Mmecwacare HOME & COMMUNITY SERVICES

CarelinkGo App User Guide — Carer
To download the Carelink Go App

To download the app for use:

1. Download CarelinkGo from App Store (if not already have the app)
2. Top left corner clicks on “Settings”, Select to scan QR Code and “add environment”
3. Login with Multi-Factor Authentication (MFA).

Note: If MFA is not setup already, please complete MFA first and then login to the app
https://www.mecwacare.org.au/trouble-logging-in/

You can now Login with your mecwacare email address and HR21 password:

To log into CarelinkGo

CarelinkGo App Login Page -
Click login, which will prompt to CIVICA login page, enter your credentials and press sign in

& Log In to your account
et [ ————————————— -
CIVICA
COI’G“?&‘O Sign in with your email address
I ......... I
LS R~ Password is your HR21 details
oon Username: mecwacare email address
Password: “your HR21 password”
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e After logging in, you will be prompted for MFA. Re-enter your email and password,
then click Sign In.

login.microsoftonline.com

login.microsoftonline.com

&% Microsoft B Microsoft
Sign in

et @mecwacare.org.au

firstname.lastname@mecwacare.org.au

Enter password

Can't access your account?
4 Password

B

Forgot my password
Use an app instead

Q Sign-in options

e Click Sign In, then approve the MFA request using the code from the Authenticator

app.
o Approve sign-in? Are you trying to sign in?
mecwacare
sameer lodhi@mecwacare org au
\ Enter the number shown to sign in
| | FYH
m= Microsoft e nac
sameer.lodhi@mecwacare.org.au o B
- . oSydney
Approve sign in request O B anine
ssval
@ Open your Authenticator app, and enter the 3d|
number shown to sign in.
No, it's not me Yes
3 O Authenticator locked
Didn't receive a sign-in request? Swipe down to 1 A?c o?‘
refresh the content in your app.
4 5 6

= GHI JKL MNO

| can't use my Microsoft Authenticator app right now
7 8 O
More information PQRS Tuv wWXYZ
(o) <&

e After that, you should be redirected back to the CarelinkGo app, logged in
successfully.
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Home Page:

Once you log into CarelinkGo, you are taken to the My Work home page. This will show a
split view that shows the Calendar for the week at the top, and the roster shifts for the
current or selected.

D M BAOre
mtios Cotnise Duerdoen
L
i 3 AR o ENECRE AR

e pmenen
RIS M Koy

Week View Monthly Calendar

1) This shows the current date (Today)
\:&Note' @ - indicates days that have shifts

Navigating screens on Home Page —

‘ - I Returns you to the Calendar/Roster Shifts
My Work page.

There are several options and settings
available through the More button.

View messages sent to you
Messages

More
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U My Work - Roster Shifts

The Roster Shifts screen shows the Week
View calendar at the top, followed by the lists
of all your shifts in date time order going down
the page.

For each shift it will show the client’'s name
(title, preferred name, surname), the service,
and the start and end time.

Completed shifts will show the status
‘Completed’ and be highlighted in a different
colour.

Tap a roster shift to see the shift details

From there you can view the Client
Information, Alerts, Notes, Tasks (if any),
Attached Documents (Docs), Forms. There will
also be options to view their address on a map
that can also provide navigation directions,
start or stop a shift, etc.

100+ ! e

) My Work ©® =
OCTOBER ~ » "-

SUN  MON TUE WED THU FEi SAT

a s & 7 8 g 10

@ .iiz.m.m.gm
x

Today <

oCT

; O Not Started
06 miss catniss Everdeen
Tue  gaciol Suppan
(1 0B00 AM = 09-00 AN (1h)

ompiatsc

Miss Caotniss Everdeen

Sooial Suppar
10:30 Al = 11:30 AM (Th

After selecting a shift from the Roster Shifts
list, you are presented with the shift details.

£ Back

L e =l

Mrs Claire Underwood

Domeastic assistance

an an &5

Shift Information

? 7 Sheepwash Rood BARVWON HEADS VIC 32
27

(@ 18-5ep—-2018 . 04:.00 PM - 05:00 PM - It

Access Detalls

» Keysafe . Boop

From here you can:
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View client information:

See the client’s address on a map. *Turn by turn directions can be turned on if
required.

5

Notes Shows any notes from the office about the shift. A coloured indicator will indicate if
a note exists.

Tasks Shows any tasks to complete in the shift (if your office has set this up)

Docs Tap to view documents like a Home Safety heck Part B or other similar document

Forms Tap to view electronic documents like the Task list or Care plan

Alerts %

e Tap this icon to view the alerts for this client again. You can then tap ‘I
Understand’

Start and complete a Shift

1. Select the
shift from
the Shift
List

2. Tap Start
Shift to
record the
start time of
the visit.

You will be
prompted to
confirm)

3. Peform
your duties

4. Onceyou
have
completed
the care
select
Complete

IComplete Shift

Shift Select a shift
Press Start Shift

Confirm Start Shift

You 0re confirming that you ore about
10 stort your Family Respite chift ot
10:00 AM to 11:.00 AM tocoy ‘ot
M Tom Crulse
ot oddross

4 Swan Crt OLEN WAVERLEY VIC 3150

Confirm Start Shift

it Inkrmation

@ Hrenion v BN AT e 3K
G T

COMMRnCamMIE L1 - 2l

B bl

N MEERTE R Y

Perform Duties and
Press Complete Shift
when done
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5.Confim the
completion of
the shift

6. If you have
prior approval to

or travel it is
then entered

Mr Tem ©

7. Tap Save
Save

lai Confirm Complete
claim expenses Shift

Shift Completion

| =HFT ivFosMAaToN

M Torm Ciuise
cient

Family Respite
Serves

a4 Swon Ot OLEN WAVERLEY VIC 3150
Loootion

18-5ap—-2014 1208 PM ~ TE207 PM
Shift Date Actual Shift Teme

Tha folicwing informotion is rocpuinect:
Troval Time

o

Ertie bt smtp il e el s Ui ol

Distance Travelsd To

Optionally enter
expenses /travel and

Confirm shift complete. press save.

8.You will then be presented with a
Review Screen.

9.Show the details to the client and
ask them to select either | Agree, or |
Disagree (to the time of the shift and
that care was provided)

10. A Client Signature screen will
display. If they agreed and can sign,
they should sign directly on the
device using their finger.

11. If they are not capable of signing
or did not agree, tap the option
‘Cannot Sign’. You can then choose
‘Cannot Sign’ or ‘Refused to Sign’,
choose a reason from the list and
press Done.

12. Finally sign your name and press
Submit.

Review
W Tom Crukse | Family Fespite

10:00 AM - 11:00 AM 1Z05PM - 12:07 PM
Shift Time Actual Shift Time

Dkm 50
Distance Travelled During Expenses

Client Signature

1 |
By signang | declare 1 the roster complelion Isfrmation oo the peviaus scieen s corect

Review Details / Client Signs and submits or
selects reason for not signing and then you sign
and submit.

To end your day /logging out

When you have completed all your visits for the day:
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e Perform a Sync

My work screen
e Select SYNC

e Once the Sync has
been completed Tap
Log Out

e Tap the More button on
the bottom right of your

¢ You will be prompted to

L ok PR

] My Work & «
o CCTORIE ~ » #

Homum oM Tur WED  TRU FEE BAT

& & Ll 7 B ] L
& & ap 8 &0 & A@
o

& O el Stored
06 maiss cotnins Everdesn

Settings

Sync my data

Last sync 1 second(s) cgo

Roster Rules

Default My Work to Calendar

View

Notifications

Locatian Services

Service Host

o SYNC

r
log out 0093 o = 9000
Show Coachmarks
Auto Clear Cache L )
./
Update Password
Send Logs
Log Out
)
fl = 3

The messages tab .

Service Coordinator at your regional office.
You can reply to some messages sent to you and the office can view the reply.
The office can view if you have viewed a message sent to you. Monitoring your messages can cut

down the amount of calls you receive from the office in regards to non-urgent matters &

. allows you to view messages that have been sent to you from the

an
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11 NOV

i

i

10 NOV

Messages =

Mr Fred Fairweather

Assistance with Client Self-Administration of

Maurita Munro 12:10 PM Medi
SHIFT: Mr Test Test

To MauritaTest Please note that
there has been a change to the..

Maurita Munro 12:08 PM
SHIFT: Mr Test Test

NEW Client To Maurita Test Thank
you for accepting shifg/shiﬂs for..

Maurita Munro 112 AM
SHIFT: Mr Test Test

NEW Client To Maurita Test Thank
you for accepting shift/shifts for..

Maurita Munro L AM
SHIFT: Mr Test Test

To MauritaTest Please note that
there has been a change to the...

Updated at 01:23 PM

Message List Roster Message

Shift Vacancies (*if your office uses this method)

Vacancy requests can be sent to the CarelinkGo application from your regional office to notify you

of a potential shift.
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For each vacancy, it will show:
- the Vacancy Status

Client, Service

- Startand End time.

E’ Un-actioned vacancies will show the

status as: E] Vacancy
- Tap to view its details...you will be able
Apply for that shift or Decline it.

If you apply for the shift, the status will change

to: 8 Applied and the potential shift will have
a dotted border.

If the application is approved, it will then be
shown as a standard shift.

If it is unsuccessful, then it will be removed

from the roster and shown as (X)
Unsuccessful on the vacancies screen.

If you decline a Vacancy, its status will change
to: © Declined. You can still click on the
declined vacancy to view its details. You can
also Apply for that vacancy.

&) My Work @ =
¥ L4 OCTOBER - > 5,
[ SUN_MoOM__TUE__ wID _Thu__Fm_saT |

4 -] ] 7 ] 9 10
L] ¢ OB B @B @ EIII!
x

10 [ vaconcy
Mrs Chelsea Handler
Domestic Assistance
G 0800 AM - 09:00 AM

B Applied
Mrs Jennifer Garner
Domestic Assisionce
G 0930 AM = 10:30 AM

o Unsuccasshul

For further support contact:
e Your regional office

or

o [T Helpdesk: 03 8573 4815
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