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CareWhen Lite Training
Adding & Inactivating Caregivers

IJ CareWhen Lite is a simplified version of CareWhen. Functionality and features discussed in this training may only be
available by upgrading to the full version of CareWhen. Contact your DWIHN Administrator for upgrade options.
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Adding a Caregiver — Getting Started

Adding a Caregiver in CareWhen can be accomplished in a few simple steps. Start by selecting the Caregivers
tab. Once selected, click on the Add button.

Welcome ACB.EvanM@ AssurniCare! ~
MM‘I: 1 . Thursday, September 10, 2020, 10:36:22 AM

Search: | Names, cities, phor | Zone: + | Skill Level: - |_:L |_,__r:|h i L5 a, Show Inactive
Last Name 1 First 1 Skill Level City State Phone Hire Date Active Last Completed Visit
Apple £ Annie COM St Petersburg FL (T27) 999-8858 2/19/2019 v 08/20/2019 08:00 AM
Billings Brenda CHNA St Petersburg FL 3/21/2018 v 12/02/2019 02:30 PM
Cheerie : Cheryl CHNA Spokane Vly WA (208) 661-0836 1/9/2019 o 08/30/2019 02:00 PM

Upgrade to the full version of CareWhen to access the ability to add Prospective Caregivers; potential Caregivers for
your agency that can be activated later.

To learn how to set up the dropdown options for caregiver tab fields, see the CareWhen Configuration training
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Adding a Caregiver — Personal Information

Start with the Personal tab. Here you enter general information for the Caregiver. Items that are required for

this step are marked with red stars. To add phone numbers to a Caregiver, select the Plus button, input their
complete phone information and click Add.

Click the Address Validation button to verify

your entered address. If changes are required,

a pop-up will appear. If no changes are
required, the button will turn green.

O--— @

Create Caregiver

1
Personal Private Scheduling Agency

L 2

|
Caregiver ID:* [Auto] « Y Active

First Name:* John Middle: Last* | Test Suffix: Credentials: |

Address:* 10 Main Street

Address 2: Note that to use the Find Available feature (see Creating & Managing

i
|
\
City:* Waltham sutor e v | Postal Code:* | 02451 @ Visits) the caregiver’s cell phone carrier must be entered.

Phones| Lo NE

1 Mobile/Text

john@email.com

Primary Email:* Secondary:

Tip: dbl-click line item to edit phone. Drag & Drop to reorder.

I Phone: ( 111 )'222' - 3333 Mobile/Text ~ | Cell Phone Carrier

I Memo:

Referral Source: I
Initial Contact: |

Interview [
Conducted By:
* required @& read only User Name:  TRA. JohnT |

~ | Conducted Date: B

To learn how to set up the dropdown options for caregiver tab fields, see the CareWhen Configuration training
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Adding a Caregiver — Private Information

The second tab is the Private tab. Here, input all required information, as well as any available optional
information.

Create Caregiver

Personal Scheduling

Hire Date:™ 09/10/2020
Birth Date:™ 06/08/1989 Age: 3
Gender.” = Male Female Not Specified
« The skill level that the caregiver is E:ﬁ*"SE“”W* Iz
assigned will determine what type Sl Loval oA .
of visits they can be assigned. Marital Status: O Singc O Marred
See the CareWhen Foundations Payroll Number. | |
training for more information on Temnaen B I = |
. Termination Reason: -
skill levels. i Origin | 5
Can Drive: O
* required & read only ptional Fields - Editable at
a later time

To learn how to set up the dropdown options for caregiver tab fields, see the CareWhen Configuration training
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Adding a Caregiver — Scheduling Information

From the Scheduling tab, you must select the Caregiver’s service Zone(s). Caregivers can be assigned to
multiple zones. You may then enter in any available optional information.

» Associate the Caregiver with
whichever Zones they will be
servicing.

* The skills on the Scheduling
tab will be used to match the
caregiver up with the Client’s
Needs. If the caregiver does
not have a particular client
need, a warning will generate
when assigning the visit (if
enabled).
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Create Caregiver

Personal 1 Agency

Zone™ ! North South West
Desired Hours Per 20 -
Week: =
Skills: Check All Cats Dementia Care
" Diabetic Care ~' Dogs Hoyer Lift
1 Lifting Live-In Smokes Inside
Gender Preference: Female Male = No Preference

Familiar Clients:

Acceptable message
types:

Scheduling Comment:

Familiar Clients 1

No Client selected. Click Add button.

ptional Fields - Editable at

- a later time

il

0 items

| Email v Text*

Zones are used to
identify regions or
office locations. Clients
are associated to a
single Zone, but
Caregivers can be
assigned to multiple
Zones for which they
are available to
service.

To learn how to set up the dropdown options for caregiver tab fields, see the CareWhen Configuration training
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Adding a Caregiver — Agency Information

Finally, the Agency tab will be presented as the last tab to edit. Agency Role is required and should be left
on the default Caregiver Limited View. Click Save and Close to complete adding the caregiver.

« Unless a Caregiver works in the
agency requiring elevated CareWhen R
privileges, their Agency Role must be
selected as Caregiver Limited View.

« The Allow Flexible Scheduling or_)tion To enable AIM messaging.
must be checked to allow Caregivers to a Caregiver must have an

email address entered and

complete visits in the system. at least one messaging

contact type enabled.

* Toggle AIM Recipient on to grant the

Caregiver access to Agency Internal Alow Hti
Messaging . Scheduling:

4

Save & Close

To learn how to set up the dropdown options for caregiver tab fields, see the CareWhen Configuration training
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Inactivating a Caregiver

Inactivating a Caregiver in CareWhen is straightforward as well. Simply click into the caregiver and then select

the removal date and reason on the Private tab.

Edit Caregiver Record : Billings, Brenda [CNA]
(
Once inactivated: Hire Date:” o @
Birth Date:* Age: 45
* Any future visits that were assigned to the Gender* C Male (= Fomale ) Not spe
caregiver will show as unassigned Socl Secuty” | 33300 9076 | Select the removal date
EIN: | | and reason. Once saved,

the Caregiver will be

« The caregiver will not be able to check in or out Steret Lo T marked inactive.
. . Marital Status: (_ Single () Married
using the mobile app PapoNumber. | |
Termination Date: m
 When looking at caregiver reports, you can elect formination Reason: | =2
to include inactive caregivers or exclude them Etfnic Orgn: S e
f.an D'WE Quit with Notice
required & read only Quit without Motice
Violation of Policy

To learn how to set up the dropdown options for caregiver tab fields, see the CareWhen Configuration training
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