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Introduction

Introduction

Links to related topics are used extensively throughout this document. To get
the most out if this help, it is therefore recommended that it is accessed by
opening the PDF document and reading it on the screen.

This document is a guide for Service Directory Officers who
manage your Service Directory information using the
Administration feature to maintain the following details:

e Agency details

e Site details

e Service details.

It also includes instructions on how to log into Connectingcare

with Admin access and general tips on how to use the Admin
feature.




Logging into Connectingcare

Logging into Connectingcare

Service Directory Officers who manage your Service Directory
information must be registered Connectingcare users with Level 2
security access.

This section outline how to:

retrieve your login details

the login process.

Getting your login details

If you do not know your Connectingcare user name, password
and access level details you will need to contact your Primary Care
Partnership (PCP).

To find your PCP’s contact details:

1.
2.
3.

4.

Go to WWW.connectinqcare.com.
Click on the Contact menu item.
Enter your Postcode.

Click the Submit button .

This will display the contact details for your PCP.

Logging in

To login to the Connectingcare website:

1. Go to Www.connectingcare.com.



http://www.connectingcare.com/�
http://www.connectingcare.com/�

Logging into Connectingcare

Username

Password

, ) A comprehensive web-based directory providing secure messaging and e-referral
( B ) connectingcare

DATABASE CONSULTANTS AUSTRALIA
\ Home Search Help Admin My Favourites Contact  About

[ Login ] [ Regis

WHAT'S NEW?
ter J

Lost password?

1

Important Changes to E-
Referral Acknowledgement

Notes from the
Connectingcare Forum

More =

Regional Metropolitan
PCP | DHS | LGA PCP | DHS | LGA

2. Enter your Username and Password and click the Login

button _L2gn ]

When you are logged in, the Home Page will display your login
details.

My Favourites ]

Currently logged in as sriram
Logout

[ First Time User ]




Connectingcare Administration

Connectingcare Administration

This section outlines:

How to access the Administation page

e the3 Agency Levels
e Navigating between pages
e Data Entry tips

e Advice for Service Directory officers.

About the Administration page

To access the Administration page:

e Click on the Admin menu item on the navigation bar.

Home Search Help Admin My Favourites Contact About

This will open the Administration home page.

Administration

Site/Service Administration

Click on "Edit your agency" to drill down to edit, sites and services, See diagram
to the right for a visual guide.

Welcome "administrator" for Connectingcare

2 @ ¥ B &
Edit your Edit your Referrals Directary Logout
Agency Details Extract

Adrmin users down to level 2 now have the ability ta do a directary extract of data contained in the Connectingcare database, What this means is that vou can
extract such things as service and contact infarmation For use in mail merge or database applications etc. Click the Directory Extract button above to access this, You
will require a separate username and password for this, To request this username and password please send an email to richard@connectingcare . com.

E-referrals made via Connectingcare this month (October): 941
Username: simonew2 Security Level: 2

last update: 30/08/2010 3:03:00 PM




Connectingcare Administration

About Agency levels

An Agency is comprised of one or several Sites and each Site can
provide multiple Services.

The levels are categorized as follows:
e Agency - Top Level
e Site - Middle Level

e Service - Bottom Level.

AGENCY

When editing Agency details (Agency, Site or Service), the
particular level you are editing will display, for example the
Agency level will be represented by the following image:

SERVICE

Page and table headers for Agency (top level) pages are displayed
in red:

Agency Administration
Brimbank Melton Primary Care Partnership

ID Agency Abbreviation Action

Page and table headers for Site (middle level) pages are displayed
in blue:

Site Administration
ISIS Primary Care

Site_id Link_id Link_name Link_url

Page and table headers for Service (bottom level) pages are
displayed in red:

Service Administration
ISIS Primary Care - Deer Park

RowlID Site_id Prefix Number Code Referral OK




Connectingcare Administration

Navigating between pages

Navigation options for all the Admin pages are located in the
same location of each page. These options will differ from one
page to the next.

Site Administration

ISIS Primary Care

Fpack to Agency | + Add New Site | fiiAdmin Home

Agency: ISIS Primary Care

To return to the Administration home page from any of the
Admin pages:

e Click the Admin Home logo .

To return to the calling page:

e (lick the 7 Back to ... link.

Admin and data entry tips

All the Admin tables (Agency, Sites, Services, Phones etc.) contain
an Action column which contains the actions available for each
section.

¥ By Qo) B

The Legend section above each table displays the available
Actions with a description.

[ _"; & . . . . . L .
Legend: ﬁ Edit &/ Delete 5@ Edit Phone Murnbers % Edit Links —_“L View Service Capy Service

When Action icons that are followed by parentheses this informs
the user of the number of items for the particular Action. For

[#5)

Phone Numbers | @':Zﬂ Links| g{2}|

example, Sites
The following information is available on Data Entry forms:
e mandatory fields are highlighted in pink

Service name

e read-only fields are highlighted in red SiteTellD

10



Connectingcare Administration

e If you place your cursor over data entry fields, a Tip Fly Out
will display with information relating to the field.

Provide info for a consumer to determine if they are
likely to be eligible or not.

Eligibility

Advice for Service Directory Officers

Service Directory Officers are responsible for ensuring the
information that is being accessed by consumers and other service
providers about your Agency is correct and up-to-date.

It is recommended that Service Directory Officers establish a
regular routine for updating Agency, Site and Service details. It is
recommended that information is checked quarterly as a
minimum, with new information updated at any time.

Make sure that staff at your Agency know that who their Service
Directory Officer is and that any changes or new service
information can be forwarded to the correct person at any time.

11



Level 1 - Agency Administration

Level 1 - Agency Administration

SERVICE

To view and maintain your general Agency information (top
level):

1. Click on the Edit your Agency icon on the

Administration page.

This will display a table with the Agency ID, Agency name,
Abbreviation and Actions.

ID Agency Abbreviation Action

936 | ISIS Primary Care | ISISPC ¥ S Eue

Actions available at the Agency level are:

e Edit Agency details -

E3TE

e Display Sites -
2. Select the required Action.

Editing Agency Details
To edit any of the general Agency details:

1. Click the Edit icon in the Action column or click on the
Agency Name link in the table in the Agency Administration

page.
This will display the Edit Agency page.

12



Level 1 - Agency Administration

EDIT AGENCY

? Back to Agency | + Add New Site to this Agency | View this Agency's Sites | T’:}Admin Home

Agency Name |ISIS Primary Care |

Agency Name
Abbreviation |ISISPC
Website
Address
Last Updated
By

| (usually an acronym of the agency name)

|www .isispc.com.au | (ea. www.Connectingcare.com)

Mark Roper (person who performed the last update)

Agency Mot Your community health service -

Agency Logo | ” Browse. ..

Logo's must be in either GIF or JPG format. They must be no larger than 300 pixels x 300 pixels. Preferred size is around
200 x 150. Images should be no larger than 32kBytes. The image should be clear when printed in black and white.

Current Loge N/A

2. Make the required edits to any of the following fields:
e Agency Name

e Agency Name Abbreviation
e Web Site URL
e Agency Motto

e Agency Logo.

3. Click the Submit button to save your changes.

A confirmation message will be displayed.

Agency 936 (ISIS Primary Care) updated.

4. Click the Back to Agency Admin link if you wish to return to
the Agency Administration page.

5. Click the + Add New Site to this Agency link if you wish to
add a new site.

6. Click the View this Agency’s Sites link if you wish to go to the
Site List page.

13



Level 2 - Site Administration

Level 2 - Site Administration

AGENCY

SERVICE

To view and maintain your Agency’s Site information (middle
level):

1. Click the Folder icon 3) in the Action column of the
Agency Administration page or click the View this Agency’s
Sites link on the Edit Agency page.

This will display a table listing all the campuses or sites associated
with your Agency.

Each row contains the following Site details; Site ID, Last Updated
date, Site Name, PCP, Address, Locality and links to the Actions.

ID Site name Updated PCP Address Locality
p—
991 |ISIS Primary Care - Deer Park | 29/04/2010 |5 | 106 Station Road DEER PARK. VIC. 3023, g @.(2) R0 Glen
e [ ETPY)
pr—
ISIS Primary Care - Hobsons ALTOMA (¥ By By Gize)
agg |EIEPriman 29/04/2010 |31 | 330 Queen Street T e vIC. 3006 =
pr—
2 A
936 |ISIS Primary Care - Stalbans | 29/04/2010 |5 |1 Andrea St ST ALBANS. VIC, 3021, g @.(1) R0y Gy
B = €:y
pr—
i - ey &
agz |LELE Erimary Care - 17/11/2008 |5 | Level 1, 399 Meltan Highway TATLORS LAKES. VIC. 3038, Fg @.(1) Q) Gien
Watergardens =Y SJ(42)

To add a new Site to the Agency:
e C(Click the + Add New Site link on the navigation bar.

Actions available for each individual Site are:

Edit Site details -

=y

e Delete the Site -

e Edit Phone No’s - @(1}

e Edit Links - g':':'

(#3)

e Display Site Services -

e View Site in a new window -

e Referral Emails -

14



Level 2 - Site Administration

Ll

e Associated Users - .

2. Select the required action.

Adding a new site

To add a new Site to and Agency:

1. Click the +Add New Site to this Agency link on the Edit
Agency page or + Add New Site link from the Site List page.

This will display the New Site page.

Site Administration
ISIS Primary Care

NEW SITE

i¥ Back v Site Adwan | B Adein Mome

| Submit |
agarcy_< EETHIN
Offline [not carrently implemented)
e nore
ddesstne 1 [

Address bne 2 |
Acidrass bew 3| |
Locality =3 Salectalocality == = (postonde in brackets)
Telephone [please 334 the ste first and then sdd phors numnbers vab the ste st page)
Email addross | | fgeneral cortact email for the site)

INE Avsilabilty Unknown = (dees the sibe provede Il Needs Identification (INI) services?)
IC Availabality URKROWN = (dees the sibe provede Inibal Cortact {IC) servces?)
Appoarament Required UNKNown = [indicates if an appointment is required for sccess to the site)

Lienbon Dedenption
{=.g. located in the Business
Cantre)

Sive avmlaklity axcepleng
{&.g- not open on weskerds) 1
Facilities Not Available Facilties Available Here
Baby change room - El
tumukﬂm&ﬁutm ste | Fafgbaria
can provide by selacting it from
the list o the laft and than | CARREOO

Computer - magnification software
Computer - voice gutput software =

PoP bon SgleetaPoP - -

GP Division --> Salect 3 GP Division <-- -
Melwaye map page reference | | [eq. 67) Metwaye mag grid refarencs | | (20, 5]
Wicreads map wrdm:l (&g 67 Vicroads map grid F‘""“I:I{ﬂ- ES)
Updated by unknawn
Added by unknown
Contact for upd [ | (o o contmct at the site regarding updstes to this sibe and its’
L]

15



Level 2 - Site Administration

2. Enter the Site details, referring to Table 1. Site fields

definition. Note: The Site phone number is entered using the

Telephone Number Admin section.

3. Click the Submit button ISR

to save your changes.

A confirmation message will be displayed.

| Mew Site added. |

4. Click the Back to Site List link if you wish to return to the Site

Administration page.

5. Click on the Add telephone numbers for ... if you wish to

add the Site’s telephone number details.

Table 1. Site fields definition

Site Field Name Description

Agency ID This is a read-only field.

Site name Enter the trading or operating name of the Site.
This is a mandatory field.

Address line 1 Enter the Site street address.

This is a mandatory field.

Address line 2 - 3

Enter any other Site street address information that cannot fit
on Address line 1.

Locality

Select the suburb from the drop-down list.

This is a mandatory field.

Email address

Enter the Site’s email address.

Description

Enter a brief description of what is offered or included at the
Site.

The following HTML formatting can be applied to text in this
field.
To have text appear bolded, enter the following format:
e <b>This will appear bolded</b>
To have text appear underlined, enter the following format :
e <u>This will appear underlined</u>

To have text appear in italics, enter the following format:
o <i>This will appear in italics</i>

To have text appear as an unordered list, enter the following
format:

<ul>
<li> This will appear as an unordered list</1i>
</ul>

To have text appear as an unordered list, enter the following
format:

<ol>

<li> This will appear as an ordered list</1i>

16




Level 2 - Site Administration

Site Field Name

Description

</ol>

This is a mandatory field.

INI Availability Select the Initial Needs Identification (INI) Services option
from the drop-down list.
IC Availability Select the Initial Contact (IC) Services option from the drop-
down list.
Appointment Select the Appointment Required option from the drop-down
Required list.
Location Enter a clear description of the location of the Site. This
Description should include any information to help visitors access the Site
that is not immediately obvious from the address details.
E.G. Access to 120 Spencer Street is from Frances Street,
adjacent to tram top 45 on line 70.
Site availability Enter clear instructions about any exceptions to normal Site
exceptions availability.
Facilities To enter Facilities that are available at the Site:
e Highlight the Facility is the Facilities Not
Available box.
e Click the Right Arrow
The Facility will be moved to the Facilities Available Here
box.
PCP Select the Site’s Primary Care Partner (PCP) from the drop-
down list.
This is a mandatory field.
GP Division Select a GP Division from the drop-down list.
Melways map page | Enter the Melways map page reference for the location of the
reference Site.
Melways map grid | Enter the Melways map grid reference for the location of the
reference Site.

Vicroads map page

Enter the Vicroads map page reference for the location of the

reference Site.
Vicroads map grid | Enter the Vicroads map grid reference for the location of the
reference Site.

Contact for
updates

Enter the contact details of the person at the Site who handles
updates to the Site and Services.

Editing Site details

To edit an Agency’s Site details:
1. Locate the Site in the Sitfe List.

2. Click the Edit icon in the Action column or click on the

Site Name link in the table in the Site Administration page.

17




Level 2 - Site Administration

This will display the Edit Site page.

EDIT SITE

i Back o Site Admin | + Add New Service for this Site | View this Site's Services | B Admin Home

Hiline (et currenkly implemenbed)

Site name SIS Primay Care = DeerPark ] e e et updted

e 3004 3010)

ddress ne 1 (168 Staon 688

Address line 2 | ]

addrass line 3| ]
Locality |DEERPERK[I0ZI » (postesds o brackens)
Telephorse (add phone numbers via the phone icon on the site kst page)

J {general contact email for the site)

Description

IM] Avadalelity ‘Yas * {does the site provide Initial Mesds [dertification (DND) services?)
IC dwadablity Yoz * {doss tha se prowide Dnital Contact (1C) sarvices?)
Appnitmiant Ragundd Yad ¥ (imdicates if an appoinbment is reguined for sccess to the sibe)
Lecation Descripteon -
{0.g- located in the Business
Cantre) -

excaptions (Contre open Monday - Friday 8,30 - Spm. Car parking available. -
{e.g. not epen en |GP Clinkc also open late Monday & Thursday (o 7.30pm) & Saturday - Emergency |E
weekends) anly §,30am - 12.30pm. G# Chnic can cumently only recieve naw clients who kve =
Facilities Mot Available Facilities Available Here

Baby change rocsm = | »» | |Baby change table

Facilities | Bradle signage .J ‘ i
[adect tha Facahitiad that tha | Chfetenh ! IE' Dt abled bodet

Sabe

can provide by selecting it Catenng
[

Hwhnunmk-&anmm Claak room ‘Wheel char access
eheking the mght arrew) | Computer - bralle display

GF Divigsen == » Select a GP Dwision <= b
Malways map M[E (eg. 57) Melways map grid rﬂftf\u'u:\e [eg- ES)
wmw[:w.m wrmmapuridfﬂftm:][em_ ES)
Updated by Mark Roper
Added by unknown
Cortact for updates Dioring Johnston | fwhe to pontact at the site regarding updstes to this site and its’ sery

3 Make the required edits to any of the following fields, referring
to Table 1. Site fields definition.

4. Click the Submit button |BSE=MI {5 save your changes.

A confirmation message will be displayed.

Site 991 {ISIS Primary Care - Deer Park) updated.

5. Click the Back to Site List link if you wish to return to the Site
Administration page.

6. Click on the Add/Edit telephone number link if you wish
to maintain the Site’s telephone number details.

18



Level 2 - Site Administration

Deleting a Site

4
é\;f: When a Site is deleted from an Agency users associated with the Site will no
longer have any demographic data.

If ALL Sites are deleted from an Agency, the Agency will no longer be
displayed.

To remove a Site from an Agency:

1. Click the Delete icon in the Action column in the table in
the Site Administration page.

This will display a warning dialog explaining the ramifications of
deleting the Site.

0 Are you sure vou wish ko delete this site?

Flease be aware that when wou delete a site, any users associated with it will no longer have any
demographic data. You will need ko go inka the users section and modifiv these users to point to a
new site, IF wou wish to see a lisk of users associated to this site, please cancel this dialogue and
click on the show users icon beside the site.

I Ok l [ Cancel ]

2. Click the Cancel button if you do not wish to

proceed with deleting the Site

3. Click the OK button if you wish to proceed with
deleting the Site.

A confirmation message will be displayed.

Deleted Site_id: 8511

4. Click the Back to Site Admin link to return to the Site
Administration page.

Telephone Number Administration

To view and maintain a Site’s telephone information:

By

1. Locate the Site in the Site List and click the Phone icon
in the Action column or click the Add/Edit telephone
numbers for ... link on the confirm screen after submitting
changes on the Site Edit screen.

This will display the Telephone Number Admin page with a table
listing the phone numbers for the Site.

19



Level 2 - Site Administration

SiteTellD Site_id Prefix Number Code Main Mo
1670 291 03 9219 7142 | Vaice/ Land Line | Yes = ]
15769 291 03 936337110 | Fax Ma = ]

To add a new phone number to the Site:
e Click the + Add New Site link on the navigation bar.

Actions available for each individual Phone Number are:

e Edit Phone details -

e Delete the Phone Number -

Adding Site Phone Numbers

To add a new Phone Number to a Site:

1. Click the +Add New Phone No link on the Telephone Number
Admin page or Add/Edit telephone numbers for ... link on
the Site Edit confirm screen.

This will display the New Telephone page.

NEW TELEPHONE

? Back to Telephone Number Admin | @ Admin Home

siteTel 10 [ site
Telephone Number Preﬁx
Telephone Numberl:l

Telephone Service Code Voice/ Land Line {110) -

Main Phone Number No -

2. Enter the Telephone details.

3. Click the Submit button IEEEUI  save your changes.
A confirmation message will be displayed.

MWew Telephone Mo, added.

4. Click the Back to Telephone Admin link if you wish to return
to the Telephone Number Admin page.

Editing Site Phone Numbers

To edit a Site’s Phone number details:

20



Level 2 - Site Administration

1. Locate the phone number in the Telephone List page and click

the Edit icon or click Add/Edit telephone numbers for ...
link on the Site Edit confirm screen.

This will display the Edit Telephone dialog.

EDIT TELEPHONE

¥ Back to Telephone Mumber Admin | @Admin Home

SiteTel ID Site ID
Telephone Number Preﬁx
Telephone Number

Telephone Service Code Voice/ Land Line (110) -

Main Phone Number No -

2. Make the required edits.
3. Click the Submit button

to save your changes.

A confirmation message will be displayed.

SiteTellD 1670 updated.

4. Click the Back to Telephone Admin link if you wish to return
to the Telephone Number Admin page.

Deleting Site Phone Numbers
To remove a Phone Number from a Site:

1. Click the Delete icon in the Action column in the table in
the Telephone Number Admin page.

This will display a warning dialog.

0 Are wou sure you wish ko delete this ikemy

I oK l [ Cancel ]

2. Click the Cancel button if you do not wish to

proceed with deleting the Phone Number.

3. Click the OK button if you wish to proceed with

deleting the Phone Number.

A confirmation message will be displayed.

Deleted SiteTellD: 1670

21



Level 2 - Site Administration

4. Click the Back to Telephone Admin link to return to the
Telephone Number Admin page.

Site Link Administration

This function allows you to embed a link in the text of the Site
page under the Links section, for example:

Links
all links will open in a new window,

% Medical Clinic Deer Park

To view and maintain website links relating to the Site:

1. Locate the Site in the Site List and click the Link icon
in the Action column.

This will display the Links Admin page with a table listing the
links for the Site.

Site_id Link_id Link_name Link_url
291 484 1315 Deer Park http:/fisisdeerpark.com.au @ @
991 485 Medical Clinic Deer Park | http://medclinicDP .corm . au @ @

To add a new link to the Site:
e C(lick the + Add New Link link on the navigation bar.

Actions available for each individual Link are:

e Edit Link details -
e Delete the Link -

Adding Site Links

To add a new Link to a Site:
1. Click the +Add New Link link on the Links Admin page.
This will display the New Link page.
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NEW LINK

tink 10 [ site ©

Link Name| |

Link Web Address |http:,/,! |

2. Enter the Link Name and Link URL.
Submit

3. Click the Submit button [BEks to save your changes.
A confirmation message will be displayed.

Mew Link added.

4. Click the Back to Link Admin link if you wish to return to the
Links Admin page.
5. (lick Site Admin if you wish to go to the Site Admin page.

Editing Site Links

To edit a Link to a Site:
1. Locate the link in the Links Admin page and click the Edit

icon .

This will display the Edit Link page.

EDIT LINK

Link ID Site 1D

Link Name |N0rthern Mallee Primary Care Partnership |

Hnk Web Address |http:,n',fwww.northernmalleepcp.org |

2. Enter the Link Name and Link URL.

3. Click the Submit button IS , save your changes.
A confirmation message will be displayed.

Mew Link added.

4. Click the Back to Link Admin link if you wish to return to the
Links Admin page.

Deleting Site Links

To remove a Link from a Site:

1. Click the Delete icon in the Action column in the table in
the Links Admin page.
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This will display a warning dialog.

0 Are wou sure you wish ko delete this ikemy

I oK l [ Cancel ]

2. Click the Cancel button if you do not wish to

proceed with deleting the Link.

3. Click the OK button if you wish to proceed with
deleting the Link.

A confirmation message will be displayed.

[Deleted Link_id: 484 |

4. Click the Back to Link Admin link if you wish to return to the
Links Admin page.

Viewing Site in new window

' This is a useful feature that allows you to quickly check how the Site details
will appear to user.

To preview your Site page in a separate window:

A

1. Locate the Site in the Site List and click the View icon in

the Action column.

This will open a new window displaying the Site details for
review.
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ISITS

"4 ISIS Primary Care

Wab: wiww.isispc.com.au
Your community health service

PRIMARY

4

CARE
ISIS Primary Care - Deer Park
106 Station Road, DEER PARK, VIC, 3023,
Fax: (03) 936337110 Tel: (03) 9219 7142
Email: isis@isispc.com.au (enquines only)
Sery #

Services available on-site - Podiatry, Physiotherapy, Audiology, Diabetes Education & Services, Diatetics, GP Clinic, Cardiac
Rehabilitation, Pulmonary Rehabiitation, General counseling, Maternal & Child Health Service, Childbirth Education classes, Health
Promation groups (e, Tai chil.

Services

The following services are provided by 1518 Primary Care - Deer Park:

e

Maternal and Child Health Service
Medical Clinic, Dear Park **

Occupational Therapy **
Physiotherapy **
[Er———

Acguired Brain Injury Program
Active Hearts **

Aged and Disability Sarvices: Case Management and
Packages **

Tai chi For Arthritis **
Yoyage Alcohol and Other Drug Services **

Enendly Hearts **
Gamblers Help Western
n

158 up **

-
.
.
L]
- -
® Care For Your Hesrt{CHF Phase TIT) ** * Positive air Community Pulmonary Maintenance Group **
® Community Health Intake ® Pecharge Your Heart (Cardiac Phase 111 Rehabilitation) **
& Community Health Mursing ** & Specialist Communication Service - Horth 2 West **
* Counselling ** ® Speach Pathology (Adult) =*
® Diabe Seryices ** « Speech Pathology (Paediatnc) **
® Dietetics ** ® Support groups, education and health promoting
® Family Services Program programs **
-
-
-

** service can sccept secure electronic messages
Additional Information

Initial Needs Identification {INI) Availability
Yes

Initial Contact {IC) Availability
Yes

Appointment Required
Yes

mMelways Street Directory Reference
25 E7

Site availability exceptions

Centre open Monday - Friday 8,30 - Spm, Car parking avalable. GP Clinic also open late Monday & Thursday (to 7.30pm) &
Saturday - Emergency only §.30am - 12,30pm. GP Clinic can currently only recieve new clients who live in postcode 3023,
Facilities

Baby change table

Children's toys provided

Disabled toilet

Parking - free

Playground - Indoor

Wwheel chair sccess

Links
All links will open in a new window,

g Medical Clinic Deer Park

last updated: Thursday, 14 Cctober 2010

Information on this page has been provided by the relevant organisation,
If any information above appears incorrect, or more services should be listed, please contact the local database administrator

Displaying Site Referral Emails

To view the secure (PKI) eReferral email addresses associated with
each Service at the Site:
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1. Locate the Site in the Site List and click the Email icon in
the Action column.

This will display the Show Referral Email Addresses list.

Show Referral Email Addresses

ISIS Primary Care - Deer Park

SS8ID Service_name Referral_email

5654 |Acquired Brain Injury Program ch.intake@isispc.com.au
7388 |Active Hearts ch.intake®@isispc.com.au

5659 |Aged and Disability Services: Case Managerment and Packages|ch.intake@isispc.com.au

2. Click the Back to Site List link if you wish to return to the Site
Administration page.

Displaying Site Associated users

To list the user accounts at Connectingcare that are linked to the
Site:
)

1. Locate the Site in the Site List and click the Users icon
in the Action column.

This will display the Users associated with the site.

Users associated to ISIS Primary Care - Deer Park

Login Name Full Name Email

cootching catherine cotching | catherine.cotching@isispe.com.au
Davidrobbo David Robertson  |d robertsongZ@hbotrmail.com
kylies Kylie Stacey kylie,stacey@isispc.com.au

murrayvbaker |Murray Baker Murray Baker@isispc.com.au

2. Click the Back to Site List link if you wish to return to the Site
Administration page.
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Level 3 - Services Administration

5654

ID Service name SCTT Ver Updated Action Offline/Online

Acquired Brain Injury Program

AGENCY

To view and maintain a particular Site’s Services information
(bottom level):

1. Click the Folder icon £3) in the Action column of the Site
Administration page or click the View this Site’s Services
link on the Edit Site page.

This will display a table listing all the Services associated with the
selected Site.

Each row contains the following Service details; Service ID,

Service Name, SCTIT version, Last Updated date, links to the
Actions and links to Files.

2006 23/10/2008 [¥ &) o) B(o) B\ By Files(a) | Online

7388

Active Hearts

2006 12/02/2007 | &) Bo) B0y B B Files(o) | Online

)

)
5659 | Aged and Disability Services: Case Management and Packages | 2006 13/09/2004 @ @ (g) Q(D) = Files(n) | Online
5647 Audiology 2006 20/09/2004 [¥ &Y o) B(o) B By Files(a) | Online
7387 | Care For Your Heart{CHF Phase II1) 2006 12/02/2007 | &) Sy &0y B Files(0) | Online

To add a new Service to the Site:
e C(lick the + Add New Service link on the navigation bar.

Actions available for each individual Service are:

e Edit Service details -
e Delete the Service -

By

e Edit Phone No’s -

e Edit Links - %':':'

e View Service in a new window -

e Copy Service -

e Files
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2. Select the required action.

Adding a new Service

To add a new Service to a Site:

1. Click the +Add New Service link from the Service List page.
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This will display the New Service page.

Service Administration
1515 Primary Care - Deer Park

NEW SERVICE

Faack 1o sensces agmin | Fadnin Home

igency 1SIS Primary Care
Eite SIS Primary Care - Daer Park
Offlime |7] (if checked, service will not be displayed on sita)

serce mame [T

Service Category(s)

Unselected Catchments

Selected Catchiments
| Manningham (C) P
Catchment/s Serviced | Mansfisld (5)
Select the catchmert areas for this| o) (=]
Earvica, ia, mhich areas this ¥rneng = E
service & provided to.| Marcondah {(C)
Melbourng ()
Melton (5] -
& Use sbove selection | Statewide Service | Unsebect All
Catchmasnt Comimnts | | iy abaut the catchment areas For this service
Fres provvion code @ Unlonown O Free 0 Bulkk Billed 7 Charge Apphas
Eligitity | :|
Indicakive waiting tir | -
Email address | J Email address for this sarvce f different from Sie.
Lescaticn | | Location street address if diferent from Site,

Phone/Fax numbers (onos you have added & ste you can add phores numbers using the phone icon on the sarace st page)
Appaintment Aequired? NMGHOWNIN = [ndicstes whether or not & prospecive corsumer wil TeqQuire 8N SopointmErs,

Service Description

Belp

w— B
- Information Specific for Referral
Accept Referrals? ) Yes @ Mo Select Yes to indicate service wil aocept SCTT referral (via SCTT Referral Form).

SCTT Wersen & 2006 02000 The SCTT varscn thal this servics wanla ba feceive
[7] Consumer Consent
[TlProfie: Functonal (Need for Assistance)
[IProfia: Living & Canng Arrangements
["lprofie: Health Behaviours
[CProfisa: Health Conditicns
ml SETT [ profila: Paychasocial

Help [ Functional Assessment Sumenary
[Tl service/Care Coordination Plan
[Tl carar Profis
[CIFamily and Social Metwork Profile
[Clpaliatve Care Supplementary Information

[FlPersanal alert Victaria
1
Sarvics sub-headng | | [Optional: retained for use to separste large fists under bhus men s=anch)
Serace loga | |_Browse.. |

(Loge's must b in ether GIF or JPG format. Thay mudt ba no larger than 300 pookls x 300 piosls. Praferred fide @6 around 200 <
150, Images should be no larger than 32wEytes. The smage should be clear when prinbed in black ard white. )

Cusrrent_logo Nf&
Service onginally added by unknown
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2. Enter the Service details, referring to Table 2. Service fields

definition.

3. Click the Submit button

to save your changes.

A confirmation message will be displayed.

Mew service has been added.

4. Click the Back to Site List link if you wish to return to the Site

Administration page.

5. Click on the Add telephone numbers for ... if you wish to

add the Services telephone number details.

Table 2. Service fields definition

Service Field Name

Description

Offline

To prevent this Service from being viewed or searched on
within the Service Directory:

e Select the Offline checkbox.

Service name

Enter the Service name, e.g. Acquired Brain Injury Program.

This is a mandatory field.

Service Category(s)

To assign Service Categories to the Service:

e Highlight the Category in the Unselected Service
Categories box.

e C(lick the Right Arrow

The Category will be moved to the Selected Categories box.

This is a mandatory field.

Catchment/s To enter Catchment areas that this Service is provided to:
Services e Highlight the Catchment is the Unselected
Catchments box.
e (lick the Right Arrow
The Catchment will be moved to the Selected Catchments
box.
Select from the following radio button options:
e Use above selection - to use the selection that has
been placed in the Selected Categories box
e Statewide Service - to add every LGA listed
e Unselect All - ignore and remove the selection that
has been placed in the Selected Categories box.
Catchment Enter any comments about the catchment areas for this
Comments Service.

Free provision
code

Select the Provision Code for the Service:

e Unknown

e Free

e Bulk Billed

e Charge Applies.

Eligibility

Enter the necessary information so that a consumer can
determine if they are likely to be eligible or not.
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Service Field Name

Description

Indicative waiting
time

Enter details about the normal waiting time for this Service.

Email address

Enter an email address for the Service if it is different from the
Site email address.

Location

Enter the Service street address if it is different from the Site.

Appointment
Required?

Select from the drop-down list of Appointment options.

This is a mandatory field.

Service
Description

Enter a description of the Service Site or any specific issues
that aren’t covered by other attributes.

The following HTML formatting can be applied to text in this
field.

To have text appear bolded, enter the following format:
e <b>This will appear bolded</b>

To have text appear underlined, enter the following format :
e <u>This will appear underlined</u>

To have text appear in italics, enter the following format:
o <i>This will appear in italics</i>

To have text appear as an unordered list, enter the following
format:

<ul>
<li> This will appear as an unordered list</li>
</ul>

To have text appear as an unordered list, enter the following
format:

<ol>
<li> This will appear as an ordered list</li>
</ol>

This is a mandatory field.

Keywords

Enter keywords to be used in the Search function. Each
keyword must be separated by a comma.

This is a mandatory field.

Accept Referrals?

If you wish to receive referrals via this Service listing:
e select the Yes radio button.

SCTT Version

Select the SCTT version that this Service wants to receive.

Optional SCTT
Forms Required

This section refers to the optional profiles available in the
SCTT. Choose which ones (if any) you would like to have
included in a referral made to this Service.

For instance, if you select Psychosocial then the Psychosocial
profile will be displayed along with the mandatory forms
(Consumer Information etc.) when a user goes to make a
referral for this Service.

Service sub-
heading

To list the Service under a separate heading on the Site home
page:
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Service Field Name

Description

e enter the Service sub-heading
This is useful for managing large lists of Services on the Site
page.

Service logo

To include a logo in your Service page:
e browse to the correct file location and select the file.

Editing Services details

To edit a Site’s Service details:

1. Locate the Service in the Service List.

2. Click the Edit icon in the Action column or click on the
Service Name link in the table in the Service Administration

page.
This will display the Edit Site page.
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[_AENLY | Service Administration
- ISIS Primary Care - Deer Park

EDIT SERVICE

agancy ISIS Primary Care
Sita [SIS Primary Care - Deser Park
Offline | (f checked, service will not be displayed on ste)

Service name AEGURSE Bran ingey Program | (iast wpdated an 23(10/2008 by Fauta
Alcmacic)

Accommodation/Housing - E

acute Care =

Adult Day Actiity Centras

Advacacy E
Farvica Culagory(s) aged Accommodation

Aged Care Assessment

aged Care

sids & Equipmant -

serace, 1Le. which areas this

Barvics i providsd ta, | Banyule (C)

Unuslected Catchments Catchments
ipne (5)
Catchment/s Serviced | Ararat {RC) ]
Select the catchment areas for this gallarat (C)

Bass Coast {5)
Baw Baw (5] -
@ Use above selection | Statewide Service Unselect All
Catchment D:llnrlmnln| | Any oo sbout the catchment arass for this service
Free provison code 7 Unknown O Free O Bulk Blled & Charge Applies
Eigibility Have acquired brain injury, reside in Westermn Metropolitan Region, and be aged =
betwesen 16 and 65 years. -
Indcative waiting ti |al waiting list applies for this servica. .
Email address [www, sssisispc.com.au | Email addrass for this servies if different from Site.
Location | | Locstion streat address if different from Site,

Phariy/Fas: mumibsirs (sdd phones numbers v the phone on on the serece kst page)

appaintment Required? SN ~ inéicates whether or nct = prospective consumer will reguire an appoirgment.

Service Description
Help

oo o e S ey e B SRS |
- Information Specific for Referral
Accept Referrals? @ ves ) Ma  Select Yes to indicate service will acoept SCTT referral (via SCTT Referral Form
SCTT viersion @ 2006 O 2009  Tha SCTT varsian that tha sarace wants o reces
| Consumer Consent
" Profile: Functional (Need for Assistance)
 Profile: Living & Caning Amangements
 Profile: Health Bahawours

_ Profile: Health Conditns
Cetional SCTT [ profile: Psychosocial

Forms Required

Hulg | Functional Assessment Summary
T sensce/Care Coordination Man
T Carer Profile
T Famity and Socal Network Profile
T palliative Care Supplemantary Information
T parsonal Alest Victona

. |
Servioe sub-heading | | {Optigresl; retsmed for use to csparabe largs lsts under blue
ey search)
Service logo | [ Browsa|

{Loga's must be i either GIF or PG format. They mast be ne langer tham 300 pixels x 300 poels. Prefermed sze s
arhu_unﬁl 200 w 150, Imasges should be mo largsr than 3ZkBytes. The image should be desr whsn porged n Back and
whrbe,
Curranl_lags KA
Sarvice originally sdded by unknown
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3 Make the required edits to any of the following fields, referring
to Table 2. Service fields definition.

4. Click the Submit button [ISESAIL

to save your changes.

A confirmation message will be displayed.

[ Service 5EE4 (Acguired Brain Injury Program) updated.|

5. Click the Back to Service List link if you wish to return to the
Service Administration page.

Deleting a Service
To remove a Service from a Site:

1. Click the Delete icon in the Action column in the table in
the Service Administration page.

This will display a warning dialog explaining the ramifications of
deleting the Site.

0 Are you sure you wish ko delete this ikem?

I oK l [ Cancel ]

2. Click the Cancel button if you do not wish to

proceed with deleting the Service.

3. Click the OK button if you wish to proceed with
deleting the Service.

A confirmation message will be displayed.

| Service_id: 26155 has heen deleted. |

4. Click the Back to Services Admin link to return to the Service
Administration page.

Service Telephone Number Administration

To view and maintain a Service’s telephone information:

1. Locate the Service in the Service List and click the Phone

o
icon ':1:' in the Action column or click the Add/Edit
telephone numbers for ... link on the confirm screen after
submitting changes on the Service Add screen.

This will display the Telephone Number Admin page with a table
listing the phone numbers for the Service.
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RowID Site_id Prefix Number Code Referral OK

7740 |om 03 9449 6900 | Woices Land Line | ves = ]

To add a new phone number to the Service:
e Click the Add New Phone No link on the navigation bar.

Actions available for each individual Phone Number are:

e Edit Phone details -

e Delete the Phone Number - .

Adding Service Phone Numbers

To add a new Phone Number to a Service:

1. Click the +Add New Phone No link on the Service Telephone
Number Admin page.

This will display the New Telephone page.

NEW TELEPHONE

.?Elack to Telephone Number Admin | @ Admin Home

Telephone Number PI’EﬁX (the area code, remaove if not required, eg for 1800 number)

Telephone Numberl:l (the phone number only, eg. 9898 1234)

Telephone Service Code Voice/ Land Line (110} -

Referral OK? No ¥ (is it OK to receive a referral via this number)

2. Enter the Telephone details.

3. Click the Submit button [IEEEUIE ; save your changes.
A confirmation message will be displayed.

Mew Telephone Mo, added.

4. Click the Back to Telephone Admin (for this service) link if
you wish to return to the Service Telephone Number Admin
page.

Editing Service Phone Numbers

To edit a Service’s Phone number details:
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1. Locate the phone number in the Service Telephone Number

Admin and click the Edit icon .

This will display the Edit Telephone dialog.

EDIT TELEPHONE

.?Back to Telephone Mumber Admin | @ Admin Home

[Telephone Number Prefix (the area code, remove if not required, eg for 1800 number)

Telephone Number |5021 7625 (the phone number only, eg. 3898 1234)
Telephone Service Code Voice/ Land Line (110) -

Refarral OK? No = (is it OK to receive a referral via this number)

2. Make the required edits.
3. Click the Submit button

to save your changes.

A confirmation message will be displayed.

SiteTellD 1670 updated.

4. Click the Back to Telephone Admin link if you wish to return
to the Service Telephone Number Admin page.

Deleting Service Phone Numbers

To remove a Phone Number from a Service:

1. Click the Delete icon in the Action column in the table in
the Telephone Number Admin page.

This will display a warning dialog.

e Are wou sure you wish ko delete this ikemy

I oK l [ Cancel ]

2. Click the Cancel button if you do not wish to

proceed with deleting the Phone Number.

3. Click the OK button if you wish to proceed with

deleting the Phone Number.

A confirmation message will be displayed.

Deleted SiteTellD: 1670 |
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4. Click the Back to Telephone Admin link to return to the
Service Telephone Number Admnin page.

Service Link Administration

This function allows you to embed a link in the text of the Service
page under the Links section, for example:

Links

@&  Dca Health

All links will open in a new windaow,

To view and maintain website links relating to the Service:

1. Locate the Service in the Service List and click the Link icon

in the Action column.

This will display the Links Admin page with a table listing the
links for the Service.

Service Site ID Link ID Link Name Link Web Address Reqd Action
5869 16 Health e-signature Authority | http://www.hesa.com.au @ @
5869 15 Health Insurance Commission | http://fwww.hic.gov.au @ @

To add a new link to the Service:

e Click the + Add New Link link on the navigation bar.

Actions available for each individual Link are:

e Edit Link details -
e Delete the Link -

Adding Service Links

To add a new File to a Service:

1. Click the +Add New File link on the Files Admin page.

This will display the New File page.
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NEW LINK

¥ Back to Links Admin | i) Admin Home

Link- Site Service ID

Link Namel |

Type alink :
Link Web Address |http:/,f |

2. Enter the Link Name and Link URL.

3. Click the Submit button to save your changes.
A confirmation message will be displayed.

Mew Link added.

4. Click the Back to Link Admin link if you wish to return to the

Links Admin page.
5. Click Site Admin if you wish to go to the Site Admin page.

Editing Service Links

To edit a Link to a Service:

1. Locate the link in the Links Admin page and click the Edit

icon .

This will display the Edit Link page.

EDIT LINK

.? Back to Links Admin | 1’} Admin Home

Link FEJ site service 10 B

Link Mame |Hea|th e-signature Authority |

Type a link :
Link Web Address |http:/;‘www.hesa.com.au |

2. Enter the Link Name and Link URL.
Submit

3. Click the Submit button to save your changes.
A confirmation message will be displayed.

Mew Link added.

4. Click the Back to Link Admin link if you wish to return to the
Links Admin page.
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Deleting Sevice Links

To remove a Link from a Service:

1. Click the Delete icon in the Action column in the table in
the Links Admin page.

This will display a warning dialog.

The page at hitps:/fwww.connectingcare.co... @

e Are wou sure you wish ko delete this ikemy

I oK l [ Cancel ]

2. Click the Cancel button if you do not wish to

proceed with deleting the Link.

3. Click the OK button if you wish to proceed with

deleting the Link.

A confirmation message will be displayed.

[Deleted Link_id: 484 |

4. Click the Back to Link Admin link if you wish to return to the
Links Admin page.

Files Administration

This function allows you to embed a link to a file in the text of the
Service page under the Files and forms associated with this
service section, for example:

Files and forms associated with this service

DA Health brochure

To view and maintain file links relating to the Service:

1. Locate the Service in the Service List and click the Files link in
the Action column.

This will display the Files Admin page with a table listing the file
links for the Service.

ID File Title File N\ame Reqd for Referral Action

54 | DCA Health Brochure ﬁ ccfile54.pdf | No @ @

To add a new file to the Service:
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e C(Click the + Add New File link on the navigation bar.

Actions available for each individual File are:

e Edit file details -

e Delete the file link -

Adding Files

To add a new File to a Service:
1. Click the +Add New File link on the Files Admin page.
This will display the New File page.

NEW FILE

File Title | | (e.g. Carer Details)

) optional (non-mandatory referral doc)
Reqd for referral () Yes (mandatory referral doc)
@ No (not required for referral)

File | || Browse...

Select a file to upload

2. Enter the File Title.

Select the appropriate Reqd for referral radio button.

4. Browse to the location of the file and select the file to be
uploaded.

5. Click the Submit button to save your changes.
A confirmation message will be displayed.

®

File upload success!
File rangetestinstructions.doc uploaded as ccfile248.doc

Mew file has been added.

6. Click the Back to Files Admin link if you wish to return to the
Files Admin page.

Editing Files

To edit a File linked to a Service:

1. Locate the File in the Files Admin page and click the Edit icon

This will display the Edit File page.
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EDIT FILE

File Title |DCA Health Brochure | (e.g. Carer Details)

© optional {non-mandatory referral doc)
Reqd for referral (0 Yes (mandatory referral doc)
@ No {not required for referral)
To change the file, delete the old one and upload a new one.

2. Make edits to the File Title or Reqd for referral options.

3. Click the Submit button to save your changes.
A confirmation message will be displayed.

trilt

File 248 (DCA Health brochure) updated.
Back to Files page,

4. Click the Back to Files Admin link if you wish to return to the
Files Admin page.

Deleting Files

To remove a File from a Service:

1. Click the Delete icon in the Action column in the table in
the Files Admin page.

This will display a warning dialog.

e Are wou sure you wish ko delete this ikemy

I Ok l [ Cancel ]

2. Click the Cancel button if you do not wish to

proceed with deleting the link to the File.

3. Click the OK button if you wish to proceed with
deleting the link to the File.

A confirmation message will be displayed.

File exists, deleting...

The file: 'E:WWebsitesh\Connectingcareyformshccfile249. doc' has been deleted.

4. Click the Back to File Admin link if you wish to return to the
Files Admin page.
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Viewing Service in new window

' This is a useful feature that allows you to quickly check how the Service
details will appear to user.

To preview your Service page in a separate window:

1. Locate the Service in the Service List and click the View

3

This will open a new window displaying the Service details for
review.

ISITS

"4 ISIS Primary Care
' A 'rnu:v ;:'n.'nulnltl.r health service

PRIMAR™Y
CARE

icon in the Action column.

ISIS Primary Care - Deer Park

106 Station Road, DEER PARK. VIC. 3023,
Fax: (03) 936337110 Tel: (03) 9219 7142

Email: jzis@isispc.com. sy (enguiries only)

Acquired Brain Injury Program Referring to this Service

This servioe Can stcepl seture

Service Email: wenw isis@isispe.com. au (enguiries only, not for referral) electronic messages,

An appointment is required to access this service

R EFER Fill ot refinral form for
Feas i HERE | Lhis sarvics

4 charge applies to this service

Eligibility Abtach and send files to
Hawe scquired brain injury, reside in Western Metropolitan Pegion, and be aged SECURELY | this sarvice
betwesn 18 and 65 years.

Indicative waiting time 'a'-leb with making refersls
A& waiting list apphes for this service,

Catchment({s}
This service is provided in the local area only.

The ABI Program is dedicated to assisting people with an acquired brain injury to live as independently as they are able by
maximising their self-sufficiency and nking them nto community services and activities, The AB] Program aims to enhance
and maintain the physical and psychological health and social integration of clients by improving access to services and
encouraging active participation in community life

The ABI Lead West Program offers leisure activity groups for adults with an ABL. & minimal fee applies to these groups.

« Back to ISIS Pnmary Care - Degr Park home page

last updated: Thursday, 23 October 2008

[+ IR My Favourites

Irformaton on thes pags has been providad by the relevant erganisation.
If any information abave sppears incorrect, ar mare services should be hsted, please contact the local database administrstar
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Level 3 - Services Administration

Copying Service to another Site

To copy a Service to another Site:
1. Locate the Service in the Service List and click the Copy icon
in the Action column.

This will display the Copy Service to another site page.

COPY SERVICE TO ANOTHER SITE

Read This First: This will copy this service to another site run by this agency.

SSID the service site id number
IEEIUISEMGEIGEN A cquired Brain Injury Program
Select a new site name to copy this service to below {only current pop site's shown)

Mew Site_name | ISIS Primary Care - Deer Park{991) V|

Subrmit

2. Select the New Site Name from the dropdown list.
3. Click the Submit button

to save your changes.

A confirmation message will be displayed.

The service "Acquired Brain Injury Program’' has been copied to site 'Medical Clinic - Deer Park'.

You are then given to option to go to the original Site’s service
page or go to the Service Page of the Site that the Service has been
copied to.
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