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Introduction 
Welcome to the CareDirector New Starter Training. In this session you will have 

hands on experience of completing exercises within the CareDirector system. This 

textbook has been designed to give you step by step guidance on how to complete 

these exercises. When you have done, then tick it off with the given training tracker. 

Training Information 
To complete CareDirector training, you are required to enter and update information 

on your given Person Record. Your trainer should have allocated a test service user 

to you during the initial Microsoft Teams call, if they did not, please ask them to 

provide you with one. 

Then you are required to complete 7 different exercises onto this test person 

record. Ensuring every time you complete an exercise, you are updating your 

Training tracker as this will be sent to your trainer when you have completed the 

booklet. These exercises are designed to give you an understanding of the system 

from your role and beyond. This will provide you with flexibility across our workforce 

and understand the procedure of the system. 

Work at your own pace. The time set will be between 09:30 to 14:30 however, if you 

are done within two hours, then this is fine. We want you to feel confident when 

working with the system - utilise this time, ask questions and have a go on the 

system without the worry of “breaking” anything. Print this textbook if that helps. 

At any point you feel stuck or have questions. Message your trainer within your given 

Microsoft Teams Group and they will jump on a call with you. Please ensure you 

message first; the trainer may be busy but will come to you asap. 

Training Checklist 
Before you begin, ensure you have this: 

- Link for Test Environment 

 

- Training Login for Test Environment 

 

- Test Service User (Person Record) 

 

- Training Tracker 

 

- This booklet either printed or online form 

 

 

Anything missing please contact your trainer on the MS Teams group given. 
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Accessibility 
If you require this document to be on a different background.  

Design > Colors > Choose from list. 

 

 Change fonts accordingly. 

 

Training Exercises 
These are the Training Exercises: 

- Fundamentals 

 

- How to search for your given Service User 

 

- How to create a Case 

 

- How to record activities on a Case and Assign 

 

- How to create, edit and close a Form 

 

- How to create a Service Provision 

 

- Requesting Closure of a Case 

 

If there are actions you know you need to do on CareDirector that is not covered above, 

please get in touch with your trainer as they will be able to talk through that section with you. 
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Exercise 1 - Fundamentals 
 

1. This section should have been covered by the trainer. However, to ensure the 

understanding is there please have a look to if you can find these areas. 

Therefore, you can say you have completed once you feel confident that you 

can see these areas. 

 

Home 
 

 

1. This is the main page that has Activities, Cases, Forms, Service Provisions and 

more that are assigned to you or your team. 

 

2. These Activities, Cases, Forms, Service Provisions, and more are shown on 

dashboards. Your dashboard selection may be different when it comes to working 

in a professional capacity, but the construct is the same. 

 

 

3. Each Dashboard shows information differently. The Dashboard is built up of 

widgets, that will show information in various ways. 

a. This shows information through bar charts. These coloured boxes are 

interactable. This will display the information in a grid view. 
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b. Grid Views is a list of records that can be selected, and the columns shows 

important information. 

 

 

c. List views show information as a list but each record can be edited through 

the pencil or expanded to show more information through the arrows. 
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4. When a Dashboard title says: 

a. My – Anything allocated to you. 

b. My Team – Anything allocated to your team. 
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Workplace 
 

1. Workplace is the “search engine” behind every other record that has not 

been assigned to you or the team. 

 

2. When selected will show all the record types that can be looked at. These 

record types work on a pattern. 

 

a. The title says Cases – always take note of the title in every record. This is 

going to show you what you are looking at and where you are inputting this 

information. 

b. Next to the title you have the toolbar – the toolbar allows you Create New 

Record with the plus as well as create excel spreadsheets, assign records to 

another team and when the three dots are selected will allow for further 

options. This change depending on which record you are on. Hover over the 

icon with your mouse to find out what they do. 

c. Underneath the toolbar is a drop down list called the System View – this is 

built up of Advanced Searches and filtered views that will change the record 

list underneath. 

d. Next to the System View is the Search Bar – this allows searches to be 

made based on the record and when a * is used, it will look for what you 

searched including characters around the placement of the *. 
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Recently Viewed Record 
1. Recently Viewed Records icon is a very convenient icon when navigating 

through the system and finding previous records you have been on. 

 

2. This is useful when you Duplicate Tab. 

 

Duplicate Tab 
1. Duplicate Tab allows you find something else on the system without losing 

your place with current work. 

 

2. Right-Click the Microsoft Edge tab at the top where it says CareDirector with 

the blue icon. Then go to Duplicate Tab or select Ctrl Shift K on your 

keyboard. 

 

Person Banner 
1. Every record if linked to a Service User will show their Person Banner. This 

provides further information and a way to navigate to the Person Record 

without searching. This is done by selecting the name that is blue and 

underlined. 
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2. If you were to use the arrow to expand the view to see main telephone 

numbers, address and so on. 

 

 

Case Banner 
1. On a Case banner it will show the same information as the Person banner, 

except it will show responsible team/ worker and case number.  

 

 

2. The blue Person Record please do not be confused by this as it is saying the 

link next to it will divert you to the Person Record, the title above it is showing 

the title saying you are in the Case Record. 
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Common Record Tabs 
 

1. Every record has different tabs however, they all have Menu. 

 

2. A good rule to follow is to check the title of the record first, then check what 

tabs are available across the screen and if you cannot find what you are 

looking for, look within Menu. 
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3. Within records you may see Timeline, this show a chronological list of all 

changes or newly created modules on that record. These are blue and 

underlined and can be clicked.  

 

4. When clicked, will show the record information, this can be enough however 

when you want to go into that record you’ve selected, select View. 
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5. This is the same within records beyond Timeline where a field has a blue 

name/ word it is interactable. 

 

 

Workflows 

 

1. Workflows performs actions based on a set of rules. 

 
2. These actions could be sending Activities to Dashboards or updating a 

Form or Creating a Case from a Contact depending on which Status is 

used. 

 
3. These can be instant or could take time to complete. Therefore, if you are 

expecting something to happen, please be patient.  
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Exercise 2 - How to search for a Service User 
 

1.  Select the Person Search icon on the Navigation Menu 

 

 

2. This will show different fields that you can search for a Service User with. 

Type Training into the First Name field then select Search or press Enter on 

your keyboard. 
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3. This will show a list on the right-hand side of all available Service Users with 

their first name being Training.  

 

 

4. Go back to the left and now change the First Name to Tra* (do not forget the 

*). Then select Search or Enter on your keyboard. 
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5. This will bring up all first names beginning with Tra then the * fills in the rest 

with potential results. Such as Tracey or Travis. This is called a wildcard and 

can be placed at any location of the word, feel free to have a play around to 

see the results. The blue box has been placed due to sensitive data. 

 

 

6. Something you may have noticed is this Tra* search result has brought back 

names such as Rita or Michelle. This is because their Alias or Preferred 

name is set to something beginning with Tra. This can be found either in the 

Preferred Name column on that screen or within their Person Record > 

Menu > Other Information > Aliases. 
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7. Another feature is Use Sounds Like button. This will allow you to search for 

the name of the person, but it will show names that sounds like the name 

written. If you type Tracy into the First Name field and then scroll down to 

Use Sounds Like and checkbox it, then select Search or enter on your 

keyboard. 

 

 

8. It will bring back search results that sound like Tracy. 
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9. There are a lot more fields to search for a Service User with, however 

understanding these basic two fundamentals of wildcards and use sounds 

like will help with broadening the search even further. 

 

10. Now, search for the individual that was given to you by your trainer. This will 

be given as the ID number so find the field for that type it in. 

 

11. Select from the list on the right-hand side. This will open their Person 

Record. 

If you can see your service user, then you have completed this exercise. 
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Exercise 3 – Locating a Case from the Dashboard 
 

1. Once a Case has been created and allocated to a team, it will appear on the 

Team Managers dashboard with a Case Status of Assign to Team.  

 

 

2. The Team manager will then allocate the Case to a practitioner ensuring the 

Case Status is changed from Assign to Team to Allocated and they will 

allocate a Responsible User, which is then found in your dashboard. 
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3. This is then viewable through your dashboard under Home > My Cases. 

  

 

4. Please note that your dashboard may look slightly different when in Live. This 

is due to a difference in team and what information they need to see quickly. 

However, select Home and from there search for the title of the dashboard 

you want to see. 

 
5. From this screen there will be your Case that has been allocated to you. If this 

is blank, please contact your trainer as this needs to be allocated. My 

allocated Case is Test Tom therefore, I will select their name from this list by 

selecting anywhere along that row. When selected it will bring you into the 

Case Involvement screen. 
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6. This is the location where it will tell who the Service User is, what your Role 

is to that user and the Case by the blue hyperlinks. By selecting any Blue 

Hyperlink text it will show another screen. This screen is providing 

information on the area you selected, this is good for quick information 

however you will need to select View for it to take you to that record or place. 

Select the blue hyperlink text inside of the field Case. Feel free to scroll and 

look at the information but select View. If it is zoomed in, please zoom out to 

see more. 

 

 

7. That is how you locate any Cases that have been allocated to you. 

 

If you can see Case as the title, then you have passed this exercise. 
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Exercise 4 – Activities and Allocation 
 

1. Activities are a major part for CareDirector, they allow Tasks, Case Notes, 

Phone calls to be added to a Case for someone to action or see any 

developments. 

 

2. Due to you creating a Case, it will be blank. That is why we need to create a 

Task for someone to action. 

 

3. Within the Case you created, if you have clicked off this remember to use 

your dashboards or the Recently Viewed Records button. 

 

 

4. Whilst in the Case record. Select Menu and Activities sub-category and 

select Tasks. 
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5. Once Task has been selected, select the Create New Record from the 

toolbar. In this example, it is showing multiple different activities that are 

available, yours will be blank, but when you create a task activity it will show 

here. 

 

 

6. Enter this information: 

a. Subject: Hospital Discharge Pathway 1 

b. Description: This service user is going to be discharged from the 

hospital and going to be given home care. 

c. Due: Tomorrow’s Date and time.  

d. Status: Open 

e. Responsible Team: CareDirectorTest 

f. Responsible User: “leave as your train” (this is important for the next 

exercise. 
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7. Leaving the Activity with a Status of Open will send it to who ever you 

inputted into Responsible Team, Responsible User field. Changing this to 

Complete instead would mark this as complete and nothing else needs doing. 

This Activity, if sent to Scott Simpson for example, will appear on his 

Dashboard for him to do. 

 

8. When finished, use the select Save from the toolbar and this will send the 

activity to your dashboard. 

 

You have finished the exercise when you can see your activity in the next 

exercise. 
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Exercise 5 – Locating an Activity from the Dashboard 
 

1. This is a joint exercise from Exercise 4, you will have completed that if you 

can see the activity you have done on your dashboard. 

 

2. Activities are built up of Tasks/ Case Notes/ Phone Calls/ Appointments/ 

Emails. These provide information and let you know if something needs to be 

actioned and done. They can be automatically done by the system known as 

a workflow or someone can create an activity that has bene allocated to you 

or your team to do. 

 

3. These can be found on your dashboard. Select Home > My Activities and 

there will be widgets that will show if there are any active tasks/ active case 

note etc that will need to be actioned or looked at. 
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4. Here you will find your own Activity you just made. If the Task box does not 

have your activity from exercise 4, please go back and have a look. Maybe it 

was the responsible user, or you have changed your status. If you still are 

struggling, then please contact your trainer. 

 

 

5. Select the Task by clicking anywhere on the row. When opened, this will 

happen in your day-to-day role. Information will be here so please when 

coming to these activities during your role, read through the information as it 

may have something for you to do or you to remember and consider later. 

When you are happy with the information or have done what you need to do, 

you would change the status to Complete. Do that by selecting the three 

dots and select Complete or by changing the Status to Complete. 

 



 

CAREDIRECTOR NEW STARTER TRAINING BOOKLET    

 
 

INTERNAL USE ONLY   PAGE 27 | 42 

6. When you have completed, the three dots way does not require saving 

whereas changing the status does require save. You can reopen this just in 

case something was missed. This is situational but it does happen where 

something is missed or maybe you need to add more information before you 

can Complete as once you Complete you cannot change the information. 

Select the lighting bolt and then select TEST SCJ – Re-open Task. 

 

7. Make sure you press it. It will not be TEST in live, but this is a workflow. It will 

take 1-2 minutes to activate as it will put as part of a job list – this is important, 

it does take a minute so give it a minute or two and try this. It does require you 

to come out and back in however and this is the quickest and easiest way to 

do it.  

 
8. Press the workflow and then close. This message underneath is what you will 

see after you click the re-open task. 
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9. Then press the chain on the toolbar and copy link  

 

 

 

10. Wait 1 to 2 minutes, then in the URL paste it (ctrl+v) and press enter on your 

keyboard. This should bring you back to an open activity. 

 

11. Please note, activities do not show on recently viewed records and 

selecting back on the task screen will send you back to where you were, 

alternatively selecting refresh will take you back anyways. Use this way to not 

lose it and be an easy refresh. 
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12. Now just select Complete on the Status or on the three dots again. 

You have completed this exercise when you can open, complete and re-open 

and complete this activity. 

 

Exercise 5a - All activities  
 

1. This is an extension to this exercise but if you locate the Person Record and 

then select All Activities tab. 

 

 

2. By default it will show no records, therefore click Clear Filters and then 

Search this will clear to the default months from and to date and bring forward 

all activities linked to this person. Down the first column called Regarding is 

where you can find where this has come from. However, have a go with the 

filters on the left. 
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Exercise 6 – How to attach a document 
 

1. Attaching documents can be useful for a wide variety of situations. Service 

Users overtime can create a paper trail of different documentation, it can be 

to provide proof of ownership or provide details of assets in a bank or even 

just a letter that has been sent. These documents provide scanning and 

uploading or just uploading onto the system as evidence and information. 

 

2. Attaching can be done on most records on the system, however the way you 

attach is the same throughout. Just ensure you are making note of the title 

first before uploading. 

 

3. In this exercise let’s attach an example document to our Case. (Optional) 

Download the TEST DOCUMENT FOR TRAIN by right clicking and pressing 

open hyperlink or Ctrl + Click on your mouse. This requires saving first before 

we can attach (remember GDPR and data cleansing) 

 

4. There is a method to change your default Microsoft Edge download settings to 

give you the option to Open and Save as by default it will ask you to Save or 

Save. This is highly advised and is mandatory for everyone to do therefore 

click this link for guidance - microsoft-edge-download-settings-it-support-

guide-v1.0-11-11-2022.pdf (antser.com)  

 

5. Alternatively, you do not need to attach more just go over what we say. 

 

6. Go to your Case Record then select Menu > Related Items > Attachments 

again this is the same way you do it on every other record it has this available. 

 

http://sharepoint/Projects/iCareProgramme/CareDirector/CareDirector%20V6.0/Training/TEST%20DOCUMENT%20FOR%20TRAIN.docx?web=1
https://trixcms.antser.com/api/assets/wakefieldadults/2b94f8c3-65ca-4799-b2a5-c7d0a1dae696/microsoft-edge-download-settings-it-support-guide-v1.0-11-11-2022.pdf
https://trixcms.antser.com/api/assets/wakefieldadults/2b94f8c3-65ca-4799-b2a5-c7d0a1dae696/microsoft-edge-download-settings-it-support-guide-v1.0-11-11-2022.pdf
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7. When opened, this will show the pattern screen again, with title > toolbar > 

System view > Search box. The title acts as the last line of defence of where 

you are putting this information. However, there are two options of the toolbar. 

  

8. The first is a plus symbol meaning Create New Record, this allows you to 

attach one document to this record. The second one is a bunch of ascending 

boxes with a plus inside, this is called Upload Multiple Files this allows you 

to upload multiple files to that record.  

 

9. The one we are focusing on today is the Create New Record option therefore 

click onto it and it will open the Attachment: New screen. Give your 

attachment a Title and date it to today. 

  

10. Then, the next section is about categorisation, where does your document fit 

and if it needed to be found later. There are multiple combinations with this 

but whatever you put in the Document Type will show a pre-defined list for 

Document Sub Type for this example use Assessment & Care 

Management and Other Document but please use accordingly. 

 

11. Finally, under File is where we Browse and search for our file located on the 

Sharepoint/ G Drive/ H Drive etc. Once you find the Test Document for 

Train then upload it. Again, if you want to miss this then feel free.  When done 

click Save. 

  

12. The difference between the two ways, is that you have to categorise 

everything underneath one title and type but you can upload multiple files if 

required. However, once you have uploaded you can individually change 

them files. 

You have completed this exercise. 
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Exercise 6a – Document View 
 

1. Like the Exercise 5a – All Activities this is an extension to the previous 

exercise. You can see all attached documents/ forms/ letters in one place that 

are linked to the person record. 

 

2. Locate the person record and select Document View. 

 

 

3. Select Clear Filters and Search and this will bring up all documents attached 

to this person regardless of which record it is on. Have a go with the filters on 

the left. 
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Exercise 7 – How to create, edit and close a Form 
 

1. Forms are commonly done across all sections of individuals who use 

CareDirector. It can be an Adult Care and Support Plan, a Financial 

Assessment Form Request, Adults – Change to service request. Therefore, 

it’s important you know how it is done. 

 

2. Locate your Case Record, (this is now up to you the way you will like to, 

either through workplace or through your dashboard) always make note of the 

title to ensure you are in the right place, then Menu > Related Items > Forms 

(Case). 

 

 

3. Select Create New Record from the toolbar. 
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4. This will open a screen that is asking you which Form you want CareDirector 

to open. Allocate this to Scott Simpson in the Responsible User field, but in 

Form Type this is where the form selection process happens. Open Adults 

Care and Support Plan when selected press Save.  

 

 

5. Please ensure you have set the Responsible User as Scott Simpson. By 

typing in his name in to the field 

 

 

6. Make note when you select Save as a pencil icon will appear which will allow 

you to open and edit the Form selected. (If the Form was closed then it 

would be an eye ball which will only allow you to view it instead). 
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7. Open the Form and have a look and read through. This Form may not be for 

you but there are many more to choose from. Please note that when opening 

Forms you cannot have two of the same Form Type if their Status saying In 

Progress or Complete. Only when it is Closed can you open the another of 

the same Form Type or Clone it so you can adjust. I have not told you how to 

complete this Form but if you have any questions about it contact your trainer. 

 

8. When you have “finished” your Form, you can go ahead and look through and 

fill in fields to see Skip Logic and see how Forms work. Select Save and 

Return to Previous Page. 

 

 

9. This will take you back into the Form selection screen. This is where the 

Status matters. If left as In progress then the Form is still editable and no 

workflows can take place. However, when you have finished, and you need it 

Signing Off or Accepting then you will set the Status as Closed and a 

workflow will trigger an Activity to your managers dashboard for them to 

complete. 

 

10. However, this Adult Care and Support Plan form it requires to be Signed off 

when put to Closed therefore, you need to set this to Complete as this will 

trigger the workflow to be sent to your managers Dashboard for them to 

Close instead. Therefore, just make note of this when dealing with different 

Forms. 

 

11. Due to the nature of not being able to Closed, please change the Status to 

Complete and then Save and that will pop up on Scott Simpson dashboard 

for them to close.  
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You have completed this exercise when you feel happy with the content and 

have set the status to Complete. 
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Exercise 8 - Service Provisions 
 

1. Service Provisions are a way of providing a service to assist that Case and 

this can take many forms, such as a Care Home, Wheelchair or Carer. With 

the wide variety of available Service Provisions some deal with financial 

asks and can be linked to Financial Assessments that the Personalisation 

and Assessment Team calculate. 

 

2. There is a Service Provision booklet available to look through and is 

available through TriX. However, with the Test environment, Service 

Provisions currently do not in the same capacity as the Live environment so 

training on this today will only confuse matters going into Live. 

 

3. For this exercise, please navigate to TriX and find the Service Provision 

booklet. Please note that your teams bespoke guide, as well as further 

assistance is available here. 

 

4. Link: https://wakefieldadults.proceduresonline.antser.com/resources/local-

resources 

 

5. Local Resources (at the top) > Adult System Support > CareDirector > 

Support > Service Provision 

 

https://wakefieldadults.proceduresonline.antser.com/resources/local-resources
https://wakefieldadults.proceduresonline.antser.com/resources/local-resources
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Exercise 9 – Requesting Closure of a Case 
 

1. Requesting closure of a case can be done for a variety of reasons which all 

fall under the Closure Reason field. Usually these can only be signed off by 

your manager therefore, you need to request it. 

 

2. Locate your Case record and select the Details tab. Scroll down to 

Assignment Information and look at the Case Status. 
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3. Using the Lookup function change this to Closure Requested and select 

OK. 

 

 

4. When selected, skip logic will bring up two new fields on the right-hand side. 

One asking for the date and two asking for Closure Reason you can select 

whichever for this and when you have done select Save. This will trigger a 

workflow that will send an Activity to your managers for them to Close. 
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5. However, you may see a warning that pops up saying you need to close 

involvements or any open activities first.  

 

 

6. To fix this, go to Menu > Related Items > Involvements. 

 

 

7. Here you will see a list of teams or workers responsible or working on this 

individual. Those with End Dates have stopped working with them. Please 

bear in mind those in the list that are identical to the responsible user and 

responsible team in Details tab of the Case cannot have an end date here. 

They will automatically close once the Case has been closed.  
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8. Open any additional ones to the responsible user and team in the Case and 

give today as their end date. However, due to a system issue on TEST you 

cannot always add an end date so leave it if you cannot. 

 

9. If this happens to you, please do not worry. This is this structure in which to 

Closure Request after this stage it is just Saving and ensuring no Open 

Activities are there. 

You have completed this task if you feel you know the sequence of how to 

Closure Request  
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Version Control 
Version Number Change Author By Date 

V1 INITIAL START SCOTT SIMPSON 24/11/2022 

V1.0.1 Changed the exercises Scott Simpson 29/11/2022 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


