. It will open a new window. Enter the Start Date of Form. Select which Case
you would like this Form to be Cloned to. When check boxed, select Clone.

A Caredirector ) Home (7] Workplace s {8 Settings \/

Clone Form (Case)

Start Date of Form *

0310/2022

1 Pperson Case
/] TEST Tom [Primary) (CAS-000001-0010

TEST Tom (Primary) CAS-000001-0087

CaseStartDate  Case Status
21/06/2022 07:00..  Assign To Team

20/09/2022 09:2. Assign To Team

Page1

5. You do not need to Save this.

INTERNAL USE ONLY

CareDirectorTest

a @ «o g

Responsible Team Responsible
CareDirector Support

AMHP Coordinator

Cancel
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6. Please note: If you would like to Clone a Form that has another Status other
than closed. You cannot have two Forms that are the same in the same
Case. Therefore, if you want to Clone a Form to the same Case ensure that
you Closed that Form first and get that signed off by the appropriate System

User.

l‘ Caredirector GD Home C] Workplace N/ [§3‘ Settings N/

Q /B &« D : CD V6 Team

€ @ @ B

Pronouns:
Preferred Name:

Menu \/ Details

General

Case*®

Responsible Team®

Form (Case): Adult Care and Support Plan for Tom, TEST - (21/06/2022) [CAS-000001-0087] Starting 09/11/2022 @

Born: 21/06/2022 (20 Weeks, 3 Days) Gender: Male NHS No: v/

&% e

Tom, TEST - (21/06/2022) [CAS-000001-0087]

CareDirectorTest

Form Type*

Responsible User

Adult Care and Support Plan

Scott Simpson

Status*

Due Date

Closed v I 1/11/2022 | = ‘
Start Date* Review Date

09/11/2022 ‘ & | | = ‘
Preceding Form
Completion Details
Completed By * Completion Date*

Scott Simpson ‘ | 09/11/2022 | = ‘
Signed Off By* Signed Off Date *

Scott Simpson ‘ | 09/11/2022 | = ‘
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How to reactivate a Closed Form

1. Locate the Form that needs to be reactivated.
Please note: If the same Form Type is open, you cannot Reactivate it.

A Caredirector Gﬁ Home C] Workplace “N €§3 Settings N/ Q @ ‘k @ : CareDirectorTest
&« @ () =) : Form (Case): Occupational Therapy Conversation Record for Tom, TEST - (21/06/2022) [CAS-000001-0010] St... @
TOMTEST (Id: 444267) ~ Person Record Born: 21/06/2022 (20 Weeks, 4 Days) Gender: Male NHS No:
Pronouns: @ n% @ o
Preferred Name:
Menu . Details
General
Case* Responsible Team *
Tom, TEST - (21/06/2022) [CAS-000001-0010] ‘ CareDirectorTest
Form Type* Responsible User
Occupational Therapy Conversation Record ‘ Scott Simpson
Status* Due Date
Closed v 2012/2022 |
Start Date* Review Date
10/M/2022 = |

Preceding Form

2. Select the Three Dots and select Activate.

-
A Caredirector @ Home [i] Workplace \/ @ Settings \/ Q @ Q @ CareDirectorTest
-
« @ @ B rm (Case): Occupational Therapy Conversation Record for Tom, TEST - (21/06/2022) [CAS-000001-0010] St..  (7)
TOMTEST (Id: 444267) ‘ chare Born: 21/06/2022 (20 Weeks, 4 Days) Gender: Male NHS No: /'
Pronouns: * | Y
A
Preferred Name: s=ian <'d> g @
\ Clone
Menu ./ Details
Activate
General Delete
Case* Run Workflow Responsible Team *
Tom, TEST - (21/06/2022) [ Copy Record Link ‘ CareDirectorTest
Form Type* Responsible User
Occupational Therapy Conversation Record ‘ Scott Simpson
Status* Due Date
Closed v 20/12/2022 =
Start Date*® Review Date

10/1/2022 ) |

Preceding Form
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How to input Service Provisions

Where to find Service Provisions
1. Every Service Provision in the Service Provision booklet will require these
steps beforehand.

2. Select the relevant Person Record and select Services.

-
l\ Caredirector G] Home [f] Workplace @ Settings \/ Q E& Q @ CareDirectorTest
« 7 ¥ p Person: TEST Tom [©)
TOMTEST (Id: 444267) Person Record Born: 21/06/2022 (13 Weeks, 3 Days) Gender: Male NHS No: v/

Pronouns: n
Preferred Name: C
Menu ] Timeline Summary Profile Cases Services Document View All Activities

Filer By SEP 2022
h ] Task Created 21/09/202213:42:01
=]
From A new record of task was created by Scott Simpson.
Responsible Team: Responsible User: Subject:
To CareDirectorTest Scott Simpson Referral has been Allocated

" Form (Case) Created 21/09/2022 13:04:25
Team 2]

‘ Q ‘ A new record of form (case) was created by Scott Simpson.
Profession Type Due Date: Form Type: Status:
‘—‘ AMHP Report Form In Progress

Case Involvement Updated 2/09/202212:23:2

o
oo, | .
Reset Refresh Appl Seott Simnson chanaed Fnd Date fram 'Fmnty' 1o '21/09/2077

3. After selecting Services, if the Service Provision is not linked to an existing
one, create a new one by selecting the Create New Record from the toolbar.

=
Fa\ Caredirector @ Home f] Workplace ~\v/ @ Settings \/ @ @ < @ CareDirectorTest
&« ra ’ & Person: TEST Tom @
TOMTEST (Id: 444267) Born: 21/06/2022 (13 Weeks, 3 Days) Gender: Male NHS No:
Pronouns: @ n
Preferred Name:
———

Menu Timeline Summary Profile Cases Services Document View All Activities

)

+]|m @& 2 £ Service Provisions

Related Records v Search for records Q ‘ ] I
O dsy Person Id [Person]  Status Planned Start D... Planned End Da... Actual Start Date  Actual End Date Service Eleme
0 220022 TEST Tem 444267 Draft 08/08/2022 Adult Residen

4. Then follow the appropriate section to complete the Service Provision.
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How to Authorise a Service Provision

1. Locate the Service Provision and make sure the Status is Ready for
Authorisation. If it is not, then go into the record and change the Status to
Ready for Authorisation then select Save.

caredirectflli MY Home [ Workplace s 8} Settings \/ Q B & 9 3 CareDirectorTest

Service Provision Statuses Enter your search criteria.

Look Lookup Records
in

Search Search for records

Name

Draft

Booking Reguest
Validation Required
Waiting List
Saiccicd

Ready for Authorisation

2. Ifiinside the record, you need to come out to ensure you are seeing the grid
view. From the grid view in Person Record or Dashboards. Checkbox the
correct Service Provision and select the Three Dots from the toolbar. Then
select Authorise.

A Caredirector m Home ﬁwnrkp\aze N @Setlings\/ [} E Q @ 3 CareDirectorTest

« # % @ |person: TESTTom ®
TOMTEST (Mr) (I 444276) v Born: 24/07/1950 (72 Years) Gender: Male NHS No: ./
Pronouns: * |

Menu S/ ‘ Timeline Summ: Profile Cases Services Document View All Activities
+ m @ 8 #£| Service Provisions

Related Records Unpin from me v Search for records Q ‘ o I

Ready to Authorise

0O, dFL Person Planned Start D... End Da.. Actual Start Date Actual End Date Service Element 1
[ 2 ]

0015 TEST Tom Calculate Cost Per Week 24/06/2022 Adult Residential Care
220012 TEST Tom Cancel squest  24/06/2022 SDS - WMDC Managed Account
Update GL Code
Bulk Edit
Delete
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How to input Service Deliveries

1. You will now need to record Service Deliveries. Select Service Deliveries
from the tabs and select Create New Record from the toolbar.

]
l\ Caredirector GD Home @ Workplace \/ @ Settings \/ Q E Q @ S 4 CareDirectorTest
& : I Service Provision: Tom MullenTest \ A J Social \ SDS - Managed Account \ Home Care \ Spot \ 220110 \ 08 Nov 2021 @
MULLENTESTTom (ld: 444264) Vv Born: 03/05/1955 (67 Years) Gender: Male NHS No: \/
Pronouns: @ g[@ e e
Preferred Name: =
‘ Mg 7 ‘ Timeline Details Service Deliveries Service Delivery Variations Costs Per Week Finance Transactions

E 2 ' Service Deliveries

‘ Related Records Vv ‘ Search for records ’ Q ’ o |

Person Id Planned Start Ti..  Units Total Units Total Visits Monday Tuesday Wedr

NO RECORDS

No results were found
for this screen

2. Now select the information required. Units is based around 1 being a 1 of the
Rate Unit. For example, if your Rate Unit shows Per 1 Hour Unit then you
put Units as 1 this will record that each visit will be 1 hour long. If it says 0.5
it will be half an hour each visit.

3. Planned Start Time is the time that the visit takes place on the chosen dates.
If more than one visit is required and at different times, then when Saved
create a new Service Delivery.

4. Once Saved, this will automatically generate Total Visits/ Total Units.
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A Caredirector m Home @ Workplace [:DB Settings Q E Q @ CD V6 Team
&« %] B & 2 Service Delivery: TEST Tom \ Reablement Tearn \ Re-ablement \ Qutreach \\\ Spot | 220088 112 Oct 2... @
TOMTEST (Id: 444267) Born: 21/06/2022 (20 Weeks, 3 Days) Gender: Male NHS No: v/
Pronouns: n @ °
Preferred Name: <>

I Menu \/ I Details Variations

General

Service Provision *

Responsible Team*

TEST Tom | Reablement Team \ Re-ablement \ Outreach \\ \ Spot \ 22008... ‘ |

CareDirectorTest

d* Rate Unit*
188114 I Per 1 Hour \ Hours (Whole) \ Hours (Part) | ‘
Planned Start Time* Units®
09:00 ‘ @I 1.0000 ]
Total Visits® Total Units*
7 I 7.0000 ]
Number of Carers®
! I
Schedule applies to days
Select All* Thursday *
® vYes @ Yes
O No O Ne
Monday* Friday*
® ves @ Yes
O Ne O No
Tuesday* Saturday *
. ® ves
O No O No
Wednesday* Sunday *
® vYes @ Yes
O no O No

5. If the Service User requires multiple different visits at separate times. Ensure
another Service Delivery has been inputted.
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1. Locate the Service Provision and ensure that the Status is Authorised.

,\ Caredirector
< B a

Pronouns:
Preferred Name:

Mera 7 Timeline

General

Person*

Tom Test

225727

(A Home

TEST.Torn (Id: 446228)

) Workplace \/ 8} Settings \v/

a @B %X O

CareDirector

2, : I Service Provision: Tom Test \ Carers Trust - 205632 \ ISF Provider \ ISF \\ \ Spot \ 225727\ 21 Oct 2022 I @

O

Details Costs Per Week

Finance Transactions

Status*

Authorised

Service Request

Service Element 1*

ISF Provider

Special Scheme

Born: 03/05/1995 (27 Years) Gender: Male NHS No:  \/

&%

Responsible Team*

CareDirector

Responsible User*

Scott Simpson

Service Element 2*

ISF

Finance Client Category

2. Select the Three Dots from the toolbar and select Clone.

I\ Caredirector

Pronouns:
Preferred Name:

Menu v Timeline
General

Person*

Tom Test

225727

Status*

Authorised

Service Request

Service Element 1*

ISF Provider

Special Scheme

(R) Homd

nto me

Unpin from me

Update GL Code

Restrict Access
Delete
Run Workflow

Copy Record Link

Budget Position Statement

Workplace \ 3 Settings \/

nce Transactions

@ @ % 0

CareDirector

Service Provision: Tom Test\ Carers Trust - 205632\ ISF Provider | ISF \\\ Spot | 225727\ 21 Oct 2022 @

Born: 03/05/1995 (27 Years) Gender: Male NHS No:

o

Responsible Team *

CareDirector

Responsible User*

Scott Simpson

Service Element 2*

ISF

Finance Client Category
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3. Select the new Start Date and Start Reason and select OK.

A Caredirector @ Home C]workp\ace ~ @Setlingsv @ @ Q @ : CareDirector

Clone Service Provision

Start Date*

{ 2110/2022

Start Reason*®

\ Change in type of care

Cancel ‘
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How to End Service Provisions

1. Locate the Service Provision that requires an end date. Select the Details
tab, scroll down to the Dates heading and enter an Actual End Date and End
Reason. When finished, select Save.

A\, coredirector () Home (5) Workplace s 8} Settings \/ Q B &< D : CareDirectorTest
&« B 2 H Service Provision: TEST Tem \ Co-ordination Team }y SDS - WMDC Managed Account '\ Home Care \\\ Spot \ 220012\ 24 Ju.. @
TOMTEST (Mr)_(Id: 444X v Born: 24/07/1950 (72 Years) Gender: Male NHS No: v/
Pronouns: @ Y ﬂ%
Preferred Name: Tom
Menu N/ Timeline Details Service Deliveries Service Delivery Variations Costs Per Week Finance Transactions
PR oS (ranyg A
Dates
Planned Start Date Planned End Date
24/06/2022 e pnly
Actual Start Date Actual End Date
2110/2022
Start Reason* End Reason*
New Placement X Q Carer's Decision b4 I Q |

Commissioning

Purchasing Team Frequency in Weeks*

Adults Connecting Care Tearm East X | Q 1
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1. Before a Case can be closed, any ongoing work associated with the Case must be ended.

2. Only the secondary and external Involvements need to have an end date. The Responsible User/ Team will automatically

end once the Case has been closed.

3. From the Menu dropdown list on a Case Record, select Related Items and then Involvements.

l\ Caredirector GD Home [f] Workplace \/ @ Settings \/

CareDirectorTest

Qa B & O

(— : Case: Tom, TEST - (21/06/2022) [CAS-000001-0087]
Pronouns:

Preferred Nam

Menu /\ Timeline Details

Activities

@ ® %

Actions dult Safeguarding Attachments

Related Items

) 3

Involvements
History

Health Involvements

Other Information

[

INTERNAL USE ONLY

Joint Case Members

®

Born: 21/06/2022 (13 Weeks, 1 Day) Gender: Male NHS No: \/

O

F’l T
Audit Deprivations Of
Liberty

Forms (Case)

70

Status History
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4. Open the relevant entry by double clicking an open space. This will open the involvement.

I\ Caredirector

@ Home

C] Workplace \/ @ Settings \/

@ B %X O

CareDirectorTest

& Case: Tom, TEST - (21/06/2022) [CAS-000001-0087]

Pronouns:
Preferred Name:

Menu Timeline

+ E 2 W

Details

Case Involvements

®

Born: 21/06/2022 (13 Weeks, 1 Day) Gender: Male NHS No: N/

&%

{ Related Records v l Search for records Q|9

O Involvement Member 5| Role Involvement Re... Case Responsible Team Start Date 5| End Date Create

O Community Occupatio... Occupational Th... Tom, TEST - (21/06/2022) [CAS-000001-0087] CareDirectorTest 21/09/2022 Scott !
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Enter today’s date in the End Date field. Then select Save and Return to Previous Page and repeat the process until all
Secondary and External Involvements are ended.

-
A Caredirector @ Home [ﬁ Workplace “~ £§3 Settings v/ @, EO[ Q @ CareDirectorTest
r
“ a Tl o) i 9 : Case Involvement: Case Involvement within Case Tom, TEST - (21/06/2022) [CAS-000001-0087] created by Scott Simpson o... @
‘ Menu \/ s
General
Case* Responsible Team*
Tom, TEST - (21/06/2022) [CAS-000001-0087] ‘ CareDirectorTest ‘
Person* Involvement Priority
TEST Tom ‘ ‘ Q ‘
Involvement Member* Involvement Status
a COmmunity Occupational Therapy Service ‘ Q ‘
Role* End Date

Occupational Therapist

21/09/2022] ‘ i3 ‘

Start Date *

21/09/2022 ‘ Q ‘
Involvement Reason Involvement Review Date
Description

If the Case cannot be closed, there will be ongoing work associated with the Case.
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1. Select Menu within the Case Record. Then select Activities and open the relevant location of an activity.

I\ Caredirector @ Home @ Workplace \/ @3 Settings \/

®\ E‘D. Q @ : CareDirectorTest

< B Fe R PR Case: Tom, TEST - (21/06/2022) [CAS-000001-0087]

Pronouns:
Preferred Nam

‘ Menu /\ Timeline Details

®

Born: 21/06/2022 (13 Weeks, 1 Day) Gender: Male NHS No: ./

&>

Activities H

Appointments

Related Items

Case Notes

Emails

Letters

o =]

Phone Calls Tasks

Health

Other Information

Responsible User Closure Accepted By *
Responsible Team * Archive Date*
‘ AMHP Coordinator ‘ ﬁ ‘
Review Date
]
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2. Open the relevant location of an activity has been opened. Select the Activity that needs to be closed from the options.

]
I\ Caredirector @ Home C] Workplace \/ @ Settings \/ O} E& Q @ CareDirectorTest
& Case: Tom, TEST - (21/06/2022) [CAS-000001-0087] @
TOMTEST (Id: 444267) Born: 21/06/2022 (13 Weeks, 1 Day) Gender: Male NHS No: \/
Pronouns: n
Preferred Name: C
‘ Menu ‘ Timeline Details

+ B 2 B Tasks

{ Related Records v Search for records Q|9
Subject Due 7| Status Regarding Reason Responsible Team Responsible User
Referral has been Allocated 21/09/2022 15:25:00 Open Tom, TEST - (21/06/2022)... CareDirectorTest Scott Simpson
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3. Located on the toolbar, select Mark as Complete. If it is within the three dots, select Complete. Then select Save and
Return to Previous Page.

-
,\ Caredirector @ Home @ kplace ~/ €§3 Settings @, E'Q & @ B CareDirectorTest
< %] Bl & 2 Task: Referral has been Allocated @
TOMTEST (Id: 44424 3 Person Recq Clone Born: 21/06/2022 (13 Weeks, 1 Day) Gender: Male NHS No:
P 3
ronouns Complete <L\> 4
Preferred Name:
) Cancel
‘ Menu N/ ‘ Details
e — Restrict Access
Delete
General Run Workflow
Subject* Copy Record Link
Referral has been Allocated
Description
B I USx ¥ &I ;= := Elr == == o ML= ® Q=
Styles ~  Format ~ | Font - | Size - A- - B & (@ Q 5 |E | % [Q | [@ source | 3%

Characters (with HTML): 0/100000
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Closing a Case
1. After all work has been completed, select the Details tab on the Case Record. Then scroll to Assignment Information.

I\ Caredirector @ Home @ Workplace \/ €§3 Settings \/ ®\ @ & @ : CareDirectorTest
<« B B & 2 Case: Tom, TEST - (21/06/2022) [CAS-000001-0087] @
TOMTEST (Id: 444267) Born: 21/06/2022 (13 Weeks, 1 Day) Gender: Male NHS No: N/
Pronouns: @ ng
Preferred Name:

‘/ Menu \/ \‘ Timeline Details

’ v

Assignment Information

Case Status™

Assign To Team X Q \
Case Priority
Responsible User
Responsible Team *

AMHP Coordinator ‘
Review Date
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2. Select the Lookup function next to the Case Status field.

l\ Caredirector @ Home @ Workplace \/ @ Settings \/

v/akefieldcouncil
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@\ @Q Q @ : CareDirectorTest

< % | B2 & 2 : Case: Tom, TEST - (21/06/2022) [CAS-000001-0087]
TOM,TEST (Id: 444267)
Pronouns:

Preferred Name:

‘ Menu ‘ Timeline Details

[ - :

Assignment Information
Case Status*

Assign To Team X Q I
Case Priority
Responsible User
Responsible Team *

AMHP Coordinator ‘
Review Date

®

Born: 21/06/2022 (13 Weeks, 1 Day) Gender: Male NHS No: \//

&>

INTERNAL USE ONLY

PAGE 73|77



v/akefieldcouncil
workmg_forv’ou

CAREDIRECTOR HOSPITAL SOCIAL WORK TEAM

3. This will open a new window, to select a relevant option. Then select OK.

A Caredirector @ Home C] Workplace \/ @ Settings \/ O} E& Q @ : CareDirectorTest

Case Statuses Enter your search criteria.

Look { Social Care Case Status Lookup View
in

Search { Search for records

Name 2!} Code

Awaiting allocation (unscheduled revi...
Closed

Closed & Logged As Enquiry

Closed as a Contact
Closed Under Review
Closure Request Rejected

Closure Requested

PP ORI PR I TP S
—______]

‘ ‘ Pagel ‘ ‘
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4. This will then show new fields on the right-hand side next to Case Status. Enter a Closure Reason, Closure Accepted By
and Archive Date.

@. @ Q{ @ ® CareDirectorTest
s

A Caredirector GD Home [f] Workplace N/ @ Settings \/

To exit full screen, move mouse to top of screen or prass | F11

¢« B B & 2 Case: Tom, TEST - (21/06/2022) [CAS-000001-0087] ®

TOMTEST (Id: 444267)
Pronouns: <.‘°> n
Preferred Name:

Menu \/ Timeline Details

Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS No:

Assignment Information

5.

Case Status* Close Date*
Closed ‘ X ‘ Qf I ‘ 0310/2022 ‘gﬂ ‘ 13:43 [C]
Case Priority Closure Reason*
‘ Q | ‘ All Work Completed X | Q
Responsible User Closure Accepted By*
‘ Q) I ‘ Scott Simpson X | Q
Responsible Team* Archive Date*
AMHP Coordinator ‘ 28/10/2022

Review Date

L]

When finished, select Save and an activity will be automatically generated to the Case Manager or Team Manager to

Close.
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Further CareDirector Guidance

1. Thisis your Bespoke Guide available for you and your team. However,
further guides are available for you.

2. Go to Microsoft Edge and copy and paste this URL:
a. https://wakefieldadults.proceduresonline.antser.com/

3. Select the Padlock to login to your Portal.

Home Contents Glossary Local Resources tri.x Resources Using this Procedures Site Amendments n

wiakefieldcou Wakefield Adults Procedures, Practice Guidance and
vvorhné for Too lS

Welcome to our Procedures for Adult Social Care

These procedures, practice guidance and tools should be used as required by practitioners across all adult social care teams

and services in Wakefield.

4. After a successful login, select Local Resources tab to see what further
guides are available.
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