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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+ & =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
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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.
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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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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 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 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 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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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.

& D CareDirectorTest

<3|

I\ Caredirector @ Home C] Workplace \/ @ Settings \/ @,

& rd " & Person: TEST Tom ®

TOMTEST (Id: 444267) Born: 21/06/2022 (13 Weeks, 3 Days) Gender: Male NHS No:
Pronouns: a
Preferred Name: C

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

Filter By SEp 2022

v

] Task Created 21/09/2022 13:42:01
=]

From A new record of task was created by Scott Simpson.

[

Responsible Team: Responsible User: Subject:

To CareDirectorTest Scott Simpson Referral has been Allocated

o Form (Case) Created 21/09/202213:04:25
Team j -

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

am
| I "
Reset Refresh falelel Srott Simnsan chanaed Fnd Date fram ‘Fmnhy ta 21/09/2027'

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.

-
N Caredirector () Home (7) Workplace s 3 Settings \/ @ @ & O 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 N/ Timeline Summary Profile Cases Services Document View All Activities
)
+ m @ 2 % : Service Provisions
Related Records v Search for records Q ‘ (] l
O id=yL Person Id [Person] Status Planned Start D... Planned End Da... Actual Start Date Actual End Date Service Eleme
] 220022 TEST Tom 444267 Draft 08/08/2022 Adult Residen

4. Then follow the appropriate section to complete the Service Provision.
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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 = [ | L)
o~ E 3 L
Providers Professionals My Diary Contacts Carer Exemption And
Admin Extension
+ + O
Due Date: 12/09/2022 Person: Train Kayode
Case: Deborah, Train - (24/11/1983) [CAS-000001-0331] Due Date: 28/07/2022
s 4Rrs
Due Date: 12/09/2022 Person: Sarah Train
Case: ELIZABETH, TRAIN - (06/09/2018) [CAS-000001-0334] Due Date: 28/07/2022
alls V4ars

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 & 2 Providers ®
My Team Providers v Search for records ‘ Q ‘ b
a id Name & Provider Type Account Number Email Main Phone
O 1 Croft Care Services Supplier 01924 22016.
Page 1.1
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How to find Reports

1. On the Navigation Menu, select Workplace, My Work and then Reports.

A Caredirector @ Home| €§3 Settings @ @ Q{ @ : CareDirector

- y - o= .
=t L z)
Carer Exemption And Cases Contacts Dashboard Forms (Case)
Extension
Finance
] . = [«
Admin My Diary People Professionals Providers Reports
+ & + &
Due Date: 21/11/2022 Person: SmokeTestPerson_6211 Test-PASS
Case: Test, Rachel - (03/11/1987) [CAS-000001-0037] Due Date:
aals vdars
Due Date: 18/11/2022 Person: SmokeTestPerson6210 Test-Pass
Case: Tickets, TESTSally - (13/04/1972) [CAS-000001-0021] Due Date:
s [ IR
Due Date: 18/11/2022 Person: SmokeTestPerson629 Pass
Case: Tickets, TESTSally - (13/04/1972) [CAS-000001-0021] Due Date:
& =l [al [ &l

2. Using the System View search through to your relevant team name and

select it.
I\ Caredirector GD Home @ Workplace N/ @ Settings Q @ Q @ : CareDirector
PP ®
My Reports v | Search for records ‘ Q ‘ o ‘

System Views
Active Records
Adults Triage
Cases
Community OT
Contacts
Data Integrity
Dols
Emergency Planning
Finance
Inactive Records
My Team Reports NO RECORDS
Personalisation
Reviews
Safeguarding
Service Placements
Subscriptions
WDDAS

Category Record Type Responsible Team Created By

No results were found
for this screen.

Page 0-0
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3. When your team has been selected, a list of Reports will be available. Select
the relevant one.

A Caredirector @ Home C] Workplace ~/ €§3 Settings @ @ Q{ @ CareDirector
+ ®m 2 ¥ Reports ®
Emergency Planning v Search for records ‘ Q ‘ a ‘
O Titlext Created By Created On Modified By Modified On
(m} All Wkly Open Safe Refs Jonathen Brailsford 25/10/2022 1:4117 Jonathon Brailsford 01/1/2022 NN:24:31
O ASG WKIy Closed Safe Refs Jonathon Brailsford 25/10/2022 M:4215  Jonathon Brailsford 25/10/2022 M:42:15
O DA28 Detail Report Jonathon Brailsford 25/10/202211:18:33  Jonathon Brailsford 02/1/202213:26....
a DA28 Report Jonathon Brailsford 25/10/2022 N:26:03  Jonathon Brailsford 25/10/2022 11:26:03
[m] DAZ28 Report with Extras Jonathon Brailsford 25/10/2022 11:27:02  Jonathon Brailsford 25/10/2022 11:27:02
a DA% Report Jonathon Brailsford 25/10/2022 M:27:46  Jonathon Brailsford 25/10/2022 N:27:46
] Emergency Planning Report - Active ...  Jonathon Brailsford 02/1/2022 07:46...  Jonathon Brailsford 03/11/202216:27:45
] New WDDAS Exit form Jonathon Brailsford 25/10/2022M:28:32  Jonathon Brailsford 25/10/2022 N:28:32
(m} New WDDAS Exit Form V2 Jonathon Brailsford 25/10/2022 11:29:14  Jonathon Brailsford 25/10/2022 11:29:14
(] Person ID Test Marc Musgrave 25/10/2022 1:48.... Marc Musgrave 25/10/2022 14:16:51 .
Pagel 1-12

4. When selected, it will show this screen. To run the Report, select either one
of the two options inside of the red boxes (please note the red boxes are only
available in this guide).

I\ Caredirector GD Home C] Workplace N/ @ Settings Q @ Q @ CareDirector
< B L ¥ Report: Emergency Planning Report - Active Adult Service Users ®
| Menu | Details

General

Title* Description

‘ Emergency Planning Report - Active Adult Service Users ‘ ‘

Report URL*
Responsible Team*

| https://cdvéreporting.wakefield.gov.uk/Reportsfreport/W... X‘
. . . ‘ CareDirector
Category*
1 Pass User Information?

‘ Emergency Planning ‘ X Q ‘

O ves
Record Type @ No
‘ ServiceProvision ‘ X Q‘

Display in Record Type Menu
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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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