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Purpose

The purpose of this user guide is to give you the skills and knowledge to use CarelinkPlus to send
vacant shifts and messages to CarelinkGo.

After reading this user guide, you will be able to do the following in your CarelinkGo app:

« How to use the Employee Search to send vacant shifts to support workers
« How to find support worker applications for vacant shifts

* How to allocate support workers to vacant shifts

« How to send shift messages from CarelinkPlus to CarelinkGo

* How to view shift message replies from CarelinkGo in CarelinkPlus
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CarelinkPlus Vacancies Summary

This section of your CarelinkGo User Guide will show you step by step:

» How to send a vacancy request to CarelinkGo using the Employee Search
= How to add additional information about split shifts to a vacancy request
= How to allocate a support worker to a vacant shift for which they have applied
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Step by Step Instructions -7-

1 Log in to CarelinkPlus using your Endeavour Foundation Username and Password.

2 In the Start Menu, click on Employees under the Search section.

3 Search in the employee search field for the fictitious employee ‘Backfill’ for the region you are working in and open the profile.

4 Click on ‘Roster’ in the employee menu.

5 Locate the shift you wish to be sent to a support worker as a vacant shift. Right click on the shift and click on ‘Employee Search’.

6 The ‘Employee Search’ window will open. Untick all options in the Client Preferences section, except for Service.

7 Click on ‘Find Employees’. This will take a few seconds to run.

8 Support workers who are available to work this shift will be shown in the Results field.

9 If you scroll to the right of the support worker's names, in the column No. of Days Since Last Serviced, the results will show the number of days since that employee last worked with that
client or facility.

10 You can select to send vacancies to one or multiple employees who appear in the results field. Hold the CTRL key and click on each support worker’'s name who you wish to send the
vacant shift to.

11 Once the support workers are selected, click on the ‘Send Vacancy Request’ button.

12 The ‘Send Message’ screen will open. Your selected support workers have already been added to the receive the vacancy.

13 You can choose to add additional support workers through the ‘Add Employee’ button, use the dropdown to choose additional support workers.

14 The vacancy message is preloaded with the shift related information.

15 Any additional information about the shift is to be added into the ‘Extra Information’ field. This includes if the vacant shift is a part of a group of shifts to be applied for.

16 The ‘Errors’ section will show if any of the support workers do not have a valid CarelinkGo account.

17 Click ‘Send’ to send the Vacancy.
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Step by Step Instructions

18 A pop up will advise you that the message has been successfully sent. Click on ‘OK’ to proceed.

19 Don’t forget to flag the shift green to advise it is being worked on and has been sent via CarelinkGo.

20 If you need to look for the history of the shift vacancy message, right click on the shift and select ‘History’. The date, time and vacancy request sent has been saved.
21 When a support worker accepts the vacant shift, you will find the response in the ‘Vacancy Allocations’ tab at the bottom right of the screen.

22 Open the ‘Vacancy Allocations’ tab. You made need to refresh this screen if you have not been in it for a while. The acceptance details are visible here.

23 You can choose to allocate or reject an employee into the shift. Left click on the option suitable.

24 A pop-up message will ask you to confirm your selection.

25 If this shift clashes with another shift in the support worker’s roster, you will receive a pop-up asking you to confirm your selection.

26 Use the refresh button to refresh the roster screen. The shift will have been removed from the Backfill employee’s roster. The accepted support worker will be assigned to the shift.
27 An alternative way to send vacancy messages is done whilst working in the roster table view screen.

28 Highlight the shift that you wish to send, you can only send one shift at a time. Click on the arrow next to the mailbox icon and select ‘Vacancy Message’.

29 This will bring you to the ‘Send Message’ screen where you can send the vacant shift.
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Log in to CarelinkPlus using
your Endeavour Foundation
Username and Password.

Search in the employee search
field for the fictitious employee
‘Backfill’ for the region you are
working in and open the
profile.

In the Start Menu, click on
Employees under the Search
section.

Start Page|
: Start Menu v 2

A Last Login: Monday. 10 July 2023 at 8:14:26 AM - - = —
Start Page | Search Employee
Last 5 Logins r
. Search 2
Please enter logon credentials.

Clients
User Name: ENDEAVOUR\Penny.Hardy

. Welcome to carelink+

Select Employee to View:
|En|plnye6 |
Password: esssssee -.I ] Other Individ

View Temninated
care I i nk - Hint: Use your Windows credentials. s Facity

Organisations

About carelink+ I

Enquiry
Quote

{ Login H Cancel |

Advanced Search
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Click on ‘Roster’ in the

employee menu.

i N]erg]es
- [mmunisations

[+]- Preferences

-- Search Criteria

(=)~ Notes

- Add Notes
i View Notes
- Employment Forms

Person Type
Employee

Change

Connected To

Contact Name

Locate the shift you wish to be

sent to a support worker as a

vacant shift. Right click on the

shift and click on ‘Employee
Search’.

Properties...

-10 -

The Employee Search window
will open. Unselect all options
in the Client Preferences
section, except for Service.

ent Tog Rudolph; 33 Corporate Dr, CANNON HILL 4

Add Reminder...
Add Note

Employee Search..
Client Contact Detai
Employee Contact D

Ninmlicata

Value Match Score
ROSTERONLY - ...

Queensland

Arundel - 8 Torgqua...

Brisbane City

CANNON HILL 4170

'd Endeavour Foundation



-11 -

If you scroll to the right of the
support worker’s names, in the
column No. of Days Since Last

Serviced, the results will show the
number of days since that employee
last worked with that client or facility.

7

Support workers who are
available to work this shift will
be shown in the Results field.

Select ‘Find Employees’. This
will take a few seconds to run.

Results: 8 records found

Last Service  Classfication  Emp Basis No. Of Days Since Last Serviced
s i Employee Name Mot 30/06/2023  EF Pat-Time :

ROSTERONLY - ...

Queensland Aniel Neptune 10/07/2023

e s ' Buffy Summers 15/05/2023  EF Patt-Time
CANNON HILL 4170 Diana Prince CANNON HILL ... 11/05/2023 Ful-Time
GM CANNON HILL ... 9/05/2023  EF
Helana Vader
Kathy Kane
Louis Lane
Peter Parker

Part-Time
11/05/2023 | EF Part-Time
30/06/2023  EF Part-Time
10/07/2023 | EF Part-Time

Q re | | fa.g 'd Endeavour Foundation
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You can select to send vacancies to
one or multiple support works who
appear in the results field.

The ‘Send Message’ screen

Once the support workers are will open. The support workers

Hold the CTRL key and click on selected, click on the ‘Send listed are the people you
each support worker’s name who Vacancy Request’ button. highlighted in the Employee
you wish to send the vacant shift to. Search screen.

' Helana vaaer #~. Send Message
Results: 8 records found Kathy Kane

Louis Lane Message Type
Employee Name Suburb Telephone Mobile Piter Patlcir

SMS Ema [ CarelinkGo
Ariel Neptune

BuffySummes | | | || Send To Message Type

Dians Prece CANNONHILL . —-l:l
[CANNONHILL.. [ | || cLGo

Helana Vader

Kathy Kane

Louis Lane

Peter Parker

Q re | | f&g 'd Endeavour Foundation
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You can choose to add
additional support workers by
clicking on the ‘Add
Employee’ button. This opens
a dropdown list of employees
to choose from.

Any additional information
about the shift is to be added
into the ‘Extra Information’

field. This includes if the

vacant shift is a part of a group
of shifts to be applied for.

The vacancy message is
preloaded with the shift related
information.

Message (SMS/Email Only):

Vacancy: Unknown Dobeman QLD 4215, Facility - Doberman L&L
- 67 Jedi Way 12/07 : 8:00AM - 3:00PM
To apply Y or Yes'
Message (SMS/Email Only): ID:sPEeJsNEqOCjj3BF ZFudA
Vacancy: Unknown Dobeman QLD 4215, Facilty - Doberman L&L
- 67 Jedi Way 12/07 : 8:00AM - 3:00PM
To apply Y or Yes'

BExtra Information (All):
ID:sPEeJsNEqOCj3iBF ZFudA

>»>»>»>»

OI’G|IQ¥O
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The ‘Errors’ section will show
if any of the employees do not
have a valid CarelinkGo
account.

Errors

Bruce Banner does not have a valid CarelinkGo user account

17

Add Client

Click ‘Send’ to send the
Vacancy.

Message (SMS/Email Only):

Vacancy: Unknown Dobemnan QLD 4215, Facilty - Doberman L&L
- 67 Jedi Way 12/07 : 8:00AM - 3:00PM
To apply Y or Yes'

Add Employee

ID:sPEeJsNEQOCj3iBF Zfu4A

Careli r&o

Add Other

BExdra Information (All):

A pop up will advise you that
the message has been
successfully sent. Click on
‘OK’ to proceed.

Message Added

0 Message Successfully Added to Queue

R e -

'd Endeavour Foundation
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If you need to look for the e ; cor
Don't forget to flag the shift history of the shift vacancy en a support worke

green to advise it is being message, right click on the ac.clzlefptz E[?]e vacant Sh'_f;‘]’ ’E/hou
worked on and has been sent shift and select ‘History’. The ‘\VIV' 10 :"respt(?nse’lt : et
via CarelinkGo. date, time and vacancy acancy Allocations 1ab a
request sent has been saved. the bottom right of the screen.

Properties (Ctrl+Q) :kﬁilBRlS NO 'NON NDIS Assistin SIL 1:1- Sd Weel»
K Rentnder Ekfill, BRISNO Acc&s Com Soc & Rec Act - Std - SAT -
iRl Fkfill, BRIS NO | NON NDIS - Assist in SIL 1:1 - Std - Weel
bkfill, BRIS NO | Access Com Soc & Rec Act - Std - SAT -
Employee Seacch Fkfill, BRIS NO | ROSTER ONLY - Assist shared living - s
Client Contact Details bkfill, BRISNO | ROSTER ONLY - Assist 1:1SIL
Employee Contact Details Ekfill, BRIS NO | Access Com Soc & Rec Act - Std - SAT -
. : pkfill, BRIS NO | ROSTER ONLY - Assist shared living - s =
Duplicat . ! :

uphcate :k'ﬁlI.BRtSNO ROSTER QNI:YfA‘§i,513ha'9¢ ii\{ihg- ] Date Updated Updated B'y Audit Text ' General F
o kfill. BRISNO 'ROSTER ONLY - Assist 1:1SIL 10/07/2023 7:34:12 AM Georgina Magill Vacancy Request sent i Shift Rei Remi V Al :
iew Clashes bkfill. BRIS NO | ROSTER ONLY - Assist shared living - s - T ! - - R |sto|'y| 1 ectsl eminders I acancy Allocat ots]

i 105/ ] v ord Creat |

View Vacancies :_kﬁ_ll. B_RIIS NO ROSTER ONLY - Assist shared living - 5° il 18/05/2023 1:29:13 PM Georgina Magill hnic Created : q .
i Clear Flag -urrent User: Penny Hardy | Database: Carelin DEV
History ¥ EF - Manual Payment 1 )

Delete (To Recycle) I{" EF - CarelinkGo Vacancy,RSG - Travel
¥ EF - Exception, CSG - Ca

|4 EF - Message Received
Show / Hide Columns il eC Abeeoe_Ca ron

Leave

Open New Window

Q re | | fa.g 'd Endeavour Foundation
O



Open the ‘Vacancy
Allocations’ tab. You made
need to refresh this screen if
you have not been in it for a

while. The acceptance details
are visible here.

Global Assistant

Fiters: Coordinator: I VIRe;iorl: i Vl Department:

5/05/2023 7:00 AM 9:00 AM Rudolph, Tog ROSTERONLY-A.. H.P

The Global Assistant
can be pinned open
on your screen using
the pin icon -+ to the
right of the Global
Assistant.

éi'r’éllr&co

Shift Date Start Time  End Time Client Service Employee Requested

You can choose to allocate or
reject an employee into the
shift. Left click on the option
suitable.

Employee Requested

Allocate Employee
Reject Employee
View Shift

View Employee

View Employee's Roster

Confirm Acceptance

-16 -

A pop-up message will ask you
to confirm your selection.

o Are you sure you wish to allocate P H to this shift?

By allocating an
employee toa shc\i 1,
Carelink will send @

iection mes
o other employees
\so
who have @
applied for 'S

yacancy-

|d : Endeavour Foundation
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If this shift clashes with Use the refresh button to refresh the

another shift in the support roster screen. The shift will have

worker’s roster, you will been removed from the Backfill , 7oDC

receive a pop-up asking you to roster. The accepted support worker whilst Workfng in the roster
confirm your selection. will be assigned to the shift. table view screen.

An alternative way to send
vacancy messages is done

Clashing Shift

— : ; ; : : \IAclive Employee: Mr QLD Backfill, 33 Corporate Drive
This shift clashes with ancther shift for this Employee. Continue with 1
0 Save? Fle View Edt Records Calendar Mapping

| GoToRules | g
Table View  Cazlendar View

Q re | | fa.g 'd Endeavour Foundation
O
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Highlight the shift that you wish
to send, you can only send one
shift at a time.

Click on the arrow next to the
mailbox icon and select - forget to

‘Vacancy Message’. ‘?\‘:g‘ Jour shif

with the green
flag for any
yacancies sent

This will bring you to the ‘Send
Message’ screen where you
can send the vacant shift.

D.D.». 1A=E
1:1 - Change of Shift Time

1:1 - Client Cancellation

Start End ility - it Ti
ekl 0 Facility - Change of Shift Time
gfo (0800 1400 | SW No Show

0200 0 | Vacancy Message
i06:00 :06:30 50 VIoay : y

Message:
[Vacanay: Ms K. MK 17/07 : 08:30 - 09:00

To apply Y or Yes
Add Client ID-CcoxlEc\iEBO0 72P2E23A

 Add Employes

Add Other

Add Email

Remove

WARNING: Do it altr the ID valus in meseage detal

Ca Fé | | fabo wEnadeavour Foundation
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CarelinkPlus Shift Messages Summary

This section of your CarelinkGo User Guide will show you step by step:

How to send a shift message from table view

How to view the message saved as a shift note

How to view the message in the CarelinkGo Message Log
How to view replies to messages

Careli rgﬁo
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Step by Step Instructions -21-

1 Log in to CarelinkPlus using your Endeavour Foundation Username and Password.

2 Find the shift you need to send a message. Use either a global roster, client, facility, or employee profile.
3 Click on ‘Table View’.

4 Click on the specific shift you wish to send a message about.

5 Click on the down arrow next to the envelope.

6 Select the correct message template for the type of message you need to send.

7 The message will prefill with the template and specific shift information.

8 Add any additional information needed to the message.

9 If there is any error in sending the message via CarelinkGo, this will appear in the Errors box.
10 Click on ‘Send'.

11 A pop-up box will state the message has been successfully added to the queue.

12 The shift will automatically be flagged light grey.

13 The message sent attached as a shift note.

14 To view the status of your message, go to the CarelinkGo Message Log.

15 In the Start Menu, under Utilities, click on CarelinkGo Message Log.

16 Apply any filters to find your message and click on ‘Find Now’.

17 The columns to the right will state whether the message has been read and replied too.

Q re | I r&k‘o w]E1"3:1«51-r:m.i':::n.,l_:r Foundation
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Step by Step Instructions

18 The Reply Message column states whether the message was a reply from CarelinkGo.
19 Double click on the message to view it.

20 Any reply will also be saved as a roster shift note against the shift.

21 Replies can also be found by a Global Roster, filtering for the yellow flag.

Q re | I rag‘o w&ladeavnur Foundation
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Find the shift you need to send

Log in to CarelinkPlus using a message.

your Endeavour Foundation Use either a global roster,
Username and Password. client, facility, or employee

profile.

Click on ‘Table View'.

7 Active Client: Mr Tog Rudolph, 33 Corporate Dr, CANNON HILL,
. Welcome to carelink+ e Fle View Edt Records Calendar Mapping

U :; | Go To Rules V@ m B !@ % E& | g | Client Filter:

Please enter logon credentials. Table View |Calendar View
Fo

ENDEAVOUR\Penny.Hardy

User Name:

Password: -o-ooooo..l ‘I

carelink ™ Hint: Use your Windows credentials.

About carelink+ I { Login H Cancel l

| [ty =E—

iEdiiagesiladdadad

100 || TR TR
1991 e cansms,

)

Gorwrl| St S| Toeu Ao 3 Tos v 100 Toa A gpev 8| Aot 100 T Tl Acin P 140 Mt B 0, Tt s ol 1100 omlWeshad o 10 T Laya s 030 Tou Chrges $500 At Coarges 106 ol ) fsd o, | =

Ca Fé | | f&g‘o wEnadeavour Foundation
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Select the correct message
template for the type of
message you need to send.

Click on the specific shift you Click on the down arrow next
wish to send a message about. to the envelope.

Active Client: Mr Tog Rudolph, 33 Corporate Dr, CANNON HILL, 4170, 1/01/2000,
Fie View Edit Records Fiters Calendar Mappng

; | Go To Rules [@ ﬁ E [ﬁ‘ g & G | Client Filter: s
iTable View! | Calendar View| 1 ‘ . . I‘ 7‘ . - @

Table:3|tems
pwvd|cmh| Flag | MessageFlag | Vacancy | StartDate | ClientName | Employee Name 1:1 - Change of Shift Time
L1 ! {2207723  [Rudolph.Tog MG .. ROSTERONLY A1 -Cli ;
2‘2,9.7{23 Rudolsh, Tcg X "~ ROSTER ONLY 1:1 - Client Cancellation
{20723 Rudolph, Tog  1J.C _ ROSTER ONLY i : - Facility - Change of Shift

SW No Show

— Vacancy Message
UrouT Saw uay =T

5 Queensland

Q re | | f&g‘ 'd Endeavour Foundation
(@)
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7

The message will prefill with It there are any errors in
9 preti : Add any additional information sending the message via
the template and specific shift : o :
: . needed to the message. CarelinkGo, this will appear in
information.
the Errors box.

Message:

Message:
Hi G,

HIG,

Your shift providing support to Tog Rudolph on 22/07 - 09:00to Your shift providing support to Tog Rudolph on 22/07 - 09:00to
18:00is cancelled. 18:00is cancelled

Tog is unwell and unable to received his usual community supports.
Respond YES to confirm you've received this message. i there’s any available shifts for today, | will send them through. | Emors
Respond YES to confim you've received this message.
Thanks,

ID:YR372hNXUCBivHmMaAOYVQ Thanks. Peter Parker does not have a valid CarelinkGo user account
ID:YIR372hNXUCBfvHmaADYVQ

CQ re | | f&‘ 'd Endeavour Foundation
(@)
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A pop-up box will state the

message has been The shift will automatically be
successfully added to the

flagged light grey.
queue.

Click on Send.

Message Added

WG,

Your shftprovdng suopot to Tog Rudoloh on 22107 - 90010
180 coceled.

Table: 1 ltems
R o Message Successfully Added to Queue

(Thanks.
ID:YFRI72hNXUCEfvHmaADYVQ

>»P>»>P»>»

Q re | | f&‘ 'd Endeavour Foundation
(@)
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To view the status of your In the Start Menu, under
message, go to the CarelinkGo Utilities, click on CarelinkGo
Message Log. Message Log.

The message sent is attached
as a shift note.

Notes

received this message. Thanks, ID:YFR37ZhNXUCBfvHmaAOYVQ

Enter Note:
Hi G, Your shift providing support to Tog Rudolph on 22/07 - 09:00 to 18:00is cancelled. Tog is unwell and unable to received &3 Garelki-- [Carcinksa Feseié Logi — T
his usual community supports. If there’s any available shifts for today, | will send them through. Respond YES to confirm you've File View Tools Window Help | Utilities ~

3O -3 Q@0 < H ¥ 40 oo

Stort Page| CarelinkGo MessageLog

System Maintenance

PublicHoliday

Date Range People Message Types User Information
Sent From Message Type
[vednescay, 5 ay 223 T+ | [ |

Referral Management

[] Show on Reports and Web —— S Email Log

[ Link to Client Notes [Wednescay, 2 mgst 28 Dr | | | CarelinkGo Message Log
Bxdsting Notes: Log Viewer

Sent Type
Date Note Wiitten By Show on Reports and Web DSSDashboard

18/07/2023 | Hi G.Your shit providing support to Tog Rudolph on 22/0._ | Georgna Magil [No |

Financial Package Adjustments

Ca Fé | | r&‘O wEnldeavour Foundation
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Apply any filters to find your 17 The columns to the right will
message and click on ‘Find state whether the message
Now’. has been read and replied to.

The Reply Message column
states whether the message
was a reply from CarelinkGo.

Start Page | Tog Rudolph | CarelinkGo Message Log|

Date Range
SentFrom

[viednesday, 5

Juy

2023 G~

SentTo

Careli rayo

Sent

Recipient

Sender

119/07/2023 11:55 AM

Georgina Magil Alternate

Georgina Magill

Sent

Recipient

Sender

g
:

i19/07/2023 12:01 PM

Georgina Magil

Georgina Magill Altern...

<
™
a

[Wednesday, 15wy 2023 [3- | 18/07/2023 12:00 PM Georgina Magill Alternate = Georgina Magil 19/07/2023 11:55 AM Georgina Magill Alternate | Georgina Magill No
18/07/2023 8:44 AM Georgina Magill Alternate  Georgina Magill 18/07/2023 12:00 PM Georgina Magill Alternate ~ Georgina Magill No

it Sioe ool gad'  [Feil? [Eadifie 12/07/2023 11:16 AM Georgina Magil Alternate | Georgina Magil 18/07/2023 B:44 AM Georgina Magil Alternate  Georgina Magil No
19/07/2023 11:55 AM shift Georgina Magll Altemate  Georgina Magl No o No 12/07/2023 11:15 AM Georgina Magill Alternate  Georgina Magill 12/07/2023 11:16 AM Georgina Magill Alternate  Georgina Magill No
18/07/2023 12:00PM st Georgna Msgl Altermate  Georgna Magi o Ho ™ 2 i . ; g i
s o g e (e = = = 12/07/2023 11:09 AM Georgina Magill Alternate = Georgina Magill 12/07/2023 11:15 AM Georgina Magil Alternate Georafna Magill No,
12072023 11:16 AM stift Georgina Magll Alternate  Georgna Magd [ No Mo 12/07/2023 11:09 AM Georgina Magil Alternate = Georgina Magil 12/07/2023 11:09 AM Georgina Magil Alternate  Georgina Magil
12/07/2023 11:15 44 it Georgina Magl Altemate  Georgna bagi Yes No o 7 : = A ; 12/07/2023 11:09 AM Georgina Magill Alternate ~ Georgina Magill No
S E et = P e g T 1 e 12/07/2023 11:09 AM Georgina Magil Alternate | Georgina Magil 2/07/20. 2 gina Magil gina Mag)
120072023 11:09 AM snift Georgina Magll Altemate  Georgna Magl Yes No Mo 12/07/2023 11:09 AM Georgina Magill Alternate  Georgina Magill 12/07/2023 11:09 AM Georgina Magill Alternate ~ Georgina Magill No
12/07/2023 11:08 A4 shift Georgna Msgl Altemate  Georgna Magl tes to Mo i Al 12/07/2023 11:09 AM Georgina Magill Alternate  Georgina Magill No
12/07/2023 11:09 AM snift Georgna Mogl Altemate  Georgna Magl Yes Mo o 12/07/2023 10:50 AM Magil Magill 12/07/2023 10:50 AM Geor Alternate | Georgina Magil No
12/07/2023 10:50 &M st Georgna Msgl Altemate  Georgna Magh res o Mo 12/07/2023 10:49 AM Georgina Magil Alternate = Georgina Magil L 'gna Maol o
12/07/2023 10:49 AM Shift Geor Magll Alternate Georgina Magll ¥ Ne Mo % . o
Py in et ety o s . e 12/07/2023 10:49 AM Georgina Magill Alternate | Georgina Magil
12/07/2023 10:48 AM shift Georgina Mail Altermate  Georgna Mgl es to. Mo 12/07/2023 10:48 AM Georgina Magill Alternate = Georgina Magill
12/07/2023 10:38 AM st Georgna Magl Alternate  Georgna Magi tes Ho o - 5
12/07/2023 10:47 AM shift Georgina Magll Altemate  Gearging Magl Yes ™ Mo 12/07/2023 10:48 AM Georgina Magill Alternate  Georgina Magill
12/07/2023 10:47 AM shift Georgina Magll Altemate  Georgna Magil Yes No. Mo 12/07/2023 10:47 AM Georgina Magill Alternate = Georgina Magil
10/07/2023 11:43 A4 snft Alzona G Georgna Magh e ¥ No
O Ea N o Sy i iz e 12/07/2023 10:47 AM Georgina Magill Alternate | Georgina Magill
5/07/20239:15 AM st Georgina Mgl Altemate  Georgna Magd Yes Yes o

T — ——————
T — e - —— -—_—_.

Endeavour Foundation
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Any reply will also be saved as Replies can also be found by a
a roster shift note against the Global Roster, filtering for the
shift. yellow flag.

Double click on the message
to view it.

. View Message Notes
Enter Note:
CarelinkGo message response received from G M

. —— - - —— i ——— - o

Radpient Response: Hey, thanks for the heads up. ff there's any shifts available, Im happy to work them

e e e Table: 1 ltems

Body - Hi G, Your shift providing support to Tog Rudolph on 22/07 - 03:00to 18:00 is cancelied. Tog is unwell and unable to received
Hey, thanks for the heads up. If there's any shifts avallable, I'm happy to work his usual community supports. If there's any available shifts for today. | will send them through, Respond YES to confimm you've
them. received this message. Thanks,

[ Show on Reports and Web
[ Link to Cliertt Notes

Existing Notes:
Date Note Wiitten By Show on Reports and Web

19/07/2023_| CareinkGo message response received from G M _ Res.__| GeognaMa._[No ||

159/07/2023  Hi G.Your shift providing support to Tog Rudolph on 22/0... Georgina Magil Ne

Q re | | f&‘ 'd Endeavour Foundation
(@)
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CarelinkPlus General Messages
Summary

This section of your CarelinkGo User Guide will show you step by step:

What is a general message

When a general message is to be used and by who
How to send a general message

How to view general messages that have been sent

Careli rgﬁo
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Step by Step Instructions

1 Log in to CarelinkPlus using your Endeavour Foundation Username and Password.

A general message is sent using the envelope icon at the top of CarelinkPlus.

A general message can also be sent using the envelope icon at the top of the roster screen and not selecting a template.

General messages are to only to be sent by the Rostering Team Leaders and Rostering Manager when advised by senior management.

General messages do not have templates in CarelinkPlus.

When a general message is sent to CarelinkGo, these messages cannot be replied to.

Copies of general messages can be found in the CarelinkGo Message Log.

The CarelinkGo Message log can be found under the Utilities menu on the Start Page.

Ol | Nl | B~ |WIDN

You can filter on Message Type and select ‘General’ to filter the results only for these messages.

Q re | I r&'lJ‘O w&ladeavnur Foundation



-33-

A general message can also
Log in to CarelinkPlus using A general message is sent be sent using the envelope
your Endeavour Username using the envelope icon at the icon at the top of the roster
and Password. top of CarelinkPlus. screen and not selecting a
template.

~ wéloome to carelink+ ~ carelink+ - [Start Page]
File View Tools Window Help |

U Pleaseenterlogon credentials. @ @ b (t@ @ Q 'L‘ m <y J E ABF | ﬁp %}\@]Workﬂom

User Name: ENDEAVOUR\Penny.Hardy | Start Page|

Start Menu

Last Login: Wednesday. 2 Augu 4925 AM Ti i
Last 5 Logins L et At
Search 5 Queensland i18: i22: . 4.00 Saturday

otaeinke | Lizo Lozl 5 Queensland 200 2200 | 0,00 Saturday

carelink ™ Hint: Use your Windows credentials.

Password: -o-ooooo..l ‘I ‘

Q re | | f&g‘ 'd Endeavour Foundation
(@)



General messages are to only
to be sent by the Rostering
Team Leaders and Rostering
Manager when advised by
senior management.

# carelink+ - [Start Page]
File View Tools Window Help |

3O - QX< e | Workfiow:

Start Page

© Start Menu v

Last Login: Wednesday. 2 August 2023 at 7:49:25 AM
Cearchi - Last 5 Logins
arc ¥

Careli r&o

General messages do not
have templates in
CarelinkPlus.
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When a general message is
sent to CarelinkGo, these
messages cannot be replied
to.

{ Georgina Magill

This is a general message sent from
CarelinkPlus.

02 Aug, 09:15 AM

'd Endeavour Foundation
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Copies of general messages
can be found in the CarelinkGo
Message Log.

File View Tools Window Help |

0 2R < e 40 e

Start Page) CarelinkGo Message Log|

Date Range People Message Types
Sent From Recipient (Contans) Message Type
[Wednesday, 19 3y 203 @ | |

SentTo Sender (Contains) Message State
[wednesday, 2 mgust 223 [+ |

Type:

6?’(’3“@40

The CarelinkGo Message Log
can be found under the Utilities
menu on the Start Page.

g Utilities A

System Maintenance
PublicHoliday

User Information
Referral Management

Email Log

CarelinkGo Message Log
Log Viewer
DSSDashboard

Financial Package Adjustments
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You can filter on Message
Type and select ‘General’ to
filter the results only for these

messages. Click on ‘Find

Now’ to view the results.

Start Page | CarelinkG oMﬁsageLog

DateRange Pecple
SentFrom Recient (Contans)

[Weresty, 8wy 223 B+ |

SentTo Sender (Contais)
fiedestey, 2 st 238 @] |

'd Endeavour Foundation
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Top Tips

Flag all vacant shifts sent to CarelinkGo green.

Always add a message to the ‘Extra Information’ section of vacancy requests for split shifts.
Always use a message template so support workers can reply.

Don’t tick ‘Display on Carelink+ mobile’ for client or facility profile alerts about Backfill.

For IT Support

Contact the ICT Helpdesk on
1300 742 212

Ca Fé | | f&k‘o wEnzdeavour Foundation



