
Bringing support to those who care 
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1 Schedule Explained 
Overview 

The Care Receiver’s Schedule is the organization hub for their care. You can view your Care Receiver’s schedule 
week by week, in one calendar. 

It allows you to efficiently manage your Care Receiver’s weekly visit schedules. Once these are set, you can notify 
all Professional Carers and Family members with one click instead of contacting each one directly. 

The interactive calendar simplifies the task of scheduling new visits by allowing you to reschedule or update 
existing visits with a simple click. If you have more than one Care Receiver, you can see all of your Care Visits in 
one place, on your own schedule. Update these easily at your fingertips. You don’t need to access each Care 
Receiver’s profile separately, to change a schedule. One click of a button on your own schedule allows you update 
information efficiently. Add your Care visits to a Care Receiver’s schedule and this in turn will automatically update 
your own Schedule. 

• Seamless automation of Schedules allows Family Members and Care Receivers to work off the same up-to-
date rota

• Using the Schedule helps you manage your time more
• All schedules can be updated at the click of a button
• Efficient time management and communication

Let’s get started! 
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2 Schedule Explained 
Navigate to your Schedule 

Navigate to your Profile. Select Schedule from the top bar. 
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Your Schedule 

3 Schedule Explained 
Open your schedule 

This is an overview of a Family Member’s Schedule for one week. It can be adjusted to show Care visits and 
appointments in one day or for an entire month. Each day can be adjusted to display a full 24 hour period or just 
business hours between 7 am and 6 pm. Days are divided into hourly blocks. 

Care Visits are blue while Appointments are green. 
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Add appointments to your schedule 

Schedule Explained 
Add to your schedule 4 

Select +Add A pop up box will appear where you can add 
an appointment to your schedule. 

Note: Care Visits can only be added on the Care Receiver’s 
Schedule. Your schedule will automatically update to 
display these Care Visits. 

Click on the calendar to select your date. Add a time using 
the arrow buttons or by typing the exact time into the 
boxes. To switch between pm and am, simply click on the 
pm box once. 

Choose whether it is a one time or repeat appointment. For 
a repeat, click on the drop-down arrow to select whether 
it is daily, weekly, fortnightly, monthly or on a specific date. 

Add the subject or purpose of the appointment 

Choose your location and select who the appointment is 
with. Finally, add a note if needs be. 

When finished, select Save 
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Edit your schedule 

Schedule Explained 
Edit your schedule 5 

Simply click on the appointment you 
would like to edit. A box will pop up with 
all of the appointment details. 

Click on the arrow next to the cog wheel 
and choose Edit or Delete from the drop-
down menu. 

The Edit button will bring you to the 
appointment box where you can amend 
the details. When finished, select Save 

The Delete button will open a small pop 
up box where you will be asked whether 
you are sure you want to delete the 
appointment. Select yes or no 
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Navigate to your Care Receiver’s schedule 

Schedule Explained 
Navigate to your Care Receiver’s schedule 6

Navigate to your Profile. Select a Care Receiver’s 
profile in the left column. Open their profile. 

Select Schedule from the top bar of their profile. 
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Schedule Explained 
Open Care Receiver’s Schedule 7 

Care Receiver’s Schedule 

This is an overview of a Care Receiver’s Schedule for one week. It can be adjusted to show Care visits and 
Appointments in one day or for an entire month. Each day can be adjusted to display a full 24 hour period or just 
business hours between 7 am and 6 pm. Days are divided into hourly blocks. 

Care Visits are blue while Appointments are green. 
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Add an appointment or Care Visit 

Schedule Explained 
Click the Add button 8

Adding a Care Visit or Appointment can be achieved in 
3 ways. The first way is to select +Add and a pop up box 
will appear.  

• +Add Carer: Choose at least one name from the
dropdown.  To add multiple Carers to one visit,
select +Add Carer again. Remove a Carer by
hovering over the X next to the name.

• Choose whether it is a Care Visit or an
Appointment

• Type the date or use the calendar for the Start
Date.  Use the arrows to adjust the Start Time.

• Type the date or use the calendar for the End
Date.  Use the arrows to adjust the End Time.

• Select whether the visit is a One Time visit or a
Repeat. If it is a Repeat, choose the frequency
from the dropdown.

• Add any Notes or requirements for the visit.

When finished, select Save. 
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Drag and drop to create a Care Visit or Appointment 

Click on calendar to add Appointment or Care Visit 

Schedule Explained 
Drag and drop 8 

In the Schedule, find the Family Member by typing the 
Name into the search box or by browsing through the list 
of Family Members.  

Drag and Drop the Family Member’s picture onto the 
desired day and time on your Care Receiver’s calendar. 

Note: Make sure to drag and drop the profile picture 

A pop up box will appear as above, where you can fine 
tune the details, time and add a note. 

The final way you can add an Appointment or Care Visit is to simply click on the desired date and time on the calendar and 
a pop up box will automatically appear. You can add details of the visit or appointment as above. 
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Schedule Explained 
Edit or remove Appointment or care Visit 9 

Simply click on the appointment you would like 
to edit. A box will pop up with all of the 
appointment details. 

Click on the arrow next to the cog wheel and 
choose Edit or Delete from the drop-down 
menu. 

The Edit button will bring you to the 
appointment box where you can amend the 
details. When finished, select Save 

The Delete button will open a small pop up box 
where you will be asked whether you are sure 
you want to delete the appointment. Select 
yes or no 
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Schedule Confirmation 

Schedule Explained
Confirmation of upcoming Care Visits10 

If the Primary Carer in the family adds a Care 
Visit for other Family Members to the Care 
Receiver’s schedule, it will automatically 
display in that Family Member’s schedule. 

If a family member needs to check 
Appointments or Care Visits for an upcoming 
week, they can also open the Care Receiver’s 
schedule to have a look. 

Note: Another way to stay up to date is to 
confirm your Care Visits by Private or Group 
messages within the family. This way, 
effective communication maintains an 
efficient schedule.  




