Family Room Training Packet

a2 WellSky

This packet contains four documents to help your office staff prepare to roll out the
Family Room Portal and ensure that each of your clients and their family members
understands how to use the portal.

1. Family Room Training Guide for Administrators

It is important that your administrators understand how the Family Room
operates so that they can communicate it clearly to your clients and their
family members. This document provides an overview of the setup
required for the Family Room, as well as an outline of each of the
available features in the Family Room so you can decide how to tailor the
experience to your clients and their family members and train them on
how to use it.

2. Client and Family Member Handout

This document can be used as a marketing tool, or you can send it to your
clients and their family members when you are ready to begin sending
invitations to the Family Room. Each page is dedicated to a separate tab
in the Family Room to allow you to pick and choose which sections you
would like to feature.

3. Family Room Marketing Tips

Read this document to learn how to leverage the Family Room and gain a
competitive edge over other agencies in your area.
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4. Family Room Setup Checklist

This checklist reviews key items that should be completed prior to rolling
out the Family Room. Use it to make sure you have completed each
necessary step, and as a review to ensure you are ready to begin inviting
clients and their family members to the portal.

Have any additional questions about the Family Room? You can learn more about WellSky Personal
Care’s Family Room in our Support Hub. To access the Support Hub, hover your mouse over

the “Need Help?” tab in the upper right-hand corner of your WellSky Personal Care site and click on
“Consult Our Community.”



@ Family Room Training Guide

for Administrators =l Well¢

What is the Family Room?

The Family Room is a feature in WellSky Personal Care that provides family members with real-time
transparency into the care of their loved ones. You have the power to choose whom you invite to use
it, as well as how much access those family members have to the portal. The Family Room can also
be used as an excellent marketing tool when presenting your agency to new clients and referral
sources.

What do your agency administrators need to know before rolling out the

Family Room? Review the items below and/or watch this video to learn everything you need
to know:

How do | establish settings related to the Family Room? Go to the “Family Room Options”
section of your Agency Settings to choose which tabs to hide from your clients and their family
members. Here is also where you can opt to allow family members to be able to see all comments left
by caregivers, whether those comments are for an incomplete task or a change in condition, as well
as to display caregiver contact information.

1. How do | invite clients and family members to the Family Room? Clients and family
members can be invited either directly from the “Clients” tab by clicking the “Invite” link under
the “Family Login” column, or from their individual profiles. To invite the client from their profile,
go to “Edit Profile” and select the “Login” tab. Check the box to allow them to log in to WellSky
Personal Care and click “Save.” To invite a family member from the client profile, go to the
“Payers and Other Contacts” section and select that family member. Again, select the “Login”
tab and check the box to allow them to log in to WellSky Personal Care. Once you save, they
will receive an invitation email with a link that will take them to a login page where they will
create their own password. After that, they will be able to log in at any time by going to your
agency’s WellSky Personal Care site using their email as their username and the password
they created for themselves.

2. How do | log in to a client’s Family Room portal? You can log in to any of your clients’
Family Rooms at any time to view what people are posting there by clicking directly on the
“Clients” tab to view your list of clients. Click on the “Login” link under the “Family Login”
column next to any of your clients’ names.

3. How do | communicate to my clients and their family members the correct way to use
each of the tabs we are displaying in the Family Room? It is important that your clients and
their family members understand what they can and cannot do with each of the tabs within the
Family Room. Review each of the features within the tabs on the following pages so you can
be sure to communicate clearly to your users how to operate within the Family Room.

Dashboard Tab: This is the main feed that will update with any recent items, such as new care
logs (if you are displaying the “Care Logs” tab) and new invoices (if you are displaying the
“Invoices” tab). This is also where individuals can post a message for other members in the
“What’s on your mind?” field. This message will be posted on the Dashboard and will be
forwarded to all administrators set to receive alerts unless the individual clicks the down
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arrow next to “Post” to select a specific administrator to forward the message to prior to posting
their comment. The selected administrator(s) will receive an email alert informing them that they
have a new message in a particular client’s Family Room.

Care Logs Tab: This is where family members can see in-progress and completed shifts
scheduled for the client. They can see if the caregiver has clocked in, which tasks they
completed for the shift if any tasks were assigned, and if the caregiver clocked out. If you have
chosen to display any messages left by the caregiver over Telephony, the family members will
be able to listen to those messages here.

Calendar Tab: The calendar tab enables the clients and family members to view when
caregivers have been scheduled with shifts for the client (appearing in teal). You also have the
option here to allow individuals to add their own events to the calendar (appearing in orange).

It is important to note that these family events will not update on your administrator
version of WellSky Personal Care, and thus are intended for family use only to mark
occasions such as birthdays and visits to the client; they will not be added as shifts to
the client shift calendar. This ability can be restricted per individual through the “People”
tab.

Invoices Tab: Displaying this tab in the Family Room is a great way to give multiple individuals
access to the client’s invoices. As soon as the invoice is created, it will be available for the client
and family members to download. This ability can be restricted per individual through the
“People” tab.

Medications Tab: If your medication management settings have been enabled and you choose
to display the “Medications” tab in the Family Room, family members will be able to see which
medications have been added through the client’s assessment. Additionally, they will be able to
add new medications through this tab, which will automatically update the client’s assessment
when they save that new information.

It is important to note that if an individual adds a new medication to the client’s
assessment through the Family Room portal, no alert is generated to any of the
administrators. If you are uncomfortable with their ability to do this, it is
recommended to hide this tab completely through the “Family Room Options”
section of your Agency Settings.

To Do Tab: Through this tab, clients and their family members can assign tasks to any
administrator in your office. For example, if they would like a shift to be scheduled or a new task
to be added to a shift, they can click the “+” button in the top left and submit the request as a
task. The administrator they assign the task to will receive an alert that a task has been
assigned, and they will be able to log in to WellSky Personal Care to view the task on their main
Dashboard under the “Administrator Tasks” section.

People Tab: This tab will display each of the contacts invited to the Family Room for this client.
Each family member will be able to see each other’s information here. This is also where
administrators can adjust the permissions of each individual to their Family Room. When an
administrator logs in, there is a pencil icon to the top right of each individual that they can click
on to adjust the member’s access. For example, you have the option here to remove the
individual’s ability to view invoices through the “Invoices” tab, or their ability to schedule events
on the calendar through the “Calendar” tab.
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<Agency Name .
9 y_ Our Online
Family Room

We understand how stressful it can be to have a loved one that
needs help living independently. At <Agency Name>, we want to

alleviate some of those stresses by giving you real-time O -
transparency to the care process by helping to ease some of the [ 2
logistical burdens with our online Family Room portal. -

With the Family Room (available to you at <no extra cost / $X per
month>), you will be able to access records of care online from any

device with internet access. Keep track of status

. i updates in real time, listen
Additionally, you and other family members can use a shared calendar to to caregiver comments,
coordinate between yourselves and track visits scheduled by your and know that your loved
caregivers, as well as to track invoices <and enter payments >. one is in good hands

How does this work?

Once you receive an emailed invitation giving you access to our online =
Family Room portal, you will be able to do the following: -~

a. Keep live track of caregiver status updates
b. Coordinate and schedule events with other family members
c. View your invoices <and enter payments> online

Coordinate events
With the Family Room, not only will you be able to keep track of the with family members
financial aspects of caring for your loved one, but you will also be able to

track the care provided for your loved one whenever and wherever you

have internet access. P .. O

Additionally, whether or not you wish to access our online Family Room ol
portal, you can choose to have invoices sent to you by email. Invoices will -

be sent in PDF form and can easily be saved to your computer for record
keeping purposes.

Access your invoices online

As mentioned above, these services come at <no extra cost / $ per
month> to you. They are a part of our mission to provide the best
possible care to your loved one and to empower you with the ability to
care for them as well.

Sincerely,

<First> <Last>
<Title>

<Agency_ Name>
<(XXX) XXX-XXXX
<email >
<Address>

<City>, <ST> <Zip>

Agency Name | Address | Phone Number | Website Address
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Family Room Online Care Portal (cont)

invoices by email, or both, please fill out the following form and mail

If you are interested in accessing our Online Family Room, receiving @
it in the return envelope provided with this letter.

Your Name: Client Name:
(Check all that apply)
U Yes! Email me all future invoices! U Yes! Send me an invitation to the Online Family Room!

Email address:

U Please also send invitations to the Online Family Room to the following people:

Name Email address

Agency Name | Address | Phone Number | Website Address
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The Family Room Tab
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The Family Room tab is a feed of all the information in the Family Room. In this area you can
post a comment publicly or direct it to a specific administrator.

1. To access this area of the Family Room, click on the tab in the top left-hand corner of the
menu bar labeled “Family Room”.

2. In the text box, you can write out a post to the feed. These posts will only be displayed in this
section of the Family Room.

3. If you would like to direct your post to a specific agency staff member, you can click on the
small button with the downward-facing arrow. You'll be able to select an administrator from
a drop-down menu (pictured below). This will also deliver your post to them via email.

4. The “To Dos” section displays any recent to-do items.

5. The “Events” section features any new items on the “Family Calendar”.

342 Family Room G

Latest Updates

e?‘—.i' on your mind?

@ | Marshall Brown

Calendar

$ Invoices R( Medications

; pr N CARE LOG, THU FEB 18, 2016
I -
TIME TASK
11am. Clock In
11:39 a.m. Prepare breakfast Forward To Eoad)
11:39 a.m. Walk with client e
Aly: The weather was a little ch Lawrence LaMothe
already wasn't feeling well. Inst e wercySat
did some exercises in the living G 4
0 | caittin Fitting . 4
11:45a.m. Clock out f

Lizzy Lizard
Polly Pickle

Agency Name | Address | Phone Number | Website Address

To Dos

\ y/

U pue 11/27/2015
Please do a safety check
of the house (Aly
Massoud)

View All (1) »

-‘,fl' AR,

Events e

SAT FEB 20, 2016
9:00 AM - 3:30 PM
Jones, Susan

SAT FEB 27, 2016
9:00 AM - 3:30 PM
Jones, Susan

View Calendar »
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Family Room Online Care Portal (cont)

The Care Logs Tab

The Care Logs tab is comprised of completed shifts and the tasks that occurred during each
visit. By clicking on the shift, you can see what happened at the point of care in real time.

1. To access this area of the Family Room, click on the tab labeled “Care Logs”.

2. To navigate to the visits that occurred in the past, use the options found in the “View” section
to pick a day in the past or to select a specific period of time.

3. Once you have selected the time period you are interested in viewing, click the specific shift
to see what was done during that visit. This information is updated in real-time and shows the
task, the time it was completed, and whether or not it was completed.

R; Medications | } X People

Care Logs

Tiffany Crystal

February 18, 04:00 p.m. - February 18, 09:00 p.m. (Complete)
Care Logs allow you to view the £
care provided to your loved one - - T -
part of our commitment to i
transparency and providing the
best possible care. Click to review
a full care log.

Marshall Brown
February 18, 11:00 a.m. - February 18, 11:45 a.m. (Complete)

TIME TASK STATUS

VleW 11am. Clock In v
View All 11:39 am. Prepare breakfast v
11:39 am. Walk with client x
Today > Aly: The weather was a little chilly outside, and
Y d Susan already wasn't feeling well. Instead we
esterday stayed inside and did some exercises in the living
Last Week room
11:45 am. Clock Out v

Custom Date
‘ L ‘ A -

Agency Name | Address | Phone Number | Website Address
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U Family Room Online Care Portal (cont)

The Calendar Tab

The Calendar tab is a place to view upcoming caregiver visits and to coordinate with family
members. You cannot add caregiver visits to this calendar, but you can coordinate
information, such as birthdays or visits, with other family members.

1. To access this area of the Family Room, click on the tab labeled “Calendar”.

2. To add an event to your Family Calendar, click the orange “plus” sign on the left-hand side of
your screen. These events are for coordinating between family members. This information will
not be communicated to <INSERT AGENCY NAME HERE>.

3. The teal calendar on your screen represents scheduled caregiver visits. These cannot be
edited. Please contact <INSERT AGENCY NAME HERE> to request changes to the schedule.

M2 Family Room QZCe Calendar | § Invoices | By Medications

\ —
Calendar Feb 14 — 20 2016 vortr [ 02| © | ©
In Calendar, share important Sun 2/14 Mon 2/15 Tue 2/16 Wed 2/17 Thu 2/18 Fri 2119 Sat 2/20
events, appointments, and all-day
activities to keep everybody in
the know. Add people to any 4am a
event, and they will receive a 5am
notification. Begin by clicking the
button above. Gam
7am
2 8am [
View All (7) > I Sam
10am
- Family Calendar (1) 11am
12pm
B Massoud Care (6)
1pm
. 2pm

.
Calendar | §

O All day:

RECURRENCE:

None

WHAT

WHERE

GUESTS

Select Hero |

Agency Name | Address | Phone Number | Website Address
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The Invoices Tab

The Invoices tab is where you can view a history of all invoices generated by <AGENCY
NAME?>. You can also track which invoices have been paid and which remain outstanding
<and pay for those invoices online>.

1. To access this area of the Family Room, click on the tab labeled “Invoices”.
2. You can choose to view all invoices or select the year you wish to review.

3. Click on the invoice of interest. It will open as a PDF in a new tab illustrating all care logs,
rates, amounts, and the total due. If the invoice has been paid it will show a ‘PAID’ stamp at
the top of the invoice.

4. If a payment has been made and applied to an invoice, a small check mark will appear at the
end of the description of the date and total. If the invoice is outstanding, it will reflect the total
dollar amount due.

M Family Room | (Y7 Care Logs Cz

Invoices

§ Invoices 4L People

R; Medications

L3 Massoud Care (massoud) Invoice for Susan Jones
Al FEBRUARY 21+ TOTAL $512.50 +» $25.00 DUE BY FEB 21

Here you can view and check

your invoices

L=

L4 Massoud Care (massoud) Invoice for Susan Jones

Al FEBRUARY 13 « TOTAL $862.50 » PAID ON FEB 13«
View o TR o L
View All (5) > L3 Massoud Care (massoud) Invoice for 4 Jones
Al FEBRUARY 06 » TOTAL $662.50 « PAID ON FEB 12
2016
B 4 I
=
2015 v B s, 2
' L3 Massoud Care (massoud) Invoice for Susan Jones
Al SEPTEMBER 15+ TOTAL $562.50 « DUE SEP 15+ $562.50 DUE

L4 Massoud Care (massoud) Invoice for Susan Jones
— AUGUST 27 » TOTAL $1,110.75 « DUE AUG 27« $1,110.75 DUE

Agency Name | Address | Phone Number | Website Address
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Family Room Online Care Portal (cont)

The Medications Tab

The Medications tab is where you can view a list of all medications taken by your loved one.
You can use this information to collaborate with your care managers and add new
medications or supplements as they change.

1. To access this area of the Family Room, click on the tab labeled “Medications”.

2. To add a new medication or supplement, you can click on the orange “plus” sign in the top
left corner. You can select a medication or supplement and choose the form, strength, dosage,
reason/description, and schedule, as well as include additional notes. Medications added
through the Family Room will be added to your client’s assessment or plan of care.

3. You can use the “View” option to sort by all, active or inactive medications and supplements.

4. Once you have selected your view, the list of medications will appear on the main section
of the page.

A Family Room | (] Care Logs Calendar | § | R; Medications X People

Medlcatlons MEDICATION DOSAGE | REASON | TIME MODIFIED | ACTIVE

In Medications, view a list of all 21st Century Fish Oil 1000 mg Omega 3 1pill Memory 09:00 AM 9/17/15 v
medications ever taken. You can
sort by active or inactive Ritalin-sr 20mg ltablet Focus with breakfast 2/18/16 v

medications. You can use this
information to collaborate with

Tis-u-sol 100 ml 2/18/16
your care managers.
. ai—ﬁ_ 5 s ]
View Add x
® DRUG SUPPLEMENT
All Medications (3) > neorcATIoNNAME
Active Medications (2) s
Inactive Medications (1) sTRENGTH

Unt.

4

DOSAGE

REASON / DESCRIPTION

SCHEDULE

Agency Name | Address | Phone Number | Website Address
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Family Room Online Care Portal (cont)

The To Do Tab

The To Do tab is where you can view, add, and check off to dos. The To Dos can also be
assigned directly to an office agency staff member.

1. To access this area of the Family Room, click on the tab labeled “To Do”.

2. To add ato do, click on the orange “plus” sign next to where it says “To Dos”. You can enter
the description of the task, due date, and even assign the task to a specific agency staff
member.

3. Once you add the to do, you can choose to sort by those that need to be completed, those that
have been completed, or both.

4. To mark a task as “complete,” simply check the box to the left of the description. The task will
move from the “To Do” section to the “Done” section.

M Family Room | (Y7 Care Logs Calendar | § Invoices a := ToDo | X People

— Displaying items TO BE COMPLETED. Ordered by DUE DATE.
To Dos

DUE 11/27/2015
. In To Dos, you can view, add and Please do a safety check of the house (Assigned to Aly Massoud)

check off to-do lists. Everything
that needs to be done is kept in
one place.

A
View e
\ y/

To Do > [“’ oo
Done DUE DATE
[ [ } I
ASSIGN TO

| Anyone v

Agency Name | Address | Phone Number | Website Address
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Family Room Online Care Portal (cont)

The People Tab

The People tab is where you can view contact information for family members, agency staff
members, and caregivers who are active in the Family Room.

1.
2.
3.

To access this area of the Family Room, click on the tab labeled “People”.
The Contacts section of the People tab is where all client contacts are listed.

Under the “View” section, you can sort by contacts (family members, doctors, etc.) or agency
staff members (care managers, caregivers, etc.).

The Agency section shows contact information for agency staff, care managers and
caregivers. Click on the profile to view additional contact information such as email addresses
and phone numbers.

M2 Family Room [:IZCare Logs Calendar $ Invoices R( Medications X People -

People EONtaCte Robert Robertson « MEDICAL PROFESSIONAL » DOCTOR

In People, you can view contact ﬂ (555) 487-5412 v Emergency Contact
infermation and permissions for B amassoud+rr@clearcareonline.com v Contact admins and
family members, administrators, caregivers

and caregivers who are active in
the Family Room.

v  Create ToDos
v  Manage medications

. i/
View \A Mary Jones-lvey : FAMILY « DAUGHTER
View All (5) E (718) 263-7633 v  Emergency Contact
B amassoud+mj@clearcareonline.com v Contact admins and
Contacts caregivers
Medical Professional (1) b ¥ CreataToDos
i v  Schedule events
Family (2) ‘ v  Manage medications
v  Show Invoices
Agency

Caregiver (2)

John Jones « FaMILY « §

People

@ uwrem:nLAMothe.uwmsowN z ‘

= oreorcom Edit x

k] 718) 551-2827
_, (658) 749-8521

FIRST NAME
B amassoud+jj@clearcareon
LAST NAME
LaMothe
EMALADDRESS
Dr@Dr.com

PHONE NUMBER (MOBILE)

|-
™
@ Polly Pickle -cARc ! pone nunsen tiome h‘

PHONE NUMBER (WORK)

e
- Emma Chapman .

Agency Name | Address | Phone Number | Website Address
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Transparency and Comfort for
Families and Loved Ones

Whether your client has a son who lives next
door, a daughter in a different state, or a friend
who lives overseas, WellSky Personal Care’s
Family Room portal allows you to give family,
friends, medical professionals, and others a
chance to see into the home and care of the
people they care about most. This offering will
give your agency the competitive edge it needs
to stay ahead in an industry being driven more
and more by technology. When meeting with
potential clients, be sure to share the benefits
of the Family Room with them and let them
know that signing up with you will allow
approved individuals to remain up-to-date
about the well-being of their loved one with this
great real-time, on-demand feature. You can
use this video during in-home visits and also
host it on your agency’s public website:
https://clearcare.wistia.com/medias/b5a918t5In

Make Payments

Through the Family Room, clients and their
payers can easily log in to pay for the cost of
care with a credit card or ACH with WellSky
Personal Care’s Payment Processing feature,
the first of its kind in the industry. Not only does
this ensure that you get paid faster, but payers
have the ability to review invoices, manage
their own payments, set themselves up for
autopay, as well as to easily and seamlessly
split the cost of care across multiple individuals
without

you having to create multiple invoices for a
single client.

Reduce the Number of Visits to the
Doctor’s Office

When working with health professionals who
could refer new prospects to your agency, be
sure to point out the availability of the Family
Room. In addition to being able to log in
remotely to track the health and well-being of
clients, through the “Medications” section,
health professionals can update existing
medications, inactivate medications that no
longer need to be taken, as well as add new
medications. Adjustments made to medications
automatically update the client’s care plan and
assessment so that caregivers can ensure
clients are taking the right medicine at the right
time and in the proper dosage. The ease of
being able to do this remotely not only helps
doctors react more immediately to the
changing health of their patients, but it allows
your clients to remain in the comfort of their
own home without having to shuttle them back
and forth to the doctor’s office.

Centralized Communication

Why have multiple channels of communication
to keep people in the loop when the Family
Room allows for centralized communication
around a loved one? The Family Room allows
users to communicate back and forth around a
client, to schedule To Do items they’d like the
agency to accomplish with the client, as well as
to schedule events on the Family Calendar so
that everyone can remain current with where
the client is, what they’re up to, and any other
pertinent details that family and loved ones
care to share.
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Settings

Family Room Options are properly set up

For Office Staff Office staff know how to change the Family Room settings

Office staff know how to send Family Room invitations

od O

Office staff know how to troubleshoot sent invitations if a client or
family member is having trouble logging in

e How to resend invitations
¢ How to manually create a login for a client or family member
Office staff know how to log in to individual client portals

Office staff know how to communicate the Family Room to clients
and family members

Office staff know how to review messages left on the Dashboard
Office staff know how to check assigned tasks

oo o

Office staff know how to modify individual permissions to the
Family Room

[

For the Clients Clients and family members know how to create their own
and Their Family password
Members

[

Clients and family members know how to use each of the tabs
available to them

Completed By:



