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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.

q = [ Page view AV Read aloud (M) Add text %7 Draw ~ & Highlight ~ & Erase = S

F4 F7 F11 P x 5 II P
Sy Rq Bre: k W Lok 51 Caps Lock 5 Sarol Lock

DDDDTWDT | DL[ il _JLJ ] ]
Sl G N G G i O CI7 =] o

Caps Lock A S B F G H J K L : " <+ Enter

1

/ \

Alt Alt Gr crl l 4 0

a

—‘Hi
zw|v o gm.
g s

I+ Shift Z X G Vv B N M < > ? 4 shift : 4

3. To put pages next to one another, select the Page View icon on the toolbar.

- 4+ & =2 AY Read aloud (M Add text % Draw ~ 5 Highlight ~ ¢ Frase = S 3
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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.

D @ B 4 @ e | O ' Hghight Ceme | @ B2 BT
wakefleldcouncﬂ
I’lg_for»)ou
CAREDIRECTOR V6 CARE AND SUPPORT COMMISSIONING

Contents
Guide INFOrMEAtION ...

Before Live Access... ..

Dashboard...

How to search for @ Service USpr........o.ooiiiiiiiiiii i 5

How to upload Attachments .5y | e 6

How to search for @ Provider. ... et e 8
How to set up @ NeW ProVider.............oiiii i 9

How to see Provider Service Provisions....

How to see Provider SUSPENSIONS ...........ccoociiiiciiiiiccicie e 12

How to add a Suspension on @ Provider.............ccovoiiie s 13
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6. At any point, use the Page Up/ PG UP and Page Down/ PG DN buttons on
your keyboard to “jump” up and down a page.
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7. At any point, use the Home button on your keyboard to “jump” back to the first
page.

. @@@. ’ !
Screen Lock
SySRq Break Wum Lock Caps Lock Scroll Lock
A = < Backspace
L 1 2 3 4 5 6 7 8 9 0 - =
l"""_;‘QWERTYLUIOP"
¢
lfavmk A fs o JF Je v v Jx ¢ =
I$ Shift 7 X C Vi B N M < > ? 4 shift H
/ \ n
ctrl Alt AltG cul € 4 - .
Del

INTERNAL USE ONLY PAGE 4|21



v/akefieldcounci
Worfcmg_fow]ou

CAREDIRECTOR BUSINESS INTELLIGENCE TEAM

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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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
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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 ™ CarebirectorTest

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

&

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

TOMTEST (Id: 444267 (QGEEEE]

Pronouns: @ [# ]
Preferred Nai 1

Timeline Details

9 " & 29
Activities ) @ A i L]
Actions Adult Safeguarding Attachments Audit Deprivations Of Forms (Case) Involvements Involvements History
Liberty
Related Items
Other Information Joint Case Members Status H
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

C) Case Involvement Updated
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 \~ @ @B &% 9 .' CareDirectorTest

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

TOMTEST (I 44426
Pronouns: @ =]
Preferred Name:

Menu N/ Timeline Details

Born: 21/06/2022 (14 Weeks, 6 Days) Gender: Male NHS Na:

+ m 1 @ Forms (Case)

- aln

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 search for a Provider

1. Select Workplace, then Provider. This will open the Provider Search

Screen.
N\ Caredirector f,h Home | é Workplace /\ I {9} settings “\/ ®, @ <k @ CareDirectorTrain
o= - 2 .
My Work 1 &l - =
Dashboard Reports People Cases Forms (Case)
Finance = [ | ]
o~ E 3 L
Providers Professionals My Diary Contacts Carer Exemption And
Admin Extension
+ G + O

Person: Train Kayode
Due Date: 28/07/2022

dars

Due Date: 12/09/2022
Case: Deborah, Train - (24/11/1983) [CAS-000001-0331]

480

Person: Sarah Train
Due Date: 28/07/2022

rdard

Due Date: 12/09/2022
Case: ELIZABETH, TRAIN - (06,"09;"20]3} [CAS-000001-0334]

480

2. Use the System View or the Search box to enter in the name of a Provider.
Use the next or previous Page buttons or use the wildcard * for help during
searches. When found, select the one you need.

N\ Caredirector f,h Home [(J) Workplace \/ €:C_)3 Settings \/ ®, @ <k @ CareDirectorTrain
+ E & L Providers ®
My Team Providers v Search for records ‘ Q ‘ b
O Id Name &l Provider Type Account Number Email Main Phone
O 1 Croft Care Services Supplier 01924 22016.

Page 1
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Exporting to Excel

1. Available on the toolbar.

A Caredirector n Home (°) Workplace \

+ | B|® 2 Peop
i_ port to Excel

‘ People | have an active involvernent with W

O Represents Alert/Hazard? Id
| No 3
O No 2

2. Use the Records to Export field to choose from All Records or Current
Page or Selected Records.

Export Data
Export records from Selected/Search Viewn

Records to Export

Current Page v ‘

All Records
Current Page
Selected Records

[ |

O Export in data map format?
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3. All Records will export all records on the summary screen or record chosen.
4. Current Page will export all available records on the page chosen.

5. Selected Records are records that have been selected by the checkbox.
Then only those selected will be exported.

Active Records

O Title
O

O Mrs
O

O Miss

6. Select the Excel Format desired.

Export Data

Export records from Selected/Search View

Records to Export°

Current Page W ‘
Export Format e

Excel v ‘

Excel

Csv [comma separated with quotes)

Close

7. Select Export to export it to an excel sheet.
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How to use Advanced Search

1. Most Advanced Searches are available through your Dashboards.
However, situationally there may be a reason to use the Advanced Search
button on the Navigation Menu. You are not able to build your own, you can
only choose from pre-built Saved ones.

2. Select the Advanced Search icon. Then first select the Advanced Searches
Shared with Me to view what has already been shared with you as quick

access. 1
A\, coredirector () Home (5 Workplace v 83 sS4 s Q\ ) : CareDirectorTest

Q + 7 M B B & &9 Advanced Search

Record Type Saved Views
Person Addresses ~ v
Caredirector @ Home [5 Workplace \/ Q @ Q @ 9 Care & Support Commissioning
F A ~r
Dashboards Team Cases My Forms

3. Select from the list to automatically search for the pre-built advanced search.
If nothing is shared with you independently, tell your superuser.

N\, caredirector (A Home (5 Workplace \/ 3 Settings \/ Q B & 9O : CareDirectorTest
&« Advanced Searches Shared with me

Business Object Name Advanced Search Name

Document Active Documents

ServiceProvision Booking requests for carers trust

ServiceProvision Booking requests for Coordination te...

ServiceProvision Booking requests- support & enable...

ServiceProvision Cancelled booking requests for Coord...
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How to create an Advanced Search

1. To create an Advanced Search that can be added as a System View or
retrieve information for a Report. Select the Advanced Search icon on the
Navigation Menu.

Fa\ Caredirector m Home é Workplace \/ @ Settings @ Q( @ :’ CareDirectorTest

Dashboards My Cases My Forms

2. The first section is to apply the filters that you want the system to search
upon.

a. Record Type: Is the base record where you want to retrieve that
information from.

b. Saved View: Are those Advanced Searches that have been pre-built
to a Record Type.

c. Select Field: Is the field/ parameter you want to search for information
from.

d. Add Rule: Will add another Select Field to narrow down the search
upon another criteria.

e. Add Group: Is applying another set of rules to the search that can
apply the And OR statement of results.

f. And OR: Is the and include the second group/ rule. or chose the
second or first group/ rule depending on result.

g. Related Records: Are anything that can be found in Menu of that
Record Type.

. n ] .
N\ Caredirector GD Home @ Workplace S\ @ Settings Q E Q\ @ - CareDirectorTest

Q + # M B B & & Q Advanced Search

Record Type Saved Views

Adult Safeguarding v ~ Delete

@ Adult Safeguarding

Add Rule 4 Add Group 4

-- Select Field -- v Delete X

Related Records

v | Add 4
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3. Therefore, build up the fields that you want to build a search result from.
Here’'s an example.

A Caredirector @ Home [i] Workplace \/ @ Settings \/ Q E Q C'-) :’ CareDirector
Q 4+ / Il B B & Q  AdvancedSearch

Record Type Saved Views
Cases ~ WMDC - My Default Teams Cases v ‘ Delete X
, Case

m OR ‘ Addmle+| AddCroup+‘

Assign To Team x | Delete X
| Assigned to Team (unscheduled review) X
M Q
Awaiting Allocation x

Case Status. v In
Awaiting allocation (unscheduled review) X
Responsible Team ~ Equals Current User's Default Tear v | Delete X

Related Records

4. When selecting a Field to search under, the next box is the parameters you
want to set how that Field is searched. In in this example, is searching for a
Case Status that is IN the form of Assign to Team, Assigned to Team
(unscheduled review) etc. Therefore, will only return results that is IN those
set parameters.

Assign To Team X
Assigned to Team (unscheduled review) ><
[ Case Status v In v ]

Awaiting Allocation X

Equals

OES Not Equal Awaiting allocation (unscheduled review) X

n

Not In

i Does Not Contain Data
Responsible Team v Contains Data tfrear v
Not In Data View 1
In Data View
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5. Alternatively, you can set one up that looks like this. This is a more complex
search but can show you the potentials of filtering down information quite
drastically.

l\ Caredirector m Home E] Workplace N/ [§3 Settings N/ @\ @ Q @ : CareDirectorTest

Q + M B B & & Q  AdvancedSearch

Record Type saved Views

Providers v I v ‘ De '.'._X|

Provider

[ Add Rule 4 | Add Group 4 ]

[ Postcode v H Starts With ~ I [ WF

Related Records

Finance Transactions | Provider v ‘ Add =+ I

o=
]

Finance Transactions | Provider Delete

[ Add Rule 4 | Add Group 4 I

Is Greater Than ~ I [ 1000 I m

’ Cost of Services ~ I

Related Records

v | /\du+|

6. There is the option to select Search from the toolbar, this will bring through a
Default view of what you have searched for.

N\ Caredirector @ Home [j Workplace \/ @ Settings \/

Ql + 7 Il B B & Q Advanced Search
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7. However, there is a way to expand on that view more and specifically bring
through any column heading that be relevant. This is by Choose Columns
section on the toolbar.

A Caredirector @ Home @ Workplace N/ @ Settings \/

Q + 7 || B B & Q Advanced Search

8. This is an option to show the columns most suited to the search result. You
would not want to do a search to find a person’s name but have no column
that pulls that information through. When selected it brings this window up.
The Display is what the Column Header is. The Width is the pixel width of
the displayed information.

A Caredirector Q Home C] Workplace N\ @ Settings @ E Q @ ® CareDirectorTest

-

¥ CHOOSE COLUMNS

a. Think of width as the width of the box needed to show the information
without hovering over it. The smaller the number the smaller the box,
the larger the number the longer the box.

b. A mobile phone number is 11 digits long. Therefore, having a pixel
width of 2,000 would be pointless. Instead, 140 width is perfect.

c. Think of pixel width as the size of the monitor. A 1080p monitor has the
pixel height and width of 1920x1080. A 4k monitor has the pixel height
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and width of 3840x1644. Therefore, having a Width of 1300 would
mean that you would need to scroll across on a 1080p monitor to see
the information but on a 4k monitor you would see it all.

d. Play around with Width not always do they need to be the Perfect size
as if you hover your mouse over the wording then it will bring it up as a
tooltip box. However, for Names/ Numbers/ other vital information is
best to have fit in a better sized box where the System User doesn’t not
have to hover to see.

9. Once the checkboxes of the relevant information have been ticked and the
width has been set (keep pressing ok with this and searching as this brings
an update result). Press OK.

A Caredirector Q Home C]Wnrkp\ace N @Settings\/ @ E Q @ :' CareDirectorTest

¥ CHOOSE COLUMNS

DISPLAY n WIDTH

i Main Phane 140

3 @ Full Address ‘ 300

200
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10.To Save this Advanced Search select the Save icon on the toolbar and fill
out the required fields.

A Caredirector Gh Home é Workplace \/ @ Settings \/
Q + 7 m|B| & & Q. Advanced Search

A Caredirector Q Home C]Wnrkp\ace N @ Settings @ E Q @ :’ CareDirectorTest

o SAVE ADVANCED SEARCH

Name

Then by

® Ascending
(0 Descending

11.Give it an appropriate name and select the default sort by column in the Sort
By field. Then By as the secondary and hit Save. Now this will be visible
when searching for an advanced search under Providers.
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How to find your Advanced Searches

1. There are two ways to find your advanced search, the first way is through
Advanced Search on the Navigation Menu.

-
Caredirector Home Workplace Settings - g L CareDirectorTest
N A (] place v/ 63 as E B & O
Dashboards My Cases My Forms
Dashboard | My Forms v ‘ ‘> Refresh ‘
Form (Case) - Active Records Form (Person) - Active Records
+ a + @

Due Date: 09/04/2023
Case: Robert Herbert, DOB: 05 Mar 2001 (Ref No: CAS-
48646-0W5D7C)

raard

Due Date: 10/03/2023
Case: Dean Callery, DOB: 27 Mar 2000 (Ref No: CAS-
124484-BD1G0O5)

vt

2. Select the Record Type and then the Saved View will show any User Views
that have been created by the System User.

I\ Caredirector @ Home [i] Workplace ~\/ @ Settings v/ Q @ Q( @ : CareDirectorTest

Q + 7 Il B B & & 0 Q. Advanced Search

Record Type Saved Views
People v { v Delete X
p User Views
@9 Person Date of Death < 80
Shared Views

System Views
My Recent Records
OF My Team Records oup +
People | Created
s People | have an active involvement with
-- Select Field -- v | Delete X

Related Records

v Add 4
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3. The second way is by the Settings menu. Settings then select Views &
Dashboard and then User Advanced Searches.

I\ Caredirector GD Home [f) Workplace »\/ €§3 Settings /N h. Q Q @ : CareDirectorTest

— =5 [ 9
Forms Management - o ]
Home Screens Secondary Level Summary Dashboards System Charts
Configuration
‘ Security
. — — —
(i el -
Configuration System Dashboards User Advanced User Charts User Dashboards
Searches
| Views & Dashboards u

Widget Catalogue

i | -- Select Field - v | Delete X |

Related Records

v | et

4. Use the different System Views to show My Records.

J\. Caredirector () Home () Workplace v/ {8} Settings \/ a B & 9 : CareDirectorTest

HA

[x] E B & : User Advanced Searches ®

All Records v Search for records ‘ Q ‘ o] ‘

System Views
Active Records

| B
All Records Record Type = Name Created By Ci
Inactive Records . . X .
My Records ServiceProvision Booking requests for Coordination te... Jayne Mullen 1
Shared with me
y ServiceProvision Booking requests- support & enable... Jayne Mullen 1
O Jayne Mullen ServiceProvision Booking requests for carers trust Jayne Mullen 1
O Jayne Mullen ServiceProvision Cancelled booking requests for Coord...  Jayne Mullen 1
O Marc Musgrave Case All open AMHP referrals Rachel Scargill 1
O Marc Musgrave Contact 121 Referrals Rachel Scargill 1
o Marc Musgrave Contact 121 Referral - OOH Team Rachel Scargill 1
O Marc Musgrave Contact Active Adult Protection Referrals Rachel Scargill 1
O Marc Musarave Letter Quality Intelligence Notifications with..  Rachel Scargill 1-
Pagel 1-28
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Further CareDirector Guidance

1. This is 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

wakefieldcou Wakefield Adults Procedures, Practice Guidance and
Woyfcmé for TOO[S

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.

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

wakefieldcou Wakefield Adults Procedures, Practice Guidance and
Woyfcmé for TOO[S

Local Resources

BB Care Director V6 User Guides v
Contents trix Policy
.
Glassary Cookie Policy W tr' x
.

Local Resources
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