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Welcome to CareMaster

Welcome, these help pages are designed to provide you with assistance in getting started with CareMaster and
finding out how to use the program.

For information about the look and feel of the program, please look at the following links:

The CareMaster Desktop

The CareMaster Navigation Bar

Before you start using the program for the first time, there is some setting up to be done. Please go to the Initial
Configuration section where you will find details of the steps which need to be taken.



Contact Us

You can contact us by any of the following means:
Post:

C-A-Solutions

3 Stanagate

Clifton

Preston

PR4 0ZB

Telephone:

Phone - 01772 683243

Email:

info@c-a-solutions.com

Website:

www.c-a-solutions.com

or visit the dedicated CareMaster website at:

www.caremaster.info



mailto:info@c-a-solutions.com
http://www.c-a-solutions.com
http://www.caremaster.info

Desktop

When you log on to CareMaster the desktop will be displayed. The menu groups can be selected by clicking on
the different tabs across the top of the screen. When you select a tab, the menu options for that section will be

listed.

Licenced Salel and Exclusivel ta - Demo

Irivaicing Reports Utilities Settings  Allowances Archives Security Help

Inrvoicing -



Navigation Bar

The Navigation Bar is displayed on most of the screens within CareMaster.

ld || | B ||[Bl |3 | = |+ | X

The function of each of the buttons is detailed below:

I
l Go to the first record.

<
—— (o to the previous record.
B
L1 Go to the next record.
b=l
L1 Go to the last record.
L
L Add a new record.
; Delete a record.
w

Save changes.

ﬂ Cancel changes.



Initial Configuration

Before using the program there are a number of settings which must be configured. These are laid out in the
following pages.

System Defaults

Sage Datasets

3rd Party Integration

Resident Classifications

Resident Categories

Resident Types

Local Authority Codes

Funding Sources

Care Levels

Invoice Settings

Invoice Charge Types

Invoicing Periods

Invoice Formats

Skeleton Charge Templates

Sales Invoice Payment Methods

Resident Incident Types

Refresh Sage Data
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System Defaults

Click on the "Settings" tab to bring up the list of options and then select "System Defaults" from the menu options
list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Repaorts Utilities Settings

Besident Classifications ¥

Invaicing 3
| System Defaults
Sundry : b M ame Surnarm
Homes h Cripps
FIEW T T e T Flocemes

The "System Defaults" screen will now be displayed.

(4 System Defaults — O =

v | x j-'LEIDSE

l Sage Invoice F'u:usting] Sage ] Other ] |rwoice E-Mailing | MHS [nvoice Upload F'u:urtal] Hern ]

R ezpanzible Administratar Mame
|Eh:u|:| Grimzhaw

Position

E -t ail addresz of member of ztaff rezponzible for sending invoices

5 age Version Caretd azter Yersion
| 27 | | 513000

Prograrm Folder

|E:'xF'rcugram Files [#3E]5Caret azter

Mo, Daws in'ear [bo calculate client rates) 65

Show delete button on resident's screen 7 ~

Show residents' fee breakdown on sales invaices 7 [

Backaround Screen Colour ||:| SkyBlue j

R ezident reference generation |Enter references manually ﬂ
Allow uploading of zales invoices to the NHS portal # [

|1ze zales ledger code az default DD Ref on charge templates ¥ [

Specify Sales [mvoice Due Date When Generating [nvoices 7 [

Residents Screen Customn Field 1 Description |Eustu:|m Figld

11



Some local authorities require the administrator's name and position to be shown on invoices. When these are
entered in the relevant boxes they will appear on special local authority invoice layouts.

Select the version of Sage 50 Accounts that you are using from the drop-down list.

Enter the correct number of days in the current year, this allows leap years to be taken into account when
calculating client fees.

The delete button on the residents screen can be turned on or off by ticking or unticking the box. The default
setting for this option is to not show the delete button, this should only be changed if you want to allow users to
delete resident records. This should be done with extreme care, deleting a resident record will remove all
invoice records and history for that client.

CareMaster also has an option to show the breakdown of residents fees on invoices, ticking this box allows this
function to operate. N.B. This also requires a special invoice layout.

You can also choose a different "Background Screen Colour" from the drop down list at the bottom of the screen.
This can be useful for differentiation if you are making use of the Multiple Databases option.

When you are setting up new resident records three options: enter your own reference manually (it must be
unique); "First letter of first name" followed by "First letter of surname" followed by a number - (e.g. John Smith
would have the reference "JS001"); sequential number. Select the option you require from the drop-down box.

If you need to upload invoices to the NHS portal you must tick the box. You will also need to enter the relevant
data on the "NHS Invoice Upload Portal" tab (see below).

If you use the program to produce Direct Debit Output, you may wish to use the Sales Ledger Code as the DD
reference. If you wish to do this then tick this box.

There is an option to show the Payment Due Date on invoices, if you wish to use this, tick this box. Please also
refer to the Generate Sales Invoices section. You will also need an amended invoice layout to make use of this
feature.

Finally, on the Residents Main Details screen there is a custom field that can be used for any purpose you wish.
This box allows you to specify a description for this field.

Now click on the "Sage Invoice Posting" tab.

12



144 System Defaults — O >

;m j"L Cloze

ain  Sage Invoice Posting l Sage ] Other ] Irweoice E-bailing | MHS Invoice Upload F'u:urtal] *ern ]

Specify the defaultz to appear when posting sales invoices to Sage -

Ewport Farmnat

" Surnmary

Show on Sage Audit Trail

COSTS
Time-Related | —Yariable
Details on lrvaice Line { ("
Surhame and |rvoice Period " (s
the following test [ [
Sage Customer Code and Invoice Period ™ ("
Sage Customer Code, Resident Ref, Invoice Period and R ate 8 ()
Resident Marme, Order Mo, and Invoice Period { ("
Sage Customer Code, Resident Sumame, Resident Firgt Mames, lnvoice Penod and R ate ™ ("
Charge Type Code and Invoice Period 8 ()
Charge Tvpe Code, Resident First Mame, Resident Surname and |nvoice Period f [
Surame and lrwvoice Penod for Charge [ [
Surmame and Detailz on Invoice Line r '8

[v Allow zales invoices to be re-posted to Sage 7
| Allow individual zales invoices to be posted to zeparate Sage datazets instead of homes 7

[w Prefis invoice no. in Sage 50 with any Carebd azter zales invoice prefis for home 7

[ Post zales invoices to Sage over multiple accounting periods 7
[ Show warning when zales invoices are being pozted that thiz option iz switched on 7

You can post data to Sage Accounts in either "Detailed" or "Summary" format. If you choose the "Summary"
option, you must enter your preferred text in the box labelled "the following text". Otherwise, if you choose
"Detailed", select your preferred option for the information that will appear in the Sage details field when you post
invoices. Generally speaking the "Time-Related" column relates to Fee charges and the "Variable" column relates
to other items (see Invoice Charge Types for more information. The option you select here can be over-ridden if
required at the time of Posting Invoices to Sage.

There are four tick boxes at the bottom of this screen. The first tick box allows the re-posting of invoices to Sage
Accounts. N.B. This should normally be turned off and only used if data has been lost in Sage, otherwise
duplicate entries will result. The second tick box allows invoices to be posted to Sage by "Dataset" rather

than by home, this also affects the Charge Templates. Please contact support for guidance before changing this
option. The third tick box prefixes the Invoice Number with the home reference code when posting to Sage, if this
is selected it is not then necessary to choose this option every time you post invoices.

CareMaster can apportion invoice values across month ends when posting to Sage Accounts. To make use of
this facility, tick the fourth box, "Post sales invoices to Sage over multiple accounting periods?" This option will
split the total value of the invoice in accordance with the number of days that fall into each month and then make
two postings to Sage Accounts. (e.g. a 28 day invoice with a total value of £280.00 is created using a date range
of 25th January to 21st February - this will post £70.00 into January and £210.00 into February). N.B. Using this
option means that each invoice will produce two separate transactions in Sage Accounts with different
dates but using the same invoice nhumber.

13




If required you can also turn on the warning for this last option by ticking the final box at the bottom of the screen.

Now click on the "Sage" tab.

2 System Defaults — O >

v | X j"L Cloze

l Other ] [Fvoice E-Mailing] MHS Invoice Upload Portal

YWhich field in Sage should be the default source of an addreszee's name on a
Carebd azter charge template’?

" Company Mame

{« Contact Mame

" Trade Contact

[ive option to update Carebdaster charge templates when Sage
zalez ledger names & addrezses change ¥ [w

YWhen raizing sales invoices, do vou want to include 5age
zalez ledoer balances [

When customer accounts are created in Sage 50 Accounts, the usual protocol is to use the resident name as the
account name (Company Name in Sage). However, when invoices need to be sent to a family member or other
third party the wrong name will appear on the invoice. You can overcome this problem by using one of the other
name fields in Sage (Contact Name or Trade Contact) to hold this data. Select the one you wish to use.

If you select the first tick box at the bottom of the screen you will be given a further option after running the
Refresh Sage Data process. If this option is used, any changes you have made to customer names and
addresses in Sage 50 Accounts will be updated to the Charge Templates automatically.

The second tick box allows you to show any previous outstanding balance from Sage on your current invoice.
N.B. To ensure that the outstanding balances shown are up to date it is essential that you run the Refresh
Sage Data routine before generating your invoices.

See Generate Sales Invoices for more details. Also note that this feature requires a change to the invoice
layout.

Now click on the "Other" tab.

14



.Ig

v % Cloze

=

Main  Sage Invoice Posting Sage  Other  |nvoice E-Mailing

Sales Invoice Mumbering kethod

One Sequence per Home e

Charge Type Defaults -

Basic Fes [BASIC v|
Free Mursing Care |FNE w |
Azzessed Contribution |,.f_-..|:|: w |
Frivate/&dditional Contribution | = =1, - |

Select your preferred invoice numbering method from the drop-down list. (Some of the methods are only
applicable to multi-home installations). "One Sequence per Home" is the default setting. In this case you can
enter the starting invoice number and invoice number prefix on the Homes screen.

If you select "One Sequence for all Homes", two additional fields will appear to allow you to enter the starting
invoice number and invoice number prefix.

Salez Invoice Mumbering Method

One Sequence for all Homes e |

Mest Sales Invoice Mo,

Sales Invoice Prefix ABC

The third option is "One Sequence per Sage Dataset".

15



Sales Invoice Mumbering kethod

I:Ir'ue Sequence per Sage Dataset o |

If this option is selected, you can enter the starting invoice number and invoice number prefix on the Sage
Datasets screen.

On the lower part of the screen you can select the charge types you wish to use as defaults for the four main
charging areas. N.B. This can only be done after you have created your Charge Types.

Charge Type Defaultz -

B azic Fee

Free Mursing Care |FNE W |
Azzessed Contribution | AT w |
Private/ddditional Contribution ||:r|:||u w |

Now click on the "Invoice E-mailing" tab.

16



(44 System Defaults — O >

Lm j-'L Cloge

hd ain ] Sage [nvoice F"u:usting] Sage ] Other  Invoice E-Mailing l MHS lrvoice Upload F'u:-rtal] Hern ]

b ethiod |Miu:ru:usu:uft Outlook j
E-kail Subject |Yuur Care Invoice
E-tail Body Hella,

Fleaze find attached vour latest care invoice,

K.ind regards,

Your E-tail Address 1. |accuunts@thecarehume.m.uk

[

c.c. E-Mail Addreszz 1. |accuunts@thecarehume.m. Lk,

[

Prefis E-ail Sales lnvoice PDF Files With Invoice Mo, 7 [w

If you want to be able to email invoices directly from CareMaster, this screen must be filled in with the correct
data. There are two methods available for emailing invoices, via Microsoft Outlook or SMTP.

If the first option is chosen, enter the following data as shown in the image above: "E-Mail Subject" is the subject
line that you want to appear and "E-Mail Body" is the message that you want to send out. "Your E-Mail Address"
is the address that you want the messages to be sent from. If you want to receive a copy of any emailed invoices
that are sent out then enter an email address in the "cc E-Mail Address" field.

When the PDF invoice file is generated it is given a system generated filename, if you want the actual invoice
number to be shown at the beginning of the file name tick the box at the bottom of the screen.

N.B. This option is not guaranteed to work with all versions of Microsoft Outlook.

If the second option is chosen, the screen will appear as follows.

17




4 System Defaults — O et

Lm j-'L Cloze

kain ] 5age |nvoice F'u:usting] Sage ] Other  Invoice E-Mailing l MHS lrvoice Upload F'u:urtal] en ]

Method |
E-Mail Subject Vour Care [mvoice
E -t il Body Hella,
Pleaze find attached vour latest care invoice.
K.ind regards,
our E-Mail Address 1. |accuunts@thecarehume.m.uk 2 |
c.c. E-Mail Addressz 1. |accuunts@thecarehume.m.uk 2 |
SMTF Host |$mtp.gmail.|:|:um
SMTP Port hav
SMTP Uzer Mame |caremaster?@gmail.cum
SMTP PaSSWDrd HAHENENENN HREREN
TLS Suppart |E:-cp|iu:it ﬂ
Frefis E-t ail Sales [revoice POF Files With Imvoice Mo, ? v

Enter the data in the upper part of the screen as explained above. The four boxes in the lower part of the screen
are all related to SMTP information and you should consult your IT support to get the correct data to input here.
If your email system requires the use of "TLS" you can select the required option from the drop down list at the
bottom of the screen. N.B. The SMTP entries shown on this screen are examples only and will not work

for your own set up. Also, any invoices emailed from CareMaster will go direct from the program and not
from your own email client.

When the PDF invoice file is generated it is given a system generated filename, if you want the actual invoice
number to be shown at the beginning of the file name tick the box at the bottom of the screen.

You will also need to select email addresses on the charge templates for any invoices that you want to email,
look at the Charge Templates Main screen for information on this and also go to Send Invoices by E-mail for
information on the process of emailing invoices.

Now click on the "NHS Invoice Upload Portal" tab.
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24 System Defaults — O et

kd air ] Sage Invoice F'u:usting] Sage ] Other ] Irwoice E-Mailing MHS Invoice Upload Partal IXerD ]

Currency Code ||

Sender Party |d |

Sender Party |d Scheme |

Sender Party Mame |

Sender Country Code |

Receiver Party Id |

Recerver Party |d Scheme |

Recerver Party Mame |

Recerver Country Code |

Enter the relevant information in each of the fields above.

If you are using Xero Accounts please go to the Xero Users section for more information.
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Sage Datasets

A "Sage Dataset" must be created for each company within Sage 50 Accounts that you wish to link to
CareMaster. The dataset simply defines where the Sage data is located on your system so that CareMaster can

link to it.

Click on the "Settings" tab to bring up the list of options and then select "Invoicing" followed by "Sage Datasets"
from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Repaorts Utilities Settings  Allowances Archives

Sattings -
Besident Classifications ¥
Invoicing >| Inveice Charge Types L
System Defaults Invoice Periods
Sundry » | Sage Datasets ||:|n
Homes Choose Invoice Formats
= LhdT Mr Te Skeleton Charge Templates
M jgmi E:S 1: Sales Invoice Payment Methods

The "Sage Datasets" screen will now be displayed.

| |g |
bl (| (| ([ =] v | x J| Close
Datazet Code I:I

Mame | |

Path ta Sage Line B0 ‘Accdata’ folder

B |

Click the "Add" button (+) to add a new record. Enter a suitable short code for the dataset followed by a name
(usually the name of the company in Sage Accounts). Then either use the browse button to navigate to the Sage
"Accdata" folder or type in the path if you know it. Finally, click the "Tick" to save the record. If you have multiple
Sage companies you will need to repeat the process for each one.

If you have selected "One Sequence per Sage Dataset" on the System Defaults screen, the Sage Datasets
screen will also have two fields for you to enter the starting invoice number and the invoice number prefix.
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Mext Sales lnvoice Mo, |:|
Sales Invaoice Prefix |:|
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3rd Party Integration
This is only required for Sage versions up to and including v23.

In order to complete the link to Sage 50 Accounts, it is necessary to "Enable 3rd Party Integration" within your
Sage program.

Open your Sage 50 Accounts program and click on [Tools] [Activation] [Enable 3rd Party Integration]. As shown
below.

Sage 50 Accounts Professional - CM Test 2

File  Edit View  Modules Settings Favourites  WeblLinks Help

aili. ailin.,
Home 3 ,(_& Global Changes } ﬁ- - A ] . @
Help centre New/edit  Activity Activation 4 Upgrade Program B
- . en
Opening Balances Enable 3rd Party Integration [
Customers Period End » Enable Construction Industry Scheme I
Quotations Ll Transaction Email Enable Foreign Trader
Sales orders 1210 Report Designer r DAl K, LEEUSTL SLLOUTTL
Invaices and credits 1220 Comrert Resorts Building Sodety Account
1230 F Petty Cash
_ 1235 EventLog... Cash Register
Suppliers
1240 Options Company Credit Card

Purchase arders
Batch Reparting

Products and services Data Service Manager...

Internet Options

I
This will open the "Enable 3rd Party Integration" screen. You will need to contact Sage Customer Services to

obtain a Serial Number and an Activation Key to enter on this screen. N.B. This is not the same as the Serial
Number and Activation Key you have already been given by Sage when you set up the program.
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Instructions

! | That's why we work very dosely with over 700 Developers
== throughout the UK and Ireland who offer Sage add-on
software to suit the spedfic needs of individual businesses,

0 At Sage we recognise that no two businesses are alike.
[ |

These developer-created software solutions provide truly
effective integration, giving you increased power and
functionality without the need to re-key data.

Retail, Manufacturing and Construction are just some of the
different markets already benefiting from a tailored solution
from Sage Additions.

To enable 3rd Party Integration, you must call Sage Customer
Services on one of the following numbers:

Great Britain: 0245 111 oo66
Republic of Ireland: 1890 85 20 60

Registration Information

Serial Mumber;

Activation Key:
Continue Cancel

If this process is not complete you may see a warning message on your screen which says "Sage Data Objects
has not been registered" and you will also not be able to post invoices to Sage Accounts.

N.B. If you upgrade to a newer version of Sage Accounts, you will need to obtain a new 3rd Party Serial
Number and Activation Key for the correct version.
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Resident Classifications

CareMaster has a number of user-definable settings and those relating to Residents are detailed on the following
pages:

Resident Categories

Resident Types

Local Authority Codes

Funding Sources

Care Levels

24



Resident Categories

Resident Categories (along with Resident Types, Local Authority Codes and Funding Sources) is a way of
grouping residents for analytical reporting purposes. (See the Reports section for further details).

Click on the "Settings" tab to bring up the list of options and then select "Resident Classifications" followed by
"Resident Categories" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Repaoris Utilities Settings  Allowances

Settings -
Resident Classifications  » m Resident Categories |i
Invoicing [ Resident Types 4
System Defaults Local Authority Codes

Sundry k Funding Sources '
Homes Care Levels %

Ll Ll e B e B ) (] e v a1

The "Resident Categories" screen will now be displayed.
M
| I || || ||Bl|d|=|+ X I-'LEIDSE

Code  Dezcription | A

[
b
CATZ  Categomy 2

Click the "Add" button (+) to add a new record. Enter a suitable short code followed by a description, you can
enter another record by using the "Tab" key to move to the next line. Finally, click the "Tick" to save the record.
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Resident Types

Resident Types (along with Resident Categories, Local Authority Codes and Funding Sources) is a way of
grouping residents for analytical reporting purposes. (See the Reports section for further details).

Click on the "Settings" tab to bring up the list of options and then select "Resident Classifications" followed by
"Resident Types" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Repaoris Utilities Settings  Allowances

Settings -
Resident Classifications  » Resident Categories
Invoicing [ Resident Types | !
System Defaults Local Authority Codes
Sundry k Funding Sources
Homes Care Levels ]

The "Resident Types" screen will now be displayed.

| &
B | (B = | X j"LEIDSE
Code  Description |-*~
» [T Mursing

RES  Reszidential

Click the "Add" button (+) to add a new record. Enter a suitable short code followed by a description, you can
enter another record by using the "Tab" key to move to the next line. Finally, click the "Tick" to save the record.
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Local Authority Codes

Local Authority Codes (along with Resident Categories, Resident Types and Funding Sources) is a way of
grouping residents for analytical reporting purposes. (See the Reports section for further details).

Click on the "Settings" tab to bring up the list of options and then select "Resident Classifications" followed by
"Local Authority Codes" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Repaorts Utilities Settings  Allowances

Sattings -

Besident Classifications  » Resident Categories [
Invaicing 3 Resident Types d
System Defaults Local Authority Codes
Sundry » Funding Sources '
Homes Care Levels -

L LR o B B ) () e v a1 el -

The "Local Authority Codes" screen will now be displayed.

)
[
Il | | B ([l = X i’LEIDse
Code  Dezcription ~ |
» E Iderly-Fesidential
10 tentally 1l - Murzing [under Pen A

11 Learning Dizabilities - Mursing

12a Phwzically Dizabled [under pen age]
13 Crrug or Alcohol - Hurzing

14 Terminally 1 - Mursing

2 Yery Dependent Elden
3 tentall Il - Rezidential
4 Learning Dizability

Ra Phuzical Dizability[under pen age)
Dirugs or Alcohol Abuze

E
a Exceptional Special Meeds [tba]
9 Elderly-Mursing

A selection of codes is already set up in the system but you can click the "Add" button (+) to add a new record.
Enter a suitable short code followed by a description, you can enter another record by using the "Tab" key to
move to the next line. Finally, click the "Tick" to save the record. You may also edit the existing records and again
click the "Tick" to save or delete records by clicking the "Delete" button (-).
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Funding Sources

Funding Sources (along with Resident Categories, Resident Types and Local Authority Codes) is a way of
grouping residents for analytical reporting purposes. (See the Reports section for further details).

Click on the "Settings" tab to bring up the list of options and then select "Resident Classifications" followed by
"Funding Sources" from the menu options list.

Licenced Salel and Exclusivel ta - Demo

Invaicing Reporis Utilities Allowances

Lettings -

Settings

Resident Classifications  » Resident Categories

Invoicing k Resident Types

System Defaults
Sundry

Homes

Local Authority Codes

Eunding Sources

Care Levels

Lol LT R e B B (¥ T v = = T

The "Funding Sources" screen will now be displayed.

f 'g
I || || ([l || = » | x ﬁE'DSE
Code Descrption "
» m Clinical Commissioning Groups
CHC  Continuing Healthzare
LOC  Local Authority
FRI Frivate
TOF  TopUp
W

Click the "Add" button (+) to add a new record. Enter a suitable short code followed by a description, you can
enter another record by using the "Tab" key to move to the next line. Finally, click the "Tick" to save the record.
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Care Levels

The "Care Levels" classifications are used for the production of the Resident Care Schedule report. You can
create different types of care and then specify the number of care hours per week that are required for Low,
Medium or High Level care. On the Resident's Main Details screen you can then select the type of care and the
level.

Click on the "Settings" tab to bring up the list of options and then select "Resident Classifications" followed by
"Care Levels" from the menu options list.

Lizenced Solel and Exclusivel to - Demo

Imvaicing Repaorts Utilities Settings  Allowances

Tettings -
Besident Classifications  » Resident Categories
Invoicing 2 Resident Types

System Defaults Local Authority Codes
Sundry k Funding Sources

Homes Care Levels |I

The "Care Levels" screen will now be displayed.

4 Care Levels — O x
--------- WEEKLY HOURS -
S
Low Medium  |High
Description Level Level Level
Care Care Care
Del | [® 20,00
|2 30.00
|3 40.00
|4 50.00
_|Dementia 20.00 40,00 75.00
| [EMI 15,00 30,00 50.00
]

Type in the description for the type of care and then enter the relevant number of hours for Low, Medium and
High Level care. Use the "Tab" key to move onto the next line and continue until all the necessary entries have
been created, finally use the "Tab" key again to move onto a blank line and then close the screen.
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Invoicing Settings

CareMaster has a number of user-definable settings and those relating to Invoicing are detailed on the following
pages:

Invoice Charge Types

Invoicing Periods

Invoice Formats

Skeleton Charge Templates

Sales Invoice Payment Methods
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Invoice Charge Types

This information is required for invoicing purposes. There are two types of charges - Time Related or Variable
lump Sum. Charge types which vary according to the length of the period being invoiced are classed as Time
Related. All other types are classed as Variable Lump Sum.

Click on the "Settings" tab to bring up the list of options and then select "Invoicing" followed by "Invoice Charge
Types" from the menu options list.

Licenced Salel and Exclusivel ta - Demo

Invaicing Reports Utilities Settings  Allowances Archives
Settings =
Besident Classifications ¥
Invoicing >|| Invaoice Charge Types |L
System Defaults Invoice Periods
Sundry 2 Sage Datasets A
Homes Choose Invoice Formats B
= LhdT Mr Te Skeleton Charge Ternplates
il EE; E:S $: Sales Invoice Payment Methods

The "Invoice Charge Types" screen will now be displayed.

..!_; Invoice Charge Types

o> o] e]e]x]
General Care & Outof |Prevent | &
Code Type Description Sales Invaice Accommodation Contract| Setting
Print Section Tupe Code ? [to £0.00
! ADJC Wariable Lump Sum Adjust prev iny client contribution I I
l@ _|ADJP Wariable Lurmp Sum Adjust prev inv price r r
_|BASIC Time Related Basic Fee Care and Accommadation Client Contribution r r
M _|ACC Time Felated Client Contribution Client Contribution Client Contribution r r
_|EHC Time Related Continuing Healthcare Care and Accommadation Client Contribution r r
_|CREDIT Wariable Lump Sum Credit r r
_|FMC Time Related Funded Murzing Care Care and Accommadation FHC ™ ™
_|HAIR Wariable Lump Sum  Hairdressing Other r r
LA Time Related Local Autharity Caontribution Care and Accommadation Other ™ ™
|MEWS Wariable Lurmp Sum Mewspapers Other I I
_|ouT Wariable Lump Sum Outings Private/4dditional Contribution ™ ™
_|PENS Wariable Lurmp Sum Pension Contributions Collected I I
_|PRIV Time Related Privatesddditional Contribution Privatesddditional Contribution Frivateddditional Contribution I I
| |TEST Time Related Test Care and Accommodation r r
v
£ >

Click the "Add" button (+) to add a new record. Enter a suitable short code and then select the correct type
from the drop down list. There are two types of charge, "Time Related" is used when you wish CareMaster to

calculate the amount to charge from the rate entered and "Variable Lump Sum" is used if you wish to charge a

fixed amount. Then enter the description you wish to appear on the printed invoices. In the next column, click

on the drop down box to select which section of the printed invoice you wish this charge to appear in. The "Care

and Accommodation Type" column has four options, all of these with the exception of "Other" are used in the
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calculation of "Average Fee rates" which can be seen by running the Average Fee Rate report. On the right of the
screen there are two columns of tick boxes, the first column is used to mark a charge type that is not covered by
a contract and is used in conjunction with the Out of Contract report. The last column is used in conjunction with
the Set Variable Costs to Zero function, if there are charges that do not vary from month to month they can be left
on the system by selecting this option. You can enter another record by using the "Tab" key to move to the next
line. Finally, click the "Tick" to save the record.

If you wish to change the "Description to Appear on Invoices" for an existing charge type, click into the relevant
field, remove the existing text and type in your new description. Click on the "Tick" to save the record and then
with the line still highlighted, click the "Update charge templates with this description” button to complete the
process.

I || (| B || || =~ X
| Code Type Dezcrption

ADJC Yarable Lump Sum Adjust prev in
ADJP Yarable Lump Sum Adjust prev in
BASIC Time Related B azic Fes
ACC Time Related Client Contribe
CREDIT Yariable Lump Sum Credit

DAYT Time Related Day Care
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Invoicing Periods

This screen is used to define the different frequencies that you will use when creating invoices. The system
allows for any invoicing time period as long as a corresponding code is created in this table.

Click on the "Settings" tab to bring up the list of options and then select "Invoicing" followed by "Invoicing Periods"
from the menu options list.

Lizenced Solel and Exclusivel to - Demo

Imvaicing Repaorts Utilities Settings  Allowances Archives

Settings -
Besident Classifications ¥
Invoicing >| Invoice Charge Types
System Defaults | Invoice Periods
Sundry k Sage Datasets N
Homes Choose Invoice Formats B
= LhdT Mr Te Skeleton Charge Templates
el Emi E:g I: Sales Invoice Payment Methods

The "Invoicing Periods" screen will now be displayed.
4 Invoicing Periods — O *

Periodic l Calendar Manthly

Payment Terms EEDW — -
Code |Description [Mo. Days from T arglet Homesz
|Fvenice Date] Flzmnpr?f
- P
t 280 28 Day
E _|BHS  Belfast Health & Social Care Trust
—— | |D&Y DayCare
=1l

ECC  Edinburgh City Council
_|ESCC Essex County Council
FCC  Eent County Council
_[M23 Multiple 23 Daps

RPT  Respite

SCC Suffolk County Council

<1 =1 <1 X1 X1 X1 %] %] A
EEEEEHEHEEE
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Use the mouse to click into the first available blank line on the table, enter a suitable code and then type in the
description for the frequency you wish to use. Enter number of days in the "Payment Terms" column if required
then use the "Tab" key to move onto the next line and continue until all the necessary codes have been created,
finally use the "Tab" key again to move onto a blank line and then click on the "Close" button to save the records.

If you want charge templates that include a particular invoice period to be included in the Charge Template List
report, tick the box at the end of the line.

When the records have been saved highlight the first line and then click on the yellow button on the left of the
screen.

| &

Feriodic  Calendar Monthly

Code  Dezcription

= P20 28Day

D&Y Day Care
ECC  Edinburgh City Council

P ESCC  Eszzex County Council

FKCC  Kent County Council
RPT  Respie
SCC Suffolk County Council

The "choose start date" screen will appear.

| &

Mo, days in period

Start date for invoice period

" OK

Enter the date the system should use as the starting point for this particular invoicing period and also the number
of days in the period. Click on the "OK" button and you will then be asked to confirm that you want to add all
homes to this invoice run.

o Add all homes to the periodic test invoice run

es Mo

Click on "Yes" to confirm.
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Now click on the small '+' sign at the right hand end of the line and a drop down will appear showing the home
codes, start date and number of days in the period.

Papment Terms

Code  Description [Mao. Days from Homes
Irvoice Date)
P20 28Day = |
Home Mext Imvoice Mo, Days
Code Perod Startz | in Penod
» 02/02/207 23
HZ 02/02/2017 28
DAy Day Care +
ECC  Edinburgh City Council +
ESCC  Eszzex County Council +
KCC  Kent County Council +
RPT  Respite +
S5CC Suffolk County Council +

Continue until all lines have been added. The Calendar Monthly invoicing periods are created in a similar way.
The only difference being that it is not necessary to enter the number of days in the period.

If the frequency of an invoicing period changes from "Periodic" to "Calendar Monthly", the record can be moved
by highlighting the relevant line and clicking on the red arrow button on the left of the screen.

@

Periodic  Calendar Maonthly

Code  Dezcription

280 28 Day

D&Y Day Care

ECC  Edinburgh City Council
ESCC  Eszex County Council
kKOG Kent County Council
RPT  Respie

SCC Suffolk County Council

L) mo

After clicking the button you will then be asked to confirm that you wish to move the invoicing period.

o Convert the 'Kent County Council' invoice run to
'Calendar Monthly'

Click "Yes" to confirm the action or "No" if you wish to cancel the changes.
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If you would like to print a list of all of the current Invoicing Periods, click the print button on the left of the screen.

@

Feriodic  Calendar Monthly

Code  Dezcription

= P20 28Day

D&Y Day Care

ECC  Edinburgh City Council
ESCC  Eszzex County Council
FKCC  Kent County Council
RPT  Respie

SCC Suffolk County Council

You will then be asked to confirm your choice.

o Print the invoice periods screen

Click on "Yes" to proceed with the print, or "No" to cancel.

You will now see a screen preview of the Invoice Periods Report.
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CareMaster Invoice Periods

30/01/2017
Next Invoice No. Days

Invoice Run Home Period Starts in Period
280 28 Day

H1 02/02/2017 28

H2 02/02/2017 28
DAY Day Care

H2 12/12/2015 28

H1 12/12/2015 28
ECC  Edinburgh City Council

H1 06/10/2014 28

H2 06/10/2014 28
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Invoice Formats

The system includes a "General" invoice format for all non-specific requirements and also some special Local
Authority formats which have been created to meet the requirements of different Local Authorities. Additional
formats can be created as required using the Design function, if you require help with doing this please Contact
Us.

Click on the "Settings" tab to bring up the list of options and then select "Invoicing" followed by "Choose Invoice
Formats" from the menu options list.

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances Archives

Satfings -
Besident Classifications  »
Invoicing >| Invoice Charge Types L
System Defaults Invoice Periods
Sundry [ Sage Datasets N
Homes | Choose Invoice Formats |-_
= LhdT dr Te Skeleton Charge Templates
Add Emé E:S 1: Sales Invoice Payment Methods

The "Choose Invoice Formats" screen will now be displayed.

®

Mark any farmats wou wizh to use with a tick in the 'Used' column ;-

Paost to A
oo T e e Locdputoly Ml S S0 Sk
Accounts ?
¥ General 1 bfSI_General frd |
Springdene 1 KSI_Springdene. fr3 |
Wirral 1 ffSI_General fif | |
Muiltiple 933 fr51_Multi.fr3 Cheszhire | HrZCOMPA,
Email test 1 hfHantz_Care_IF fr3 Hantz Care [IF] | 'EI
Aghmere 1 bSI_Ashmere_Gneral i3 |
Test 1 FSI_testiny. fr3 O
Test2 999 ASI_KCC.H3 Kent County Counci O WYZCOMPA
Edinburgh 1 fiw'est_Kent_PCT fr3 Wwiest Kent PCT |
Yiewpaint 1 BS1_Viewpaint. fr3 |
Mozaic 1 hSI_SW k55 f3 Cheshire |
Abbotzleigh 1 h51_Abbatsleigh i3 | W

In order to make use of any existing formats, double click the tick box in the "Used" column against each Invoice
Format that you wish to use, then click the "Close" button to return to the menu.

You may also create your own invoice layouts or make variations to an existing layout using the Design function.
Once these have been created they can be added to this list by first going to a blank line and typing in a
description, then in the "Max No. Clients per Invoice" column enter either "1" for a one resident per invoice type
or "999" for multiple residents per invoice. Next, click on the "Choose Filename" button on the right of this screen.
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Navigate to the [CareMaster][Invoice Layouts] folder and then select the layout you wish to use.

| @ Choose Report L S
A « CareMaster » Invoice Layouts w 0 Search Invoice Layouts 2
Organise « Mew folder = [ @
~ Mame Date medified Type "
s Quick access | ] frSI_Demo.fr3 17/12/2010 11:10 FR3 File
I Desktop |_'| fral_devere.fr3 02/02/2015 16:09 FR3 File
‘ Downloads |_'| fral_General_Bank.fr3 13/03/2074 1057 FR3 File
Iﬂ Documents |_'| fral_General_BD.fr3 18/08/2015 164 FR3 File
= Pictures |_'| frsl_General_Coniston.fr3 1370372014 10657 FR3 File
[ = .
| | frSl_General_Royley.fr3 13/03/2014 10:57 FR3 File
' CareMaster : _ o ~ _
i | | frSI_Horizon.fr3 1870772012 1025 FR3 File
CareMaster " frS|_Horizon 14/03/2014 1456 Adobe Acrobat D,
Invoice Layouts |_'| fral_HorizonMNHS.fr3 180772012 10:29 FR3 File
! Public |_'| fral_KCC.fr3 11/05/2016 11:26 FR3 File
_ |_'| fral_Multi.fr3 17/06/2076 10:33 FR3 File
@ Onelrive § ) o i )
|| frSI_Multi_MJCH.fr3 17/06/2016 12:2 FR3 File
: W
[ This PC = : =
_ File name: | frfSl_General fr3 w
Open Cancel

If this is a single resident per invoice type, you can click in the "Used" column and then close the screen. Ifitis a
multiple resident per invoice type there are some further steps to be taken.

First select the "Local Authority Form Type" that this layout is based on from the drop down list.

1 friS1_General frf
999 FrSI_kAulti fra

Cheszhi

Scottizh Borders s

L]

1 ffHants_Care_|F.ir3 i

1 erI_.ﬁ.sh.mere_Eneral.er Eglrrsﬁl-ll_rgr?arkshire

1 fr5]_testin.fr Durmfries & Gallow:
933 fi51_KCC fr3 Hants Care [|F]

1 frwest_Kent_PCT k3 Wwiest kent PCT

1 FSI_Viewpoint fi3 W v

1 FCl Sl RACE Fe2 = aokura

Next, click on the "Specify Charge Types to be picked up by this Invoice Format" button on the right of the
screen.
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Then select the charge code you wish to use on this invoice, more than one type can be added if required.

4 Multiple Sales Invoice Format €.  — O >

Chooze charge codes to appear under the following headings -

Council Grozs Service Uger »
Contribution | Weekly Contrbution

b . ALC

Iz

Drel

j"L Close

If you want each residents charges to be posted to separate Sage Customer Accounts as specified on the
Charge Templates. click in the tick box in the "Post to Multiple Sage Sales Ledger Accounts?" column.

Pozt to
kultiple 5age
Sales Ledger
Accounts Y

L]

—

If all the resident charges on this invoice type are to be posted to a single Sage Customer Account, do not tick
the box but instead select the relevant Sage Customer Account from the drop down list in the next column.
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s

Sage Sales

Ledger Code

2 0

M arne ~

Steven Stephenzon
Stevenszan & Smith

Swanh Leizure Centre

The Show Lodge

The Yideo Rental Campany
Yera Carman

e Company

After closing and re-opening the CareMaster program, new layouts on this list can be used with Charge
Templates.

One further option is available, click on the "Specify Headings for Charge Template Notes Fields" button.

The "Charge Template Note Captions" screen will appear.

B

Specify fitles far the following notes fields on charge templates

MNates 1 | Optior 1 |

MNates 2 | Optian 2 |

MNates 3 | Option 3 |

notes 4 ||:I|:|ti|:|n 4 |

l—'L Cloze

This allows the user to apply specific headings to the four notes fields at the bottom of the Charge Templates (by
default these have no headings). These headings are specific to the invoice layout that has been chosen.

For information on creating and amending invoice layouts, please go to Design.
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Skeleton Charge Templates

If your home has a number of residents with a very similar charging structure, it can be worthwhile to create a
Skeleton Charge Template. This will speed up the creation of the charging structures for the residents. Please
refer to Creating Charge Templates for further information.

Click on the "Settings" tab to bring up the list of options and then select "Invoicing" followed by "Skeleton Charge
Templates" from the menu options list.

Lizenced Solel and Exclusivel to - Demo

Imvaicing Reporis Utilities Settings  Allowances Archives

Setting: -
Resident Classifications  »
Invoicing L Invoice Charge Types L
Systemn Defaults Invoice Periods
Sundry k Sage Datasets )
Homes Choose Invoice Formats B

= L1 Mr Te Skeleton Charge Templates
M Emi E:S I: Sales Invoice Payment Methods

The "Skeleton Charge Templates" screen will now be displayed.
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4} Skeleton Charge Template — O >

|«q|q|p|p-| + =|~f|x| 1 Close
Skeleton Code ||:~|:g|'-g |P'ri\.-'ate
Izzue Client Inwvaice - |2ED ﬂ |2B Dray
Funding Source |PHI ﬂ |P'rivate
|rvoice Type |General ﬂ
Sage [ atazet |EM2 ﬂ |EM2
Invaicing Perind 26D ~| |28 Day
Sage Sales Code -
M ame "
Address |
|
|
Town |
County |
Fozt Code |
Tope |N-:umina| Mett |Dept |T|: |"-.-".-'1‘-.T Gross |Memu:|| A
k l PRI 4000 £128.301 T4 0.00 12820 I
Del
W

Click on the "Add" button (+) to add a new record. Enter a suitable code and description and then select the
Invoice Type from the drop down list. Next, select the Sage Dataset for the relevant company and then choose
the Invoicing Period. If all of the invoices in this group are to be posted to the same Sage Sales Ledger code, you
can select this now, otherwise leave this section blank. You will need to save the Skeleton at this stage.

If required you can also create one or more invoice lines in the lower part of the screen. The "Type", "Nominal®,
"Dept" and "TC" fields are all selected from drop down lists, the "Nett" amount should be typed in and the "Gross'
amount will calculate automatically. Finally click on the "Tick" again to save the record. The Skeleton will now be
available if required when setting up Charge Templates.

N.B. The "Sage Sales Code, "Nominal" and "TC" drop down lists will not be available until the Refresh
Sage Data function has been run.
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Sales Invoice Payment Methods

The Sales Invoice Payment Methods options are used in the output of Direct Debit CSV files from the program
and can also be used to group invoices by Payment Type for reporting purposes.

Click on the "Settings" tab to bring up the list of options and then select "Invoicing" followed by "Sales Invoice
Payment Methods" from the menu options list.

Lizenced Solely and Exclusivel to - Demo

Irvaicing Reports Utilities Settings  Allowances Archives

Settings -
Besident Classifications  »
Invoicing [ Invoice Charge Types L
System Defaults Invoice Periods
Sundry k Sage Datasets H
Homes Choose Invoice Formats B

= Lhd1 il Te Skeleton Charge Templates
M ?Emi E:S I: Sales Invoice Payment Methods

The "Payment Methods" screen will now be displayed.

&
I'LQIGSE
- Direct | »
Description Dishit 7

Chegue ]

4o |

Cash ]

50 Ll
W

You can add as many different payment methods as required to this screen, tab to a blank line, enter the
information and then use the up or down arrow keys on your keyboard to retain the data. The Description you
wish to use for the Direct Debit Output function should have a tick against it in the "Direct Debit?" column.

After closing and re-opening the CareMaster program, new methods on this list can be used within Charge
Templates.
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Sundry
Currently there is only one option within the Sundry Settings area:

Resident Incident Types
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Resident Incident Types
Resident Incident Types are used in conjunction with the "Incidents" (Accident Recording) area of the program.

Click on the "Settings" tab to bring up the list of options and then select "Sundry" followed by "Resident Incident
Types" from the menu options list.

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances
Settings -

Besident Classifications  »

Invoicing » [by Surnan

System Defaults |

Sundry [ Resident Incident Types
Homes Cripps H1
TS TR Fiv Tart Parsmmi HA

The "Resident Incident Types" screen will now be displayed.

M) Resident Incident Types — O >
Details Accdent? a
aad |
Pressure sores |:|
Del Missing from home ]
W

To enter a new Incident Type, click on the "Add" button on the left of the screen. Then type in the description
of the incident and if you want this type to be classified as an "Accident” click the tick box on the "Accident?"
column. Use the up or down arrow keys on your keyboard to retain the data.

Any types you do not wish to use can be deleted by highlighting and then clicking on the "Del" button on the left.
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Refresh Sage Data

This option links CareMaster to the Sage data that has been specified in the Sage Datasets screen and allows
access to various areas of information from the Sage 50 Accounts database.

Click on the "Utilities" tab to bring up the list of options and then select "Refresh Sage Data" from the menu
options list.

Irvaicing Reports Utilities Settings  Allowances Archive:
Ltilities i

Delete a Sales Invoice Batch

Homes 3
Client Rate Processing

Refresh Sage Data

Clear Multi-User Locks

View Users Currently Logged In

View Invoice Deletion History

Update Care and Accommodation Rate History on Resident Record
Check Data

The "Refresh Sage Data" screen will now be displayed.

b

Choose Sage Dataset to Refresh |.-5.LL e

& OK l-'L Close

If you have multiple homes you now have the option of only refreshing the data for one home or for all homes,
make your selection from the drop down list and then click on the "OK" button. You will then be asked to confirm
your request.

Confirm ol

o Refresh Sage data

Click on "Yes" to continue or "No" to cancel the request. After clicking on "Yes", you will be presented with a Sage
login screen.
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Log in to Sage Line 50 for CM2

Sage Uszer Mame | |

Sage Pazsword | |

X core

Enter your Sage 50 Accounts username and password and then click on the "OK" button. (N.B. Make sure that
no-one is logged into Sage 50 Accounts before running this function).

If you have selected the option on the System Defaults "Sage" tab, then after a few moments you will see the
following message.

Confirm ol

o Do you want to refresh charge ternplate invoicee names
and addresses according to the latest information held
in the Sage sales ledger

Yes Mo

Clicking on "Yes" will update any existing charge templates with the current name and address details from the
Sage Customer Account records. Clicking on "No" will leave them as they are.

When all updates have been completed you will see the following message.

|Information ot

o Sage data refreshed ...

Click on "OK" to finish.
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Homes

CareMaster can be run on a single home or a multiple home basis (if you need to add a new home please
Contact Us to purchase the necessary licence). Details for setting up the home and room records are found on
the following two screens.

Setting up Homes

Setting up Rooms
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Setting up Homes

The "Homes" screen contains information about the home or homes (if you are setting up CareMaster for multiple
home operation) along with the information that the system requires to access the relevant fields from the Sage
database. It also gives access to the screen for Setting up Rooms which is an essential part of occupancy
analysis reporting.

Click on the "Settings" tab to bring up the list of options and then select "Homes" from the menu options list.

Lizenced Solel and Exclusivel to - Demo
Imvaicing Repaoris Utilities Settings
Settings =l
Resident Classifications  »

Invoicing L

System Defaults

Sundry g b Hame Surnarr
Homes J Cripps
e T RA AT 'I':E [Elococ i

The "Homes" screen will now be displayed.
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4| 4| B (B | v x Y | Clos=
Code Local Authority Ref
Hame M amne Horme 2 |
Address The dvenue
Town Anyptown
County Anyzhire
Fost Code ABT 2CD
Telephone Mo, |01234 567890 |

Contact Mame

U

Mo. Beds Reqgistered

Sage Defaults Mominal Cade |4|:||:||:| V| YAT Code

Dept | 0 v |
Sage Datazet |TE5T v| |Test |
[rwvaice Prefis Hz/!
Mext Invoice Mo, 130
@ Template for thiz home's DD CSY export file filDD_CSY_Ew=port. fr3

Click the "Add" button (+) to add a new record. Enter a suitable short code followed by any Local Authority
reference you may have and then fill in the name, address, telephone and contact name fields. Enter the number
of registered beds in the home. Select the "Sage Dataset" from the drop down list. Now enter and invoice prefix
for this home and the number you wish to start invoicing from. (Depending on the option you have selected on
the "Other" tab in the System Defaults screen, these fields may not be available). You will now need to click on
the "Tick" to save the record before entering the rest of the information.

It is now possible to select the default "Nominal Code", "VAT Code" and "Department" from the drop down lists
(the Refresh Sage Data option must be run before these lists become available).
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[ ]

MHaominal Code

Dept

Cr2

H1/

ame's DD CSY export

| 4000

o | ¥AT Code |Tg "

’ Code
3m
| 3200
32

4000
4001
002
003

4004

N9

EE

Indistributed Reseres
Prafit and Losz Account
Dirawings

Sales Morth
Salez South
Sales Scotland

Sales Wales
Sales International

Click on the "Tick" again to save the record.

If you wish to use the Direct Debit CSV output function, you will also need to set the path to the template that
defines how the data is output for this home. Click on the browse button on the left.

RN S ]

emplate for thiz home's DD CSY export file |frDD_ESV_E:-:pDrt.fr3

Navigate to the [CareMaster][Reports] folder and select the relevant file.

M Open *
“ v A « (CareMaster » Reports v O Search Reports =
Organize « Mew folder ==~ T @
- Mame Date modified Type ~
3+ Quick access | | trChent_Contracts.trd 20T TR FR3 File
B Desktop o+ |:] frClient_Contracts_criginal fr3 187092015 15:42 FR3 File
‘ Downloads # IT‘I frClient_Contracts_zzz.fr3 507201611313 FR3 File
z i [ [ 8/00/2015 15:42 13 Fi
EI Documents  # IT‘I friChent_Details_Detailed.fr3 18/09/2015 15:4, FR3 File
) | | frlient_Details_Sumrmary.fr3 22/01/2016 10:47 FR3 File
= Pictures - - ) ) ) ) N )
|_1 frClient_Details_Summary_by_Resident_C... 22/01/2016 10:47 FR3 File
CareMaster | ] frClient_Details_Surmmary1.fr3 18/09/2015 15:42 FR3 File
CareMaster || frDD_CSV_Exportfr3 18/09/2015 15:42 FR3 File
Invoice Layouts |:] frLoge.fr3 18/09/2015 15:42 FR3 File
Public |:] fridew_Client_Contracts.fr3 187092015 15:42 FR3 File
_ |:] frOccupancy_Analysis_Detailed.fr3 18/09/2015 15:42 FR3 File
@ OneDrive || frOccupancy_Analysis_Summary.fr3 18/09/2015 15:42 FR3 File
= |_1 frarinl liant T Aantracte fra 183 N5 15.47 FR2 Fil= e
E This PC s =
File name: | frDD_CSY_Export.fr3 hd
Open Cancel

Click on the "Open" button and the path will then be stored in the "Homes" screen
save your settings.
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If you are setting up multiple homes you can click on the "Add" button (+) again and repeat the process detailed
above.

It is now possible to move on to Setting up Rooms.
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Setting up Rooms

Each room within a home can hold information about the resident or residents that have occupied it along with
dates and notes.

Click on the "Settings" tab to bring up the list of options and then select "Homes" from the menu options list.

Lizenced Solel and Exclusivel to - Demo
Imvaicing Repaoris Utilities Settings
Settings =

Resident Classifications  »

Invoicing L

System Defaults

Sundry g b Hame Surnarr
Homes J Cripps
e T RA AT 'I':E [Elococ i

The "Homes" screen will then be displayed, now click on the "Room Occupancy" button.

qubhlll-w’:-c 1 Close

The "Rooms" screen will now be displayed.

4 Rooms — O et

I (| =

- Drate First Single P .. = Revenue A
RoomMo  Description Floor valable Boom 7 Enzuite 7 Upsztairs per Day
Wi 4 H 201 Foom 1 Ground NA242014 ] ] ] |
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This screen displays a list of the rooms that have been created in the home. To create new rooms, click on the
"Add" button (+) and the "Add new Room" screen will appear.

) Add New Room — O *

Foom Mo

Description

Floor

Drate First &vailable
|pztairz 7
Ensuite 7

Single Foom 7

'Y DDDI
£

j"L Cloze

Enter the Room Number, Description, Floor and Date First Available in the respective fields, you may also use
the tick boxes to identify Upstairs Rooms, Ensuite Rooms and Single Rooms. Click on "OK" to save the room
record.

N.B. Please note that only one resident can be assigned to a room. If you have shared rooms in your
home they must be set up as two rooms (e.g. 12a and 12b).

Once rooms have been created, residents can then be assigned to them. (See Move to a Room for more on how
to do this). To view the occupancy history for a room, highlight the relevant room number and click on the "View"
button . The "View Occupancy History" screen will then be displayed.
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4 View Occupancy History — O >
R ezident Mame Drate From Date To ~
B L& Test Perzon 0z2/04/2013
De
Edit
W
l-'L Cloze

If an Occupancy Record has been set up in error, it can be deleted by clicking on the "Del" button. Also, if an
Occupancy Record has been set up with incorrect dates these can be amended by clicking on the "Edit" button.
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Residents

When you log in to the CareMaster program, you will see a list of the residents.

Licenced Solel and Exclusivels bo - Demao

Invoicing Reports Utilities Settings  Allowances Archives Security  Help

Imwoicing hd
Search for resident [by Surname]
g 2 Admisgion  |Date (Tt
Ref Title  |First Mame Sumame Home [Room ; ‘wheekly | Categary Type Care Level
Date of Birth Rate ]
: 4 bdr Alan Cripps H1 26/02/2018 0341241340 750.00 Category 1 Murzing Elderly-MHursing
M _|CM1 bdr Test Perzonl H1 o 02/04/2013 119/04/1935 8R0.00 Categon 1 Regidential Elderly-Residential
Add | |_[EM2 brs Test Persan2 H1 Jm 03/04/2013  24/065/1929 72400 Category 2 R esidential Elderly-Residential
| Ch3 br Test Persan3 H1 o 23/412/2013 04/0841 5928 750,94 Categary 1 Mursing Elderly-Mursing
J _|CM4 Mizz | Test Perzond HZ 040342013 | 31/051932 738.00 Category 2 Murzing Elderly-rursing
= _|CM& ke Test Perzonb HZ 21/09/2013 | 08/03/1933 725,70 Categary 2 Residential Elderly-Residential
| SHI0M b John Smith H2 H2/02  |14/06/2017 25/11/1935 E00.00| Category 2 Mursing Elderly-Mursing
| |SPEODT bdr James Spence Hz 04 10/04/2017 | 01/0141942 E18.17 Categom 1 Murzing Elderly-MHursing

The default view on this screen is to sort the residents by Surname and search by Surname. The Sort and
Search options can be changed by clicking on the heading of each column. Once you have selected the right
record, click the "View" button on the left to go to the Resident Information screen. If you are setting up a resident
record for the first time or adding a new resident, click on the "Add" button to get to a blank resident information
screen.

If you wish to print the resident list, click on the "Printer" button on the left of the screen. This list can also be
filtered before printing, to do this click on the "Search" button on the left of the screen.

Search for Residents pod
Fields Ref

First Mame Field ' alue

Surmame

Fef || A

Home Search Type

Admizzion D ate ™ Ewact Match x Eatuce]

" Partial Match at Beginning
(¥ Partial Match Arywhers

[ Case Sensitive

Al Searched By Walue By Range
Field Order
™ Alphabetic ¢ Logical Wigw Summary |

Select the column you wish to filter on from the panel on the left of the screen and then enter the search term in
the "Field Value" box and click "OK". The screen will then only display the residents that match the search terms.
You can enter multiple search terms if required. When you have finished searching and wish to return to the full
list, click on the "Clear" button to remove the search terms and then click the "OK" button.

Details of the different screens and options are given on the following pages.

Special Menu ltems

Resident Information

Creating Charge Templates
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Special Menu ltems

Licenced Solel and Exclusivels bo - Demao

Invoicing Reports Utilities Settings  Allowances Archives Security  Help

Imwoicing hd
Search for resident [by Surname]
g 2 Admisgion  |Date (Tt
Ref Title  |First Mame Sumame Home [Room ; ‘wheekly | Categary Type Care Level
Date of Birth Rate ]
: 4 bdr Alan Cripps H1 26/02/2018 0341241340 750.00 Category 1 Murzing Elderly-MHursing
M _|CM1 bdr Test Perzonl H1 o 02/04/2013 119/04/1935 8R0.00 Categon 1 Regidential Elderly-Residential
Add | |_[EM2 brs Test Persan2 H1 Jm 03/04/2013  24/065/1929 72400 Category 2 R esidential Elderly-Residential
| Ch3 br Test Persan3 H1 o 23/412/2013 04/0841 5928 750,94 Categary 1 Mursing Elderly-Mursing
J _|CM4 Mizz | Test Perzond HZ 040342013 | 31/051932 738.00 Category 2 Murzing Elderly-rursing
= _|CM& ke Test Perzonb HZ 21/09/2013 | 08/03/1933 725,70 Categary 2 Residential Elderly-Residential
| SHI0M b John Smith H2 H2/02  |14/06/2017 25/11/1935 E00.00| Category 2 Mursing Elderly-Mursing
| |SPEODT bdr James Spence Hz 04 10/04/2017 | 01/0141942 E18.17 Categom 1 Murzing Elderly-MHursing

Select the resident you want to look at and click the "View" button on the left.

The "Residents" screen will now appear. On the right of this screen there are a series of buttons and a tick box,
the functions of these are detailed in the following pages.

Elﬁu?ﬂ@@ j"LEIDSE

snces  Documents Tasks  Incidents  Phatos [ | &rchive ?

Search

Invoice History

Occupancy History

Move to a Room

Terminate Occupancy

Client Details Report

Sort Options

Contract

Archive?
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Search

This is a search button, clicking on it will allow the user to search by Surname, First Name, Date of Birth,

Resident Reference or Home Code.

Search for a Resident hod
Search Characters
Surnanme Firgt Mamme Drate of Bith Resident Ref Home Code| »
g F=rson 13/04/1935
FPerzons Test 24/05/1929 CM2 H1
Parzona Test 04/08/1928 CM3 H1
Perzond Test 31/05/1932 CH4 Hz2
Perzonb Test 03/03/1933 CMAE Hz2
W
Search By
S LIIarne "
Surnarnme
Firzt M ame
Drate af Birth
Fezident Bef
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Invoice History

Sl

This button displays the Sales Invoice History listing for the current resident in reverse date order.

05072017

MA2/2016

MA2/2016
10/11/2016
1310/2016
16/09/2016
01./08/2016
210742016
23/06/2016
01/06/2016
28/04/2016
31/03/2016
0324032016
04,/02/2016
07/ /2016
1041242015
12411/2015
154102015
17/09/2015

Invoice Mo Sage Code| lnvoice Mame

305 HYZCOMP:
300 = ZCOMPe
300 = ZCOMPe
294 = ZCOMPe
288 ¥ ZCOMP:
284 = ACOMP:
278 = ZCOMP:
270 v ZCOMP:
265 HZCOMP:
286 FZCOMP:
281 B ZCOMP:
246 = ZCOMP:
240 = ZCOMP:
235 HECOMP:
230 = ZCOMPe

215 #yZC0MPe =vE Compary

204 Y ZCOMPe
197 = ZCOMP:
183 = ZCOMP:

Mett

Start
Drate

2.562.35 05/M /2017
212203 081242016

366.05 M./ 207
2475701012016
247570 1310/2016
247570 15/09/2016
2.475.70/18/08/2016
2475.70 2107206
247570 2340642016
2.475.70) 2640542016
247570 28/04/2016
2.075.70 10342016
2.075.70 0320342016
2.075.70 040242016
207570 07/ /2016
2.075.70/10M2/2M 5
207570 12114205
2.075.70 15M110/2015
1.020.0017/03/2015

End
D ate

mAo220m7
NAN22016
04/01/207
0722016
03/11/2016
12A10/2016
14/08/2016
17/08/2016
20407 /2016
22/06/2016
25/05/2016
27042016
3040342016
02/03/2016
030242016
0&/M /2016
031242015
1111/2015
30/08/2015

j"L Cloze

There is also the option to reprint an invoice from this screen. Highlight the required invoice and then click on the
"View Selected Invoice" button at the top left hand side of the screen.

[
Drate

05/01/2017

MA12/2016

0MA12/2016
104112016
13MNA2MR

The "Sales Invoice" detail screen will now appear.
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| B sales Invoice — x
| . —
| 14 4 . Bl — o~ * IMWOICE Search for lrvoice D = E l-L E'DSE

Main  Charges  Misc

Ireenice Mo, 05 Date |EIE.-"EI'I 22017 V| Payment Due D ate |EIE.-"EI1 27 e |

Funding Source |LEII: w | |L|:u:al Authiority | Created by |ED|3 |
|

Sage Sales Code SECOMBA | YPE |.-'1'-.skham T — | Date Created |EIE.-"'I 2,206 15:I:IB:5:|

M ame

Address 1

Exported to Sage 7 [

Printed ?
Towin Frintable lryvoice 7
County DateEMaled |
Fost Code

Mo, Daps
Period jos/ms2m7 | To (D1/02/2017 |
Client Marne |5ur‘u:|r_l,l | Cartact |
Specitic Comments
Drirect Debit 5 File Detailz - Ref |3EIEIS
Tranzaction Code I:I
M ett WaT GErozz

L |Fvoice Total | I:I_I:IEI| | E,EEIE_?4|

To print off a copy of the invoice, click on the "Print this Invoice/Credit" button at the top of the screen.

Se

The "Print Sales Invoices" screen will now appear with the relevant details already entered. N.B. If this is a
reprint, remember to tick the "Include Invoices already Printed” box.

62




Print Sales Invoices

Fram lrwoice D ate mAAMam
To lrvoice D ate MA22099 .

Fraom Irvoice Mo, |3|:|5 |
To lmvoice Mo, |3|:|5 |
Ireedice Type |.-'l‘-.skham Incon ~ |

[leawe blank: for all invoices)

Home ||.|-| V|

[reenice Print Order (®) Client Surname
() Irvwoice Mumber
() Resident Ref

Include Invoices Already Printed/E-Mailed ? [+

| ] | | Cancel |

Click the "OK" button to bring up a preview screen, you can then continue to send the invoice to the printer if
required by clicking on the "Printer" button at the top left of the preview screen..

(2 Preview

QEBADN| @ v QB[ A0 G| K <

Inwe
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Occupancy History

This button displays an occupancy history for the current resident.

|
Room Mo Home Drate From Date To Motes ~
- v [ Lrrox House 16/04/2014
|
W
£ >

j"L Cloze

If the resident has been moved between rooms the screen will show the different periods of occupancy with the
relevant dates.
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Move to a Room

This button opens the "Move Resident to a New Room" screen. This can be used to allocate a resident to
room for the first time (in which case the "Current Room" field will display "None") or to move an existing resident
from one room to another. An "Effective Date" must be entered and there is also space for notes to be added if
required. N.B. Please note that only one resident can occupy a room on any given day, if residents are
being moved from one room to another, the new room must have been emptied on the previous day.
(This only applies to occupancy and has no effect on the amounts to be invoiced).

i 3
| Enter Mew Room Details:

Current Boarm

Mew Foom | iy |
Effective from | iy |
Motes

V' OK f| Cloze
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Terminate Occupancy

This button allows a resident's occupancy of a room to be ended thereby making the room available for a
new occupant. Enter the relevant date and click on "OK" to save.

Terminate Resident's Cccupancy
Current Raom ||:|2 |
Termination Date | iy |

o 0K | Jf] Close
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Client Details Report

This button allows the user to print a one-page report showing details that have been entered for the
current resident. This report can also be run from the Reports menu for for all residents.

a Preview
SEEHAER| R s - QEB|EOE[EH| W41 of3 b M

Client Deils - Deailed
Dape: 15022017
Persond - Test Miss
Admizeics Dmie [aT K aic P a Dxte of Biddk HHOsHeE2 Home Code -z
Time Code NS Catugs i Code CATZ Local! Autkoety Code ]
Lowg or Shod Sey T Lorg Room Sembaer Dmte Cowrimect lrmsd
Cmie O achages Puapz o Slashage Cimzhaged o -
Surt of 9 Datstis Appoizies Delslix
Mvact of Mz Delplcoatis
o e
OS5 Chatm Compiated ML b Peweious D55 Difiow Socia! Woer
Admitied From Thiz! Pacdy Paymast Aren Cac i [ —
=5
Dar Somnber Pute Tioe
Wy
Crageat's Pesd o Dentcemon o A0S0 S
Clarty Foxmesicssy
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Sort Options

@ This button allows the user to change the order in which the Resident records are displayed (the default
setting is Surname order). The options are - Surname, First Name, Date of Birth, Resident Reference and Home
Code.

M) Specify Residents Dis.. — O >
Chooze Order
Surname
Firzt M ame
Drate af Birth
Rezident Ref
Home Code

N.B. When you close the program it will revert to Surname order.
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Contract

E
This button allows the user to print out a pre-defined document that includes details from the Resident
record. Please Contact Us for details on setting up Contract documents and what can be included.

Clicking on the button will open the "Print Resident's Contract" screen.

Confirm o

o Print resident's contract

| Yes | | Mo |

Click on "Yes" to confirm that you wish to print. The Contract preview screen will then be displayed.

a Preview
OEBHATA|R - E|EDEL| K 42  ofn b N

Maintenance, repair and decoration of the individual rooms
and all other areas of the Care Home.

Gardening.
vl Provision of fumiture, floor coverings and other standard
equipment e.g. Hoists.

vi) Laundry of personal clothing, bed linen and towels.

Monthly Charge for the Accommodation, Care and Support Services

a) The Resident will pay a monthly charge to for living in
the Care Home and for receiving nursing care and support
services.

The monthly charge on the date this Agreement was jointly
entered into is £850

The monthly charge is due and must be paid by standing order or
direct debit on the FIRST day of each month. The monthly charge
may be increased by giving the Resident 28 days
written notice of any change to the monthly charge.

* Personal Care
* Nursing Care

If you wish to print out the document, click on the "Printer" button at the top left of the screen.

(58 Preview

BYBro®|Q ov- QB[ EME |
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Archive?

j-'L Cloze

< Archive ¢ > [

When a resident has left the home and all necessary functions have been carried out, the resident record can be
archived. To do this, click in the tick box to select it and then click on the green "Tick" at the top of the screen to
save. The resident record along with all of it's associated data and invoices will be moved to the Archives area of
the program.
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Resident Information

Licenced Solel and Exclusivels bo - Demao

Invoicing Reports Utilities Settings  Allowances Archives Security  Help

Imwoicing hd
Search for resident [by Surname]
g 2 Admisgion  |Date (Tt
Ref Title  |First Mame Sumame Home [Room ; ‘wheekly | Categary Type Care Level
Date of Birth Rate ]
: 4 bdr Alan Cripps H1 26/02/2018 0341241340 750.00 Category 1 Murzing Elderly-MHursing
M _|CM1 bdr Test Perzonl H1 o 02/04/2013 119/04/1935 8R0.00 Categon 1 Regidential Elderly-Residential
Add | |_[EM2 brs Test Persan2 H1 Jm 03/04/2013  24/065/1929 72400 Category 2 R esidential Elderly-Residential
| Ch3 br Test Persan3 H1 o 23/412/2013 04/0841 5928 750,94 Categary 1 Mursing Elderly-Mursing
J _|CM4 Mizz | Test Perzond HZ 040342013 | 31/051932 738.00 Category 2 Murzing Elderly-rursing
= _|CM& ke Test Perzonb HZ 21/09/2013 | 08/03/1933 725,70 Categary 2 Residential Elderly-Residential
| SHI0M b John Smith H2 H2/02  |14/06/2017 25/11/1935 E00.00| Category 2 Mursing Elderly-Mursing
| |SPEODT bdr James Spence Hz 04 10/04/2017 | 01/0141942 E18.17 Categom 1 Murzing Elderly-MHursing

If you wish to add a new resident record, click on the "Add button" on the left. This will open a blank resident
information screen ready for you to enter the data. Or, if you wish to view an existing resident record select the
relevant record and then click the "View" button on the left to go to the Resident Information screen.

The "Residents" screen will now appear. Across this screen are a series of tabs, the following pages give details
of the information to be entered on each of these tabs.

Main Details  |nvoicing  Fate History  DS5S  Contacts  Inventog/Motes  Absences  Document:  Tasks  Incidents  Photos

Main Details
Invoicing

Rate History

DSS

Contacts

Inventory/Notes

Absences
Documents
Tasks
Incidents

Photos
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Main Details

The first screen you will see is the Residents "Main Details" screen. Some of the fields on this screen are
compulsory, the image below shows all of the compulsory fields entered.

i3 Residents

ok
aF

ARNE

- d x

= | v | ® | |MrTele‘erson1

Main Details l Invu:uiu:ing] Rate Histu:ury] D55 ] Cu:untacts] Inventur}lf’NDtesl Admizzion/dbzence Hish:ury] Ducuments] Tasks] Incidents] F'hotu:us]

CLIENT DETAILS 3093

al ¢l &l el 0] 2] e i e

| Archive ?

Search for Resident Surname |

Reference Mumber Title First Mame Surname

||:M1 |h-1r Test |F'ersu:un1
Admizzion D ate [rate of Birth Long or Shart Stay ? Gender

02042013 19/0441935 - Long - Male -
[Date Contract lszued [ ate Contract Returned Date of Demise Room Mo.

19/04/2017 25/04/2M7 - - iyl

Terms and Conditions - Date Sent Date Returned Cuztom Field

= - |D02476C4M
Date Dizcharged Dizcharged Ta
- | Shart-Term Dizcharge 7 [

Reazon for Dizcharge

Haome Code Type Code

|H1 ﬂ |H|:|me 1 |F|E5 j |F|esil:|entia|

Category Code Local Authority Care Meed Categony
[CaTl  w| |Category 1 n ~|  |Eldery-Residential
Care Level Dezcrption Care Level [Highy/t edium,/Low)
[Emi ~l High L=

Does client have mental capacity ? I Deputyship Court of Protection 7 N

The number in the box to the right of the "Client Details" heading is a system generated reference.

Reference Number: This is an alpha-numeric field and you can enter any reference of you choice with the
proviso that it must be unique (alternatively you can ask the system to generate a code for you, see System
Defaults for how to activate this feature). Once entered, this field should never be changed.

Title, First Name, Surname: Fill in the relevant details for each resident.

Admission Date: The date the resident arrived in the home (not necessarily the date that invoicing starts).

Date of Birth: Enter the resident's date of birth.

Long or Short Stay? This is selected from the drop down box.

Gender: Select Male or Female from the drop down box.

Date Contract Issued: This is a memo field for keeping track of the dates related to client contracts.
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Date Contract Returned: As above.

Date of Demise: This field is used to record the date that a resident has died (not necessarily the date that
invoicing stops). N.B. Entering a date in this field will activate a pop-up screen to remind the user of the
other actions that are required when a resident is no longer in the home.

Room No: This field will be populated automatically when the resident has been allocated to a room (Move to a
Room) and will show the last room that the resident has been allocated to.

Terms & Conditions - Date Sent: This is a memo field for keeping track of the dates related to terms and
conditions.

Terms & Conditions - Date Returned: As above.

(The two previous fields can be used in conjunction with the Terms & Conditions not Returned report.)

Custom Field: This field can be used for any purpose you wish and the label can be changed on the System
Defaults "Main" tab.

Date Discharged: The date that the resident leaves the home (not necessarily the date that invoicing stops). N.B.
Entering a date in this field will activate a pop-up screen to remind the user of the other actions that are
required when a resident is no longer in the home.

Discharged To: Where the resident has moved to (e.g. to a hospital or another care home).

Short Term Discharge: This is used in conjunction with the special invoice layout for Hampshire County Council.
If you need further information on this please Contact Us.

Reason for Discharge: This is a general notes field where any relevant information can be entered.

In the lower part of the screen there are four classification fields, these are selected from drop down boxes and
this data can be configured by the user. The "Home" code is created from the Homes screen, in the case of a
multi-home installation there will be a choice of homes. The other three are created by going to the "Settings"
menu and using the following options, Type Code - Resident Types, Category Code - Resident Categories, and
Local Authority Care Need Category - Local Authority Codes.

Below the classification fields are two fields for recording the Care Description and the Care Level. Click on the
drop-down button on each field ion turn to select the required value. (These are set up in the Care Levels screen
within the Resident Classifications area.

Finally, at the bottom of the screen there are two tick boxes to provide a visual reminder of whether the resident
has mental capacity or not and whether or not the resident comes under Deputyship Court of Protection..
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Invoicing

The second tab on the Residents screen is headed "Invoicing". This screen holds the basic default information
about how fees are calculated and the frequency of billing. It also gives access to the Charge Templates where
all of the individual charges and invoicing frequencies are set up.

Some of these fields are compulsory, the image below shows all of the compulsory fields entered.

b ain Detailz  nvoicing l Rate Histu:ur_l,l] bss ] Eu:untau:ts] Inventu:ury.-"Nu:utes] .-’-'-.I::senu:es] Du:u:uments] Tasks] Ir‘u:iu:lents] F'hu:-tu:us] | Archive ?
INVOICING
Order Mo |-| 23456
Default Funding Source |LEIE ﬂ |L|:u:al Authority
Chargeable Period of Residence ;- Fram ||:|'| A0342013 ﬂ ta | j
Starter [nvoice | Leaver Invoice |

First ar Last [nvoice ? l—_l
-

|zzue Client [rvaice - 28D - |28 Day

Rates Lazt Reviewed - |

Are extras such az hairdreszing chargeable 7 [w

Order No: If a reference is required to be shown on the invoice, it can be entered in this field.

Default Funding Source: Each resident can have multiple funding sources on their Charge Templates but this
field holds the default for each resident (normally the source of the largest proportion of the fees). This is selected
from the drop down box, the options for this field are created by going to the "Settings" menu, selecting "Resident
Classifications" and choosing Funding Sources.

Chargeable Period of Residence: These two fields define when the invoicing starts and ends, by default the
"From" date is the same as the "Date of Admission" but this can be edited if required. The "To" date is left blank
until invoicing is required to end.

You can read more information about Starter Invoice and Leaver Invoice by clicking on the following links:

Starter Invoice

Leaver Invoice

First or Last Invoice? Some Local Authorities require the home to specify whether an invoice is the first or last of
an annual contract, this drop down box gives that facility.
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Issue Client Invoice: This field defines the default invoicing frequency for this resident. It is selected from the drop
down box and the options for this field are created by going to the "Settings" menu, selecting "Invoicing" and
choosing Invoicing Periods.

Rates Last Reviewed: This is a memo field to be used as required.

If your home charges for extras (hairdressing, chiropody, newspapers, etc) then tick the box at the bottom of the
screen.
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Starter Invoice

This function can be used if you have already run your invoices for any given accounting period and then a new

resident enters the home during that period. You should set up all of the relevant information and charges for that
resident and then click on the "Starter Invoice" button.

b ain Detailz  nvoicing l Rate Histu:ur_l,l] bss ] Eu:untau:ts] Inventu:ury.-"Nu:utes] .-’-'-.I::senu:es] Du:u:uments] Tasks] Ir‘u:iu:lents] F'hu:-tu:us] | Archive ?

INVOICING
Order Mo |-| 27456
Default Funding Source |LEIE ﬂ |L|:u:al Authority
Chargeable Period of Residence :- Fram ||:I'|.-"E|3.-"2I:I13 ﬂ ta | ﬂ

Starter lnwoice | Leawver Invoice |

First ar Last [nvoice ?

|zzue Client [rvaice - 28D - |28 Day
Ratez Lazt Reviewed - |
Are extras such az hairdreszing chargeable 7 [w

You will now see the "Generate a Starter's Invoice" screen.

i} Generate a starter's invoice

— O *
Invoices Address Client Sales Code | ~
Gen L Edward Stuart 45 Howe Street West Mr James Spence STU001
__|David Bradford 159 Kings Street Mr James Spence FGLOO1
| |Clint Peddie 150 Mew Road Mr James Spence GRADD1
W

Any invoices/credit notes generated from this screen do not take into any ad-hoc invoices/oredit notes you may have generated

N.B. Note the comment at the bottom of this screen. If you have already created an invoice using the Ad-Hoc
Invoice function, using this procedure could result in a duplicate invoice.
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In the example shown above there are three different funding sources for the resident. Highlight the particular
charge that you want to work with and then click the "Generate" button on the left.

.g Generate a starter's

Invoicee
@' P |Edward Stuar
& |_|Diavid Bradfor
|| Clint Peddie

You will then see the following screen which is very similar to that used for creating Ad-Hoc invoices.

Raize Ad-Hoc Invoice oo

Fraom D ate 10/09/2018 -
TaDate 0092018 -

Ma. Days in Period 2
D ate to Appear an lhvaice 1040942018 -

|2 thiz a test invaoice B

Include un-invoiced retrozpective adjustments 7 [

k. Cancel

The "From Date" and "To Date" fields will already be filled in. The "From Date" will be the new residents
admission date and the "To Date" will be the date to which invoicing has already been done. There is the option
of running this as a "Test Invoice" if you would like to try it out before committing to a real transaction. This will
create a short-period invoice to bring this new resident up to date with everyone else on the same invoice period.

N.B. There is no "Credit Note" option on this screen, the system will create a credit note if one is required.

Check that the dates are correct and then click the "OK" button. You will then be asked to confirm your printer
selection.
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Print it

— Printer
Mame: Properties... |
Status: Ready

Type: HF Laseret 1018
Where:  USBDO1

Comment:

— Print range ~Copies
= Al MNumber of copies: 1 -
" Pagez  from: b

" Selection _ﬂﬂ_ﬂﬂ _3}3 ™ Collate
ITI Cancel |

Click "OK" to display the invoice on screen. You will then have the option of printing the invoice if required.

Close the preview screen and then repeat the process for any other charges.
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Leaver Invoice

This function can be used if you have already run your invoices for any given accounting period and then a
resident leaves the home during that period. Enter the final date for invoicing in the "Chargeable Period of
Residence: To" field and then click the "Leaver Invoice" button.

Main Detailz  Imeoicing l Rate Histu:ur_l,l] Dss ] Eu:untau:ts] Inventu:ury.-"Nu:utes] .-’-'-.I::senu:es] Du:u:uments] Tasks] Ir‘u:iu:lents] F'hu:-tu:us] [ Archive ?
INVOICING
Order Mo |-| 27456
Default Funding Source |LEIE ﬂ |L|:u:al Authority
Chargeable Period of Residence :- Fram |EI1 A2 3 ﬂ ta | ﬂ

Starter lnwoice | Leawver Invoice

First ar Last [nvoice ? l—_l
-

|zzue Client [rvaice - 28D - |28 Day

Rates Lazt Reviewed - |

Are extras such az hairdreszing chargeable 7 [w

You will now see the "Generate a Leaver's Invoice" screen.

) Generate a leaver's invoice — O x
Invoices Address Client Sales Code | ~
Gen L Edward Stuart 45 Howe Street West Mr James Spence STU001
_|David Bradford 159 Kings Street Mr James Spence FGLOO1
| |Clint Peddie 150 Mew Road Mr James Spence GRADD1
W

Any invoices/credit notes generated from this screen do not take into any ad-hoc invoicesfcredit notes you may have generated

N.B. Note the comment at the bottom of this screen. If you have already created an invoice or credit note using
the Ad-Hoc Invoice function, using this procedure could result in a duplicate.
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In the example shown above there are three different funding sources for the resident. Highlight the particular
charge that you want to work with and then click the "Generate" button on the left.

.g Generate a starter's

Invoicee
@' P |Edward Stuar
& |_|Diavid Bradfor
|| Clint Peddie

You will then see the following screen which is very similar to that used for creating Ad-Hoc invoices.

Raize Ad-Hoc Invoice oo

Fraom D ate 10/09/2018 -
TaDate 0092018 -

Ma. Days in Period 2
D ate to Appear an lhvaice 1040942018 -

|2 thiz a test invaoice B

Include un-invoiced retrozpective adjustments 7 [

k. Cancel

The "From Date" and "To Date" fields will already be filled in. The "From Date" will be the residents leaving date
and the "To Date" will be the date to which invoicing has already been done. There is the option of running this as
a "Test Invoice" if you would like to try it out before committing to a real transaction. This will create a short-period
credit note to refund the charges after their leaving date..

N.B. There is no "Credit Note" option on this screen, the system will create a credit note if one is required.

Check that the dates are correct and then click the "OK" button. You will then be asked to confirm your printer
selection.
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Print it

— Printer
Mame: Properties... |
Status: Ready

Type: HF Laseret 1018
Where:  USBDO1

Comment:

— Print range ~Copies
= Al MNumber of copies: 1 -
" Pagez  from: b

" Selection _ﬂﬂ_ﬂﬂ _3}3 ™ Collate
ITI Cancel |

Click "OK" to display the invoice on screen. You will then have the option of printing the invoice if required.

Close the preview screen and then repeat the process for any other charges.
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Rate History

The third tab on the Residents screen is headed "Rate History". The "Rate Type" field at the top is compulsory,
select the appropriate variant for your organisation from the drop down list. (Most homes use 'weekly' fees as
their basis for calculation).

Main Detailz  |nvoicing  Fate History D55 Contactz  Inventorny/Motes  Abzences  Documentz  Tasks  Incidents  Photos [ ] &rchive ?

Rate Type | 'weekly w @

Care & accommodation rate history
[enter theze to help validate charge templates]

Start End -
Date Date Riate
b 0120200 724.00
W
Summary of curent charge template rates - @
Start Rate . -
Payer Mett Date Type Higtary | Description
W Council Offices BES.7E MAD2/2016 WwWeekly + Bazic Fee
CCG 18625 M A 2/2016 Weekly + Funded Murzing Care

When a new resident record is created, select the rate type you use from the drop down list at the top and
click on the "Tick" to save. In the "Care and Accommodation Rate History" fields enter the Start Date (usually
the same as the Date of Admission) and in the "Rate (£)" box enter the total fee for the period selected. This
information provides a control to check the values on the Charge Templates against.

When the Charge Templates for the resident have been created, data will appear in the summary box at the
bottom of the screen. To check that the templates that have been created will actually generate the correct
charges based on the total fee entered, click on the "Validate" button.

ny
rge templates]

A ate

F24.00
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If the charge template values have been entered correctly, the following message will appear.

Information ot

o Rates entered on charge templates agree with the total
in 'Care & Accornmodation Rate Histony'

If there are discrepancies, you will see a message similar to the following.

e The total fee according to charge templates you have
created is 724.00
whereas the total in 'Care & Accommodation Rate
History' is 720.56

This is a discrepancy of 5.56

If you get a message like this you should return to the charge templates and make corrections.

Also on this screen there are two "Periodic Rate Equivalents” buttons.

]

The first one is next to the "Rate Type" box at the top of the screen. This one will display the Daily, Weekly,
Calendar Monthly and Fortnightly equivalents of the total fee entered.

84



M) Resident Rate Comparison - O X
Start End ’ . Calendar . ”
Date Date Diaily Weekly Monthly Fortnightly
B|01/12/2016 £ 103.43 £724.00) £3,145.95 £ 1,443.00
W

The second one just above the summary box at the bottom of the screen gives a similar breakdown but in this
case of the individual charges for the resident.

;g Resident Rate Comparison — O
- Start . " Calendar )
Payer Description Date Daily Weekly Marithly Fartnightly
Council Offices Basic Fee 01022016 £581.11 £567.75| £2,467.01 £1,135.50
| Melele] Funded Mursing Care 01122016 E22.32 £ 156.25 £678.94 £312.50
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DSS

The fourth tab on the residents screen is headed "DSS". This screen holds information relating to any Social
Services involvement with the resident. (None of these fields are compulsory).

Main Detailz  |nvoicing  Fate History D55 Contactz  Inventorny/Motes  Abzences  Documentz  Tasks  Incidents  Photos [ ] &rchive ?

D55/50CIAL SERYICES

D55 Claim Completed | >

Prew 0S5 Office | |

Adrnitted From | |

Area Centre | |

M1 Mo |ﬁE1234EEF |

Social Worker | |

Third Party Payment | |

NHS No. |NHS5123454

In some instances it is now a requirement that Residents names are not shown on invoices and that another form
of identifier should be used. Both the "NI Number" and the "NHS No" field along with the "Order Number" field on
the Invoicing screen can be shown on invoices. Please Contact Us if you need help with this.
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Contacts

The fifth tab on the Residents screen is headed "Contacts". This screen allows the user to enter Next of Kin and
GP information and also information relating to an appointee if required. (None of these fields is compulsory).

I ain Details] Invu:uiu:ing] Rate Histu:ur_l,l] D55 Contacts l Inventu:ur_l,u'Nutes] Admizzionsbbsence Hish:ur_l,l] Du:u:uments] Tazks ] Incidents] F'hu:utu:us] [ Archive ?

MNext of Kin
Lasting [Lasting "~
M ame Eoer;i?:;d | Power of | Pawer of
“|Attorney 7| Attomey Type
Add | #| b1 Johin Smith [ ¥  |Health

ol

Appointee Details

Pension Book Haolder |

I amme |

Perzonal Allowance Paid by - |

G.P. Mame |DrJones

Address G.P. Tel Ma. |D'I 234 567890

Town

County

Piost Code |

Telephone |

E-Mail Address |

Multiple Next of Kin records can be added if required. To create a new record click the "Add" button.
Next of Kin

Me
() b

ulls

0l

Fill in all of the relevant fields on the screen.
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¥ Add a next of kin record — O >

Title |

First Mames

Surname

Relationship

Address

Town

County

Post Code

Telephone Mo,

E-Mail Address

Consent Received ? I

Lasting Power of Attorney ? [

Lasting Power of Attorney Type | ﬂ

& OK

If you have received consent to use this data under the GDPR regulations, click the "Consent Received" box. You
can also record whether this individual holds a "Lasting Power of Attorney" for the resident - this may be "Health",
"Finance" or "Both".

Then click the "OK" button to save the record.

To edit an existing record, highlight the relevant record and then click the "Edit" button.

MNext of Kin

Mz
Add

() [

0l

Make the required changes and then click the "OK" button to save the amended record.

To remove a record completely, highlight the relevant item and then click the "Del" button.
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MNext of Kin

Mz

&dd

ea| [
@)

You will then be asked to confirm your choice.

Confirm o

Delete next of kin record for Mr E Smith

Click on "Yes" to confirm deletion or "No" to cancel.

Data can be entered directly to any of the other fields on the screen and saved by clicking on the green "Tick"
button.

A list of all "Next of Kin" records can be printed by running the Next of Kin List report. This also gives the option of
outputting the data to a CSV file which can then be used for mail merge if you want to create labels or letters.
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Inventory/Notes

The sixth tab on the Residents screen is headed "Inventory/Notes". This screen allows the user to record details
of any items that are being held on behalf of the resident and also any general notes that are required. The fields
on this screen are "free text" and are not restricted.

Main Detailz  |nvoicing  Rate History  DSS Contacts  Inventony/Motes  Absences Documents  Tasks  Incidents  Photos [ ] &rchive ?

RESIDENT'S POSSESSIONS

Bone China Tea Set in storage box 34524,

NOTES

Son takes Fred out in hiz car each “Wedmesday afternoon.

Eutra notes

Ex R&F

At the bottom of the screen there is an "Extra Notes" field, any data entered here will show on the List Residents
(show extra notes) report.
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Admission/Absence History

The seventh tab on the Residents screen is headed "Admission/Absence History". Some Local Authorities
require the home to keep records of any occasions when the resident is absent from the home along with

reasons. The information can be entered on the upper part of this screen and if required can be shown on
specific local authority invoices.

I ain Details] Invoicing] Rate HiStDr_l.J] D55 ] Eontacts] Inventory/Mates  Admissiondabzence History lDu:u:uments] Tasks] Incidents] PthDSI [ Archive ?

Abzence Details -

Date Date Beazan Abszence -~
Fram To Type
Del L 05022017 1340242017  Hoszpital stay Hozpital
W
Admizzion/Dizcharge History -
Date Details I{_-iovement ~
Ype

el || -

Absence records can be removed by clicking on the "Del" button on the left of the screen.

Absences entered on this screen will be shown on the Absence Report.

The lower part of the screen allows the recording of multiple admissions and discharges, this could occur if
a client came into the home for a period or respite care on a number of different occasions. Enter the "Date",
"Details" and "Movement Type" (this is either an "Admission" or a "Discharge").
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Documents

The eighth tab on the Residents screen is headed "Documents”, this allows the user to attach documents to the
resident record. These documents may be stored on the same computer or on a network, they can be any type of
file and could consist of letters or forms relating to the resident or spreadsheets, PDF files or graphic files.

[ Auchive 7

Main Detailz  |nvoicing  Rate History  DSS Contacts  Inwventory/Motes  Absences  Documents Tasks  Incidents  Photos

Filename A
Add 41U sershB ob\D ocumentsitest docy
Dl
L

To add a new document to the list, click on the "Add" button on the left of the screen, a standard file explorer
screen will open.
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b
-— v « CareMaster » Reports w 0 Search Reports 0
Organize « Mew folder == [ @
" Mame Date medified Type ~
7 Quick access i B _
| | frDD_C5V_Export.fr3 15/02/2077 14:29 FR3 File
I Desktop . e e e m .
| | frMew_Client_Contracts.fr3 18/09/2015 1542 FR3 File
¥ Downloads | | frOccupancy_Analysis_Detailed.fr3 18/09/2015 15:42 FR3 File
c=| Locuments ridccupancy_Analysis_summanry.fr 8092013 1342 w3 File
= D t frOccupancy_Analysis_5 ry.fr3 18/09/2015 153:42 FR3 Fil
| Pictures | | frorigClient_Contracts.fr3 18/09/2015 1542 FR3 File
CareMaster | | frOut_of_Contract_Invoice_List.fr3 187092015 15:42 FR3 File
[ 8/09/2015 15:42 3 Fi
CareMaster | | frSage_Postings_Report.fr3 18/09/2015 15:4 FR3 File
) | | frSl_Day_Book_Detailed.fr3 14/01/2016 1017 FR3 File
Invoice Layouts o ]
| | frSI_Day_Books.fr3 18/09/2015 15:42 FR3 File
R-EF":'”:S M AT S A5 H
| | frSl_Day_Books_by_Payment_Typefr3 01/07/2016 10:01 FR3 File
7@ OneDrive | | fr5l_Day_Books_lessica.fr3 05/10/2015 18:31 FR3 File
| | frUn_Returned_Terms_and_Conditions.fr3 18/09/2015 15:42 FR3 File "
A This PC e =
File name: |frOccupancy_Analysis_Detailed fr3 i
Open Cancel

Use this screen to find the file you wish to attach to the list, highlight it and then click on the "Open" button. The
file will then be added to list .

If you no longer need a particular file attached to the list you can remove it by highlighting the relevant line and

then clicking on the "Del" button on the left of the screen. You will then be asked to confirm that you wish to
continue with the deletion.

o Delete document record for
ChUsers\Bob\Documentsitest.docx
es Mo

Click on "Yes" to continue or "No" to cancel. N.B. This process only removes the file from the list in the
resident record, it does not delete the file from it's original location.

To view a file, highlight the relevant line on the list and then click on the "View Attached Document" button on the
left of the screen.
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Filenarne

A W o4 zershB

Drel

As long as the relevant program is installed on the computer, the document will open for viewing and editing.
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Tasks

The ninth tab on the Residents screen is headed "Tasks", this allows the user to set up tasks relating to each
resident, give them a due date and assign to an individual. You can then keep track of whether jobs have been
completed or not using the radio buttons at the bottom of the screen or by running the Print Resident Notes
report.

Main Detailz  |nvoicing  Rate History  DSS Contacts  Irwentory/Motes  Absences  Documents  Tasks  |ncidents  Photos [ ] &rchive ?
Date Completed Azzighed A
Nates Due Date To

PRl | ==king tap in bathroom 0062016 BG

Del

Leaking tap in bathroom

Show only tasks which are - (@) &l tasks

() Completed
() Dutstanding

To add a new task, click on the "Add" button on the left of the screen and type in the details, when it is due and
the initials of who it is assigned to. Once the task has been completed a completion date can be added.

To delete an existing task, highlight the relevant line and click on the "Del" button on the left of the screen.
The radio buttons at the bottom of the screen allow you to filter the data to show "All tasks", "Completed Tasks"

or "Outstanding Tasks". You can also run reports detailing tasks by going to Print Resident Notes in the Reports
menu.
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Incidents

The tenth tab on the Residents screen is headed "Incidents", this allows the user to record any accidents or
incidents that have occured for each resident in the home and to report on them.

Main Detailz  |nvoicing  Rate History  DSS Contacts  Inwventory/Motes  Absences  Documents  Tasks  Incidents  Photos [ ] &rchive ?
. Hozpital A
::;mu:lent M ature of [ncident Return
ate
Date
Add B 03/01/2017 ~ Falls 04022017
E dit
Wit
Del
W

Before entering any data on this screen you should first create some incident types. To do this, go to the
"Settings" menu and click on "Sundry" followed by Resident Incident Types.

To add a new record, click on the "Add" button on the left, the "Add an Incident Record" screen will appear.
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b

Incident Type | W Incident Date
|  Hospital Admission Date Hospital Return Date

Accident Details

Wound Details

Infection Control

MNotes

Click on the drop down button to select an Incident Type and then move across to the Incident Date field. Clicking
on the drop down button will display a calendar so that you can select a date, or if you wish, you can type the
date directly into the field. If a hospital visit was required enter the Admission Date. The Hospital Return Date
may be added later if necessary. There are four text boxes on the screen headed "Accident Details", "Wound
Details", "Infection Control" and "Notes", data can be entered in any or all of these fields as required. When you
have finished entering information click on "OK" to save the record.

If you wish to edit an existing record, highlight the relevant line and click the "Edit" button, when you have finished
adding or amending data, click on "OK" to save the record.

If you wish to view an existing record, highlight the relevant line and click the "View" button. (N.B. The View
screen is not editable).

If you wish to delete an existing record, highlight the relevant line and click the "Del" button. You will be asked to
confirm your choice.

Confirm ol

o Delete selected record

Click on "Yes" to confirm the deletion or "No" to cancel.
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You can run reports detailing incidents by going to Resident Incident Report on the Reports menu.
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Photos

The eleventh tab on the Residents screen is headed "Photos”, this allows the user to add a picture of the resident
to each record.

Main Detailz  |nvoicing  Rate History  DSS Contacts  Inwventoy/Motes  Absences  Documents  Tasks  Incidents  Photos [ ] &rchive ?

O |

A
Lo
-

To add a picture to a resident record, click on the "Attach a Photograph" button on the left of the screen.

A standard file explorer screen will open.
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- v » ThisPC » Pictures » CareMaster w | [ Search CareMaster 0

Organise « Mew folder = - (7]
‘ Downloads o+ ™ ”
|£:-'| Documents ﬂ

= Pictures - i 1 - %

ot L

CareMaster i e =" i= e - @

g e e

CareMaster access] access? access3 accessd

Invoice Layouts

Repgrts (r—

/@ Onelrive £ &z o
@ bt .
[ This PC .
= e accessd arc archive attach
oF MNetwork b : - W
File name: w
Save as typer | All (*.png_old;*.png;* jpg:* jpeq;® brp;*.tif; " 4iff: *.ico;* .emf; " wmf) w
 Hide Folders Save Cancel

Use this screen to find the graphic you wish to display, highlight it and then click on the "Open" button. The
photo will now be displayed on the screen in the resident record. (Most of the common graphical file formats are
accepted).

If you need to remove the photo from the resident record, click on the "Detach this Photo" button on the left of the
screen.

©

You will then be asked to confirm your choice.

Confirm =

o Detach this photograph from the resident's record

es Mo

Click on "Yes" to continue with removing the photo or "No" to cancel.
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Creating Charge Templates

Charge Templates are used to define the invoicing structure for each funding source in every resident's record.
If you have a number of residents with the same or similar invoicing structure you can use Skeleton Charge
Templates to speed up the process of creating these records.

Licenced Solel and Exclusivels bo - Demao

Invoicing Reports Utilities Settings  Allowances Archives Security  Help

Imwoicing hd
Search for resident [by Surname]
g 2 Admisgion  |Date (Tt
Ref Title  |First Mame Sumame Home [Room ; ‘wheekly | Categary Type Care Level
Date of Birth Rate ]
: 4 bdr Alan Cripps H1 26/02/2018 0341241340 750.00 Category 1 Murzing Elderly-MHursing
M _|CM1 bdr Test Perzonl H1 o 02/04/2013 119/04/1935 8R0.00 Categon 1 Regidential Elderly-Residential
Add | |_[EM2 brs Test Persan2 H1 Jm 03/04/2013  24/065/1929 72400 Category 2 R esidential Elderly-Residential
| Ch3 br Test Persan3 H1 o 23/412/2013 04/0841 5928 750,94 Categary 1 Mursing Elderly-Mursing
J _|CM4 Mizz | Test Perzond HZ 040342013 | 31/051932 738.00 Category 2 Murzing Elderly-rursing
= _|CM& ke Test Perzonb HZ 21/09/2013 | 08/03/1933 725,70 Categary 2 Residential Elderly-Residential
| SHI0M b John Smith H2 H2/02  |14/06/2017 25/11/1935 E00.00| Category 2 Mursing Elderly-Mursing
| |SPEODT bdr James Spence Hz 04 10/04/2017 | 01/0141942 E18.17 Categom 1 Murzing Elderly-MHursing

Select the record you want to work with and then click the "View" button on the left to go to the Resident
Information screen.

Go to the "Invoicing" tab and click on the "Charge Templates" button.

Main Detailz  Imeoicing  Rate History D!

INVOICING

Order Mo

Default Funding Source

The Charge Template screen has two tabs, Main and Charges. Please see the following pages for details on
each of these.
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Main

This screen is used to define the type and frequency of the invoice, where it is to be sent and whether it is
required to be printable or not.

4 Charge Template — >

|q|q|b|bl|+|-|¢|x| 5kel||

S ET l Charges ]

Invoice Type |General j Status A ctive »| Template Ref. 11
lzzue Clent lnvaoice ;- |M oM ﬂ |M|:unth|_l,l
Funding 5 ource |F'F|| ﬂ |F'rivate
Rate Tepe | Calendar Monthly ﬂ Frintable lnvoice ? v
Payment Method | = Respite Care Invoice 7 r
Sage Sales Code |EM5 ﬂ
Address srthur Smith

|45 Fool Street

|I:Irmskirk

|Lar‘u:ashire

||‘34 34H Contact
Client Mame |Mr Test Perzonf
Comments
Irvoice E-Mail Address |culin@c-a-sulutinns.mm j
M otes: | Option 1

| Option 2

| Option 3

| Option 4
Direct Dehit C5W File Detailz - Ref |EM5

Tranzaction Code
Pasgword for E-k alled PDF [hvoices |

Charge Templates can be created in two ways, manually or by using Skeleton Charge Templates. If you wish to
make use of a previously created "Skeleton", click on the "Skel" button.

The "Choose Skeleton Charge Template" screen will appear.
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Code D ezcription gaa?:set Code ~
b EXT Extra Chi2

FFC1 Free Perzonal Care Ch2

FRIL Private Ch2

=

lnze

Load

Highlight the Skeleton you wish to use and click the "Load" button. This will add the predefined data to the
Charge Template you can then add or edit the data as required. For more information on adding and editing
please see the section below on manual creation of Charge Templates.

To create a new Charge Template manually click on the "Add" button (+) and then work through the fields as
described below.

Select the "Invoice Type" from the drop down list, this is the list of different invoice layouts that have been set

up in the Invoice Formats screen. The "Status" should be set to "Active" unless you do not want this Charge
Template to be included in your invoice runs in which case change it to "Ignore". The "Issue Client Invoice" field
defines the invoice cycle that is to be used and is selected from the list created in the Invoicing Periods screen.
The "Funding Source" field defines which type of organisation or individual will pay for this invoice and is selected
from the list created in the Funding Sources screen. The "Rate Type" field defines how the charge rate is to be
calculated (i.e. on a weekly basis or daily basis, etc) this picks up the default rate that was set on the Resident
Rate History screen but can be amended if necessary. The "Payment Method" field defines how this invoice is to
be paid and is selected from the list created in the Sales Invoice Payment Methods screen.

The "Template Ref" field is automatically populated and is used in the process of Importing Variable Costs from
Excel.

If you want invoices created from this Charge Template to be printable click in the "Printable Invoice?" box. If this
box is not ticked invoices created from this template will not be printed out but invoice transactions will still be
created and included in the posting to Sage 50 Accounts.

If you want this to be a Respite Care type of charge, the "Respite Care Invoice?" box must be ticked.

The "Sage Sales Code" field is linked to the list of Customer Account Codes in Sage 50 Accounts. Data in this
drop down list will not be available until the Refresh Sage Data option has been run. When a Sage Sales Code
is selected, any name and address information that is held in the Sage customer record will appear in the boxes
below. N.B. If this needs to be amended it can be overwritten directly on this screen but it is better to
correct the data in Sage 50 Accounts and then run the "Refresh Sage Data" option again to update the
record.
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Information typed into the "Comments" box will appear in the Comments section of any invoices created from this
template.

If you wish to be able to email invoices created from this template, an email address must be selected from the
drop down list (these email addresses must have been entered into the Sage Customer Account records). You
will also need to set up the relevant information on the "Invoice Emailing" tab of the System Defaults screen. For
information on the process of emailing invoices go to Send Invoices by E-mail.

In addition, you may wish to password protect the PDF invoice files that you email. If so, enter the password in
the "Password for Emailed PDF Invoices" box at the bottom of the screen. You will need to let the client know the
password so that they can view the invoices they receive.

The four "Notes" fields are 'free text' and can be used to record any information you wish.

The two "Direct Debit CSV File Details" fields are used in conjunction with the Direct Debit File Output function.
The "Ref" field is used to enter the reference you wish to use to identify your DD transaction (by default this
will be the internal CareMaster reference number for the resident but this can be overwritten if required). The
"Transaction Code" field is for the DD collection code (e.g. '17' is the code for a regular collection).

When all of the required data has been entered click on the green "Tick" to save the record and then move on to
the Charges tab.

N.B. If you have selected the "Allow individual sales invoices to be posted to separate Sage datasets instead of
homes" option on the System Defaults "Sage Invoice Posting" tab, another field will appear at the bottom of this
screen.

Sage Dataset

You must select the relevant Sage dataset for this charge template in order to be able to select Sage Customer
Codes, Nominal Codes, Department Code and VAT Codes.

There are two other buttons at the top of this screen:

The "Ad-Hoc Invoice/Credit Note" button.

Ske =

For information on this go to the Ad-Hoc Invoices page.

The "Convert a Rate" button.

Go to the Charges page for more information on this button.

104



Charges

This screen is used to define the actual charges for each funding source.

¥ Charge Template — >
| <] p]mi]e]=]] x| sl B B8]
Main  Charges l
Tupe |N|:|minal |Dept |Nett |TE |\-’.ﬁ.T |I3r|:|ss E flective From |Effeu:ti'-.:'e To |A
B PRIV 4000 o 28372773 £000 283727 01/04/2017
| |PRI¥ 4000 o 2E7E.E7|TH £0.00  2EFEEY 21/09/2013 | NA03/207
Del W

Click on the drop-down button in the "Type" field to select the type of charge required, this list is created in the
Invoice Charge Types screen. The default Nominal Code and Department Code will automatically be picked from
the Home record although these can be amended for each Charge Template as required. Both of these fields
are linked to the relevant tables in the Sage 50 Accounts database and this data will not be available until the
Refresh Sage Data option has been run.

N.B. If a credit amount is required on a Charge Template, a minus sign (-) should be entered before the
Nett Value. The data on the line will change to red as a visual reminder that this is a credit line. (See
Credit Notes for further information).

The "Tax Code" field will default to the value on the Home record but this can be amended if required, this field is
also linked to Sage 50 Accounts.

The "Effective From" date is the date that this particular charge will start being used on invoices, it will continue to
be used until a date is entered in the "Effective To" field. As rates are updated this screen will build up a history of
past rates for reference purposes. For more information on updating rates and effective dates please go to Client
Rate Processing.
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Multiple lines can be entered on each charge template, to do this just use the "Tab" key on your keyboard to
move on to the next line.

If you wish to edit an existing line, highlight it and click on the "Edit button.

Del

The following screen will now open.

Charge Type PRI

Drescription | Private/&dditional Contribution |
Nominal Code (4000 | [Sales North |

E ffective From | omAnamems |

Effective To YA 1 w |

No. Days |:| Farneld
Mett 283727

Tax Code

VAT %

VAT Amount

Gross tdemoLine?  []

You can make any changes required and then click on the "Edit" button again to return to the Charges screen.
Click on the "Tick" at the top to save your changes.

If you wish to delete a line from a charge template, highlight it and click on the "Del" button.

You will then be asked to confirm your choice.

o Delete this line ?

Click on "Yes" to confirm the deletion or "No" to cancel.
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At the top of the screen next to the "Skel" button there are two further buttons:

"Produce Ad-Hoc Invoice/Credit Note", for information on Ad-hoc invoices and credits please go to Ad-Hoc
Invoices.

"Convert a Rate" button.

This button will automatically convert a rate entered as a daily or weekly amount into the monthly equivalent.

M Convert feerateto ..  — O >

Convert £ 500,00 from a - (" Daily rate

" Weekly rate
to calendar monthly

Tk | dose |

Select the rate type entered and then click on "OK" to convert the value.
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Ad-Hoc Invoices

This function allows the creation of "one-off" invoices or credit notes based on an existing charge template

but outside of the normal invoicing cycle. It is normally used to create a transaction for a time period that is
different to the normal period for the template, for example, if the invoicing for a particular period has already
been processed and a new resident arrives part way through the period it would be necessary to create an Ad-
Hoc invoice to catch up.

It is accessed by clicking on the "Produce Ad-Hoc Invoice/Credit Note" button at the top of the Charge Template
screen.

Skel

The "Raise Ad-Hoc Invoice" screen will then appear.

Raise Ad-Hoc Invoice -

From D ate ,l
ToDate ,l

Mao. Days in Perod
Drate to Appear on lrvoice - |

Payment Due Date | j
|2 thiz a test invoice Y B
[nzlude un-invaiced retrospective adjustments 7 [
|z thiz a credit note 7 B
ok Cancel

Enter the "From Date" and "To Date" that are required and the "No. Days in Period" will automatically be
calculated. Then enter the "Date to Appear on Invoice". (N.B. This is the date that will be used when the
invoice is posted to Sage 50 Accounts). You may also enter a "Payment Due Date" if this is required, please
note that this requires an amendment to the Invoice layout.

At the bottom of the screen there are three tickbox options:
"Is this a test invoice?" - selecting this option allows the user to see the effect of the data entered on the screen

without actually creating an invoice transaction. If you are not sure about the values or dates you have entered
this option will allow you to try it out before creating an actual invoice or credit note.
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“Include un-invoiced retrospective adjustments?" - This option is related to "Create Retrospective Adjustments"
in the Client Rate Processing section. If a retrospective adjustment has been created on the current charge
template you can choose to include it on the invoice/credit note you are creating or leave it for the next regular
invoice run.

"Is this a credit note?" - selecting this option will create a credit note rather than an invoice. See Credit Notes for
more information.

Clicking on "OK" will take you to the printer dialog box and you can then preview the document on screen and
print it out if desired. N.B. If the "Printable Invoice?" box has not been ticked or if the "Invoice Type"
selected is a 'multiple’ type you will not be able to view the document but it will still create the transaction
which will show in the Invoice History screen and also in the View/Modify Invoices screens.

In the case of a template based on a Calendar Monthly cycle, an additional screen will appear after the "Raise
Ad-Hoc Invoice" screen.

)

Thiz Client's 'Rate Type'iz -
WEEKLY

[f wou want this invoice to be calculated on the basis of flat rates [i.e. not affected by the
"Mo. Days" just zpecified] then click “Flat B ates"

[f wou want the zypstem to calculate a daily rate and apply it ta the "Moo, Days" you have just
zpecified then click "Mo. Days"

Calculate B ate Bazed an -

(® Mo Days
() Flat Frates

o 0K

This allows the selection of either "Number of Days" or "Flat Rate". The first option will calculate a daily rate
multiplied by the number of days specified on the previous screen. The second option will charge the flat rate
from the original charge template.

Once the process is finished the invoice/credit note will then appear in the Invoice History and the View/Modify
Invoices section from where it can be printed and posted to Sage 50 Accounts.
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Credit Notes

This function allows the creation of "one-off" credit notes based on an existing charge template but outside of the
normal invoicing cycle. It is normally used to create a transaction for a time period that is different to the normal
period for the template, for example, if the invoicing for a particular period has already been processed and a
resident then leaves part way through the period it would be necessary to raise a credit note for the excess days.

Credit Notes are created in exactly the same way as Ad-Hoc Invoices except that the "Is this a credit note?" box
must be ticked.

Raise Ad-Hoc Invoice ot

Fraom D ate ,l
ToDate ,l

Mo, Days in Perod
Date to Appear an lnvoice - |

|2 thiz a tegt invoice 7 [

5 thiz a credit note 7

0k, Cancel
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Move Resident to a new Home

In a multiple home situation it is sometimes necessary to move a resident from one home to another. This page
outlines the steps that should be taken to achieve this.

Before moving a resident to a new home it is important to check that any invoices/credit notes relating to their
stay in the current home have been raised. If this has not already been done it should be completed now (see
Ad-Hoc Invoices and Credit Notes for further information).

Licenced Solel and Exclusivels bo - Demao

Invoicing Reports Utilities Settings  Allowances Archives Security  Help

Imwoicing hd
Search for resident [by Surname]
g 2 Admisgion  |Date (Tt
Ref Title  |First Mame Sumame Home [Room ; ‘wheekly | Categary Type Care Level
Date of Birth Rate ]
: 4 bdr Alan Cripps H1 26/02/2018 0341241340 750.00 Category 1 Murzing Elderly-MHursing
M _|CM1 bdr Test Perzonl H1 o 02/04/2013 119/04/1935 8R0.00 Categon 1 Regidential Elderly-Residential
Add | |_[EM2 brs Test Persan2 H1 Jm 03/04/2013  24/065/1929 72400 Category 2 R esidential Elderly-Residential
| Ch3 br Test Persan3 H1 o 23/412/2013 04/0841 5928 750,94 Categary 1 Mursing Elderly-Mursing
J _|CM4 Mizz | Test Perzond HZ 040342013 | 31/051932 738.00 Category 2 Murzing Elderly-rursing
= _|CM& ke Test Perzonb HZ 21/09/2013 | 08/03/1933 725,70 Categary 2 Residential Elderly-Residential
| SHI0M b John Smith H2 H2/02  |14/06/2017 25/11/1935 E00.00| Category 2 Mursing Elderly-Mursing
| |SPEODT bdr James Spence Hz 04 10/04/2017 | 01/0141942 E18.17 Categom 1 Murzing Elderly-MHursing

Select the right record and click the "View" button on the left to go to the Resident Information screen. Then click
on the Terminate Occupancy button.

1

Follow the procedure as described in the Terminate Occupancy section. This will move the resident out of the
room they have been occupying.

Now go to the "Home Code" field on the Main Details screen and select the code for the home that the resident is
being moved to. Once this has been done the resident can be allocated to a room in the new home. Click on the
Move to a Room button and select the relevant room number and the date of moving.

=

This completes the process of moving a resident from one home to another. However, you may also need to
make changes to the Charge Templates for this resident before creating any further invoices.
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Respite Care

Homes that operate Respite Care may need to invoice for just a single day or a few days within an invoicing
period. Rather than setting up a number of different invoicing cycles to deal with this, respite days can be
included in any cycle by following this procedure.

Firstly, create a suitable Invoice Charge Type to use for this purpose (e.g. RPT for Daily Respite Care).

Next, go to the Resident record and create a Charge Template for respite. Set the "Rate Type" field to "Daily" and
tick the "Respite Care Invoice?" box as shown below.

N
M| A ([p || =] x Skel £ Close
| Main Charges |
; Irwaice Type |Eeneral v| Stahuz Active w .
lzzue Client lnvaoice - |MEIN w | |M|:|nthl_l.l |
Funding | Local Autharity |
Fate Type Printable lreecice ?
Payment Method Fespite Care rvoice 7
Sage Sales Code Ch2 e
Address [Mirs Smith |

On the "Charges" tab of the charge template enter the Respite charge line with the relevant daily rate.

4| 4B (Bl % || = x Skel £ J Close
bain  Charges
Type Mominal — Dept Mett TC WaT Grosz Effective From Effective To | »
IHEEN - 2000 0 100.00 T4 £0.00 100.00 01/09/2015

Save the Charge Template and you are now ready to go to Update Chargeable Days.
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Update Chargeable Days

This is accessed from the "Invoicing" tab at the top of the screen.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Repaorts Utilities Settings

Irwgicing -

Update Chargeable Days for Respite Care |L
Yariable Costs »

Generate Sales Invoices ]
View/Modify Invoices p 18
Erint Invoices ﬁ
Send Inveoices by E-Mail p 300
Post Sales Invoices to Sage Line 50 :zz:

=

Select the option from the drop down list and the "Update Respite Care" screen will appear.

i} Update Respite Care - O *
<1 s Dizplay clients in residence at - | 27/02/20017 -~ 1=_'L e
Home Client Type Dezcription |Fvoice Addreszes From Perod Ta Period ggys ~
4 Test Person2 RPT Respite Care Mrz Srmith 4.00

All charge template lines that have been designated as "Respite Care" from all resident records will appear on
this screen. You may now fill in the number of days you wish to charge for in the "No. Days" column on the right.
You may also enter the dates that the charges relate to although if you want these dates to appear on the invoice

an amendment to the invoice layout is required. An invoice for the specified number of days will now be produced
on the next invoice run.
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Invoicing
The following pages will guide you through the routines of charging for "extras" and also the invoicing process.
Charging for "extras" starts with Variable Costs.

The invoicing process starts with Generate Sales Invoices.
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Variable Costs

Many care and nursing homes wish to charge for "extras" such as Hairdressing, Chiropody, etc. This is achieved
through setting up Variable Costs.

The required Variable Costs are set up in the Invoice Charge Types screen and assigned as "Variable Lump
Sum" in the "Type" column. A Charge Template can then be created for each resident who is to be charged or
alternatively, the charges can be added to an existing charge template if required. Multiple lines can be added to
charge templates if several different charges are required. N.B. The "Nett" field for these charges should be
left as "0.00".

Once a Variable Cost template has been created, a charge line will appear in the Update Variable Costs screen
where the values to be charged are entered.

As an alternative to entering the values manually, they can be imported from a spreadsheet, Import Variable
Costs from Excel Workbook gives details on this.

When the invoicing run for these costs has been completed they can be reset to zero by using the Set Variable
Costs to Zero option.
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Import Variable Costs from Excel Workbook

If you wish to import variable items from a spreadsheet, please Contact Us to ask for a copy of the spreadsheet
template or you can set one up yourself as shown below.

The import file must be named "Variable Costs.xlsx" and must be saved in the "Excel Import" folder within the
"CareMaster" folder. An example of the layout of the data is shown below.

\'-l_—'-l' =] B Wariable Costs.xlsx - Microsoft Excel
g Home Insert Page Layout Formulas Data Review View
& Cut Calibri 11 o A = ; Bpae = Wrap Text General - £
_lé CDp}I T {'» A — — — [ = - U DD C d
- I - - i ——=— b= = +, Fr - Cl -~ @ s = an
f Format Fainter B 7 U e A- EE = EE EMergedCenter- B o o 40 00 o
Clipboard Font Alignment Mumber
Al - S| 13
A B C D E F €] H |
1 13IHAIR Shampoo and set 4001 0 15.00 T9 12/01/18 19/01/18
2 13 NEWS Daily Telegraph 4001 ] 12.50 T9 01/01/18 31/01/18
2 17 HAIR Styling and colouring 4001 ] 32.68 T9 05/01/18 12/01/18
a 17 NEWS Daily Express 4001 o 19.75 T9 01/01/18 31/01/18
5 21 HAIR Cut 4001 ] 6.85 T9 19/01/18 26/01/18
i1 21 NEWS Observer 4001 0 16.95 T9 01/01/18 31/01/18
7

Column A is the Charge Template reference, this can be found in the top right hand corner of each Charge
Template and an example can be seen by viewing the Charge Template - Main page. Make sure that you have
entered the correct reference for the Charge Template that you want to import into. You can print a list of the
charge template references for each resident buy going to Charge Template List in the "Reports" menu.

Column B is the Charge Type. A list of these can be seen by viewing the Invoice Charge Types page. N.B. You
can only import for Charge Types that are of the "Variable Lump Sum" type.

Column C is the description, this is a free text field.
Column D is the Nominal Code you want this charge to be posted to in Sage Accounts.

Column E is the Department Code you want this charge to be posted to in Sage Accounts. (if you do not use the
Departments in Sage, leave this as "0").

Column F is the amount of the charge.

Column G is the Sage Tax Code.

Column H is the "From Date" for the charge.

Column | is the "To Date" for the charge.

Once you have entered all of the required data, save the file with the filename and location mentioned above.

Click on the "Invoicing" tab to bring up the list of options and then select "Variable Costs" followed by "Import
Variable Costs from Excel Workbook" from the menu options list.
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Licenced Salel and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances Archives Security Help

Invoicing -
Update Chargeable Days for Respite Care
Variable Costs P” Import Variable Costs from Excel Workbook
Generate Sales Invoices Set Vanable Costs to Zero
Wiew/Modify Invoices k Update Variable Costs
Erint Inveices Fps H1 2B/02/2018 0341245940
Send Invoices by E-Mail p frzond H1 0 02/04/2013 | 19/041935
I - S

1=

The "Import Variable Costs" screen will now appear.

M Import Variable Costs from ... — O >

This will import variable costs from an Excel workbook and
add them to the appropriate residents’ charge templates
The workbook should be named -

C:'\Program Files (x88)\CareMaster\Excel Importiariable
Costs, xlsx

I'L Close |

If you are happy that all is correct, click on "OK" to continue. If not, click on "Close" to cancel.

If you continue with the process you will be asked to confirm your choice.

Confirm ot

Proceed with import

Click on "Yes" to go ahead or "No" to cancel.

Finally, you will see the "Import Complete" dialog box. Click on "OK" to end.

Information ot
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If you want to review the data you have imported you can go to Update Variable Costs or if you want to go ahead
and create invoices you can go to Generate Sales Invoices. The charges you have imported will be included
when the particular invoicing period cycle is next run.
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Update Variable Costs

Click on the "Invoicing" tab to bring up the list of options and then select "Variable Costs" followed by "Update
Variable Costs" from the menu options list.

Lizeniced Salely and Exclusivel ba - Demao

Imvaicing Reports Utilities Settings Allowances Archives Security  Help

Invoiicimg -

Update Chargeable Days for Respite Care

Variable Costs F| Import Variable Costs from Excel Workbook

Generate Sales Invoices Set Vanable Costs to Zero

View/Modify Invoices » Update Variable Costs

Print Invoices pps H1 26/02/2018 0311241340

Send Inveices by E-Mail p [rzomnd H1 m 02/04/2013 | 19/04/1935
r20n2 H1 Jo 03/04/2013 | 24/05/1929

Post Sales Invoices to Sage Line 50

—

rzon3 H1 m 2311242013 040241928

The "Update Variable Costs" screen will now appear.

44 Update Variable Costs — Od >
P

I~J|¢J|P-‘P-I| ﬂ;lme

ﬁ::'us Horme Full M ame Type Dezcription From Period | Tao Period et ~
Add t +] H1 Perzonl - Mr Test HEWS Daily Telegraph mA0142018 31012018 12.50
n H1 Ferzonl - Mr Test HYDRO Hydratherapy 0.00
| H1 Perzonl - Mr Test ouTt Outings 0.00
| H1 Ferzonl - Mr Test HalR Shampoo and zet 12/02018  19/M/2008 15.00
n H1 FPersanl - Mr Test SKEY Sky TW Charge 0.00
| H1 Ferzonl - Mr Test TRAM Trangition Fee 0.00
n H1 Perzonz - ks Test MEWS Daily E=preszs m/osz20ie 312018 19.75
| H1 PerzonZ - Mrz Test HalR Styling and colouring 0800142018 120120018 3268
n HZ2 Persond - Misz Test HAIR Cut 19/01/2018  26/01/2018 B.85
n H2 Persond - Mizs Test MEWS Obszerver /02018 31/mA208 16.95
n Hz FPerzond - Migz Test aaT Outings 0.00

All Variable Costs that have been set up will be listed on this screen and all of the various charges can be
entered in one place. The "Description” field can be added to or overwritten and a date range added for each
charge, the total amount to be charged is entered in the "Nett Amount" field. Invoices will only be generated for
lines that have a value in the "Nett Amount" column, all other lines are ignored.

N.B. Clicking on "Type" at the column head will sort the table by that column making data entry simpler.

It is also possible to enter sub-items. To do this, click on the "Add" button on the left of the screen shown above.
This will open the "Add a new sub-item" screen.
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4 Add a new sub-item — O >

From Date [01/12/2018
ToDate  [31/12/2018

Details Group outing to Christmas market on 15th December.,

Nett (£) 15,00

W OK fLQIDSE |

Enter the dates, description and the value of the charge and then click on "OK" to save the item. You can add
multiple sub-items to one line on the Variable Costs screen, these sub-item lines will be shown individually on the
invoice but with a total value for the charge type. N.B. This requires a special invoice layout, Contact Us for
details.

When all necessary details have been entered, close the screen and the charges will be included when the
particular invoicing period cycle is next run.
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Set Variable Costs to Zero

When the invoicing run has been completed, it is good practice to clear all of the Variable Costs so that the same
services are not charged for again.

N.B. It may be that there are some charges that you want to invoice regularly but do not change from period to
period. If you wish to exclude these from the process of setting to zero you can mark these charge types on the
Invoice Charge Types screen.

Click on the "Invoicing" tab to bring up the list of options and then select "Variable Costs" followed by "Set
Variable Costs to Zero" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Repaorts Utilities Settings  Allowances Archives Security Help

Irwgicing -

Update Chargeable Days for Respite Care

Variable Costs >| Import Variable Costs from Excel Workbook
Generate Sales Invoices | Set Vaniable Costs to Zero

View/Modify Invoices [ Update Variable Costs

Erint Inveices pps H1 2B/0242018 034124540
Send Invoices by E-Mail p fzonl H1 m 02/04/2013 15/04./1935
st getneso [ M piovats o

The "Set Variable Costs to Zero" screen will appear.

(43 Set Variable Costs to Zero — O *

Thiz will zet all "% anable Lump Sum' coztz on Charge Templates o zero
Are pou sure you wizh to continue 7

Choose home | ﬂ
[leave blank to zelect all homes)

YWwhat do you want to do with sub-tems 7
{* zet the nett amaount to 0.00

i delete the itemn completely

X Cancel |

If you have more than one home you can choose to zero the entries for a single home or for all homes. Also if
you have sub-items set up these can either be set to zero or deleted.

Click on "OK" to proceed, you will then be asked to confirm your choice.

Confirm ot

o Are you sure you wish to proceed 7

Yes Mo
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Click on "Yes" to finish.
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Generate Sales Invoices

Click on the "Invoicing" tab to bring up the list of options then select "Generate Sales Invoices" from the menu
options list.

Lizenced Salel and Exclusivel ta - Dema
Imvaicing Repaorts Utilities Settings
Invoiicing -

Update Chargeable Days for Respite Care L

Yariable Costs »

Generate Sales Invoices |

s

View/Modify Invoices 3
Print Invoices -p_p
Send Inveoices by E-Mail p f3C

Post Sales Invoices to Sage Line 50 =

=

50

The "Generate Sales Invoices" screen will now appear.

Generate Sales Invoices ot

Select invaicing runs withr a "Start Date’ up to and inchiding - -
Irmwoice Date' to appear - (o thiz date -

(" Start of penod covered by the invoice

Harme Code

Select all Clientz lnvoiced ;-

Invoice Batch Reference

Comments to Appear an [ nvaices

Payment Due D ate ﬂ

[hzlude un-invaiced retrospective adjustrents [

Enter a date in the "Select invoicing runs due up to and including" field. This should be the start date of the latest
Invoicing Period you wish to include, then select an option for the "Invoice Date to appear", this can either be a
date you select from the calendar or the start date of the specified invoicing period. N.B. This date will appear
as the "Invoice Date" on all invoices generated from this run and will also be the Sage Posting Date
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unless you have selected the "Post sales invoices to Sage over multiple accounting periods?" option on
the System Defaults screen.

Next, click on the "Home Code" button and the "Choose Homes to Invoice" screen will appear.

Choose Homes to Invoice ot
Code Mame ~
BiH1 _ iHome 1
HZ Home 2
W
Select Select All De-Select All
\/ Ok

In the case of a single home, highlight the code and click on the "Select" button. In the case of multiple homes
the selection can be either all homes (click on the "Select All" button) or one or more from the list. Individual
homes can be selected by highlighting and clicking on the "Select" button for each one. When you have
completed your selection click on the "OK" button.

Now click on the "Select all Clients Invoiced" button and the "Select Invoice Runs to Generate" screen will
appear.
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Select Invoice Runs to Generate ot

Dezcription h
28 Day

Drap Care

E dinburgh City Council

E zzex Caunty Council

Eutras

F.ent County Council

b crithly

Respite

Suffalk. County Council

L

Select Select All De-Select All

W 0K

This screen lists all of the different periods that have been created in Invoicing Periods. They can be selected
in the same manner as the Homes selection above. When you have completed your selection click on the "OK"
button.

Now enter a reference in the "Invoice Batch Reference" field. This can be alpha/numeric but must be unique. If
you need to delete a batch of invoices you will need this reference. For more information on rolling back batches
of invoices go to Delete a Sales Invoice Batch.

If you wish to add a comment to your invoices, this may be entered in the "Comments to appear on invoices" box.
N.B. The comment will only appear on invoices within this particular batch.

If you have selected the "Specify Sales Invoice Due Date when Generating Invoices" option from the System
Defaults "Main" tab, a box will appear here so that you can enter the Due Date for all invoices in the batch.

If you have created any Retrospective Adjustments and you wish to include them in this batch of invoices, tick the
“Include un-invoiced retrospective adjustments?" box.

Finally, click on the "OK" button. You will the be asked to confirm whether you wish to proceed with invoice
generation.

Confirm ot

o Generate invoices

Click on "Yes" to continue. When the process has finished you will see an information screen that will also give
you the number of invoices generated in the batch.
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Information ot

o Invoice generation complete .1 inveoices created

Click on "OK" to end.

The invoices that have been generated can now be viewed by looking at View/Modify Invoices.
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View/Modify Invoices

Click on the "Invoicing" tab to bring up the list of options and then select "View/Modify Invoices" from the menu
options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Repaorts Utilities Settings  Allowances Archives

Invoiicing -

Update Chargeable Days for Respite Care
Yariable Costs » [by Surname)

Generate Sales Invoices | |

View/Modify Invoices » | Invoice View pen
Erint Invoices Table View |
Send Inveoices by E-Mail » frsonl H1 1
Post Sales Invoices to Sage Line 50 :zz:é E:: .IJ]I;I'I

=

There are two options within the View/Modify section, these are Invoice View and Table View and they are
discussed on the following two pages.
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Invoice View

Click on the "Invoicing" tab to bring up the list of options and then select "View/Modify Invoices" followed by

"Invoice View".

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances Archives
Irwaicing -

Update Chargeable Days for Respite Care
Wariable Costs 3 [by Surnamme]
Generate Sales Invoices | |
View/Modify Invoices k | Invoice View |H':":"TI
Brint Invoices Table View B
Send Inveices by E-Mail v frsonl H1 1
Post Sales Invoices to Sage Line 50 :zzzé E:: Llil?-l

™=

The following screen will appear showing the earliest invoice created.

@g Sales Invoice

| o] » || | x |JmorE

b ain lEharges] iz ]

s

Search for Invoice Ini E E H j‘LEIuse

[revoice Mo, 10 Date ||:|-| N2/2014 ﬂ Payment Due Date |EI'I 0242014 ﬂ
Funding 5 ource |LEIE j |L|:u:al Eatharity Created by |
Sage Sales Code CH1 .| Tvpe |General ﬂ Date Created |
M ame |EM Test1
Address |

| Ewported to Sage ¢ [

| Printed ? [w
Town | Frintable lnvoice 7 v
Loy | DateEMailed |
Pozt Code |

Mo, Draps
Perind /02204 w| To [2eM02/2014 0 | 23
Client Mame |h-1r Test Perzoni Contact |
Specific Comments
Direct Debit C5Y File Detail: - Ref |
Tranzaction Code
et WAT Gross
Irvvice Total 1.000.00 | .00 | 1.000.00
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The required invoice can be found by either scrolling through the invoices using the "Next" button (see Navigation
Bar for details), or by using one of the "Search" facilities. If you know the number of the invoice you require,

you can use the "Quick Search" option. Enter the number in the "Search for invoice" field and then click on the
"Pointer" button to the right of the field.

iy
You can cancel the search by clicking on the button with the black cross.
X
Alternatively, you can open the comprehensive "Search" facility by clicking on the "Search" button.

This will open the "Search for a Sales Invoice" screen.

Search for a Sales Invoice x
Fields [re_Drate
Starting Range

Eztab_Mame || » | ol i

Client_Mame ==l

Drate_From :

Date_To Enging Riange X Cancel

[Hwvaice_Ma | ~ | Clear

Al Searched Byvalye ByHange
Field Order
(") Alphabatic (® Logical e Surnmary Mew Search

There are six different search criteria available: Invoice Date, Home Name, Client Name, Date From, Date To
and Invoice Number. Select the required option from the list on the left and then fill in the "Starting Range" and
"Ending Range" boxes, then click on "OK" to display the requested invoice.

N.B. You can use more than one search criteria if required - e.g. you may want to search for all invoice for
a specific "Client Name" within a date range ("Date From" and "Date To").

The "Main" tab on the invoice screen shows the basic information about the invoice along with tick boxes that
indicate whether the invoice is printable, whether it has been printed and whether it has been posted to Sage

50 Accounts. If you are using the Send Invoices by E-mail option you will also see the date and time that the
invoice was emailed out. In the top right corner of the screen is a field showing the "Payment Due Date", this is
calculated from the "Payment Terms" field on the Invoicing Periods screen. Below this field are two further fields,
if you are using the Security facility you will be able to see the Username of the person who created this invoice
and the date that it was created.

If you wish to print a copy of this invoice, click on the "Print" button at the top of the screen.
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If this is a reprint, remember to click the "Include invoices already printed" option on the "Print Sales Invoices"
screen.

Fram lrwoice D ate mAAMam
To lrvoice D ate MA22099 .

From Irmvoice Mo, |-| |
Tolmvoice Mo, |-| |
Invoice Type |General pl |
[leawe blank: for all invoices)
Horme H1 e
Irvaice Print Order (®) Client Surname |

() Irvwoice Mumber
() Resident Ref

Include Invoices Already Printed/E-Mailed 7

Cancel

If you wish to delete the invoice permanently then click on the "Del" button. N.B. This process is not reversible
and will result in a gap in your invoice numbers. It should be used with extreme caution. The use of this
button is controlled via the Security settings for each user.

Much of the information shown on the three tabs of the Sales Invoice screen can be amended if required. N.B.
Any amendments made will only apply to the current invoice. If permanent changes are required, these
should be made on the Charge Templates.

The "Charges" tab shows the financial information for the invoice as defined by the Charge Template.

130



I q B Bl - w » INWOICE Searchfurlnvuicelzl = E j-_LEhI'SE

Main  Charges  Misc

Cliert Mame Type Mominal | Dept Mett TC WAT Grozs Start Date EndDate ™
B Wi Test Persond FRIY 4000 1] 110714 T4 0.00 110714 00152004 3140142014
Del W
Fett WAT Grozs

[ |Fvoice Total | I:I_I:IEI| | 1.1071 4|

This can be amended as follows: the currently highlighted line can be edited or deleted by clicking on the relevant
button on the lower left of the screen.

hN

Drel

The upper button is the "Edit" button. Clicking on it will open the following screen.
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Clignt M ame |Mr Test Personl

Charge Type |PRIV -

D escription |F'rivate#.-’-‘-.dditiu::nal Contribuition

M ominal Code |4EIE|E| j |Sales Narth

Mo. Days ligg Rate lm Mett lm
WAT Code m WAT & 0oo0  WAT Amount IW
FromDate  [01/02/2014 = | ToDate [28/02/2014 = | [for fee calculation)

Fram O ate li To Date li [for wariable costs)

Gross lm

Sales Ledger Code |47

Motes: | |

Save | Cancel

Make amendments in the various fields as required and then click on "Save" to save your changes and update
the invoice or click "Cancel" to ignore any changes. This must also be confirmed by clicking on the "Tick" when
you return to the "Charges" screen.

To delete a highlighted line, click on the lower "Del" button.

The "Misc" tab holds further information on the client and the invoice as shown in the image below.
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a Sales Invoice

& =

o WoE ] (&

Search far Invoice D E

Pt

Mo

Main  Charges Misc

Rate Type

Client Reference Mo,
Client &rea Centre
Social Worker Mame
Firgt/Last lrwoice 7

Batch Reference

General Comments

MNotes:

E stablishment Reference Mo.

Ch1

|Hume1

Care Meed Categorny

] o

JAMT4MON

| Optian 1

| D ption 2

| Option 3

| Option 4

]

|Fvoice Total

M ett

WaT GErozz

|

n.nu|| 1.107.14
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Table View

Click on the "Invoicing" tab to bring up the list of options and then select "View/Modify Invoices" followed by
"Table View".

Lizenced Solely and Exclusivel to - Demo

Irvaicing Reports Utilities Settings  Allowances Archives

Innepicing -

Update Chargeable Days for Respite Care

Wanable Costs 3 [by Surname]
Generate Sales Invoices | |
. i i . . oo

View/Modify Invoices bl Invoice View

Brint Invoices Table View J

Send Inveices by E-Mail v frsonl H1 0

i i reong H1 Jo
Post Sales Invoices to Sage Line 30
- g rson3 H1 m
1—
The following screen will then be displayed.
| 4| B | B Yiew 5 J1 Close

Invoice Invoice | Sage Invoice Home Client : Posted ta| Date ~
Date Ma Code Addressee Tatal Code Mame Perind Sage ? | Created
01/06/2014 45 Chd1 1.071.43 H1 br Test Persand 01/06/14 - 30/061 ]
01/06/2014 46 Chi2 100.00 H1 brz Test Person2 01/06/14 - 30/06/1 ]
01/06/2014 47 CM2 B02.71 H1 Mrz Test Person2 01/06/14 - 30/06/1 [
01/06/2014 48 Ch3 71271 H1 br Test Person3 01/06/14 - 30/061 Il
01/06/2014 17 Chid 3,206 73 H2 Mizs Test Persond 01/06/14 - 30/06/1 ]
01/06/2014 18 Ch5 2E76.67 H2 br Test Person 01/06/14 - 30/06/1 [
2640642014 49 CM2 Mrz Smith 433,80 H1 Mrz Test PerzonZ 2640614 - 234071 ]
26/06/2014 50 Chi2 brz Smith 16.50 H1 brz Test Person2 26/06/14 - 23/07 1 ]
26/06/2014 51 Ch3 Mizs W' Lee 475.94 H1 Mr Test Person3 26/06/14 - 23/07 1 [
26/06/2014 B2 W Z00OMPA, b.846.03 H1 Sundry 2B/06/14 - 23/07 1 [
26/06/2014 19 Ch5 Arthur Smith 438.80 H2 br Test Persan 26/06/14 - 23/07 1
24/07/204 53 Ch2 bdrz Sith 438.80 H1 brz Test Person2 2440714 - 20/084
24/07/2M4 54 Ch3 Miss W' Lee 467,25 H1 Mr Test Person3 24,0714 - 200081 [
24/07/2014 55 Wy ZC0MPA, h.846.03 H1 Sundry 240714 - 20/081 ]
24/07/204 20 Chia Arthur Sith 438.80 H2 br Test Person 2440714 - 20/084 ]
21/08/204 56 Ch2 brz Srnith 438.80 H1 Mrz Test Person2 21/08/14 - 17,091 [
21/08/2014 57 Ch3 Miss W Lee 438.80 H1 br Test Person3 2108414 - 17,094 ]
21/08/2014 58 HZC0MPA, 584603 H1 Sundry 21/08/14 - 17,094 ]
21/08/204 21 Cha Arthur Sith 438.80 H2 Mr Test Person 21/08/14 - 17,091 [
01/07/2014 59 Chd1 Mr Jones TER.34 H1 br Test Persand 01/0714 - 31074 v

This displays all of the invoices that have been created in tabular format with one invoice per line, as in the
"Invoice View" screen, the "Next " button can be used (see Navigation Bar for details), or the "Search" button can
be used (see Invoice View for details).

If you want to see more information about a specific invoice, highlight the relevant line and then click the "View
SI" button in the top right corner to display the details of the invoice for editing or printing. Follow the instructions
given in Invoice View for this.
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Print Invoices

Once the invoices have been previewed and checked or modified if required, they can be printed out (only
"Printable" invoices will be included in the print run).

Click on the "Invoicing" tab and then select "Print Invoices" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Repaoris Utilities Settings
Inwoicing -

Update Chargeable Days for Respite Care L

Variable Costs 3

. e
Generate Sales Invoices
2 a - - rha
View/Modify Invoices 3
Print Invoices ps
Send Inveoices by E-Mail p 30

Post Sales Invoices to Sage Line 50 =

1—

[0

The "Print Sales Invoices" screen will then appear.

Print Sales Invoices

Fram lnvoice D ate

To lnvoice D ate MM2/2099 -

Frarm [revoice Mo, ||:|
Tolrvoice Mo, |ggggggggg
Invoice Type | ﬂ
[leave blank far all invaices)
Harmne | ALL ﬂ
[rvoice Print Order ' Client Surname

" Irwoice Mumber

" Resdent Ref

Include voices Already Printed/E-Mailed 7 B

Save invoices as individual POF files 7 [

ak. Cancel

On this screen a date range can be selected for the invoices required or if only a small number or even a single

invoice is required then and invoice number range can be entered instead. Select the "Invoice Type" from the

drop down list or leave blank for all invoice types, similarly select a "Home" from the next drop down list or again
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leave blank for all homes. The invoices can be printed out in Client Surname order, Invoice Number order or
Resident Reference order, make your selection by clicking the relevant radio button. If you are reprinting invoices
that have already been printed, remember to click the "Include Invoices already Printed?" box. Instead of printing
paper copies you can also choose to create individual PDF copies of invoices, if you wish to do this click the
"Save invoices as individual PDF files" box. (Any PDF invoices produced will be saved in the "PDF_Invoices"
folder within the "CareMaster" folder. Now click on "OK".

The Printer dialog box will now be displayed to allow the user to select which printer to send the invoices to.

Print
Printer
Mame: “WC-asolutions 1%HP Color Laserlet CP121F ~ Properties...
Status: Ready
Type: HFP Color LaserJet CP1215
Where:  USBDO1
Comment:
Prirt range Copies
(@) Al Mumber of copies: 1 =
Pages
Collate
Selection 1'1 2'2 3'3
Cancel

X

A print preview will now be displayed allowing a final check before printing.
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a Preview
SEEHAERA| R we- E|EOE | K 41 oft b M

'/_C.CG 0

49 Arundel Crescent
Preston

Lancashira
PR2 3WL

- /

Resident Name: Mrs Test Person2 Charg

If you wish to print the invoice, click on the "Print" button at the top of the screen.

a Preview
@‘Fl EH A&

You can also create a 'PDF' copy of the invoice by clicking on the "Acrobat" button.

@ Preview
& & [Eo = 44 |

Or you can also export a copy in 'RTF' or 'Spreadsheet' format by clicking on the "Export" button.

a Preview
& E . L 1 4 |

When you have finished, click the "Close" button.
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Send Invoices by E-mail

CareMaster has the capability of sending PDF copies of invoices out by email saving postage and administration
costs. In order to use this facility you must first enter all the required information on the "Invoice E-Mailing" tab

in System Defaults. You will also need to select an email address on the Main tab of each Charge Template that
you wish to be able to email invoices from.

Click on the "Invoicing" tab to bring up the list of options and then select "Send Invoices by E-mail".

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Repaoris Utilities Settings  Allowances Archives Sec

Inwoicing -
Update Chargeable Days for Respite Care
Variable Costs 3 (b Surnarme]
Generate Sales Invoices
View/Modify Invoices F Irharne Home | Room '3
Print Invoices = — o
| Send Inveoices by E-Mail » Generate E-Mail Files 1
Post Sales Invoices to Sage Line 50 Preview E-Mailing (1%
[ T =5 F . 2!
Send E-Mails
=110l T Mizz  Test T — :

There are three stages in the process of emailing invoices. These are Generate E-mail Files, Preview E-mailing
and Send E-mails. These stages are discussed in the three following pages.
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Generate E-mail Files

Click on the "Invoicing" tab to bring up the list of options and then select "Send Invoices by E-mail", followed by
"Generate E-mail files".

Lizeniced Salely and Exclusivel ba - Demao

Imvaicing Reports Utilities Settings Allowances Archives Seq

Irwaicing -
Update Chargeable Days for Respite Care
Wariable Costs 3 [by Surname)
Generate Sales Invoices Y
View/Modify Invoices p [11EME T | (REED | )
Erint Invoices pps H1 7E
| Send Inveoices by E-Mail * iGenerate E-Mail Files iy
Post Sales Invoices to Sage Line 50 Preview E-Mailing ji
el oMo Tes o M st -

This will open a "Print Sales Invoices" screen.

Print Sales Invoices

Fram Inwoice Date 07071 41907
To lnvoice D ate MA22099 .
From Ireeoice Mo, ||:| |
Ta lrvoice Mo, | 9999999499 |
[rvnice Type |

S |

[leawve blank. for all invoices)

Haome ALL o

Irveoice Print Order (® Client Surname
() Invoice Mumber

() Resident Ref

Include Invoices Already Printed/E-Mailed ? ]

Cancel

You can now select a date range and/or and invoice number range. Any invoices that have an email address
associated with their charge template will be included in the run. You can also select a particular invoice type
from the drop down list or leave blank for all types. Similarly, you can also select a home from the drop down list
or leave it on "All". You can choose the order the emails will be generated in by clicking the appropriate radio
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button. If the range you have selected includes invoices that have been previewed or printed you should also tick
the "Include invoices already printed/e-mailed?" box to make sure that everything is included.

When you have made your selections, click on "OK". When the process has competed the screen will close
automatically.

You can now move on to the second stage of the process - Preview E-mailing.
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Preview E-mailing

Click on the "Invoicing" tab to bring up the list of options and then select "Send Invoices by E-mail", followed by
"Preview E-Mailing".

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances Archives Security  Help

Imeoiicing -
Update Chargeable Days for Respite Care
Wariable Costs 3 [by Surnamme]
Generate Sales Invoices
View,/Modify Invoices ¥ Iiname Home  |Foom gda?zssmn Efaé.igrth
Print Invoi
=T Tvelee - 1 oB/02/2018 03127194
| Send Inveices by E-Mail Pl iGenerate E-Mail Files 2/04/2013 192044197
Post Sales Invoices to Sage Line 50 | Breview E-Mailing k Wiew List =
CrrE AT TE=t F - s -
Send E-Mails Edit List
le=a | Hcm Miss  Test Pe. - - -

You will now have two options, "View List" or "Edit List". If you choose the first option you will then be asked to
confirm your choice.

Confirm =

o Do you want to see a list of invoices and recipients

es Mo

Click on "Yes" to continue or "No" to cancel.

If you click on "Yes" you will then see a report showing details of the email files that were generated in the
Generate E-mail Files process.

23 Report Preview : Preview of Invoices to be E-Mailed

Jorr T e = = o=y

e
-

¥ 0 & &= d] Close

Preview of Invoices to be E-Mailed

Inv. No. Date Invoicee Gross (£)

bob@ec-a-solutions.com

230 07/01/2016 5,989.05

This report lists the email addresses that will be used along with the invoice number, invoice date and invoice
value.

If there are any problems highlighted by the report you can go back and make corrections and then start again
from the first step (Generate E-mail Files), or alternatively you can choose the "Edit List" option.

142



8} Edit List of Invoices to be Sent by E-Mail — O et

E-4Mail Address

Y bob@c-a-sclutions. com

Marme Inv Mo L)
Mr Steve Jones (=1=0]

Del

If there are any invoices listed that you do not wish to include in the email run, they can be removed from the list.
Highlight the relevant line and then click the "Del" button on the left.

When you are sure that everything is correct you can move on to the third stage - Send E-mails.
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Send E-mails

Click on the "Invoicing" tab to bring up the list of options and then select "Send Invoices by E-mail", followed by
"Send E-Mails".

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances Archives Secl

Irwaicing -
Update Chargeable Days for Respite Care
Wariable Costs 3 [by Surnamme]
Generate Sales Invoices o
View, Modify Invoices p [11EME hEms | (FEEn | (5
Brint Invoices ppz H1 2E
| Send Inveices by E-Mail r iGenerate E-Mail Files =
Post Sales Invoices to Sage Line 50 Breview E-Mailing i
ell[ 2 e e e SedE bl p

You will then see the following information screen.

M send Invoices by E-Mail — O >

Flease ensure that you have run the routine available from 'Tnveicng',
'Send invoices by E-Mail' and 'Generate E-Mail Files'

What you are about to do will generate e-mails with invoices attached to them based
on the selections you made in the process referred to above.

flow

If you are happy to continue then click on "OK", otherwise click "Close" to cancel. When you click on "OK" you will
then be asked to confirm that you want to continue with sending out the emails.

Confirm ol

o Proceed with e-rnail generation

Click on "Yes" to proceed or "No" to cancel. Once you have clicked on "Yes", the process of sending out the
emails begins, as each email is sent you will see a confirmation screen.

Information ot

o E-rnail successfully sent to bob@c-a-selutions.com
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Click on "OK" and repeat until all emails have been sent. When all the emails have been processed you will see
the following screen.

Information ot

o Operation complete ...

Click on "OK" to end.
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Post Invoices to Sage
This is the final stage in the CareMaster invoicing process.

Click on the "Invoicing" tab to bring up the list of options and then select "Post Sales Invoices to Sage Line 50"
from the menu options list.

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings

Irwaicing -
Update Chargeable Days for Respite Care L
Wariable Costs r

Generate Sales Invoices L_
View/Modify Invoices p [ME
Brint Invoices E
Send Inveices by E-Mail p 50

Post Sales Invoices to Sage Line 50 =

T ——

[=0

The "Sage Sales Invoice Export Routine" screen will now appear.
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Sage Sales Invoice Export Routine

Thiz process will pozt all the sales invoices and credit Ewport Format

notes zelected below directly into the S age Line B0 (s Detaﬂecﬁ
ledgerz. Please enzure that Sage has been securely

backed up before proceeding. >
Show on Sage Audit Trail
COSTS
Time-Related gkt ariable

Details on Invoice Line - ("
Surmame and Invoice Perod (s (¥
the faollowing bext - . (i~
Sage Customer Code and [nvoice Period . (i~
Sage Customer Code, Resident Ref, Invoice Period and R ate . (i~
Rezident Mame, Order Mo, and Ineveoice Period - ("
Sage Customer Code, Resident Surname, Rezident First Mames, [nvoice Penod and Rate . (i~
Charge Type Code and [nvoice Period . (i~
Charge Type Code, Resident Firgt Mame, Fesident Surmame and |nvoice Period i "
Surname and Invoice Period far Charge { "
Surname and Detailz on nvoice Line (. .~

Frefis invoice no. in Sage with any Carebd azter salez invoice prefis for this home 7 [

Fost zales invoices to Sage over multiple accounting periods 7 [w

Frorm O ate 0101190 -
ToDate MNA2/2099 -
Harme -

From lrwvaice Mo. ||:|
To lrvoice Na. |55|E|E|E|E|EIEEI
W OF fL Cloze |

For normal use we recommend the "Detailed" export format. There are several options for the data that will
appear on the Sage audit trail as follows:

* Details on Invoice Line - The data that appears on the CareMaster invoice will appear in Sage in the same
format.

» Surname and Invoice Period - This will display the Resident surname and the period that has been invoiced for.
« the follwoing text: - this allows you to enter a line of text which will appear on all transactions posted to Sage.
This is only used in conjunction with the "Summary" posting option. (See System Defaults "Sage Invoice Posting
tab.)

» The word 'CareMaster' - self-explanatory.

» Sage Customer Code and Invoice Period - This will display the Sage Customer Account code that was selected
on the charge template along with the period that has been invoiced for.

» Sage Customer Code, Resident Ref, Invoice Period and Rate - This will display the Sage Customer Account
code that was selected on the charge template, the data entered in the 'Reference No' field on the Main Details
screen, the period that has been invoiced for and the weekly rate that has been charged.

* Resident Name, Order No and Invoice Period - This will display the Resident surname, any 'Order No' that has
been entered on the Invoicing screen and the period that has been invoiced for.
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» Sage Customer Code, Resident Surname, Resident First Name, Invoice Period and Rate - This will display the
Sage Customer Account code that was selected on the charge template, the Resident's surname and first name,
the period that has been invoiced for and the weekly rate that has been charged.

» Charge Type Code and Invoice Period - This will display the Charge Type Code that was selected on the
Charges tab of the Charge Template and the period that has been invoiced for.

If you wish the Invoice Prefix Code that was entered on the Setting up Homes screen to be displayed in Sage,
tick the "Prefix Invoice Number in Sage with any invoice prefix for this home?" box. This can be set as the default
option in the System Defaults "Sage Invoice Posting" tab.

If you have selected the option to "Post sales invoices to Sage over multiple accounting periods" in the System
Defaults "Sage Invoice Posting" tab, then this tick box will also appear on the screen. You can disable this option
for this posting only, by unticking the box. You can also set the system to display a warning before posting if
required, this is turned on from the System Defaults "Sage Invoice Posting" tab.

Select the date range for the posting and the Home that you wish to post, or select the Home and the Invoice
Number range that you wish to post.

N.B. If you have selected the "Include Invoices Already Exported"” option from the "Sage Invoice Posting"
tab on the System Defaults screen, this will allow invoices which have already been posted to Sage to

be re-posted.The should only be used in exceptional circumstances, for example if Sage data has been
lost and it is necessary to recreate sales information. If used in other circumstances it could result in the
duplication of sales data in Sage 50 Accounts.

Click on the "OK" button to proceed. Then click on "Yes" to confirm the process or "No" if you wish to cancel.

| o Post the selected sales transactions to Sage Line 50

Yes Mo

A Sage login is required to complete the posting process. We recommend that an alternative username is used
when posting from CareMaster. e.g. if your usual username is "John" your CareMaster posting username could
be "JohnCare".

N.B. It is good practice to back up your Sage data and log out of Sage Accounts before attempting to
post invoices from CareMaster.

Sage Uzer Mame | |

Sage Paszword | |

X core

Enter your Sage username and password and then click on "OK" to continue.

A dialog box will be displayed to confirm the number of invoice lines posted.
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E o Process complete - 8 postings successfully made to
| Sage

0 transactions failed to post to Sage
|

If a transaction fails to post an error message will be displayed giving the number of the invoice so that it can be
checked and amended. (This is usually caused by the failure to use a valid Sage Customer Code or Nominal
Code).

N.B. This problem can be avoided by running the Validate Charge Templates report or the Check Data
process before generating invoices and correcting any anomalies found.
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Utilities
The following pages give details on the various Utilities that are included with CareMaster.

Delete a Sales Invoice Batch

Delete a Home

Change Home Code

Client Rate Processing

Refresh Sage Data

Clear Multi-User Locks

View Users Currently Logged In

View Invoice Deletion History

Update Rate History

Check Data
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Delete a Sales Invoice Batch

Click on the "Utilities" tab to bring up the list of options and then select "Delete a Sales Invoice Batch" from the
menu options list.

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances Archives

LHilities -
Delete a Sales Invoice Batch |i
Homes 3

LClient Rate Processing -
Refresh Sage Data C
Clear Multi-User Locks i
Wiew Users Currently Logged In

View Invoice Deletion History

Update Care and Accommodation Rate History on Resident Record
Check Data

TE =

The "Delete Sales Invoice Batch" screen will now appear.

A Delete Sales Invoice B.. — O =
|hvoice Batch Reference | -,
Reference Date Tirne ~
ECC-1014 28/02/2017 16:48
280-FEB17 28/02/2017 | 14:53
W 0K SCCOAN7 28022017 11:07
SCCIAMTT 07022017 | 14:26
ExT-0415 06A2/2016 | 15:43
2a0-JaN17 NeA2/2016 15:09
280-DECTBA 03112016 1327
2801106 04/11/2016 | 14:00 W

Clicking on the drop-down button will show a list of all invoice batches that have been created in "latest first"
order. Although it is possible to delete any of the batches in the list, it is not advisable to delete any except the
last one that was created. Ignoring this can result in gaps in your invoice number sequence and can also require
the re-configuring of specific items in the settings menu. If you need to delete earlier batches please Contact Us.
Select the last batch created and then click the "OK" button to continue.

You will then see a confirmation screen showing the details of the batch.
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Confirm ot

o This will delete all invoices produced within batch
ECC-1014 created on 28/02/2017 at 16:43

Areyou sure this is what you want to do 7

es Mo

If you are sure that this is what you want to do, click on "Yes", otherwise click on "No".

After clicking on "Yes" you will then see the following screen.

Information ot

o Batch deleted....

Click on "OK" to finish.
All invoices in the batch will have been deleted, the invoice numbers will have been rolled back and the date

of the invoice period will also have been rolled back. N.B. This will not necessarily be the case if you have
deleted any batches other than the latest one.
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Delete a Home

Click on the "Utilities" tab to bring up the list of options and then select "Homes" followed by "Delete a Home"
from the menu options list.

Lizerized Solely and Exclusivel ta - Demo

Imvaicing Reports Utilities Settings Allowances Archives Security  Help
Ltilities -

Delete a 5ales Invoice Batch

Homes r || Delete a Home |

Client Rate Processing Change Home Code

Refresh Sage Data o B;'t'; = ;deEl;i:rth W
R:

Clear Multi-User Locks 26/02/2018 | 03/12/1940

View Users Currently Logged In 020442013 19/04/1935
View Invoice Deletion History 03/04/2M3 24/05/1329
2941242013 | 04/08/1928
04/0342013 | 31/05/1932
Higeelore 21/09/2013 08/03/1933

T

Update Care and Accommodation Rate History on Resident Record

The "Delete a Home" screen will now appear.

) Delete aHo.. — O x

Thiz will delete all regident recards and
related charge templates within the
fallowing horme

Delete S ales lrvaices 7

Chooze Home | iy |

Hame T Code Mame

Haome 1
Haome 2

H1
H2
| & 0K | JI| Cloze

You can now select which home you wish to delete and also whether you wish to delete the associated invoices
as well. Once you have made your selection, click on "OK" to continue.

N.B. This process is NOT reversible and should only be run if a Home has been disposed of and there
is no longer any requirement to keep the records. The use of this option is controlled from the Security
settings for each username.

You will then be asked to confirm your choice.

Confirm ot

o Delete data relating to the 'Home 2" home

es Mo
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Click on "Yes" to continue or "No" to cancel.

When the process is complete you will see the following screen.

Information ot

o Deletion complete ...

Click on "OK" to finish.
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Change Home Code

If a Home within your organisation has been renamed it may also be necessary to change the code used to
identify that home. Click on the "Ultilities" tab to bring up the list of options and then select "Homes" followed by
"Change Home Code" from the menu options list.

Lizenced Solely and Exclusivel to - Demo

Irvaicing Reports Utilities Settings  Allowances Archives Security  Help
Ltilities -

Delete a Sales Invoice Batch

Homes r Delete a Home

Client Rate Processing Change Home Code |
BOmIEson [oare

Refresh Sage Data 2L . of Birth W_n

Clear Multi-User Locks 26/02/2018 0341271940

Wiew Users Currently Logged In 02/04/2013 19/0441935
View Invoice Deletion History 03/04/2013 | 24/05/1529
2941242013 | 04/08/1928
04/03/2013 | 31/05M1932
Sgdeles 21/09/2013 08/03/1933

TErTTTTT

Update Care and Accommodation Rate History on Resident Record

The "Change Home Code" screen will now appear.

A ChangeHo.. — O *

Thiz will change the 'Code’ for the haome
zelected below -

Chooze Haome || j
Code |Name
H1 Haome 1
Mew Code H2 Haome 2
W 0K J| Clos= |

Select the Home Code you wish to change from the drop down list in the first box, then enter the new code in the
second box and click on "OK" to continue. You will then be asked to confirm your choice.

Confirm =

Click on "Yes" to confirm the change or "No" to cancel. When the process has finished you will see the following
confirmation screen.
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Information ot

e

Update complete .....

~ 4

Click on "OK" to finish.
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Client Rate Processing

This utility is used to globally update the charge rates for all residents or a subset of residents and can be done
in advance based on the "Effective Date". Individual Charge Templates will continue to use the original rate until
the "Effective Date" is reached and will then switch to the new rate. If this change occurs part way through an
invoicing period, CareMaster will calculate the correct number of days at each rate and invoice accordingly.

Click on the "Utilities" tab to bring up the list of options and then select "Client Rate Processing" from the menu
options list.

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances Archives
Ltilities -

Delete a Sales Invoice Batch

Homes 3
LClient Rate Processing E
Refresh Sage Data 1]

Clear Multi-User Locks B
Wiew Users Currently Logged In

View Invoice Deletion History

Update Care and Accommodation Rate History on Resident Record

Check Data
e s

The "Client Rate Processing" screen will now appear.
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Mews Fates Effective from :-

EDD;“: ngsu:lent Surname First Mame Mett Addieszee he;neplate %rpa;ge gt:tg ~
PROC b H1 Chi1 Personl Test 461.25| Mr Jones ACC 01/0417
H1 Ch1 Perzonl Test BEA.73 BASIC |01/08A17
H1 Chi1 Personl Test 1.151.49 kr Jones PRIV /0417
H1 Chz Perzon2 Test 53358 BASIC |01/08A7
H1 Chz Perzonz2 Test 15505 Mrs Smith FHLC 0./0447
H1 Chz Person2 Test 1595 Mrz Smith RPT 11./09/415
H1 Ch3 Perzon3 Test 155,05 Mizz'W Lee FHC M4y
H1 Ch3 Person3 Test 51111 BASIC |01/0947
H1 Ch3 Perzon3 Test 176,28 Mizz'W Lee FRIW 0M/A0447
H1 SPEOM  Spence James 155,05 Clint Peddie FHC 100447
H1 SPEOOT  Spence James 34935/ Edweard Stuart L 10/0417
H1 SPEODT  Spence James 100.65| David Bradford PRIV 10/0417
HZ Chid Perzond Test 3,552.32 John Cooper PRI 01./0417
HZ Cha Perzon5 Test 2,837 27 Arthur Smith FRIY 0/0447
H2 Cha Perzonb Test B0.00) Arthur Smith DaYC 14411415
H2 Che Personb Test 155,05 Arthur Smith FHLC /0417
H2 Cha Perzon5 Test 155,058 Arthur Smith FHLC m/A047
H2 SMIO0T | Sraith John 300.00 Clint Peddie LA, 140617
HZ ShI001 | Smith John 155,05 FHLC 1406417
H2 SMI00T | Srnith John 14495 FRIW 140647

W

This screen displays a line for every current charge template line that has been created for all residents. Lines
can be selected by holding down the "CTRL" key on the keyboard and then clicking on the line, this selection
process is suitable when either a single line or only a few lines need to be updated.

Selected lines will appear as in the image below:

Mew Fates Effective from :- jI_L Cloze
EDD;“: E:fsldent Surname First Mame Mett Addreszes he;neplate %rpa;ge gt:tg ~
PROC H1 Ch1 Perzonl Test 461.25 MrJones ACC M4y
H1 Chd1 Personl Test BG3.73 BASIC |01/08A7
H1 Ch1 Perzonl Test 1.151.49 | Mr Jones FRIW M4y
H1 Chz Person2 Test 59358 BASIC |01/08A7
i dllH1 [CM2  |Persan? Mrz Srrith - [mc [o/o4n7
H1 Chz Person2 Test 15,95 Mrz Smith RPT 01./09/415
H1 Ch3 Perzon3 Test 155,05 Mizz'W Lee FHC M4y
H1 ChM3 Person3 Test 51111 BASIC |01/09A17

Alternatively, a subset of lines can be created by using the "Search" option. To do this click on the "Search"
button at the top right of the screen.
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l-'L Cloze

plate |Charge | Start "
: Type Date

FHLC MA2M6

I & nAnMR

The "Search Criteria" screen will now be displayed.

| Fields

Home Code
il Home Code Field Walue ok
|| Resident Ref | o] =
|| Sumame =eal
: L"Sttt Mame Search Type X Cancel
[ s () Exact Match
V| Addresses . __
|| Template Type (@) Partial Match at Beginning
|| Charge Type () Partial Match Anmahers
|| Start D ate
| Ref [] Caze Sensitive
|| Code
| Al 5 eached ByWalue By Range
 Field Order
| () Alphabetic (®) Logical Wieww Surmrnary Mew Search

Select the search criteria from the list on the left and then enter the value in the "Field Value" box and click "OK".
(e.g. If it is required to update all charge templates relating to Funded Nursing Care, select "Charge Type" from
the list and then enter the relevant code on the "Field Value" box - in this case "FNC").

s

Fields Charge Type

Horme Code Field ¥ alue

Resident A ef |FNI:1 ol *’ =
Surmname =l

Firzt Mame Search Type

Nett () Exact Match x Cancel
Addrezzes ] o

Template Tune (®) Partial Match at Beginning

EETAT I O Parisi Match Anyahere

Start D ate

Fef [ Case Sensitive

Code

Al Searched ByYalue pyRange
Field Qrder
() Alphabetic (® Logical Yiews Surnmary Mew Search

After clicking on "OK" the screen will now only display the lines that fit the selected criteria.
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Mew Fates Effective from - i'L Cloze

EDD;“: ngsu:lent Surname First Mame Mett Addieszee he;neplate %rpa;ge gt:tg ~
PROC b H1 Chz Perzonz Test 158,05 Mrz Smith FRLC 0/0447
H1 Ch3 Perzon3 Test 155,05 Mizz'W Lee FHC M4y
H1 SPEOM  Spence James 155.05 Clint Peddie FHLC 1040447
H2 Cha Perzon5 Test 155,058 Arthur Smith FHLC m/A047
H2 ChAe Perzon5 Test 15505 Arthur Srmith FHLC 0./0447
HZ ShI001 | Smith John 155,05 FHLC 1406417
W

If required, several different criteria can be combined to narrow down the list.

Once the correct subset is displayed, enter the "Effective Date" that you wish to apply to your changes and then
click on the "PROC" button.

Mew Rates Effective from - |07 /04/20017

Esg': Ez;sldent Surmame First Mame
H1 Ch2 Person2 Test

H1 Ch3 Perzon3 Test

H1 SPEODT  Spence James

HZ2 5 Perzonb Test

HZ2 Chb Perzonb Test

Hz2 SHIN0T | Stk Jahn

This will display the list of options available.
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Select all Residents

De-Select all Residents

Adjust Fees by Lump Sum for Selected Residents
Adjust Fees by % for Selected Residents

Specify Mew Lump Sum for Fees for Selected Residents
Create Retrospective Adjustrments

Firstly, click on "Select all Residents", this will highlight all of the lines in the subset. Now click on the "PROC"
button again and choose the update option required. These are as follows:

Adjust Fees by Lump Sum:

Lump Sum to Adjust by 12,80

W 0K | Close

Enter the required value and then click on "OK", this will add the value entered to all of the existing amount sin
the selected charge templates and create a new charge line with the new rate. If you need to reduce the values,
put a minus sign (-) in front of the value.

Adjust Fees by Percentage:

Adjust Fee by Specified %

Z to Adjust by 124

W O | Clos=

Enter the required percentage value in the box and then click on "OK", this will increase all of the existing
amounts in the selected charge templates by the given percentage and create new charge lines with the new
rate. Again, if you need to reduce the value by a percentage, put a minus sign (-) in front of the value.

Specify New Lump Sum:
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Mew Lump Sum

W O | Clos=

Enter the new amount required in the box and then click "OK", this will create a new charge line for all selected
residents using the specified lump sum amount.

Create Retrospective Adjustments:

4 Create Retrospective Rate Adjustments — O >

Type of adjustment -
(®) increase/decrease by a lump sum

() increase/decreaze by a ¥

|hzreaze/Decreaze by thiz amount |:|

[Enter amount in zame terms az ather fees on client charge template,
e.0. daily ar weekly rate]

Deszcription of &djustrment |

o OK | Close

Enter the "From" and "To" dates for the period covered by the adjustment. (The "To" date will usually be the last
date invoiced up to). Select the type of adjustment you wish to make, either a "Lump Sum" or a "Percentage".
Enter the amount of the adjustment in the same terms as the existing fees on the charge template, e.g. if the
Rate Type on the charge template is "Weekly" the figure entered should be the weekly equivalent amount. If the
change is a decrease, the figure should be entered with a minus sign (-) in front of it. You may also enter a short
description to appear on the invoice line.

CareMaster will create a 'one-off' additional charge to cover the retrospective adjustment. N.B. The original
charge line should now be amended so that future invoices will be for the correct value.

In order to include Retrospective Adjustments in your invoice runs you must remember to tick the "Include Un-
invoiced Retrospective Adjustments" box on the Generate Sales Invoices screen.

When finished processing your changes, click on the "PROC" button again and then click on "De-select all
Residents". Finally click on the "Search" button again and remove any criteria you have set to return the list to it's
original state.
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Refresh Sage Data

There are a number of links between CareMaster and Sage 50 Accounts. The following data tables are available
within CareMaster:

Sage Customer Accounts
Sage Nominal Codes
Sage Departments Codes
Sage VAT Codes

If any of these areas in Sage 50 Accounts have been changed or added to (e.g. the creation of a new customer
account or the change of bank details), it is necessary to run the "Refresh Sage Data" option.

Click on the "Utilities" tab to bring up the list of options and then select "Refresh Sage Data" from the menu
options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Repaorts Utilities Settings  Allowances Archives
LHilities -

Delete a Sales Invoice Batch

Homes »
LClient Rate Processing -
Refresh Sage Data Ic
Clear Multi-User Locks i

Yiew Users Currently Logged In

Wiew Invoice Deletion History

Update Care and Accommedation Rate History on Resident Record
Check Data

T

The "Refresh Sage Data" screen will then be displayed.

(A} Refresh Sage Data — O >
Choose Sage Dataset to Refresh | e
Mame
CM2
Test
¢ QK ESL | 1]

If you have created more than one Sage Dataset, you will be given the choice of selecting a specific dataset
or refreshing all. Make your choice and then click on "OK". You will then be asked to confirm that you want to
continue.

Confirm =

o Refresh Sage data
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Click on "Yes" to continue or "No" to cancel.

If you click on "Yes" you will then be presented with a Sage login screen. A Sage login is required to complete
the process. We recommend that an alternative username is used when refreshing CareMaster. e.g. if your usual
username is "John" your CareMaster refresh username could be "JohnCare".

N.B. It is good practice to log out of Sage Accounts before attempting to refresh Sage data.

Log in to Sage Line 50 for CM2

Sage Uszer Mame | |

Sage Pazsword | |

X core

Enter your Sage username and password and then click on "OK" to continue. If you have selected the option to
"Update Charge Templates when Sage names and addresses change" on the "Sage" tab of the System Defaults
screen, you will then be asked if you want o perform this secondary update.

Confirm ol

o Do you want to refresh charge ternplate invoicee names
and addresses according to the latest information held
in the Sage sales ledger

Click on "Yes" to continue or "No" to end.

When all updates have been run you will see the following screen.

|Information ot

o Sage data refreshed ...

Click on "OK" to finish.
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Clear Multi-User Locks

In a multi-user environment you may occasionally find that a particular area of the program is inaccessible. This
usually happens when a user doesn't exit the program correctly. If this happens the following error message will
appear: "Cannot do this - another user is currently performing this task".

This problem can be resolved by using the following procedure.

Click on the "Utilities" tab to bring up the list of options and then select "Clear Multi-User Locks" from the menu
options list.

Lizenced Solely and Exclusivel to - Demo

Irvaicing Reports Utilities Settings  Allowances Archives
Ltilities -

Delete a Sales Invoice Batch

Homes »
Client Rate Processing -
Refresh Sage Data C
Clear Multi-User Locks i

Wiew Users Currently Logged In

View Invoice Deletion History

Update Care and Accommodation Rate History on Resident Record
Check Data

TE =

A confirmation screen will appear.

Confirm ot

o Clear all locks for all users

Click on "Yes" to continue or "No" to cancel. If you proceed with this option you will then see the following screen.

Information ot

o All lacks have been cleared

Click on "OK" to finish, you will now be able to access the previously locked area of the program.
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View Users Currently Logged In

You may wish to know whether any other users are currently using the program. To do this, click on the "Utilities"
tab to bring up the list of options and then select "View Users Currently Logged In" from the menu options list.

Lizerized Solely and Exclusivel ta - Demo

Imvaicing Reports Utilities Settings Allowances Archives
Ltilities -

Delete a 5ales Invoice Batch

Homes »
Client Rate Processing 3
Refresh Sage Data 1]
Clear Multi-User Locks B

View Users Currently Logged In

View Invoice Deletion History
Update Care and Accommodation Rate History on Resident Record
Check Data

T

You will then see the following screen which shows the names of any computers on the network that are currently
accessing the program.

4} Users Current... — O x

j'L Close
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View Invoice Deletion History

Click on the "Utilities" tab to bring up the list of options and then select "View Invoice Deletion History" from the
menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Repaorts Utilities Settings  Allowances Archives
LHilities -

Delete a Sales Invoice Batch

Homes »
LClient Rate Processing -
Refresh Sage Data C
Clear Multi-User Locks i
Yiew Users Currently Logged In

Wiew Invoice Deletion History

Update Care and Accommedation Rate History on Resident Record
Check Data

This will open the following screen which will show any invoices that have been deleted from the system.

43 View Invoice Deletion History - O
Date 3 Deleted A
Time INnDVOICE Resident MNett EEEE?:: from
Deleted ¥ Computer
(304 018 14:0 220 Mr Test Person5 632.64 Bob BOB-HP

The following information about each deletion will be displayed:

Date & time

Invoice No.

Resident Name

Value of invoice

Who deleted it (this will only be displayed if you have set up users using the Security option).
Which computer was the deletion run from.
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Update Rate History

This function allows you to easily update the "Total Fee" for each resident that was originally entered on the
residents Rate History screen. It works in a very similar way to the Client Rate Processing function, in that either
individual residents or subsets of residents can be updated with out having to navigate to the resident record.

Click on the "Utilities" tab to bring up the list of options and then select "Update Care and Accommodation Rate
History on Resident Record" from the menu options list.

Lizeniced Salely and Exclusivel ba - Demao

Imvaicing Reports Utilities Settings Allowances

Utilities -

Archives

Delete a Sales Invoice Batch
Homes

LClient Rate Processing

Refresh Sage Data

Clear Multi-User Locks

View Users Currently Logged In

View Invoice Deletion History

Update Care and Accommodation Rate History on Resident Record

Check Data

TTETTTT

The "Update Care and Accommodation Rate History on Resident Record" screen will now appear.

;g Update Care and Accommoedation Rate History on Resident Record

O X

Haome Resident Surname
Ref
PROC f

_|H1 CM1 Personi

_|H2 SPEOO1 Spence
Selact al _|H1 CM3 Person3
_|H2 CM4 Person4
De-select all _[H2 CM5 Person5

H2 SMIN01 Smith

First Mame

02/04/2013
10/04/2017
29/12/2013
04/03/2013
21/09/2013
14/06/2017

l-'L Close

g’:tr;‘ Rate (£)

28[04/2016 850.00
01/04/2018 618.17
01/04/2018 892.26
01/04/2017 817.52
01/01/2020 283.60
01/04/2020 666.98

This screen lists the current "Total Fee" for each resident. Lines can be selected by holding down the "CTRL" key
or the "SHIFT" key on the keyboard and then clicking on the line, this selection process is suitable when either
a single line or only a few lines need to be updated. Selected lines will be highlighted in blue and a small arrow

symbol will appear at the left end of the line as shown in the image above.

Alternatively, a subset of lines can be created by using the "Search" option. To do this click on the "Search"

button at the top right of the screen.
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The "Search Criteria" screen will now be displayed.

Eieldz

Home

Fiezident Ref

Surnarme

Firzt Mame

Admizzion Date

Start Date

Fate [£]

Title

Fef
Feszident_FRate_History_Ref

&l Searched

Field Order

(" Alphabetic i* |ogical

Home
Field Walue

|| [ Clear |

Search Type
(" Exact Match

* Partial Match at Beginning
" Partial Match &raberns

[ Caze Sensitive

By alue By Range

iew Summary |

x Cancel

Select the search criteria from the list on the left and then enter the value in the "Field Value" box and click "OK".
(e.g. If it is required to update all records within a particular home, select "Home" from the list and then enter the

relevant code in the "Field Value" box - in this case "H1").

Fields

Haome

Resident Ref

Surnanme

First Mame

Admizzion D ate

Start Date

Rate [£]

Title

Ref
Reszident_Rate_History_Ref

= Searched

Field Order

" Alphabetic f* Logical

After clicking on "OK" the screen will now only display the lines that fit the selected criteria.

Horme
Field % alue
H1| Clear
Search Type
" Exact Match

{* Partial Match at Beginning
" Partial Match Anywhere

[ Casze Sensitive

By Y alue Ey Range

Yigw Summary | Hew Search
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4} Update Care and Accommodation Rate History on Resident Record — O >

Resident ) Admission Start A
Home o Surname First Mame Date Date Rate (£)
PROC L H1 CM2 Person2 Test 03/04/2013 01122016 724,00
|H1 M1 Personi Test 02/04/2013  28/04/2016 850,00
| |H1 £M3 Person3 Test 29/12/2013  |01/04/2018 892,25
Select all
De-select all

If required, several different criteria can be combined to narrow down the list.

Once the correct subset is displayed, click on the "Select All" button and then click on the "PROC" button.

;_g Update Care and Accomrr

Haome

[H1
H1
H1

Select all

De-select all

The "Specify Rate Update" screen will now be displayed.
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A} Specify Rate Update ...  — O >

Mew Fates Effective from :- - |

Increase rates by a-

(" lump sum (£)
™ %

Decrease rates by a -

(" lump sum (£)
™ %

" Spedfy a new lump sum (£) for rates -

Enter value

oK i [ Close
LM OK : AL

First, enter the date that you want the new rates to come into effect from. Then choose the type of change that
you want to make - there are three choices and the first two have two different options:

* Increase rates by a lump sum or a percentage.
* Decrease rates by a lump sum or a percentage.
* Specify a new lump sum.

Select the option you wish to use and then enter the value in the bottom box, either a £ value or a percentage
rate depending on the choices you have made. Then click on the "OK" button.

You will then be asked to confirm your choices.

Confirm ot

Click on "Yes" to continue or "No" to cancel. If you selected "Yes" you will now see the "Update Completed"”
message.

Information hod

Update complete ....1 rates were updated
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Click on "OK" to finish.
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Check Data

This option allows you to check your data for any anomalies that may prevent the program from producing
invoices correctly.

Click on the "Utilities" tab to bring up the list of options and then select "Check Data" from the menu options list.

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances Archives
Ltilities -

Delete a Sales Invoice Batch

Homes »
LClient Rate Processing -
Refresh Sage Data C
Clear Multi-User Locks i
Wiew Users Currently Logged In

View Invoice Deletion History

Update Care and Accommodation Rate History on Resident Record
Check Data

B T

You will now see a screen which allows you to choose the areas you wish to check.

43 Check Data — O >
What do you want to chedk ?

Chedk charge templates for incorrect dates [w
Check sales invoices for incorrect dates [
Check unposted sales invoices for invalid Sage codes [w

l-'L Close |

Make your selection by ticking or unticking the relevant boxes, then click on the "OK" button.

Confirm ot

Continue by clicking "Yes" or click "No" to cancel.

You will then see a report on screen which will list any anomalies found.
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r @@%Iﬁrﬂ Close

CareMaster Data Verification

2311172020 11:43:55

Test Person3 (CM3) - invoice no. 561 dated 11/02/2019 has a nominal code which doesn't exist in Sage
Test Person2 {CM2) - invoice no. 563 dated 11/02/2019 has a nominal code which doesn't exist in Sage
Test Person3 (CM3) - invoice no. 568 dated 11/03/2019 has a nominal code which doesn't exist in Sage

You can use this report as a guide to find any entries in the system that need correcting.
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Prospective Clients

This function allows the user to record some details of a person who may be interested in moving into the home
or homes in the future. In a multi-home scenario you can also record which home or homes the prospect may be

interested in.

If the prospect eventually becomes a resident, you can then convert the prospect record to a resident record
without having to re-enter the data.

Add/View Prospective Clients

Create a Resident Record from a Prospective Client
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Add/View Prospective Clients

This option allows you to enter some information about a prospective client who may be interested in becoming a
resident in the future.

Click on the "Utilities" tab to bring up the list of options and then select "Prospective Clients" and then "Add/View
Prospective Clients" from the menu options list.

Imvaicing Reports Utilities Settings Allowances Archives Security Help

Ltilities -
Delete a Sales Invoice Batch
Homes F Surname]
Client Rate Processin
- J H R Admizzion  |Date .&.‘”Eﬂt Cat
Refresh Sage Data oms RO Dt of Bith |5 52 [g] SRR
Eeagll H2 3 20/03/2018 27/06/1934 | 928.32 Category
View Users Currently Logged In H1 3 25/04/2013 | 06/03/1340  750.00 Category
View Invoice Deletion History H1 1 13/04/2018 | 27/0841938 0 928.92 Category

. i ) H1 2 01/06/2018 23/0941941 | 1.040.00 Categary

Update Care and Accommedation Rate History on Resident Record H2 4 03/09/2018 25/11/1936 735.00 Categary
Check Data HZ2 2 13/04/2019 26/09415942 903.92 Category
Prospective Clients [ | Add/View Prospective Clients

| Create a Resident Record from a Prospective Client

You will now see the "Prospective Residents" screen.

(4} Prospective Residents - O *
w|<ele]e]]w]l Y B N [ Y _fige |
Main Details ] Invoicing] Fiate Historyl Dss ] Eontacts] Invenlor_l,J.-’Notes] Admizzsion/Absence Histor_l,l] Documents] Tasks] Incidentsl Photos] Prospective Clients n
CLIENT DETAILS l—'l Search for Resident Surname
Reference Nurmber Title Firzt Mame Surname
| |Ml |Micke_l,J |Mouse
Adrmizzian Date Date of Birth Long or Short Stay 7 Gender
w - b -
Date Conbract |ssued Date Contract Retumed Date of Demige Room Mo,
| = I I r
Termns and Conditions - Date Sent D ate Returned Custarn Field
- - |
Date Dizscharged Discharged Tao
- | Shart-Term Dizcharge * [V

Fieazon for Dizcharge

Home Code Type Code

| =15 I =N

Category Code Local Authority Care Meed Categony

| =15 | =N
Care Level Description Care Level [High/t edium/Low)

| =] =

Does client have mental capacity ? B Deputyship Court of Protection ? I
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You can now enter basic information about this prospect and then click on the "Prospective Clients" tab on the
right.

2]

;s] Incidents] FPhd s] Prozpective Elients]

On this screen you can now select which home or homes the prospect is interested in.

4 Prospective Residents

|<J|4|p-|p-||+|w|x||

LIJEI

b4 ain Details] In'-.fcuil:ing] Fate Histl:ury] 055 ] I:Dntacts] Inventnrya’NDtes] Admizzionstbzence Hiz

Which homes are this prospective dient interested in ?

Code  |Mame A
Add 4 Care Home One

H2 Care Home Twao
Del

If you wish to see a list of the prospective clients and which homes they are interested in, you can view the
Prospective Client Module report.
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Create a Resident Record from a Prospective Client

This option allows you to convert a prospective client record into a resident record.

Click on the "Utilities" tab to bring up the list of options and then select "Prospective Clients" and then "Create a
Resident Record from a Prospective Client" from the menu options list.

Imvaicing Reports Utilities Settings Allowances Archives
Ltilities -

Delete a Sales Invoice Batch

Homes r

Client Rate Processing

Befresh Sage Data

Clear Multi-User Locks

View Users Currently Logged In

View Invoice Deletion History

Update Care and Accommeodation Rate History on Resident Record
Check Data

Security Help
Home |Room .gda?zssmn Efaé?rth E\-‘lﬂ;l:ﬂ_tu Categaory
Rate [£]
H2 3 20403/2M 8 | 27 /0641934 928.32 Category 1
H1 3 25/04/2M 3 | 060341340 780.00 Category 2
H1 1 13/04/2M8 27/08/1938 928.92 Category 1
H1 2 M A06/2018 | 2340941341 1.040.00 Category 1
Hz 4 03/09/2M38 25111936 735,00 Category 1
Hz 2 13/04/2019 26/03/1342 903.92 Category 2

Prospective Clients [

Add/View Prospective Clients

] |

Create a Resident Record from a Prospective Client

You will now see the "Create Resident Record from a Prospect" screen.

(4} Create a Resident Record from a Prospect — O >

Choose a Prospective Client Record ﬂ

(yvou should only continue with this procedure if you have all the information to
hand required to complete a full Resident recard for this person)

oK i Gose |

Click the drop down button and select the record that you wish to convert and then click the "OK" button.

You will now be asked to confirm your choice.

Confirm ot

Click "Yes" to continue or "No" to cancel. If you selected "Yes", you will now see the "Record Created"

confirmation screen, click "OK" to finish.
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Information =

You will now be taken to the Resident Record screen and will see the following reminder.

_ Custam Field |
Information 4

Click on "OK" to continue. For more information on completing a Resident Record, go to Resident Information.
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Backing Up

We recommend that CareMaster be installed on a server and that the data files are included in a regular
automated backup procedure. If this is not possible, please Contact Us for information on alternative ways of
backing up the data.

Please note that the security of your data is your responsibility.
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Archives

There are four Archive areas within CareMaster, these are Archiving Residents, Send Invoices to Archive File,
Delete Archived Residents and Delete Archived Sales Invoice Records

Details for these four areas are discussed in the following pages.
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Archiving Residents

Non-active Resident records can be archived to remove them from the main work area of CareMaster but without
losing any of the record's data or associated invoices.

To archive a Resident, find the correct record on the Resident List screen.

(4 Residents - O x

Search | j'-L Close

(by Surname)

- Current A

Ref Title First Mame surname Home |Room S:gssmn E?g?rm Weekly |Category Type Care Le
- Rate (£)

M L Mr Test Persan 1 H1 01 02/04/2013 |19/04/1935 #50.00|Category 1 Residential Elderly-
add | |_|cmz Mrs Test Person2 H1 101 03/04/2013  24/05/1929 724.00 Category 2 Residential Elderly-
|CM3 Mr Test Persan3 H1 01 29122013 04/08/1928 750.94|Category 1 Mursing Elderly-
_|cm4 Miss Test Person4 H2 04/03/2013 |31/05/1932 738.00|Category 2 Mursing Elderly-
_|CM5 Mr Test Persons H2 21/09/2013 08/03/1933 725.70|Category 2 Residential Elderly-
|SMIDD1 Mr John Smith H2 Hzjoz2 14/06/2017 25/11/1935 600,00 | Category 2 Mursing Elderly-
__|SPEOOL Mr James Spence H1 04 10/04/2017 |01/01/1942 605.05|Category 1 Mursing Elderly-

]

< >

Once you have selected the right record, click the "View" button on the left to go to the Resident Information
screen.

On the far right of the Residents screen, tick the "Archive" box and then click on the "Tick" to save.

j-'L Cloze

< Archive ¢ > [

This record will be moved to the Archive area of CareMaster, please go to View Archived Residents for
information on both viewing and returning archived residents to the main work area.
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View Archived Residents

Click on the "Archives" tab to bring up the list of options and then select "View Archived Residents" from the

menu options list.

Irvaicing Reporis Utilities Settings  Allowances Archives

| View Archived Residents |‘

Sales Invoice Archiving » [by Surname]

Delete Archived Residents

Delete Archived Sales Inveice Records SLrmsmz Fomz  Fzem

The "Archived Residents" screen will appear.

(8 Archived Residents — O *
ld | <[ || p1 | %] =]|+ |x |MrTest Perzoni | 5l ﬁ = [| @ Eil I-'LEIDSE
Main Detallz  |rvoicing  Fate History D55 Contacts  Inventory/Motes  Absences  Documents  Tasks  Incidents  Photos Archive 7

CLIENT DETAILS 053 Search for Resident Surmame | |
Reference Mumber Title Firzt Mame Surname
o I h— e |
Admizzion Date [rate of Birth Long or Short Stay 7 [aender
D2/04/2013 | 19/04/1935 | |Male V]
Date Conbract |zsued Date Contract Returned Date of Demize
Termz and Conditions - [rate Sent [Date Returned
[ate Dizcharged Dizcharged To
e | | | Short-Term Dizcharge ¥ [
Reazon for Discharge
CLASSIFICATIONS
Horne Code Type Code
|H1 | [Home1 | |RES v | |Residential |
Category Code Laocal Autharity Care Meed Categary
[C&Tl ~| |Category 1 | I v | [Eldetly-Residential |
Care Level Description Care Level [High/tedium/Low]
|EM| - |High > | Capacity ? ]

This screen can be navigated in the same way as the original Residents screen.
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If you wish to return a Resident record from the Archive to active use, deselect the "Archive" box and then click
on the "Tick" to save.

- O >

] @ Ei| Close
atz  Phoatos [ Archive ?

]
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Send Invoices to Archive File

Click on the "Archives" tab to bring up the list of options and then select "Sales Invoice Archiving" followed by
"Send Invoices to Archive File" from the menu options list.

Irvaicing Reporis Utilities Settings  Allowances Archives Security |
Archive i

View Archived Residents

Sales Invoice Archiving P” Send Invoices to the Archive File |l

Delete Archived Residents View Archived Invoices

. . SUMarme e [AELEIRi
Delete Archived Sales Inveice Records

T T

[rate

The "Archive Sales Invoice Records" screen will appear.

Archive Sales Invaices Dated B efore

Click on the drop down button to select a date from the calendar. CareMaster will archive all invoices before the

specified date, E.g. if you wish to archive all invoices up to and including 31/12/2015, the date entered should be
01/01/2016.

Click on the "OK" button to continue. You will then be asked to confirm your choice.

Confirm ot

o This will archive all sales inveices dated before
01/01,2016

Continue

Click on "Yes" to confirm or "No" to cancel.

When the archiving process has finished you will see the following screen.

Information =

Click on "OK" to end.
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View Archived Invoices

Click on the "Archives" tab to bring up the list of options and then select "Sales Invoice Archiving" followed by
"View Archived Invoices" from the menu options list.

Invoicing Reports Utilities Settings  Allowances Archives Security
Archive -

Yiew Archived Residents

Sales Invoice Archiving 3 Send Invoices to the Archive File

Delete Archived Residents Yiew Archived Invoices
- - EL U U |
Delete Archived Sales Invoice Records e S Date

The Archived Sales Invoices screen will appear.

fg Archived Sales Invoices - X
<l p | p [ OICE -+ Search for lrvoice D = E l'-LgDSE

Main  Charges Misc

Ireecice Mo, Date [ 1 42014 V| Fapment Due Date ||:|-| 022014 v|

Funding Source |LEIE e | |Lu:u:a| Autharity | Created by | |
Sage Sales Code Chl1 | Tupe |General - | Date Created | |
M arne Chi Test 1

Address

Ewported to Sage ¥

Printed ?
Town Printable Irvaice 7
County Date E-Maied  [03/07/2014 1019
Fost Code

Mo, Days
Period o204 | To (3msand
Client M arne |h-1r Test Persan | Contact |
Specific Comments
Direct Debit C5Y File Detailz - Ref |
Tranzaction Code I:I
Mett VAT Grozs

|Fvoice Total | D_EIE|| | 11071 4|

Archived invoices can be navigated and searched in the same way as current invoices, please see Invoice View
for details.

For information on reprinting archived invoices, please go to Reprinting Archived Invoices.
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Reprinting Archived Invoices
On occasion it may be necessary to reprint a copy invoice when the original has been archived.

Click on the "Archives" tab to bring up the list of options and then select "Sales Invoice Archiving" followed by
"View Archived Invoices" from the menu options list.

Invoicing Reports Utilities Settings  Allowances Archives Security

Archive -

Yiew Archived Residents

Sales Invoice Archiving 3 Send Invoices to the Archive File

Delete Archived Residents Yiew Archived Invoices
=l

- - EL LIRS DL L
Delete Archived Sales Invoice Records e i Date

The Archived Sales Invoices screen will appear. Locate the invoice you wish to reprint and then click on the
"Unarchive This Invoice" button (the red 'arrow' button) at the top of the screen.

IMWOICE Oearch for Irvoice E

1 Mate [ma e ma s 1 P.

You will then be asked to confirm your choice.

: o Un-archive this invoice

Click on "Yes" to continue or "No" to cancel.

When the process is complete you will see the following screen.

|Information ot

o Invoice successfully un-archived

The invoice will now have been returned to the active invoice file. This invoice can now be reprinted as usual (see
Invoice View for details).

When the invoice has been printed it can be re-archived if necessary (see Send Invoices to Archive File for
details).
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Delete Archived Residents

Click on the "Archives" tab to bring up the list of options and then select "Delete Archived Residents" from the
menu options list.

Imvoicing Repors Utilities Settings  Allowances Archives
Archive -

Yiew Archived Residents

Sales Invoice Archiving 3 [bw Surname]

Delete Archived Residents

Surname Haome |Room

Delete Archived Sales Invoice Records

Tl oo, - .. - .

The "Delete Archived Residents" screen will appear.

A} Delete Archived Resi.. — O >

This will permanently delete previously archived resident
records with a 'Chargeable Period of Residence - To'
date less than or equal to -

Date || -

W OK fL_h]SE |

This deletion is done on a date basis. Any archived resident with a "Chargeable Period of Residence - To" date
which is earlier than or equal to the date entered will be deleted. (For more information on this date please go to
the Resident Information Invoicing page.)

Click on "OK" to continue.

You will then be asked to confirm your choice.

Confirm ot

Do you want to permanently delete all previously archived resident
records with a 'Chargeable Period of Residence - To'
date less than or equal to 01,/01,/1920

Yes Mo

Click on "Yes" to continue or "No" to cancel.

If you selected "Yes", you will then see a screen confirming that the deletion has been completed.
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Information =

Click on "OK" to finish.
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Delete Archived Sales Invoice Records

Click on the "Archives" tab to bring up the list of options and then select "Delete Archived Sales Invoice Records"
from the menu options list.

Invoicing Reports Utilities Settings  Allowances Archives
Archive -

Yiew Archived Residents

Sales Invoice Archiving 3 [by Surname]

Delete Archived Residents

Delete Archived Sales Invoice Records | Burame Horne | Room

The "Delete Archived Sales Invoice Records" screen will appear.

4 Delete Archived Sales... — O x

This will permanently delete previously archived sales
invoice records with an 'Tnvoice Date’ less than or
equal to -

Date -

o OK fLQIn:nse |

This deletion is done on a date basis. Any archived sales invoice with an "Invoice Date" which is earlier than or
equal to the date entered will be deleted. (N.B. The "Invoice Date" is not necessarily the same as the period
that the invoice relates to.)

Click on "OK" to continue.

You will then be asked to confirm your choice.

Confirm ot

Do you want to permanently delete all previcusly archived sales
invoices with an 'Invoice Date' less than or
equal to 01,/01,/1920

Click on "Yes" to continue or "No" to cancel.

If you selected "Yes", you will then see a screen confirming that the deletion has been completed.
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Information -

.................................

Click on "OK" to finish.
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Reports

There are a range of standard reports in CareMaster and these can be run using a variety of criteria. There is
also a built in report writer that can be used to edit the appearance of invoice layouts etc.

The following pages give details for each of these items.

Invoicing and Financial

Resident

General

Design
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Invoicing and Financial

The following reports are included in this section:

Sales Invoice Day Book List

Invoicing Audit Check

Client Invoice History

Average Fee Rate

Sage Multi-Period Postings List

Validate Charge Templates

Actual/Expected Invoice Comparison

Expected Invoicing Report

Income by Charge Type

Sales Invoice E-mail Transmission History

Sales Invoice Direct Debit CSV File

Revenue by Room

Resident Care Schedule

Invoice Batch History
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Sales Invoice Day Book List

Click on the "Reports" tab to bring up the list of options and then select "Invoicing & Financial" followed by "Sales
Invoice Day Book List" from the menu options list. There are three versions of this report and they are detailed
below.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reports Utilities Settings  Allowances Archives Security Help

wﬂ-}
Inveoicing & Financial bm Sales Invoice Day Book List » List
Resident r Invoicing Audit Check List by Payment Type
General k Client Inveice History Detailed by Batch Ref to C5V File
Design fverage Fee Rate ate of Birth HWaEteER[g] EETETY
~ | p|acom Mr 2 Sage Multi-Period Postings List B/02/2018 0341241940 750.00 Category 1
M _|EM1 Mr ] Validate Charge Templates 2/04/2013 197041935 850,00 Categary 1
Add CrM2 Mrz ] . . i 3/04/2013 | 24/05/1929 | 724.00 Category 2
— Actual/Expected | C
B M ey RpEciEa vDlee ompatizon 9/12/2013 04/08/1928  892.25 Category 1
=i Chi4 Miss |] | Expectedinvoicing Report 4/03/2013 31/05/1932 817.52 Category 2
e | CM5 b 1 ] Income by Charge Type 1/03/2013 0840341333 A0B.37 Categomy 2
| | 51001 b1 d Sales Invoice E-Mail Transmission History 4/06/2017 | 25111936 | BO0.00 Category 2
SPEOOT b1 d _ _ _ _ 0/04/2017 01/01/1942 B18.17 Categoy 1
[— Sales Invoice Direct Debit TS5V File
Revenue by Room
Resident Care Schedule
Invoice Batch History

If you select the first option ("List"), the "Print Sales Invoice Day Book" screen will appear.

197



Print Sales Invoice Day Book >

Fram Irvoice Date ||:|1 014900 ﬂ
To Invoice Date |31 AM2/2099 ﬂ

Framm lry. Mo 0
To . Mo 999999

Haorme AL -

R eport Order - f* Client Surname

(" Irwoice Mumber

ghow -
f* all ifvoices

(" invoices posted to Sage

(" invoices not posted to Sage

fL Cloze |

The report can be run for any date range or invoice number range required and in the case of a multi-home
installation either for all homes or an individual home. The report can also be ordered either by Client Surname or
Invoice Number. In addition there is the option of including All Invoices, Invoices Posted to Sage or Invoices Not
Posted to Sage. When the relevant criteria have been selected, click on the "OK" button to continue.

The Printer dialog box will be displayed to allow the user to select which printer to send the report to.

Print ol
Printer
Mame: "W -a-solutions 1WHP Color Laserlet CP121F ~ Properties...
Status: Ready
Type: HP Color Laserlet CP1215
Where:  USBDO1
Comment:
Print range Copies
(Al MNumber of copies: 1 =
Pages
Collate
Selection 1-1 2-2 3-3
Cancel

Select the correct printer and then click on "OK". A print preview will now be displayed allowing a final check
before printing, the report can now be printed or exported from this screen.
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QBF'rE-.'iE-.t-
SEEHAERA| R we- E|EOE | K 41 oft b M

Sales Invoice
Period: 01/01/2014 - 31/01/2014
Invoice Date Invoice No. Client Invoicee
Home 1
010012014 9 Perzsoni - Test Mr CH Test 1
Total Home 1
REPORT TOTAL

If you select the second option (List by Payment Type), the "Day Book by Payment Type" screen will appear. This
report is used in conjunction with the Sales Invoice Payment Methods setting.

3} Day Book by Payment Type — O >

FrﬂITI Date Ulﬂ:llflgﬂl a
To Date 31/12/2050 -

Sales invoice payment type | e |
({leave blank to see all payment types)

Hame |.|5.J_L e |

The report can be run for any date range and you can then select either a specific Payment Type or leave blank
to list all Payment Types, and in the case of a multi-home installation either for all homes or an individual home.

When the relevant criteria have been selected, click on the "OK" button to continue.

You will then be asked to confirm your choice.
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o Run "Sales Invoice Day Book by Payment Type' report

Yes Mo

Click "Yes" to continue or "No" to cancel.

The report will now be displayed on screen and can be printed or exported. This report has an additional column
to show the Payment Method.

Day Book by Payment Method

Payment § Payment
Invoice Type Period [}ugm Me}t’wnd Gross

CFH General 01072016 - 2800772016 MAOT2016 S0 513.20

General 11/07/2016 - 07/08/2016  11/07/2016 DD 212210
If you select the third option (Detailed by Batch Ref to CSV File), you will see the following screen.

4 Sales Invoice Day Book Detailed — O >

Choose Batch | ﬂ Send report to -

(leave blank to select all batches) {* Screen

From Date 01/01/1501 ~| (" Printer
- csv
To Date 31/12/2050 vl

ok | i dose |

From the drop down list select the batch you wish to report on or you can choose a date range and the report will
show all batched within that range. Select the output type on the right and then click on "OK" to continue.

If you selected "Screen”, you will see a preview of the report on screen, if you selected "Printer”, the report will be
printed on your default printer or if you selected "CSV", you will see a box giving information about the name and
location of the CSV file that has been created.

Information =

o Report ChProgram Files
(x36\CareMaster\Reports\S|_Day_Book_Detailed. C5Y
created ..
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Navigate to the file location and the CSV file can then be opened and viewed in an appropriate program.

| sI_Day_Book_Detailed - Notepad
File Edit Format View Help

353,81/83/2817,CM3,082/82/2817 -81/83/2817,28,156.25,625
354,81/83/2817,CM1,82/82/2817 -81/83/2817,28,648.5874,2562.35
354,81/83/2817,CM2,082/82/2817 -81/83/2017,28,567.75,2271
354,81/83/2017,CM3,02/02/2017 -81/83/2017,28,485.52,1942.88
355,81/83/2817,0H-1A,82/82/2817 -81/83/2817,28,131.45,5688
356,81/83/2817,0H-1A,82/82/2817 -81/83/2817,28,15%6.25,625
357,81/83/2817,0H-CD,02/82/2817 -81/83/2817,28,298.37,1161.48
358,01/83/2017,CM2,02/82/2017 -81/83/2017,28,156.25,625
147,81/83/2817,CH-MW,82/82/2817 -81/83/2817,28,156.25,625
148,81/83/2817,CM5,82/82/2817 -81/83/2817,28,156.25,625
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Invoicing Audit Check

This report is used to determine whether all residents have been invoiced for a given period. Click on the
"Reports" tab to bring up the list of options and then select "Invoicing & Financial" followed by "Invoicing Audit
Check" from the menu options list.

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances Archives Secu

Repaorts -
Inveoicing & Financial  » Sales Invoice Day Book List k
Besident » Invoicing Audit Check
General k Client Inveice History g
Design Aoerage Fee Rate £
b ACD01 Mt A Sage Multi-Period Postings List E
M _|EM1 hdr ] Malidate Charge Ternplates 2
add || [EME krz | . ) ) 3
BEE Mr ] Actual/Expected Invoice Comparison q
J _|Ch4 [T Expected Inveicing Report 4
Cr5 b ] Income by Charge Type 1
4
0

_|SMI0oT Mr ; Sales Inveoice E-Mail Transmission History
SPEOO Gl i
— Sales Invoice Direct Debit C5Y File

Bevenue by Room

Resident Care Schedule

Invoice Batch History

The "Invoicing Audit Check" screen will appear.

¥ Invoicing Audit Check — O >
Chooze Home | iy | Sendreportto - (@) Sereen
[leawe blank to choosze all homes) () Printer

o 0K 1| Close

If this is a multi-home installation, choose a home or leave blank for all homes, then select the date range for the
report and the output type (screen or printer). Finally, click on "OK" to produce the report.

You will now be asked to confirm your choice.
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|
o Run report

Click on "Yes" to continue.

If you chose "Screen" a print preview will now be displayed allowing a final check before printing, the report can
now be printed or exported from this screen.

pg:e::'.?e ew : Sales Invoice Audit Chec — O
dor 1y e e = S W 5 & 5 H Close
ThumbNails  Search Results
1
Sales Imoice Audit Check
Pariai: 01 /D017 - 30/ OKIOT
= to Dy
B i Pl Rasiarie rRioE sl
------------ L= N N 3000 00D
= ] — ;o 0o
(=01 Parson - Tes 3000 00D
L=/ ] Pargond - Tes 2000 ol ]
L=/ k] Parsons - Tes 3o [als o]
[=2F ) Parsond - Tem 3000 00D
(= H Parsons - Tes 3000 00D
CHHAW " 3000 00D
REPORT TOTAL 240.00 000
Toal no. rsilas - &
A g o S T P - 30
31% Page 1of1 Sales Invoice Audit Check
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Client Invoice History

Click on the "Reports" tab to bring up the list of options and then select "Invoicing & Financial" followed by "Client
Invoice History" from the menu options list.

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances Archives SecL

Repaorts -
Inveoicing & Financial  » Sales Invoice Day Book List k
Besident » Invoicing Audit Check
General k LClient Inveice History :
Design Aoerage Fee Rate g
| dF )| br i Sage Multi-Period Postings List E
M _|EM1 hdr ] Malidate Charge Ternplates 2
add || [EME krz | . ) ) 3
BEE Mr ] Actual/Expected Invoice Comparison q
J _|Ch4 [T Expected Inveicing Report il
Cr5 b ] Income by Charge Type 1
4
0

_|amiont Mr . Sales Inveoice E-Mail Transmission History
| |SPEOM b1 A

Sales Invoice Direct Debit C5Y File
Bevenue by Room

Resident Care Schedule

Invoice Batch History

The "Client Sales Invoice History" screen will appear.

b

Resident

iy | Send repart ba -

[leave blank for all residents] (®) Screen

From Date 0/01/2000 ~ O Piinter
TaDate NA2/2099

Home |f-‘aLL v |

V' OK f| Cloze

Select a resident from the drop down list or leave the filed blank for all residents. Enter a date range in the "Date
From" and "Date To" boxes, choose the "Output Type" (screen or printer) and then click on "OK".

You will then be asked to confirm your choice.
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Run report

Click on "Yes" to continue or "No" to cancel.

If you chose "Screen", a print preview will now be displayed allowing a final check before printing. The report can

be printed or exported from this screen.

E)

1 RN
ThumbMails

||

Search Results
1

]

31% Pagelof2

']
= = = m T 5 & = B | Close
Client 5ales Imvoice History

P o 10142000 - N SR099

it

Fserance s

3093 Parson Tas Sape Cogle  WwOCENG  Dans Gross:

Az [= ]
(=131 OVOERO1s 1.000.00
(=131 05 2014 200000
(= bl e g B 200000
(= bl OV I 4 107143
(= 0l OV 4 1A A4
L=k L=y B 10743
(= b1 VT4 TEE34
(= b1 Legis g B 108831
L= 01 R4 10000
(=201 Ll g B 10,00
(=201 Ll ey B 10,00
(=201 OV a4 10,00
L= 0l VeI 4 10000
L= 0 OV 4 10000
(= bl VORI 4 10000
(= bl ORI 4 10000
(= 0l [y g B 10000
T4 o4 10000
T4 o 4 10000
L=k Ll lg bl 10000
(= b1 TR E 10000
L= 01 Lol aiigE-d 10000
(=201 oS 500
(=201 oS 48027
(=201 oS 13258
L= 0l Vs 1411
L= 0l V@IS 10000
L= 0 V@IS SO0
(= bl VIS S0ass
(= 0l VIS 14578
T4 VIS 054
L=k VRIS 10000
(= b1 ORI S 500
(= b1 ORI S 13200
(= b1 Legila=tg B 108831
(=131 3R i) 1.0%6.31
(=131 [y Rt~ aa T 1.0%.31
(=131 [y Ryt~ aa T S07
(= bl VL4 108631
(= 0l OV S 108631
T4 [egis g B 15.00
T4 [egis g B 1400
L=k Lt Bl 10000
(= b1 Legile tuag E-d TEO
T4 VIS 15.00
L=k Lt Bl 2500
(= b1 Legile tuag E-d 3500
(=131 OV o015 19=57
(=131 OV R0 110714
(=131 ] OVOR0s 1200
Tioal br Adiresses 2F18
Adiresses AZ Compary

WICOMPA. 35 LS04 2000000
MDCOMPA 354 VBT L5L35
WICOMPA ITE VRIS LATETO

Client Sales Invoice History
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Average Fee Rate

Click on the "Reports" tab to bring up the list of options and then select "Invoicing & Financial" followed by
"Average Fee Rate" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reporis Utilities Settings  Allowances Archives SecL

Reports -
Invoicing & Financial ¥ Sales Invoice Day Book List k
Resident » Invoicing Audit Check
General k LClient Invoice History ;
Design Average Fee Rate 1k

pACDOT T . Sage Multi-Period Postings List E

M :EM1 Mr ] Validate Charge Templates 2

Add Jf | Emé E:S Actual/Expected Invoice Compariscn 3
J |4 Mizs - Expected Inveicing Report 4
_|CM5 br Income by Charge Type 1
_| SMIOOT Mr ” Sales Invoice E-Mail Transmission History 4
SPEOM Mr d 0
— Sales Invoice Direct Debit TS5V File
Revenue by Room
Resident Care Schedule
Invoice Batch History

The "Average Fee Report" screen will appear.

5
Include Clients in Resident as at - |'IEI.-"EI4.-"2EI'I 7w |
Harme [leave blank for all homes) | iy |
Sart Bepart by | iy |
Report Format (®) Detailed

() Summary

V' OK f| Cloze

This report calculates the average fee rates "as at" a specific date. Select the date you wish the report to be run
for, then select the Home or leave blank for all homes. There is then a sort option, this report can be sorted by
"Resident Type, Resident Category, Local Authority Care Need or Funding Source". There is one further choice
to be made, either "Detailed" or "Summary". The Detailed version of the report lists each resident and their fees
with a calculated average at the bottom of each section. The Summary version gives one line for each sort option
with home and overall totals.

When you have made your selections, click on "OK".

You will then be asked to confirm your choice.
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Confirm ot

o Run report

| Yes | | Mo

Click on "Yes" to continue or "No" to cancel.

A print preview will now be displayed allowing a final check before printing, the report can be printed or exported
from this screen.

3 ~BC
SEEHA AR R - QB EDEE| N 41 ofl b M

Client Rate Analysis - Summary
Weekly Fee
Home 1
Nursing 1,049.82
Resid ential 1,451.96
Average for Home 1,210.68
Home 2
Nursing B884.45
Resid ential 1,025.45
Average for Home 931.45
Average for Report 1,105.97
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Sage Multi-Period Postings List

If you do not wish to use the function to post invoices to Sage across multiple accounting periods this report can
be helpful to speed up your month end journals by giving you a list of the relevant postings to be made.

Click on the "Reports" tab to bring up the list of options and then select "Invoicing & Financial" followed by "Sage
Multi-Period Postings List" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reports Utilities Settings  Allowances Archives Sec

Repaorts -
Inveoicing & Financial ¥ Sales Invoice Day Book List k
Besident » Invoicing Audit Check
General k Client Inveice History ;
Design Ferage Fee Rate ‘
| AP M1 i Sage Multi-Period Postings List i
M :EM'I Mr ] Malidate Charge Ternplates 4
Add Jit | EE; E:S Actual/Expected Invoice Compariscn ;
J = Mizs Expected Inveicing Report 4
_|CM5 br Income by Charge Type 1
_|SMIdOT Mr ” Sales Invoice E-Mail Transmission History 4
SPEOOT Mr d C
[— Sales Invoice Direct Debit TS5V File
Revenue by Room
Resident Care Schedule
Invoice Batch History

The "Sage Multi-Period Postings Report" screen will appear.

A} Sage Multi-Period Postings Report — O x

Frarm D ate - | E wpart Farmat
ToDaste [ < fo Summang
(" Detailed
Hame - |
Fram [rvoice Ma. i
Ta lrvoice Mo, 933999

' OK | Close |

Enter the date range and home or alternatively a home and invoice number range, choose the export format
and then click "OK" to run the report. If you selected "Summary" as the output format, this will give you a list of
amounts to be posted per nominal code, department and accounting period.

A print preview will now be displayed allowing a final check before printing, the report can now be printed or
exported from this screen.
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mpreview
QEBAIA|Q we- QE|[EOE | K 41+ oft b KW Cose_|

Sage Multi-Period Postings Report

Period: 01/01/2017 - 31/01/2017 Printed at 15:17-15 on 11/12/2018
MNominal Cost
Month Year Nett Code Dept Centre Home
1 2017 7,504 10 4000 0 Home 1
1 2017 392 14 4000 1 Home 1
1 2017 2,.470.84 4000 3 Home 1
2 2017 1,602 67 4000 0 Home 1
2 2017 827.86 4000 1 Home 1
2 2017 91.51 4000 3 Home 1

Total: 12,979.12

Alternatively, if you select "Detailed" as the output format, you will see a report which shows the individual invoice
which make up the totals.

aPreview -
CEEH,AZHA|Q wu- QAE EOEE| K41 of2 b M Close |

Sage Multi-Period Postings Report - Detailed

Nominal
Month Year Code Dept Home
1 2017 4000 0 Home 1 .
Mo. Invoice
Invoice No. Client Invoicee Period Days MNett  Total
305 Sundry 05/01/17 - 01/02/17 27 3,080 63 4,137.39
306 Mrs Joan Armbruster Mike Hall 05/01/17 - 01/02/17 27 602 68 62500
307 Mrs Joan Armbruster Stephen Kiszow 05/01/17 - 01/02/17 27 507.02 525.80
308 Mrs Carol Dobson Stephen Kiszow 05/01/17 - 01/02/17 27 1,120.00 1,161.48
309 Mrs Test Person2 Mrs Smith 05/01/17 - 01/02/17 27 602.68 625.00
343 Mrs Carol Dobson PF02 AKK 23/01/17 - 19/02/17 9 682.10 2,122.10
7,504.10

209



Validate Charge Templates

This report will produce a list of any charge templates that have been set up incorrectly (e.g. missing nominal
ledger codes, etc.). Click on the "Reports" tab to bring up the list of options and then select "Invoicing &
Financial" followed by "Validate Charge Templates" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reports Utilities Settings  Allowances Archives Sec

Repaorts -
Inveoicing & Financial ¥ Sales Invoice Day Book List k
Besident » Invoicing Audit Check
General k Client Inveice History ;
Design Ferage Fee Rate ‘

b ACD01 T . Sage Multi-Period Postings List E

M :EM'I Mr ] Malidate Charge Ternplates 4

Add Jit | EE; E:S ] Actual/Expected Invoice Compariscn E
J = Mizs Expected Inveicing Report 4
_|CM5 br Income by Charge Type 1
_|SMIdOT Mr ” Sales Invoice E-Mail Transmission History 4
SPEOOT Mr d C
[— Sales Invoice Direct Debit TS5V File
Revenue by Room
Resident Care Schedule
Invoice Batch History

The "Validate Charge Templates" screen will appear.

-
Run repart for all clients in rezsidence at - Send report to -
5
05/06/2017 ®) Screen
() Prirter

Thiz repart may show incorect resulks if you have not recently refreshed Sage data

' OK f| Cloze

Specify a date and select the output type for the report (screen or printer), then click "OK" to run the report.

N.B. Please take notice of the message on this screen. - "This report may show incorrect results if you
have not recently refreshed Sage Data".

If you selected the "screen" option, a print preview will now be displayed allowing a final check before printing,
the report can now be printed or exported from this screen.
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Ll

8 & & HE |

Close

Resident

Charge Template Validation Report

Template Type Sales

INVALID CODES
MNominal VAT

Dept
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Actual/Expected Invoice Comparison

This report will produce a list of expected invoicing for a given month (based on the charge templates that have
been created) compared with what has actually been invoiced. Click on the "Reports" tab to bring up the list of
options and then select "Invoicing & Financial" followed by "Actual/Expected Invoice Comparison” from the menu
options list.

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances Archives Secl

_|amiont Mr . Sales Inveoice E-Mail Transmission History
| |SPEOM b1 A

Repaorts -
Inveoicing & Financial  » Sales Invoice Day Book List k
Besident » Invoicing Audit Check
General k Client Inveice History ;
Design Aoerage Fee Rate H
| dF )| br i Sage Multi-Period Postings List E
M _|EM1 hdr ] Malidate Charge Ternplates =
add || [EME Mrs | . X X -
BEE Mr ] Actual/Expected Invoice Comparison c
J _|Ch4 [T Expected Inveicing Report 4
Cr5 b ] Income by Charge Type 1
4
C

Sales Invoice Direct Debit C5Y File
Bevenue by Room

Resident Care Schedule

Invoice Batch History

The "Actual/Expected Invoice Comparison" screen will appear.

¥ Actual/Expected Invoicing Comparison — O >
Chooze Home | iy | Sendreportto - (@) Sereen
[leawe blank to choosze all homes) () Printer

From Date

TaDate

II

Only show vanances »

g

j"L Cloze

Select the home you wish to run the report for, or leave blank for all homes. Then select a date range (N.B. This
report can only be run for complete months). In the box below the date ranges enter a variance percentage
(if you have a mixture of Calendar Monthly and Periodic Invoice Periods, there are likely to be variances because
some invoice periods overlap month ends), if you want to see everything enter '0', otherwise choose a suitable
figure. Finally select the output type.
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If you chose 'screen’, a print preview will now be displayed allowing a final check before printing, the report can

now be printed or exported from this screen.

QE | EMe G| M4t oft b M

Expected/Actual Invoicing Comparison

01/05/2017 - 31/05/2017
Expected Actual Variance
Resident Invoicing Invoicing Yo
Home 2
Person4 - Test 3,268.29 0.00 3,268.29 100.00
3,213.81 0.00 3,213.81 100.00

Person5 - Test
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Expected Invoicing Report

This report will produce a list of expected invoicing for a given month (based on the charge templates that have
been created). Click on the "Reports" tab to bring up the list of options and then select "Invoicing & Financial"
followed by "Expected Invoicing Report" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reporis Utilities Settings  Allowances Archives Sec

Reports -
Invoicing & Financial ¥ Sales Invoice Day Book List k
Resident » Invoicing Audit Check
General k LClient Invoice History :
Design Average Fee Rate .

pACDOT T . Sage Multi-Period Postings List E

M :EM1 Mr ] Validate Charge Templates 2

Add Jf | Emé E:S Actual/Expected Invoice Compariscn E
J |4 Mizs Expected Inveicing Report :
_|CM5 br Income by Charge Type 1
_| SMIOOT Mr ” Sales Invoice E-Mail Transmission History :
SPEOM Mr d [
— Sales Invoice Direct Debit TS5V File
Revenue by Room
Resident Care Schedule
Invoice Batch History

The "Expected Invoicing Report" screen will appear.

A Expected Inveicing Report — O *
Chooze Home | j Sendreport to - (F Screen
[lzave blank to choose all homes) (" Privter

From Drate -
To Date -

Show Rezident Mames on Repart B

YK e |

Select the home you wish to run the report for, or leave blank for all homes. Then select a date range (N.B. This
report can only be run for complete months). If you wish the resident names to appear on the report, tick the
box. Finally select the output type.

If you chose 'screen’, a print preview will now be displayed allowing a final check before printing, the report can
now be printed or exported from this screen.
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mpreview
SEEH AR R ww- QE|EOE S| K41 oft b M Close

Expected Invoicing Report

01/01/2019 - 31/01/2019

) Expected Current
Resident Invoicing Rate
Home 1
3098 4,439 24 1,002 .41
3100 4,131.37 932.89
3093 3,764 29 850.00
3094 3,206.29 724.00
3095 3,325.59 750.94
Total for Home 18,866.78
Resident Count: 5

Average Current Rate: £ 852.05
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Income by Charge Type

Running this report will produce a spreadsheet listing all current residents and showing a breakdown of their fee
structures from the charge templates. Click on the "Reports" tab to bring up the list of options and then select
"Invoicing & Financial" followed by "Income by Charge Type" from the menu options list.

Lizenced Solel and Exclusivel to - Demo

Imvaicing Reparts Utilities Settings  Allowances Archives Secl

Rzparts -
Invoicing & Financial  » Sales Invoice Day Book List r
Resident » Invoicing Audit Check
General » Client lnveice History ;
Design Ferage Fee Rate ‘

: t.-’-‘-.EEIEﬂ T . Sage Multi-Period Postings List E
M _|CH1 Mr Malidate Charge Ternplates 4
Add | Emi E:g ] Actual/Expected Invoice Comparison ;
J : Chd Miss Expected Inveicing Report 4
_|CMS Mr ] Income by Charge Type 1
_|SMIdOT Mr ” Sales Invoice E-Mail Transmission History i
SPEOOT Mr 4 C
— Sales Invaoice Direct Debit C5V File
Revenue by Room
Resident Care Schedule
Invoice Batch History

The "Income by Charge Type" screen will open.

&
Report date |05/05/2017 «

J Ok, l-'L Close

This report is run "as at" a specific date, select the required date from the dropdown calendar and then click "OK"
to continue.

The following information screen will then appear.

o Spreadsheet C\Program Files
(x86\Care...\Fee_Analysis_by_Funding_Source_Reportxls

created ...
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This gives the details about where the created spreadsheet file has been saved. Browse to the location given and
double click the file to open.

The spreadsheet displays each resident with their fee breakdown. If you have more than one home, each home
is displayed on a separate worksheet.

A B = D E F G H 1 ] K L M
1 |Ref Room_Mo Resident_Name Home_Code Admission_Date Sort_Order ACC BASIC DAYC FNC LA PRIV RPT
2 3 ’01 Mr Test Personl H1 02/04/2013 461.25 640.59 ] 0] 0 265.0001 o
3 4'02 Mrs Test Person2 H1 03/04/2013 o 567.75 0 155.05 0 124.338 700
4 5 Mr Test Person3 H1 29/12/2013 o 485.52 ] 155.05 0 176.278 o
5
6
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Sales Invoice E-mail Transmission History

This report will give a list of all invoices that have been sent out by email within a given date range. Click on the
"Reports" tab to bring up the list of options and then select "Invoicing & Financial" followed by "Sales Invoice E-
mail Transmission History" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reports Utilities Settings  Allowances Archives Sec

Reports [
Inveoicing & Financial ¥ Sales Invoice Day Book List k
Besident » Invoicing Audit Check
General k Client Inveice History ;
Design Ferage Fee Rate ‘
b ACD01 T . Sage Multi-Period Postings List E
M :EM'I Mr ] Malidate Charge Ternplates 4
Add Jit | EE; E:S Actual/Expected Invoice Compariscn ;
J = Mizs - Expected Inveicing Report 4
_|CM5 br Income by Charge Type 1
_|SMIdOT Mr ” Sales Invoice E-Mail Transmission History 4
SPEOOT Mr d C
[— Sales Invoice Direct Debit TS5V File
Revenue by Room
Resident Care Schedule
Invoice Batch History

The "E-mail Transmission History" screen will open.

A} Sales invoice E-M...  — O >

From Date g 1/01/2000 - |
To Date 31/12/2099 - |

Show invoice address onreport 7 [

j'L Close |

Enter the required date range for your report, you can also choose to show the invoice addresses o the report by
ticking the box. Then click on "OK" to continue.

You will then be asked to confirm your choice.

o Run report
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Click on "Yes" to confirm.

A print preview will now be displayed allowing a final check before printing, the report can now be printed or
exported from this screen.

¥ I 8 & & = | Close

Sales Invoice E-Mail Transmission History
Period: 01/08/2014 - 31/08/2014

E-Mail Addressee Inv. Ref. Date Sent

colin@c-a-solutions.com

19 01/08/2014 12:05
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Sales Invoice Direct Debit CSV File

If you are collecting payments from clients by Direct Debit and wish to use CareMaster to generate CSV files
for uploading to your bank, you will need to follow the instructions given in_Direct Debit Output and Sales
Invoice Payment Methods to set up the relevant payment methods and then assign them to the specific Charge
Templates you wish to include.

To run the process for creating a Direct Debit CSV file, click on the "Reports" tab to bring up the list of options
and then select "Invoicing & Financial" followed by "Sales Invoice Direct Debit CSV File" from the menu options
list.

Lizenced Solely and Exclusivel to - Demo

Irvaicing Reports Utilities Settings  Allowances Archives Secl

Rzparts -
Inveoicing & Financial ¥ Sales Invoice Day Book List »
Resident » Invoicing Audit Check
General » Client Inveice History ;
Design Aerage Fee Rate ¢
: t,&,EDm Mr i Sage Multi-Period Postings List E
M _|CH1 br Malidate Charge Ternplates ~
Add J Emé E:S ] Actual/Expected Invoice Comparison ;
J : Chi4 Misz | Expected Inveicing Report 4
_|CM5 M1 ] Income by Charge Type 1
_|SMI0oT Mr ; Sales Invoice E-Mail Transmission History 1
SPEOO i . C
— Sales Invoice Direct Debit C5V File
Revenue by Room
Resident Care Schedule
Invoice Batch History

The "Sales Invoice Direct Debit CSV File" screen will open.

b
From Date
Choose Home e

lose

o OK

Eu

Enter the required date range and select the home you wish to work with, then click on "OK" to continue.

The following information screen will then appear.
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o Report C\Prograrm Files
(x86\CareMaster\Reports\H1_DD_CSV_Export.C5V
created ...

This gives the details about where the created file has been saved. Browse to the location given to find the file
and upload to your bank. If the fields within the report need to be in a different order, this can be done by editing
the template file in the Design function. If you are unsure about how to do this, please Contact Us.
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Revenue by Room

This report gives a summary of the weekly fees for each room broken down by Funding Source. Click on the
"Reports" tab to bring up the list of options and then select "Invoicing & Financial" followed by "Revenue by
Room" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reports Utilities Settings  Allowances Archives Sec

Reports -
Inveoicing & Financial ¥ Sales Invoice Day Book List k
Besident » Invoicing Audit Check
General k Client Inveice History ;
Design Ferage Fee Rate ‘

b ACD01 T . Sage Multi-Period Postings List E

M :EM'I Mr ] Malidate Charge Ternplates 4

Add Jit | EE; E:S Actual/Expected Invoice Compariscn ;
J = Mizs - Expected Inveicing Report 4
_|CM5 br Income by Charge Type 1
_|SMIdOT Mr ” Sales Invoice E-Mail Transmission History 4
SPEOOT Mr d C
[— Sales Invoice Direct Debit TS5V File
Revenue by Room
Resident Care Schedule
Invoice Batch History

The "Revenue by Room" screen will appear.

b

Chooze Home | iy | Sendreportto - (@) Sereen

[lzave blank to chooze all homes] () Printer

Fepart D ate 08/05/2017 -

« 0K f| Cloze

Choose the home you wish to run the report for, or, if you want to run it for all homes leave blank. Select the date
you wish to run the report at and choose an output option (screen or printer). Then click on "OK" to continue.

A print preview will now be displayed allowing a final check before printing, the report can now be printed or
exported from this screen.
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H | N g = & | Close
Revenue by Room
Report as at 02/04/2013
Home 1
Room Resident  Funding Source Sage Code Admission Date  Weekly Fee
01

Person - Test Mr (3093) 02/04/2013
LOC
CM1 911.25
KYZCOMPA 2,796.44
Total for LOC 3,709.69
PRI
CM1 515.58
Taotal for PRI 515.58
Resident total 422527
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Resident Care Schedule

This produces a spreadsheet that displays information relating to the residents as categorised through the Care
Levels settings. Click on the "Reports" tab to bring up the list of options and then select "Invoicing & Financial"
followed by "Resident Care Schedule" from the menu options list.

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances Archives Secl

_|amiont Mr . Sales Inveoice E-Mail Transmission History
| |SPEOM b1 A

Repaorts -
Inveoicing & Financial  » Sales Invoice Day Book List k
Besident » Invoicing Audit Check
General k Client Inveice History ;
Design Aoerage Fee Rate H
b ACD01 Mt A Sage Multi-Period Postings List E
M _|EM1 hdr ] Malidate Charge Ternplates =
add || [EME krz | . ) ) |-
BEE Mr ] Actual/Expected Invoice Comparison c
J _|Ch4 Mizz | Expected Inveicing Report 4
Cr5 b ] Income by Charge Type 1
4
C

Sales Invoice Direct Debit C5Y File

Bevenue by Room

Resident Care Schedule

Invoice Batch History

The "Resident Care Schedule" screen will appear.

(4} Resident Care Level Schedule — O >
Chooze Home | ﬂ Sendreportto - Screen
[leave blank. to chooze all homes] " Printer

From D ate | -
ToDate | -

VK s |

Choose the home you wish to run the report for, or, if you want to run it for all homes leave blank. Select the date
you wish to run the report at and choose an output option (screen or printer). Then click on "OK" to continue.
(N.B. This report can only be run for complete weeks).

A spreadsheet will be created containing the data selected.
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B RPN RN

T Ref . .E.]ail‘_.,r_F{ate Target Hours 1 Low 1 Medi
8 1 H1 Person1 - LOC 1440.1955 20574 50

9 2 H1 Person2 - LOC 8873585 126.77 20

10 3 H1 Person3 - CHC 8714757 124 5 &0
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Invoice Batch History

This option displays a screen that lists all of the invoice batches that have been created showing the batch
reference, date and time created, the total value of the invoices in the batch and the number of invoices in the
batch. Click on the "Reports" tab to bring up the list of options and then select "Invoicing & Financial" followed by
"Invoice Batch History" from the menu options list.

Licenced Salel and Exclusivel ta - Demo

Invaicing Reporis Utilities Settings  Allowances Archives LecL

Reports -
Inveoicing & Financial — » Sales Invoice Day Book List k
Resident » Invoicing Audit Check
General » Client Inveice History ;
Design Awverage Fee Rate é
P ACDOT bdr F. Sage Multi-Period Postings List E
M :EM1 Mr ] Validate Charge Ternplates 2
Add i | Em; E:S Actual/Expected Invoice Comparison 3
J : CH4 Mizs | Expected Invoicing Report 4
_|CM5 br ] Income by Charge Type 1
_| SMIO0T Mr k Sales Inveoice E-Mail Transmission History 4
SPEOM Mr 4 0
— Sales Invoice Direct Debit C5V File
Bevenue by Room
Resident Care Schedule
Invoice Batch History
The "Sales Invoice Batch History" screen will now be displayed.
43 Sales Invoice Batch History - O =

Date Time Invoice Invoice L)
e Created Created Total (£) Count
L3 98006 04/10/2019 10:44 5736.08 7
280-0519 27 /08 2019 16:43 5BE89.65 7
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Client Rate History
This option produces a report that shows a list of rate changes for each client within a given date range. Click on

the "Reports" tab to bring up the list of options and then select "Invoicing & Financial" followed by "Client Rate
History" from the menu options list.

Irvaicing Reports Utilities Settings  Allowances Archives Security

Reports -
Invoicing & Financial  » Sales Inveoice Day Book List [
Besident k Invoicing Audit Check
General » Client Inveice History |
Design Average Fee Rate I

Sage Multi-Period Postings List

Malidate Charge Ternplates L
Validate 5ales Invoices

Actual/Expected Invoice Comparison

Expected Inveicing Report

Incorme by Charge Type

Sales Invoice E-Mail Transmissicn History
Sales Invoice Direct Debit C5V File
Bevenue by Room

Resident Care Schedule

Invoice Batch History

Client Rate History

Client Rate History by Service Provider C5Y File
Charge Template Rate Discrepancy List

You will then see the "Client Rate History" screen.

2] Client Rate History — O >
Chooze Home | j Sendreport to - ¥ Screen
[leave blank to choose all homes) (" Prirter

From Drate -
To Date -

l-'L Cloze |

You can select which home you want to run the report for (if you have more than one home) or leave blank for
all homes. Then enter a "From Date" and "To Date", select the output - either Screen or Printer and then click on
llOKll.
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Confirm pod

@ Run report
Mo |

Click on "Yes" to run the report or "No" to cancel. If you chose 'Screen’, a print preview will now be displayed
allowing a final check before printing, the report can now be printed or exported from this screen.

i|||;=-|tl_jqﬂﬂ|w‘il of 1 | M Cloze |

Client Rate History

Period: 01/01/2020 - 31/12/2020

Resident Name Period Rate (£)

Care Home One

Blenkinsop - Susan (SB001)

01/04/2019 - 31/03/2020 720.00

01/04/2020 - 750.00
Briant - Fred (FB001)

01/04/2019 - 31/03/2020 885.65

01/04/2020 - 92892
Briggs - Sean (SB002)

01/04/2019 - 31/03/2020 1,025.00

01/04/2020 - 1,040.00
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Client Rate History by Service Provider CSV File
This option will create a CSV file of Rate History by service provider and/or Order No. Click on the "Reports" tab

to bring up the list of options and then select "Invoicing & Financial" followed by "Client Rate History by Service
Provider CSV File" from the menu options list.

Irvaicing Repaorts Utilities Settings  Allowances Archives Security

Reports i
Invoicing & Financial  » Sales Invoice Day Book List L
Resident » Invoicing Audit Check
General » Client Inveice History |
Design Average Fee Rate '
LA M1 l Sage Multi-Period Postings List 1
M SEOM Mrz Validate Charge Ternplates »
Add Emhh F Validate 5ales Invoices
SEO0Z2 Mr
J :"v"I:EIEI'I Mrs Actual/Expected Invoice Comparison
| |PEOM br f Expected Inveoicing Report
Incorme by Charge Type

Sales Inveice E-Mail Transmission History

Sales Invoice Direct Debit C5V File

Bevenue by Room

Resident Care Schedule

Invoice Batch History

Client Rate History

Client Rate History by Service Provider C5Y File

Charge Ternplate Rate Discrepancy List

You will then see the "Resident Rate History by Service Provider" screen.

(4} Resident Rate History by Service Provi.. — O >

Choose Service Provider CIC ﬂ

(leave blank to select all service providers)

Order Mo. |
(leave blank to select all orders)

Which dients do you want to see ?

All {*

Current i

Archived "
o OK I'L Close |

You can now choose a Service Provider from the drop down list, or leave blank for all Service Providers. If you
want to run the report for a particular client, enter their Order Number in the second box. (The Order No. can
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be found in the next to last column on the main CareMaster screen which lists all residents and also on the
"Invoicing" tab of the resident record).

You can also choose to run the report for all Residents or only current ones or only archived ones.
Finally, click on "OK" to run the report or "Close" to cancel.

You will then see a confirmation screen which will tell you that the CSV file has been created and also the
filename and location.

Information oo

JC5V created

.................................

Click on "OK" and then go to the location displayed on the screen and you will be able to open the file.

Al - J= | Supplier Code

A B C D E F G H I
1 |Supplier Code |Order No.  Resident Name Resident Ref Resident First Chargeable Date Resident Last (Nett Template Charge Start Date Template Charge End Date
2 LCC PA12345678 Briant Fred FBOO1 13/04,/2018 435 13/04/2018 05,/04,2019
3 LCC PA12345678 Briant Fred FBOO1 13/04,/2018 510 06,/04,/2019 05,/04,2020
4 |LCC PA12345678 Briant Fred FBOO1 13/04,/2018 520 06,/04,/2020
5
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Charge Template Rate Discrepancy List

This option produces a report which lists any discrepancies between the amounts shown on the charge templates
and the total weekly rate shown on the Rate History screen of the Resident record. Click on the "Reports"

tab to bring up the list of options and then select "Invoicing & Financial" followed by "Charge Template Rate
Discrepancy List" from the menu options list.

Imvaicing Reparts Utilities Settings Allowances Archives Security

Reports -
Invoicing & Financial  # Sales Invoice Day Book List 2
Besident 3 Invoicing Audit Check
General 3 Client Invoice History 1
Design Average Fee Rate "
LA M [ Sage Multi-Period Postings List 1
M SEOm Prs Validate Charge Ternplates »
Add EWMI F Walidate 5ales Invoices
SE002 b1
J :"-.:"I:EIEI'I Mrs Actual/Expected Invoice Comparison
| |PEDM br F Expected Inveoicing Report
Income by Charge Type

Sales Inveice E-Mail Transmissicn History

Sales Invoice Direct Debit C5V File

Bevenue by Room

Resident Care Schedule

Invoice Batch History

Client Rate History

Client Rate History by Service Provider C5V File

Charge Temnplate Rate Discrepancy List

You will then see the "Charge Template Rate Discrepancy" screen.

4 Charge Template Rate Discrep...  — O >

Lizt clients in rezsidence as at - |29/09/2021 - |

List anly residents in this horne - | j

[leave blank to zelect all homes]

/o | e |

Select the date that you wish to run the report at and then select the home name, or leave blank for all homes.
Click "OK" to run the report or "Close" to cancel.

If you clicked "OK" you will then see a preview of the report on screen and you can print or export it from here.
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E@%E’:E Close

Charge Template Rate History Discrepancy List

Report Date: 29/09/2021

Resident Screen Charge Template
Resident Hate History Hate lotal Discrepancy
H1
Blenkinsop - Susan M 775.00 750.00 -25.00
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Resident

The following reports are included in this section:

Resident Details

List Residents by Date

List Residents (show extra notes)

Print Resident Notes

Resident Incident Report

Out of Contract List

Diversity Report

Terms & Conditions Not Returned

Contracts Not Returned

Allowances

Account Balances

Account Transactions

Absence Report

Length of Stay List

Residents by Payment Type

Charge Template List

Next of Kin List
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Resident Details

Click on the "Reports" tab and then select "Resident" followed by "Resident Details" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reports Utilities Settings  Allowances Archives

Repaorts -
Invoicing & Financial ¥
Eesident » || Besident Details |l
General k List Residents by Date
Design List Residents (show extra notes) 1
| AP M1 i Print Resident Motes |
M :EM'I Mr ] Resident Incident Report
Add || EE; E:S Qut of Contract List
J : Chi4 Miss Diversity Report
_|Chi5 Mr ] Terms & Conditions not Returned
_EEQ%E m: ‘ Allowances vy
— Absence Report

Length of Stay List
Residents by Payment Type
Charge Termnplate List

Mext of Kin List

The "Client List" screen will now be displayed.

b

Ligt all Clients in Rezsidence at - |EIE!£EIE;"2EI'I 7 - |

Home Code |,.-_~.'|_|_ - |

Report Farmat -

P (®) Summary
() Summary by Resident Categary
() Detailed
W OK ] Close

This is a "snapshot" report and will give data as at the selected date. In the case of a multi-home installation it
can be run for either all homes or an individual home. The report can also be run in either "Summary", "Summary
by Resident Category" or "Detailed" format, an example of each of these is given below.

When the required criteria have been selected, click on "OK" to continue.

The printer dialog box will be displayed to allow the user to select which printer to send the report to.
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Print ot

Printer
Name:  \\EMAILPC\HP Laserlet 1018 v | Propetties..
Status: Ready

Type: HF Laserlet 1018
Where:  USBDO1

Comment:
Prirt range Copies
@ Al MNumber of copies: 1
Pages  from: bo
L L L Collate
Selection _ﬂﬂ _2|J _ﬂE

. 0K | Cancel

Click on "OK" to continue. A print preview will now be displayed allowing a final check before printing, the report
can now be printed or exported from this screen.

Summary:

@Pl'e-.'ie-.‘.-
SEEB,;, AR wn- QA[EDEE|K 41 oft b W

Client List Summary

Date: 08/05/2017

L ast Default
. Date of Admission Chargeable Funding
Client Birth Date Date Source Type Room
Home 2
Person4 - Test Miss (CM4) 31/06/1932 04/03/2013 PRI NUR

Summary by Resident Category:

@Pl'e-.'ie-.*.-
BEBADH R we- QB EMED| K 1 o3 b W

Client List Summary
Date: 08/05/2017
Last Default
i Date of Admission Chargeable Fun ding
Client Birth Date Date Source Type Room
Home 1
Category 1
Person1 - Test Mr (CM1) 19/04/1934 02/04/2013 LoC RES 01

Detailed:
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apre'.-'iew
DEBAIA|Q von- QAT EOEHEG| K €3 ofs b W

Date: 08/05/2017

Person1 - Test Mr

Admission Date 02/04/2013 Dateof Birth 19/04/1935 Home Code

Local Authority Gode

Type Code RES Category Code CAT1

Long or Short Stay ? Long Foom Number 01 Date Contract Issued 19/04/2017
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List Residents by Date

This report will list all residents who were admitted, who died, or who were discharged within a date range. Click
on the "Reports" tab and then select "Resident" followed by "List Residents by Date" from the menu options list.

Licenced Salel and Exclusivel ta - Demo

Invaicing Reporis Utilities Settings  Allowances Archives

Reports -
Inveoicing & Financial — »
Resident » | Eesident Details
General » | List Residents by Date
Design List Residents (show extra notes) 1
| aC00 M1 F Print Resident Motes 1
M :EM1 Mr ] Resident Incident Report
Add |1 Em; E:S Qut of Contract List
J : Chi4 Miss Diversity Report
_|Ck5 ] ] Terms & Conditions not Returned
e ] 2 f

Absence Report

Length of Stay List
Residents by Payment Type
Charge Ternplate List

Mext of Kin List

The "List Residents by Date" screen will appear.

M4 List Residents by Date — O *

Sort report by - | YT

Admizzion D ate
i Date of Demize

lizt all clents wi ;
15 Al ClErts W D ate of Dizcharge

Too |mM2/2099
Lizt only residents in thiz home - | iy |

[leawve blank to zelect all homes)

W Ok ] Close

Select the sort option - "Admission Date", "Date of Demise" or "Date of Discharge", then select the date range
required. In the case of a multi-home installation it can be run for either all homes or an individual home. Click on
"OK" to continue.

A print preview will now be displayed allowing a final check before printing, the report can now be printed or
exported from this screen.
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¥ 1 8§ & & & | Close

Client List by Date

List clients with an admission date between - 01/01/1901 and 31/12/2099

238
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Source
Client Name Admission Date  Demise Date Discharge Date Code Home
Persond - Test 04/03/2013 PRI H2
Person5 - Test 21/0972013 PRI H2




List Residents (show extra notes)

This report is used in conjunction with the "Extra Notes" field on the Residents Inventory/Notes screen. Click
on the "Reports" tab and then select "Resident" followed by "List Residents (show extra notes)" from the menu
options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reports Utilities Settings  Allowances Archives

Repaorts -
Invoicing & Financial ¥
Eesident » | Besident Details L
General k List Residents by Date
Design | List Residents (show extra notes) | 1
| AP M1 i Print Resident Motes
M :EM'I Mr ] Resident Incident Report
Add || EE; E:S Qut of Contract List
J : Chi4 Miss Diversity Report
_|Chi5 Mr ] Terms & Conditions not Returned
_{5MI001 Mr ; Allowances vy

SFPEOO Mr 4
— Absence Report

Length of Stay List
Residents by Payment Type
Charge Termnplate List

Mext of Kin List

The "List Residents (show extra notes)" screen will appear.
-
Ligt clients in rezsidence as at - |08/05/2017 -

Ligt only residents in thiz home - | ~ |

[leawve blank to zelect all homes)

W 0K ] Close

This is a "snapshot" report and will give data as at the selected date. In the case of a multi-home installation it
can be run for either all homes or an individual home. Click on "OK" to continue.

A print preview will now be displayed allowing a final check before printing, the report can now be printed or
exported from this screen.
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«a= = oW 1 5&8=d)| Close

List Residents with Extra Notes
List clients in residence as at: 08/05/2017

MNo. beds MNo. residents Mo. vacancies
Home 1 g 5 ]
Category 1
Person3 - Test 29M12/2013  04/08/1928 987654
01 Person1 - Test 02/04/2013 190471935 123456 Ex RAF
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Print Resident Notes

This report gives details on any data that has been entered on the Tasks screen in the Resident record. Click on
the "Reports" tab and then select "Resident” followed by "Print Resident Notes" from the menu options list.

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances Archives

Repaorts -
Inveoicing & Financial ¥
Besident » | Besident Details L
General k List Residents by Date
Design List Residents (show extra notes) ]
: | dF:tmny [ ,:| Print Resident Motes |'_
M _|CH1 bdr ] Resident Incident Report
Add || Emé E:S COut of Contract List
J : Chid Miss Diversity Report
_|CK5 Mr ] Terms & Conditions not Returned
_gsé?:l?'l m: i Allowances v
— Absence Report

Length of Stay List
Residents by Payment Type
iCharge Template List

Mext of Kin List

The "Print Resident Notes" screen will appear.

&
Choose Home | iy |
[leawve blank to zelect all homes)
Shaw - all tasks (O]

completed tasks ()
outstanding tasks ()

W 0K ] Close

Choose the home that you wish to run the report for and then choose how you want the report to be filtered

(either show "all tasks", "completed tasks" or "outstanding tasks"). Click on "OK" to continue.

A print preview will now be displayed allowing a final check before printing, the report can now be printed or
exported from this screen.
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H| Egéﬁ;n| Close

Resident Tasks List 08/05/2017 17:11:20
Task Status: ALL
Home: H1
Person1 - Test
Leaking tap in bathroom 30/06/2016
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Resident Incident Report

This report will print out details that have been entered into the Incidents screen in the Resident record. Click on
the "Reports" tab and then select "Resident" followed by "Resident Incident Report" from the menu options list.

Lizenced Solel and Exclusivel to - Demo

Imvaicing Reparts Utilities Settings  Allowances Archives

Rzparts -
Invoicing & Financial ¥
Resident r Resident Details L
General » List Residents by Date
Design List Residents (show extra notes) P
: t ACDO1 T . Brint Resident Motes 1
M _|CH1 Mr ] Resident Incident Report
Add || Emi E:g 1 Dut of Cantract List
J |4 Miss Diversity REFII:IIj‘t.
_|CMS M1 Terms & Conditions not Returned
JsMiom ML ances b

SFPEOO Mr 4
— Absence Report

Length of Stay List
Residents by Payment Type
Charge Temnplate List

Mext of Kin List

The "Resident Incident Report" screen will appear.

4

From Date 01/01/1901 -~
To Date 31/12/2099 -~

Incident Type w | Show only accidents 7 ]
(leave blank to show all incidents)

Choose Resident | w |
(leave blank to show all residents)

Choose Home | iy |

(leave blank to show all homes)

W COK I'L Close

Select the required date range, then select the "Incident Type" or leave blank for all types. If you only want to
report on those incidents that have been flagged as "Accidents", tick the box on the right. You can then select a
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specific resident or leave blank for all residents and a specific home or leave blank for all homes. Click on "OK" to
continue.

You will be asked to confirm your choice.

Confirm ot

o Run report

| Yes | | Mo

Click on "Yes" to continue or "No" to cancel.

A print preview will now be displayed allowing a final check before printing, the report can now be printed or
exported from this screen.

aPI'E‘.’iE\-\:
SEBHArA DA R - AB|EME | K41 oft b M

Resident Incident Report

Date: 01/01/1901 - 31/12/2099

Hospital Hospital

Incident Admissi Disch
Date Accident Details Da;r;lssmn Dlastfa e

Home 1

Person1 - Test

03/01/2017  Falls 03/02/2017  04/02/2017
Infection control:

Wounds:

Accidents: Fell out of bed
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Out of Contract List

This report is used in conjunction with the "Out of Contract Charge Code" column on the Invoice Charge Types
screen. Click on the "Reports" tab and then select "Resident” followed by "Out of Contract List" from the menu
options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reports Utilities Settings  Allowances Archives

Reports -
Invoicing & Financial ¥
Eesident » Besident Details L
General k List Residents by Date
Design List Residents (show extra notes) 1
| AP M1 i Print Resident Motes 1
M :EM'I Mr ] Resident Incident Report
Add || EE; E:S Qut of Contract List !
J = Mizs Diversity REFIEII:‘t.
_|Chi5 Mr Terms & Conditions not Returned
_{5MI001 Mr ; Allowances 4

SFPEOO Mr 4
— Absence Report

Length of Stay List
Residents by Payment Type
Charge Termnplate List

Mext of Kin List

The "Out of Contract Invoice List" screen will appear.

B

Choose Home | iy | Sendreportto - (@) Screen

[leawe blank to choose all homes) () Prirter
From Date

ToDate

S
= ¢ ¢

j"L Cloze

If this is a multi-home installation you can select a home or leave blank for all homes, then select a date range for
the report. Then select an output option (screen or printer) and click on "OK" to continue.

You will be asked to confirm your choice.
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Confirm

o Run report

| Yes | | Mo

Click on "Yes" to continue or "No" to cancel.

A print preview will now be displayed allowing a final check before printing, the report can now be printed or
exported from this screen.

aprea'ie-ﬁ-
SEHA AR we- QE|EBME | K 41 oft b M

Out of Contract Invoice List

Date: 01/01/2012 - 31/03/2017

Resident Name Invoice Date  Invoicee Invoice Mo. Nett

REPORT TOTAL 0.00
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Diversity Report

This report will produce a list of the number of male and female clients in residence at a given date, it can be
produced by Resident Categories, Resident Types or Local Authority Codes. Click on the "Reports" tab and then
select "Resident" followed by "Diversity Report" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reports Utilities Settings  Allowances Archives

Reports -
Invoicing & Financial ¥
Eesident » Besident Details L
General k List Residents by Date
Design List Residents (show extra notes) 1
| AP M1 i Print Resident Motes 1
M :EM'I Mr ] Resident Incident Report
Add || EE; E:S Qut of Contract List
J = Mizs - Diversity REFIEII:‘t.
_|Chi5 Mr Terms & Conditions not Returned
_EEQ%E m: ‘ Allowances 4
— Absence Report

Length of Stay List
Residents by Payment Type
Charge Termnplate List

Mext of Kin List

The "Diversity Report" screen will appear.

b

View report for all dients in residence at date -

09/05/2017 V|

Reportby - Category Code O]

Type Code ]
Local Authority Code ()

¢ Ok, I'L Close

This is a "snapshot" report and will give data as at the selected date. Choose which option you wish to run the
report by and then click on "OK" to continue.

You will be asked to confirm your choice.
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o Run report

Click on "Yes" to continue or "No" to cancel.

A print preview will now be displayed allowing a final check before printing, the report can now be printed or
exported from this screen.

¥ 1 § & = & Close

Diversity Report by Category Code

Clients in residence as at 09/05/2017

Male Female

Home 1
CAT1 1
CAT2 0 2
HUD 0

total for Home 1 4
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Terms & Conditions Not Returned

This report will produce a list of clients who have no date entered in the "Terms & Conditions - Date Returned"
box on the Resident Main Details screen. Click on the "Reports” tab and then select "Resident" followed by
"Terms & Conditions not Returned" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reports Utilities Settings  Allowances Archives

Reports -
Invoicing & Financial ¥
Eesident » Besident Details L
General k List Residents by Date
Design List Residents (show extra notes) 1
| AP M1 i Print Resident Motes 1
M :EM'I Mr ] Resident Incident Report
Add || EE; E:S Qut of Contract List
J = Mizs Diversity REFIEII:‘t.
_|Chi5 Mr Terms & Conditions not Returned
_{5MI001 Mr ; Allowances 4

SFPEOO Mr 4
— Absence Report

Length of Stay List
Residents by Payment Type
Charge Termnplate List

Mext of Kin List

A "Run Report" screen will appear.

Confirm o

Click on "Yes" to continue or "No" to cancel.

A print preview will now be displayed allowing a final check before printing, the report can now be printed or
exported from this screen.
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a Preview
BEBADR|IQ we- QB EDEEH| K 41 oft b M

List Un-Returned Terms and Conditions

09/05/2017

Resident Ref Name Date Sent

CM1 Test Person1
CM2 Test Person2
CM3 Test Person3
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Contracts Not Returned

This report will produce a list of clients who have no date entered in the "Date Contract Returned" box on the
Resident Main Details screen. Click on the "Reports" tab and then select "Resident" followed by "Contracts not
Returned" from the menu options list.

Lizenced Solel and Exclusivel to - Demo

Imvaicing Reparts Utilities Settings  Allowances Archives

Reports -
Invoicing & Financial ¥
Resident r Resident Details
General » List Residents by Admission Date
Design List Residents (show extra notes) i
o t.-’-‘-.EEIEﬂ 1Mr 1; Brint Resident Motes 1
J M1 M1 : Resident Incident Report
Add | 11wz Mre ] Qut of Contract List
e M.r . Diversity Report
J | Cr4 Mizs -
|cms M ] Terms & Conditions not Returned
J | SMIDM b1 i Contracts not Returned .
| |SPEOOT M ; Allowances 3
Absence Report

Length of Stay List
Residents by Payment Type
Charge Ternplate List

Mext of Kin List

A "Run Report" screen will appear.

Confirm =

Run report

Click on "Yes" to continue or "No" to cancel.

A print preview will now be displayed allowing a final check before printing, the report can now be printed or
exported from this screen.
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apreview
OEEHA A | R ww- QE | EOE S| W 4

of1 [ Close

25/11/2020

Resident Ref

CM2
CM3
CM4

List Un-Returned Contracts

Name

Test Person2
Test Person3
Test Person4
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Allowances

The Personal Allowances module is an optional extra and a further licence must be purchased before it can be
used, please see Personal Allowances for further details.

There are three reports that are used in conjunction with the Personal Allowances module, these are:

Account Balances

Account Transactions

Transaction Type List
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Account Balances

This report will list the balances for all clients who are included in the Personal Allowances module. Click on the
"Reports" tab and then select "Resident" followed by "Allowances" and then "Account Balances" from the menu
options list.

Lizenced Solel and Exclusivel to - Demo

Imvaicing Reparts Utilities Settings  Allowances Archives Security Help

Reports -
Invoicing & Financial ¥
Resident r Resident Details
, . .
General List Residents by Date | sdrission | D ate 'II.',:I._,I;"IQ
Design List Residents (show extra notes) Date af Birth Fat
: B[AC007 br i Print Resident Motes 26/0252018 03279400
M | Chd1 br ] Resident Incident Report 02/04/2013 119/041936 | &
Add Chi2 b1z ] . 03/0452013 | 24/08/1929 :
— Qut of Contract List
BEE TEE Bttt 29M12/2013 04/08/1928 |
J Chid Mizz ] Diversity Report 04/03/2013 | 31/061932 |
| | d
_|CMS M1 Terms & Conditions not Returned 21/09/2013 0840341933 ;
EEL Mr ; Allowances r Account Balances E
SPEOO br ! f
— Absence Report Account Transactions
Length of Stay List
Residents by Payment Type
Charge Temnplate List
Mext of Kin List

The "Account Balances" screen will appear.

M Account Balances — O >
Haome | j Send report to -
[leave blank: far all hormes] f* Screen
Resident | j " Printer
[leave blank: for all rezidents]
Account Type | j

[leave blank: for all account topes]

Statement D ate MTA202099 - |

j-'L Cloze |

In the case of a multi-home installation, you can select a specific home or leave blank for all homes. Next, select
a resident or leave blank for all residents, you also have the choice of selecting a specific "Account Type" or
again you can leave blank to include all types. Choose the required date and select your output type (screen or
printer). Finally click on "OK" to continue.
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You will be asked to confirm your choice.

o Run report

Click on "Yes" to continue or "No" to cancel.

If you selected "screen" as your output type, a print preview will now be displayed allowing a final check before
printing, the report can now be printed or exported from this screen.

¥ 1 &= =& Close

Personal Allowance Account Balances

Period: 01/01/2000 to 31/12/2099
Residents - ALL

Homes - ALL

Account Types - ALL
Transaction Types - ALL

Home 2
Resident Account Type Balance
Persond - Miss Test PA -3.00
Persons - Mr Test PA -21.75
-24.75

Total for Home 2
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Account Transactions

This report will list the transactions for each client that has been included in the Personal Allowances module.
Click on the "Reports" tab and then select "Resident" followed by "Allowances" and then "Account Transactions"
from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reporis Utilities Settings  Allowances Archives Security Help

Repaorts -
Invoicing & Financial ¥
Resident » Besident Details
General k List Residents by Date . sdrission | D ate Eﬁ;
Design List Residents (show extra notes) Date af Birth Fiah
. t ACOO br i Print Resident Motes 2BS0242008 031249400
M | C1 br ] Resident Incident Report 0270442013 1940441938 ¢
Add Ch2 Mrs ] . 0370442013 24406541929
— Qut of Contract List
BEE M ] T O 29/12/2013 044081928 ¢
J Ch4 Mizz ] Diversity Report 0420342013 NA081932 0
| | ]
_|Ck5 Mr Terms & Conditions not Returned 2120942013 0840341933 F
_|3MIont Mr ; Allowances » Account Balances :
SPEOOT br . E
— Absence Report Account Transactions
Length of Stay List
Residents by Payment Type
Charge Termnplate List
Mext of Kin List

The "Transaction History" screen will appear.

2 Transaction History — O >
Haorme | j Send report to -
[leave blank. for all hormes] ( Screen
Resident | j " Printer
[leave blank: for all rezidents]
Account Type | j

[leave blank. for all account topes]

Fram Diate /012000 -
ToDate NA2/2099 -

j-'L Cloze |

In the case of a multi-home installation, you can select a specific home or leave blank for all homes. Next, select
a resident or leave blank for all residents, you also have the choice of selecting a specific "Account Type" or
again you can leave blank to include all types. Choose the required date range and select your output type
(screen or printer). Finally click on "OK" to continue.
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You will be asked to confirm your choice.

o Run report

Click on "Yes" to continue or "No" to cancel.

If you selected "screen" as your output type, a print preview will now be displayed allowing a final check before
printing, the report can now be printed or exported from this screen.

W U 8§ &8¢ @] Close

Personal Allowance Transaction History

Period: 01/01/2000 to 31/1272099
Resident - Persond - Miss Test
Homes - ALL

Account Types - ALL
Transaction Types - ALL

HOME: Home 2

Resident: Person4 - Miss Test

Account: Personal Account

Date Type Reference Credit () Debit () Balance () Comment

211172014 PAY 9389 12.50 Hairdressing

04/02/2015 PAY chir 9.00 hfmh9idh3im0nmcfInmcfIhnm
04/02/2015  PAY cig 6.50

04/02/2015 REC cash 25.00 wubu9jnSnuy

Account Balance 25.00 28.00 -3.00

Total for Resident 25.00 25.00 -3.00
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Transaction Type List

This report will list the transactions for a selected transaction type for each client that has been included in the
Personal Allowances module. Click on the "Reports" tab and then select "Resident" followed by "Allowances" and
then "Transaction Type List" from the menu options list.

Irvaicing Reparts Utilities Settings  Allowances Archives Security Help

RIEPCII'E -
Invoicing & Financial  »
Resident k Besident Details Surname|
General [ List Residents by Admission Date o
) ) ) H R Admizsion  [De
Design List Residents (show extra notes) Ome proom - e e of
T Erint Resident Motes H2 3 0/0020e 27
_View | Resident Incident Report ! 25/04/2018 OE
Add Dut of Contract List H1 1 13/04/2M8 2
T T H1 2 01/08/2018 22
- Hiversity Report Hz 4 03/09/2018 25
"’“' Terms & Conditions not Returned Hz 2 13/04/2019 2E
Contracts not Returned
Allowances » Account Balances
Absence Report Account Transactions
Length of Stay List Transaction Type List

Residents by Payment Type
Charge Ternplate List
Mext of Kin List

Prospective Client Module

The "Transaction Type List" screen will appear.

(4 Transaction Type List — O x
Haorme | j Send report to -
[leave blank. far all homes] (* Screen
R ezident | j " Printer

[leave blank: for all rezidents]

Tranzaction Type | ﬂ

[leawve blank. for all ranzaction typesz)

Fram Diate /012000 -
ToDate NA2/2099 -

Tk | ) Cese |

In the case of a multi-home installation, you can select a specific home or leave blank for all homes. Next, select
a resident or leave blank for all residents, you also have the choice of selecting a specific "Transaction Type" or
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again you can leave blank to include all types. Choose the required "From" and "To" dates and select your output
type (screen or printer). Finally click on "OK" to continue.

If you selected "Screen", you will now see a preview of the report and you can print or export it from here.

% = H Close

Transaction Type List

Period: 01/01/2000 - 31/12/2099

Ref Date Amount (£)

Care Home One
PYMT

Briggs - Sean (5B002)

23556 19/05/2021  Toiletries -10.00
5787 20/05/2021 Chocolates -5.00
567 23/06/2021  Toiletries -12.00
456 22/09/2021  Toiletries -12.50
Resident Total -39.50
Transaction Type Total -39.50
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Absence Report

This report will show any data that has been entered on the Absences screen in the Resident Record. Click on
the "Reports" tab and then select "Resident” followed by "Absence Report" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reporis Utilities Settings  Allowances Archives

Reports -
Invoicing & Financial ¥
Resident » Besident Details L
General k List Residents by Date
Design List Residents (show extra notes) i
| aC00 M1 i Print Resident Motes 1
M :EM1 Mr ] Resident Incident Report
Add || Emé E:S Qut of Contract List
J |4 Mizs - Diversity REFIDI:‘t.
_|Ck5 ] Terms & Conditions not Returned
el o f

Absence Report

Length of Stay List
Residents by Payment Type
Charge Termnplate List

Mext of Kin List

The "Absence Report" screen will appear.

) Absence Report — O >

Send report to -

(®) Screen
ToDate O Pinte

o DK | Close

Enter the required date range and then select your output option (screen or printer) and click on "OK" to continue.

If you selected "screen" as your output type, a print preview will now be displayed allowing a final check before
printing, the report can now be printed or exported from this screen.
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r | I & & = H | Close

=» =) |

Resident Absence Report

Absences starting between 01/02/2017 28/02/2017

Period No. Days Resident Name Type Reason

05/02/2017 - 13/02/2017 8 Person1 - Test Mr Hospital Hospital stay

261



Length of Stay List

This report will list all current residents and calculate the number of days they have been in the home from their
admission date up to the selected date. Click on the "Reports" tab and then select "Resident" followed by "Length
of Stay List" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reports Utilities Settings  Allowances Archives

Reports -
Invoicing & Financial ¥
Eesident » Besident Details L
General k List Residents by Date
Design List Residents (show extra notes) 1
| AP M1 i Print Resident Motes 1
M :EM'I Mr ] Resident Incident Report
Add || EE; E:S Qut of Contract List
J = Mizs Diversity REFIEII:‘t.
_|Chi5 Mr Terms & Conditions not Returned
_{5MI001 Mr ; Allowances 4

SFPEOO Mr 4
— Absence Report

Length of Stay List

Residents by Payment Type
Charge Termnplate List
Mext of Kin List

The "Resident Length of Stay List" screen will appear.

2} Resident Length of Stay List — O >

Lizt clients in residence asz at - |11/12/2018

Lizt anly residents in this home - | j

[lzave blank to zelect all homes]

Tk | ose |

This report is run "as at" a specified date. Select the relevant date and then select a home or leave blank if you
want to run the report for all homes. Click on "OK" to continue.

A print preview will now be displayed allowing a final check before printing, the report can then be printed or
exported from this screen.
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i
=

m@%ﬁ:n Close

Resident Length of Stay List

Showing clients in residence as at: 11/12/2018

Period of Residence Length of

Resident Ref Resident Ref Category Type From To Stay (Days)
H2

4 Person4 Test CATZ NUR 04/0372013 2109
s Personb Test CATZ RES 21/0912013 1908
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Residents by Payment Type

This report will give a list of residents categorised by Payment Methods. Click on the "Reports" tab and then
select "Resident" followed by "Residents by Payment Type" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reports Utilities Settings  Allowances Archives

Reports -
Invoicing & Financial ¥
Eesident » Besident Details L
General k List Residents by Date
Design List Residents (show extra notes) 1
| AP M1 i Print Resident Motes |
M :EM'I Mr ] Resident Incident Report
Add || EE; E:S Qut of Contract List
J = Mizs - Diversity REFIEII:‘t.
_|Chi5 Mr Terms & Conditions not Returned
_EEQ%E m: ‘ Allowances vy
— Absence Report

Length of Stay List

Residents by Payment Type

Charge Termnplate List
Mext of Kin List

The "Residents by Payment Type" screen will appear.

2 Residents by Payment Type — O x

Lizt clientz in residence as at - |11/12/2018 -

Lizt anly residents in this horme - | j

[leawve blank. to select all homes]

Tk | i dose |

This report is run "as at" a specified date. Select the relevant date and then select a home or leave blank if you
want to run the report for all homes. Click on "OK" to continue.

A print preview will now be displayed allowing a final check before printing, the report can then be printed or
exported from this screen.
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2 @@%E’rﬂ Close

Resident List by Payment Type

Showing clients in residence as at: 11/12/2018

Home Payment Method Resident

H2

Cheque

Persond - Test Miss
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Charge Template List

This report will give a list of all of the charge templates for each resident showing the "Charge Template
Reference" that is required for use in Import Variable Costs from Excel Workbook. Click on the "Reports" tab and
then select "Resident" followed by "Charge Template List" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reporis Utilities Settings  Allowances Archives

Reports -
Invoicing & Financial ¥
Resident » Besident Details L
General k List Residents by Date
Design List Residents (show extra notes) i
| aC00 M1 i Print Resident Motes 1
M :EM1 Mr ] Resident Incident Report
Add || Emé E:S Qut of Contract List
J |4 Mizs Diversity REFIDI:‘t.
_|Ck5 ] Terms & Conditions not Returned
e ] 2 f

Absence Report
Length of Stay List
Residents by Payment Type

Charge Termnplate List
Mext of Kin List

The "List Charge Templates" screen will appear.

4 List Charge Templates — O x

Choose Home j
(leave blank to select all homes)

Only show variable costs 7 [

{* Detailed

" Summary

Tk | i Qose |

Select a home or leave blank if you want to run the report for all homes. If you are going to use this as an aid
for setting up Import Variable Costs from Excel Workbook you can also choose to only include templates with
Variable Costs. There is also the option of running a summary or detailed version of the report. The summary
version lists the Resident Name and the Reference/s of any charge templates related to the Resident (see
example below). The detailed version also shows the Charge Type and Amount on every line on the Charge
Template (including historical charges).
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A print preview will now be displayed allowing a final check before printing, the report can then be printed or
exported from this screen.

ﬂ||;—|mﬂﬂ)||ﬁ‘il of1 p M Close |

List Charge Templates

25/10/2019
H1

Resident Name Template Ref.

Person1 Test - Mr
Person1 Test - Mr
Person2 Test - Mrs
Person? Test - Mrs
Person? Test - Mrs

[ B 3 B - N L LN
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Next of Kin List

This report will give a list of Next of Kin addresses that have been entered through the Contacts screen. It can
be output as a printed list or as a CSV file if you wish to use the data for a mail merge. Click on the "Reports" tab
and then select "Resident" followed by "Next of Kin List" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Reports Utilities Settings  Allowances Archives

Reports -
Invoicing & Financial ¥
Eesident » Besident Details L
General k List Residents by Date
Design List Residents (show extra notes) 1
| AP M1 i Print Resident Motes 1
M :EM'I Mr ] Resident Incident Report
Add || EE; E:S Qut of Contract List
J = Mizs Diversity REFIEII:‘t.
_|Chi5 Mr Terms & Conditions not Returned
_{5MI001 Mr ; Allowances 4

SFPEOO Mr 4
— Absence Report

Length of Stay List
Residents by Payment Type
Charge Termnplate List

Mext of Kin List

The "Next of Kin List" screen will appear.

4 Resident Next of Kin... — O x

Choose Home | j

(leave blank to select all homes)

Gernerate CSV file 7 [

ok | i dose |

Choose the home you wish to run the report for or leave blank if you want to run it for all homes. If you want to
produce a CSV file tick the box. Click on "OK" to continue.

If you did not choose the CSV option you will then see the following report preview allowing a final check before
printing, the report can then be printed or exported from this screen.
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;Q Preview

@ﬂ@ﬁ*lﬂ.ﬁ|@lﬂﬂ%'&@lnﬁﬁcﬂﬂ|5iil ofl | M Close |

Mr John Smith 15 Lodge Lane

If you chose the CSV option, you will see the following screen.
Confirm ot

—
o 3

This wil generate a C5Y file for the next of kins for all current residents

Ne |

Click on "Yes" if you wish to continue or "No" to cancel. If you click on "Yes" you will then see the following
confirmation screen.

o -

Information ot

AR CSV file C\Program Files (x86)\CareMaster\Reports\Resident_MOK.CSV created ...

- -

Make a note of the file location and then click on "OK" to close the screen. Navigate to the location shown and
you can then view the created file with either a spreadsheet program or a text file viewer.

| Resident_NOK.CSV - Notepad

File Edit Format Wiew Help
Mr,John,5mith,15 Lodge Lane,,,Preston,lancashire,PR1 2AB,
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Prospective Client Module

This option will produce a report that lists which prospective clients are interested in each home. Click on the
"Reports" tab and then select "Resident" followed by "Prospective Client Module" from the menu options list.

Invaicing Reports Utilities Settings  Allowances Archives

REPEII'E -
Inveicing & Financial  »
Besident k Resident Details E
General » List Residents by Admission Date
Design List Residents (show extra notes)
b Lanm 1 b1 Print Resident Motes I
M :SBDD'I Prs Resident Incident Report
Add | |_|FBOM dr Qut of Contract List
_|SB0D2 bdr T
- | oot brs Diversity Report
"‘“' FEDM Pr Terms & Conditions not Returned

E

LContracts not Returned

Allowances »
Absence Report

Length of Stay List

Residents by Payment Type

Charge Ternplate List

Mext of Kin List

Prospective Client Module

You will then see the "Prospective Client Report" screen. Select one or more homes and then click "OK" to
continue or "Close" to cancel.
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8 Prospective_Client_Report — O >

Choose homes -

Code |Name A
| H1 Home 1
#H2  Home 2
W
Select Select All | De-Select All |

I'L Close |

A print preview will now be displayed allowing a final check before printing, the report can then be printed or
exported from this screen.

§||;;|@ﬂj’||ﬁ‘il oft b M Close |

Prospective Client List

Client Name NOK Name

Home 1

Mr Michael Potter

Home 2

Mr Michael Potter
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General
The following reports are included in this section:

Occupancy Analysis

Void Rooms
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Occupancy Analysis

In order to make use of the Occupancy Analysis report you must first set up Rooms from the Homes screen and
then allocate residents to rooms using the Move to a Room option.

Click on the "Reports" tab and then select "General" followed by "Occupancy Analysis" from the menu options
list.

Lizenced Solely and Exclusivel to - Demo

Irvaicing Reports Utilities Settings  Allowanc

Reparts -
Invezicing & Financial ¥

Besident 3 =11
General 2 Occupancy Analysis |
Design Yoid Rooms

T

The "Occupancy Analysis" screen will appear.

b

Chooze Home | iy |

[leawve blank. for all homes]

Fraom D ate

ToDate

Fepart Format
(®) Summary

() Detailed

W O | Clos=

In the case of a multi-home installation, you can choose a specific home or leave blank for all homes. Then select
the required date range and choose the report format - Summary or Detailed (examples of each of these are
shown below). Click on "OK" to continue.

You will be asked to confirm your choice.

o Run report

Click on "Yes" to continue or "No" to cancel.
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A print preview will now be displayed allowing a final check before printing, the report can now be printed or
exported from this screen.

Summary:

“l E@%Eﬁ:ﬂ| E Close

Occupancy Analysis Report - Summary

Feriod: 01/01/2017 - 31/01/2017

No. Days No. Days
Available Occupied % Occupancy
Home 1 155.00 93.00 60.00
Home 2 31.00 0.00 0.00
REPORT TOTAL 186.00 93.00 50.00
Detailed:
-
.**| E"."| @@%Eﬁ;ﬂ| E Close
Occupancy Analysis Report - Detailed
Period: 01/01/2017 - 31/01/2017
Funding Date Date Revenue for No. Days Period Occupancy
Resident Name DoB Type Source  Admitted Departed  Period Available  Occupied No. Days %
Home 1
01 31.00
Person1 - Test 19/04/1935 RES LoC 02/04/13 2,836.89 02/04/2013 - 31.00
Absence Details Mo. Days
Period Type in Period  Reason
31.00 ROOM TOTAL 31.00 100.00
02 31.00
Person2 - Test 24/05/1929  RES Loc 03/04/13 526272 15/04/2014 - 31.00
31.00 ROOMTOTAL 31.00 100.00
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Void Rooms

In order to make use of the Void Rooms report you must first set up Rooms from the Homes screen and then

allocate residents to rooms using the Move to a Room option. This report will give a list of empty rooms as at a
given date.

Click on the "Reports" tab and then select "General" followed by "Void Rooms" from the menu options list.

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowanc
Repaorts -

Inveoicing & Financial ¥

Besident 3 =11

General P| Occupancy Analysis

Design Yoid Rooms

S
T

The "Void Rooms Report" screen will appear.

b

Choose home | o |

{leave blank for all homes)

Showe woid rooms on this date 09/05/2017 -

o COK j"L Close

In the case of a multi-home installation, you can choose a specific home or leave blank for all homes. This is a
"snapshot" report and will give data "as at" the specified date. Click on "OK" to continue.

You will be asked to confirm your choice.

o Run report

Click on "Yes" to continue or "No" to cancel.

A print preview will now be displayed allowing a final check before printing, the report can now be printed or
exported from this screen.
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W |

8 & & ||

Close

Report date: 09/05/2017

Void Rooms List

Home 1
Hoom Mo. Description
04 Room 04
05 Hoom 05

Total for Home 1 =2
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Design

The built-in report writer can be used to amend invoice layouts etc. If you do not feel confident to make these
changes please Contact Us for a quote to produce the required documents for you.

Click on the "Reports" tab to bring up the list of options and then select "Design" from the menu options list.

Lizenced Salely and Exclugsivel ta ;-

Irvaicing Reports

Reports -
Inveoicing & Financial ¥ L
Besident »
General k ]
Design |

s =

When the report writer has loaded, go to [File] [Open].

A FastReport - Untitled.fr3

File Edit Report View Help
Mew...

Mew Report

Mew Page

[y (5 ()

Mew Dialeg

|_’|" Open... Ctrl+C
Save

Save fs..,

Then browse to the CareMaster Invoice Layouts folder (usually located at C:\Program Files (x86)\CareMaster
\Invoice Layouts). The standard invoice layout is called "frSI_General.fr3".
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v « CareMaster * Invoice Layouts w 0
Organise = Mew folder
i Mame
3 Quick access
invs
I Deskto - -
g | | frBirmingharm.fr3 09
* Dawnloads  # |:] frOumfries_and_Galloway.fr3
=| Documents [ frEast_Lothian.fr3
| Pictures o | frEdinburgh.fr3
CareMaster |:] frfHants_Care_|F.fr3
CareMaster |:] frfPortsmouth_Care_|F.fr3
Invoice Layouts || frfSI_CFH_General.fr3
| frfSl_devere.fr3
Year End Jan 201 -
| | frSl_devereCCG.fr3
i Onelrive |:] frisl_DL_General.fr3
] frfSI_General(Regal).fr3
3 This PC - ?
— w
File narme:

Select the file you wish to work with and then click "Open". Various amendments can be made to this layout

Search Invoice Layouts

Date modified

05/09/2014 16:25
09 -":|3 F2009 -"I :"‘.:

F AU 2 U

T AN SO 4
|’.3_-' -_.'3_-' 2 1 il I 1

17/06/2074 16:39

WA SN 1617
|'_|_,I_| Lrl3_l ra b 1_,-.1 il

28/04/2014 1710
23/11/2011 1835
04/08/2076 11:13
02/02/2015 16:31
02/02/2015 16:32
17/06/2016 10:47

28/01/2016 12:29

~ | |Report (*.fr3)

including changing fonts and colours and adding a logo.

Open

== -

m @

Type o

File folder
FR3 File
FR3 File
FR3 File
FR3 File
FR3 File
FR3 File
FR3 File
FR3 File
FR3 File
FR3 File
FR3 File W

Cancel

N.B. It is essential to take a copy of the invoice layout which is to be amended before making any
changes.
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Options

There are a number of options within CareMaster, as listed below. Personal Allowances is a chargeable option, if
you would like to purchase this module please Contact Us.

Security

Direct Debit Output

Personal Allowances

Multiple Databases
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Security

Security allows the creation of usernames and passwords and controls which areas of the program each user
has access to.

There are three options within the Security menu:
User Names

Change Password

User Restricted Access Home Codes

You can also go to the following link for information on signing in to the program:

Logging In

N.B. If you wish to make use of the Security functions and the menu option is greyed out, please Contact
Us to arrange for activation.
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User Names

This option allows the creation of users within the program. Click on the "Security" tab and then select "User
Names" from the menu options list.

Licenced Salel and Exclusivel ta - Demo

Invaicing Repaoris Utilities Allowances

Settings Archives  Security

| User Mames |h
Change Password [by Surname]
Uszer Restricted Access Home Codes _
Admizzior
1T THRer 1T1rime TR N ame Surname HEIITIE HDDITI Moo

The CareMaster Security screen will open. In the left hand panel of this screen the various users are listed along
with their access rights, in the right hand panel are listed the available access rights.

@ CareMaster Securit — O >

Users

Uzers: Permizzions:
Q@, Securty A Q@, Haomes Add User
Q@, [Fvoicing Q@, Charge Templates
Q@, Residents Q@, Security Edit Usger
Q@, Reports @ Q@, Irvvaicing
Q@, Settings Q@, Residents Remove Lser
Q@, Litilities @ - Q@, Reports
Q@, Archives Q@, Settings

v test -2 Utiities
Q@, Residents Q@, Archives
Q@, Charge Temn
Q@, Reports

< > Cloze

To create a new user, click on the "Add User" button and the following screen will appear.

[ |
IE:Iit Llser =

Uzer name:

Full Mame:

Pazsword:

Wernfy Pazsward:

| Acceszs Count. 0 Enabled

| Created Date:  039/05/20017F

| Last Access

I ok Cancel |
[
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Enter the new user's details on this screen in the relevant boxes. Please note that both the user name and
password are case sensitive, if they are not entered correctly you will not be able to log in. Once the data has
been added, click on "OK" to save the new user.

The new user name will now appear on the Users screen. Access rights can now be added to the user by

highlighting an item in the right hand panel and double-clicking it, or by clicking on the small green circle with an
arrow pointing to the left.

)

If you wish to remove access rights from a user, highlight the relevant item in the left hand panel and click the
small green circle with an arrow pointing to the right.

5

If you wish to edit an existing user, highlight the relevant name and click the "Edit User" button, you will now be
able to edit the user name and the password.

If you wish to remove a user, highlight the relevant name and click the "Remove User" button.

N.B. Any changes will only come into effect after CareMaster has been closed and re-opened.
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Change Password

This option allows you to change the password for the currently logged in user. Click on the "Security" tab and
then select "Change Password" from the menu options list.

Lizenced Solely and Exclusivel to - Demo

Irvaicing Reporis Utilities Settings  Allowances Archives  Security

Seourity -
User Mames
Change Password | [by Surname]
Iser Restricted Access Home Codes .
Adrizzior
T THET T TeE TFIrETT™Nanme SU”"IEIITIE HEIITIE HEIEIITI [

The "Change Password" screen will open.

Change Password >

!"W%

Current password: | ] |

Hew pazsword; | |

Confirm paszword | |

] Cancel
Type in the new password in the "New Password" box and then retype it in the "Confirm password" box, then

click "OK.

N.B. This change will only come into effect after CareMaster has been closed and re-opened.
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User Restricted Access Home Codes

In the case of a multi-user installation, you may wish to restrict access for certain users to a particular home.
Click on the "Security" tab and then select "User Restricted Access Homes Codes" from the menu options list.

Lizenced Solel and Exclusivel to - Demo

Imvaicing Repaorts Utilities Settings  Allowances Archives Security

Seurity -
Uszer Mames
Change Password [by Surname]
IUser Restricted Access Home Codes |i | |.-’-‘-.u:|missin:|r
T TR TS TRIST TTarme Surnane Harme TR Amm -

The "User Restricted Access Home Codes" will appear.

5
fL Close
User A Harne FY
Bah Code
MAMNAGER P H1
>
W W

Highlight the relevant user name in the list on the left hand side of the screen and then in the right hand side
select the Home Code that you want to give this user access for.

When the program has been restarted the user will now only have access to residents within the selected home.
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Logging In

When Security has been activated, the process of starting CareMaster changes. After clicking on the CareMaster
icon you will now see a login screen.

Login to CareMaster Y

2y

UserName  |MAMNAGER |

Paszward: | 2080000 |

Enter your user name and password, remembering that these are case sensitive and must be entered in the
correct format. Then click on "Login". If the user name and password have been entered correctly you will see the
following screen.

Information =

o You are successfully logged into CareMaster

Click on "OK" to continue.
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Direct Debit Output
If you wish to use CareMaster to produce output files for Direct Debit collection, click on the following link.

Direct Debit CSV Output
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Direct Debit CSV Output

If you already have Direct Debit facilities arranged with your bank you can use this option to produce a CSV file
that can be uploaded to your bank's online portal. (You will need to ask your bank for the format that they require
so that the output can be amended to suit).

You will need to go to the "Homes" screen and enter the path to the DD CSV Template file for each home.

3
| A | B | B[ v » 'j l-'L Cloze

Code Local Autharity Ref
Home Mame Haorne 1 | |
Address 123 Main Road

| |
Town Anytown
County Lahicashire
Post Code L&l 2Ch
Telephone No. | 01254 123456 |
Cantact Name | 1254 123457 |

Mo. Beds Reqistered I:I
Sage Defaults Morinal Cade |4|:||:||:| v | WAT Code

Dept ||:| w |
Sage Datazet |EM2 v| |EM2 |
Inwoice Prefis

Mest Invaice

Template for thiz home's DD C5Y expart file

fi0D_CSY_Ew=part.fr3

You will need to set up some Sales Invoice Payment Methods and set one of them as the 'Direct Debit' option.

Each Charge Template that is to be included in Direct Debit Output needs to have some settings made as shown
below. You will need to create the relevant Payment Methods before trying to set this up. Select the "Direct Debit"
payment method and enter a Reference and Transaction Code at the bottom of the screen. (N.B. The entries
shown are only examples).
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[Fvoice Type | Teszh " | Statuz Active e
|zzue Client [mvoice - | FOMN o | |Mn:nnth|_l,l |
Funding Saource |F"F|I L | |F'rivate |
Rate Type il ubiiale Printable [rvoice 7
v 2vrment Method |DD - ’ R espite Care [nvoice ¢ ]

Sage Sales oo T —

i
.":"-ddrESS | Mr JDHES |

|35 High Street |

Chorley

| Lanizashire |

| FR71AB | Contact |
Clignt Marne | br Test Person |
Commentz
Irrenice E-Mail Address ||:.r|:u:|ke'l =btinternet. com W |

Mates: |

Cirect Diebit ©5% File Detailz - Ref

Tranzaction Code

If you want to use the Sales Ledger Code as your DD reference you can either enter it manually or tick the
relevant box on the System Defaults screen.

Any invoices that are generated from charge templates that have the Direct Debit Payment Method set will now
be included in the CSV file output.

Click on the "Reports" tab to bring up the list of options and then select "Invoicing & Financial" followed by "Sales
Invoice Direct Debit CSV File" from the menu options list.
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Main  Settings Irvaicing Utilities Allowances Archives Reports

Reports -
Invoicing & Financial — » Sales Invoice Day Book List k
Resident » Invoicing Audit Check !
iGeneral » Local Authority Sales Invoice Surnmaries »
Design LClient Invoice History

HAverage Fee Rate

Sage Multi-Period Postings List
Validate Charge Templates
Actual/Expected Inveice Comparison
Income by Charge Type

Sales Invoice ansmission History

Sales Invoice Direct Debit C5V File

Bevenue by Room

Resident Care 5chedule

The "Sales Invoice Direct Debit CSV File" screen will open.

3
From Date
Choose Home >

lose

W OK

IE-

Enter the required date range and select the home you wish to work with, then click on "OK" to continue.

The following information screen will then appear.

o Report C:\Program Files
(x86)\CareMaster\Reports\H1_DD_CSV_Export.C5V
created ...

This gives the details about where the created file has been saved. Browse to the location given to find the file
and upload to your bank. If the fields within the report need to be in a different order, this can be done by editing
the template file in the Design function. If you are unsure about how to do this, please Contact Us.
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Personal Allowances

The Personal Allowances module is an optional extra and a further licence must be purchased before it can be
used. If you want to start using this module please Contact Us for costs and details.

The module allows the user to keep a record of monetary transactions for each resident outside of the usual
invoiced charges. The Personal Allowances module is entirely self-contained and does not link to Sage 50
Accounts.

There are three option within Personal Allowances:

Set up Account Types

Set up Transaction Types

Allocate
The two set up areas must be completed before attempting to enter any transactions.

You can also run Account Balances, Account Transactions and Transaction Type List reports from the Reports
section of the program.
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Set up Account Types
Click on the "Allowances" tab and then select "Setup Account Types" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Repaorts Utilities Settings  Allowances

Allocate

Setup Transaction Types [by Surna

Setup Account Types I
M arna Surnars Hn

The "Allowance Account Type" screen will open.

A Allowance Account Types — O >

Code Dezcriptian | ~
2 Perzonal Account

&dd

Del

Fename

i

jI'L Cloze

To add a new Account Type, click on the "Add" button and enter a suitable code and description and then press
the "down arrow" key on your keyboard followed by the "up arrow" key to save the record.

An Account Type can be deleted from the system by highlighting the relevant line and then clicking the "Del"
button. It is also possible to change the code for an Account Type by clicking on the "Rename" button, this will
open the "Rename Allowance Account" screen.
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4} Rename Allowance Account... — O x

Cld Code Pa
Mew Code

=
IL Close |

The existing code will be displayed in the "Old Code" field. Fill in the "New Code" field with the relevant data and
then click on "OK" to update the Allowance Code or "Close" to cancel.

If required you can set up multiple accounts for each resident. Click the "Close" button to finish.

Now move on to Set up Transaction Types.
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Set up Transaction Types

Click on the "Allowances" tab and then select "Setup Transaction Types" from the menu options list.

Lizenced Salel and Exclusivel ta - Dema

Imvaicing Repaorts Utilities Settings  Allowances

Allowances -
Allocate
Setup Transaction Types [by Surnai
Setup Account Types
T THET T rErEt Mame Surname Ho

The "Allowance Transaction Types" screen will appear.

A} Allowance Transaction Types — O >

Dezcription |T_I,I|:ue | A
M aintenance [77E0] FPaymemt
Add FPaprment FPapmett
Postage [7745] FPapmett
Del Receipt Receipt
Bename Statianen [F650] Papretnt
Sundnes [7800) Fayment

]

j-'L Cloze

To add a new Transaction Type, click on the "Add" button and enter a suitable code and description and the
select the type from the drop down list in the right hand column. Each transaction type will either be a "Payment”
or a "Receipt". Press the "down arrow" key on your keyboard followed by the "up arrow" key to save the record.
If you wish to delete a Transaction Type, highlight the relevant line and then click the "Del" button. If you wish to
change and existing code, highlight the relevant line and the click the "Rename" button. The "Rename Allowance
Transaction Type" screen will appear.
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i} Rename Allowance Transacti... — O >

Old Code 7ran

Mew Code

=
IL Close |

The existing code will be displayed in the "Old Code" field. Fill in the "New Code" field with the relevant data and
then click on "OK" to update the Allowance Transaction Type Code or "Close" to cancel

Click the "Close" button to finish.

When you have created the required Transaction Types you can move on to actually Allocate transactions.
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Allocate

Click on the "Allowances" tab and then select "Allocate" from the menu options list.

Lizehced Salely and Exclusivel ta - Demo

Irvaicing Reports Utilities Settings  Allowances

Allowiances -
Allocate
Setup Transaction Types [by Surnai
Setup Account Types
T et b amne Siirmarne Hn

The "Allocate Allowances" screen will appear.

M Allocate Allowances — O >
Resident
Date

Reference

Allowance Type

Allowance docount

Aot

Motes

W 0K 1 Clos=

To start entering transactions, first select the required resident by clicking the "Search" button next to the
"Resident" label at the top of the screen.

;;:5 Allocate Allowances

Fiezident
Date =

The "Search Residents" screen will appear.
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e

Search Characters

Ref Title First_Marme
093[M [Test
3034 Mrs Test
3095 Mr Test
3096 Miss Test
3097 M Test
3101 M James
102 M John

<

Search By

Surmarme

Person2

Person3
Persond
PersonG
Spence
Srrith

Highlight the required resident and then click the "OK" button to continue.

The selected name will now be displayed at the top of the screen.

Sage_Sales_Code Admission_Date

0z 13
0 13
281272013
04/03/2013
21/09/2013
1040472017
14/06/2017

Date_of_Birth
190441935
24/05/1929
040841928
3140541932
08/0341933
0140141942
26/1141935

Long_Shart_Stay Category_Code Home_Code Type_Code &ss Cont_2 Room_Mo  Floor_No MNok_Title Nak,_First_P ~

@5- hcate Allowances

Resident

kdr Jakin Smith

Date |IIIS£IZIE£2EI1 7

| X

CaTl
CATZ2

i JRes L]
H1 RES

H1 HUR
H2 HUR
H2 RES
H1 NUR
H2 MUR

I T N

X oo

Select the required date from the calendar or type it into the "Date" box. Then type your reference into the next

field.

Resident

kAr Jakin Sith

D ate

02082017

Reference

Allowance Type

Now move on to the "Allowance Type" field and select the required option from the drop-down list.

fg Allocate Allowances

Allowance Type

Rezident bt Jabr Stk
Date |IIIS£EIE=£2EI1 7 |
Reference ABC123456

Allowance Aot

Code

Py’
REC

Dezcription

Fayment
Receipt

Aot

Now move on to the "Allowance Account" field and select the account you wish to update.
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FB Allocate Allowances —

Reszident kdr Jakin Srmith

Date |namax2m 7 |

Reference |ABC123456 |

Allowance Type =t "

Allowai C gl we | Personal g

Code Drezcription

[ P, Perzonal Account

Ao

Motes

Now move on to the "Amount" field and enter the value of the transaction. You may also add a description of the
transaction in the "Notes" field.

pg—:'ri—: ANCES - O X
Resident kdr Jakin Smith
Date 0382017 |
Reference |ABC123456 |

Allowance Type =T w

Allowance Account Perzonal Account

Amount 15,25
Motes Mewspapers for July.

W 0K | Close

Finally, click on the "OK" button to save the transaction.

You will be asked to confirm your choice.

|
(" rnFirem X

. o Post this transaction
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Click on "Yes" to save or "No" to cancel.

If the transaction that you are entering would result in the resident's personal account going overdrawn you will
see a warning screen.

ot

Confirm

This client's a/c will be overdrawn by -£ 462,22 after this transaction has been recorded

Do you wish to continue

If you want to continue anyway, click "Yes" or if not click on "No" to cancel the transaction.

If you clicked "Yes", you will then see the following confirmation screen.

[ o Posting complete .....

Do you want to post another

If you have further to transactions to post for the same resident, click on the "Yes" button, otherwise click on "No"
to finish.

You can run Account Balances, Account Transactions and Transaction Type List reports from the Reports section
of the program.
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Multiple Databases

The standard way of setting up CareMaster provides for one of more homes contained within a single database.
Some users may require this to be set up differently (e.g. a company with a number of homes divided up into
different regions). If so, we can create multiple databases, each one of which can contain one or more homes.

If you require this option please Contact Us.

Once this option has been set up, the user will be presented with a new screen when starting up the program.

#¥ Choose CareMaster Database — O x
Haome Mame D atabaze Mame "
P Demal Caretaster
Add Demod Caretaster
Del
W
o OK | Close

After selecting which database you wish to log in to, click on "OK" to continue.
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Xero Users

N.B. If you wish to use CareMaster alongside Xero Accounting, you must enter an Account Number in
each Customer Contact record in Xero.

: Moblle number
Contact details

Country o 7774455 X

Addresses
Financial details

Website
Defaults settings @
Sales defaults
Purchase defaults Company reglstration number

You can search for the contact's Company Registration Mumber here [

Account number

BAYOO1

Xero network key

&

If you are using Xero Accounting rather than Sage 50 Accounts there are a number of differences in this version
of the program and they are set out on the following pages.

Xero System Defaults

Resident Invoicing

Refresh Xero Data

Amend Xero Sales Ledger Bank Details

Create Xero Export File
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Xero System Defaults

On the "System Defaults" screen there is an additional tab headed "Xero".

(A} System Defaults — O >

Lm j"L LCloze

kd ain ] Sage nvoice F'-:usting] Sage ] Other ] [Fvoice E-Mailing] MHS Irvoice Upload Paortal

Ww'hen exporting zales invoices, what description should appear under ‘Tracking Mame 1

|Department

Tracking descriptions -

Drescription ~
[rit 1

_oel] |unit 2

| Junit 3

il

wihat WAT analysiz should be applied to exported zales invoices ? Ewernpt Income ﬂ

If you wish to make use of the "Tracking" feature in Xero you can define "Tracking Name 1" on this screen and
then set up multiple options as shown above.

This is used in conjunction with an additional field on the Resident Invoicing screen.

At the bottom of the screen you can select which Xero VAT Analysis you wish to use, either "Exempt Income" or
"No VAT".
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Resident Invoicing

On the "Invoicing" tab of the "Resident" record there is an additional field as shown below:

{4} Residents — O x

Iﬂ|4‘b|bl|+|—‘v’|x||MrTestF‘ersun‘I E&EE@E i Close

bain Detailz  Invoicing l Fate Histu:ury] D55 ] Eontacts] Inventur}lf’NDtes] Admizzionstsbsence Histu:ury] Documents] Tasks] Incidents] F'hu:utu:us] [ Archive 7

INYOICING

Order No. |1 234EE
Default Funding Source |LEIC j |L|:u:al Autharity
Chargeable Period of Residence .- From |U1 A03/20713 j b | j
Starter Invoice ‘ Leaver Invoice ‘

First or Lazt lnvaoice 7 -

|zzue Clent Invoice ;- 280 - |28 Day

Rates Last Aeviewed -

Are e _ '
#era Sales Invoice Tracking Option 1 |LINIT a j >

This allows the selection of one of the tracking options that were set up on the Xero System Defaults screen. Any
invoices that are generated for this resident will be exported to Xero with the relevant "Tracking" data.
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Refresh Xero Data
This option is used to import the Customer Contact and Chart of Accounts information from Xero.

Firstly, you must export your Customer Contacts and Chart of Accounts from Xero in "CSV" format, please see
the Help screens in Xero for details on how to do this. The two exported CSV files must then be saved in a folder
called "Xero Imports" within the main "CareMaster" folder, they must also be renamed to include the Dataset
reference and an underscore at the beginning of the filenames.

For example, if your dataset reference is "CM1", the files should be renamed as "CM1_Contacts.csv" and
"CM1_ChartOfAccounts.csv".

Now go the the "Utilities" menu and select "Refresh Xero Data" from the list of options.

Lizenced Solel and Exclusivel to - Demo

Imvaicing Repaorts Utilities Settings  Allowances Archives
LHtilities -

Delete a 5ales Invoice Batch

Homes »
Client Rate Processing -
Refresh Xero Data i
Clear Multi-User Locks i

Yiew Users Currently Logged In

Wiew lnvoice Deletion History

Update Care and Accommeodation Rate History on Resident Record
Check Data

Amend Xero Sales Ledger Bank Details

I e £

You will then be able to select which dataset you want to refresh from the following screen. N.B. If you have
more than one dataset, make sure that you have downloaded and renamed the relevant Contacts and
Chart of Accounts files from Xero before attempting to run this process.

(A} Refresh Sage Data — O >

Choose Sage Dataset to Refresh |.-5.LL j

fL Close |

When you have made your selection, click the "OK" button. When the import is completed you will see the
following screen.

|Information ot

'0' Import complete ...
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Click on "OK" to finish.
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Amend Xero Sales Ledger Bank Details

If you are a Xero Accounting user and also wish to make use of the CareMaster Direct Debit Output facility, this
feature allows you to enter bank details against each Customer account manually.

Go the the "Utilities" menu and select "Amend Xero Sales Ledger Bank Details" from the list of options.

Lizenced Salely and Exclusivel ta - Demo

Invaicing Reports Utilities Settings  Allowances Archives
Lhilities -

Delete a Sales Invoice Batch

Homes »
Client Rate Processing

Refresh Xero Data r
Clear Multi-User Locks 1
Wiew Users Currently Logged In

View Invoice Deletion History

Update Care and Accommaodation Rate History on Resident Record

Check Data
Amend Xero Sales Ledger Bank Details
T T s E— P —— =i )

The "Amend Xero Sales Ledger Bank Details" screen will be displayed.

4] Amend Xero Sales Ledger Bank Details - O *

Separate Bank A/t Details | j"L Close
HETT Account -
Dataset Ref Mame DD Bank Acc Mo  |DD Bank Acc Mame DD Bank Sort Code
Code

L ARBOO1 Leonard Arbuthnot

- |cmMz2 BLEDD1 Susan Blenkinsop

_|cm2 ERIOO1 Fred Briant 95163754 G Briant 203546

I ERIOOZ Sean Briggs

_|cm2 CARDO1 Vera Carman 54687932 A Carman 726598

_|omz2 CLMNOO1 Central Lancashire NHS Trust

| CM2 EVADO1 Mr Paul Evans 35795143 1 &C allan 608743

_|omz2 LCCo01 Lancashire County Coundil

| |cm2 WLCO01 West Lancs CCG

This screen displays a list of customer accounts that have been imported from Xero. There are three additional
columns: "DD Bank Acc No", "DD Bank Acc Name" and "DD Bank Sort Code", enter the relevant information into
each of these fields and then tab on to the next line.

Within Xero, the bank sort code and account number are held in one field. If you have entered these details into

Xero they will appear in the "DD Bank Acc No" field when imported into CareMaster. To correct this, Click on the
"Separate Bank A/c Details" button at the top right of the screen. You will then see the following screen.
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Confirm pod

This will restate bank account details below when all details are incorrectly recorded in the 'DD Bank Acc Me' celumn

Do you want to continue

If you click on "Yes" the Sort Codes will be stripped out of the account number filed and transferred to the sort
code field.

At the top left of the screen there is a "Search" button to help find a particular Customer record. Click on the
button and this search screen will appear.

Locate Field Value ot
Field W alue

Search Type

[ LCase-zenzitive

(" Emact Match
{* Partial Match at Beginning
(" Partial tatch drgwbere

Fields

Account Ref

First Memt | X Cancel

Type your search word into the "Field Value" box at the top then if it is case-sensitive tick the Search Type
box. Next select whether you are looking for an "Exact Match", Partial Match at Beginning" or "Partial Match
Anywhere". Finally select which field you wish to search in from the drop-down list at the bottom.

Fields
|.-’-'-.|:n:|:|unt Ref j

Account Ref

DO Bank Acc Mame J
0D Bank Acc Mo

DD Bank Sart Code
M arme

#ero Datazet Code

You can then use the "First" and "Next" buttons to move through any instances of a match until you find the
record you are looking for.
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Create Xero Export File

At the end of the invoicing process, you can create an export file in the correct format for importing into Xero. Go
to the "Invoicing" menu and select "Create Xero Export File" from the list of options.

Lizenced Salel and Exclusivel ta - Dema

Irvaicing Repaorts Utilities Settings

Update Chargeable Days for Respite Care L

Yariable Costs 3
. T
Generate Sales Invoices
View/Modify Invoices p 1
Erint Invoices op
Send Inveoices by E-Mail p f3c

Create Xero Export File b
T —

[0

You will then see the following screen.

@3 — O >

FromDate |JUARVENN] ~
ToDate [31/12/2099 =

Dratazet Code -

Fram lrvoice Mo, |0
Tolnwvoice Mo, |299999

Export format Period of care fees [+

Resident surname and perind

¢' kK j'L Close |

Make your selection from the date range and/or the Invoice Number range and then select the Dataset you
are using and then select which "Export Format" you wish to use - either "Period of Care Fees" or " Resident
Surname & Period", then click "OK".

You will now see a message similar to the one below.
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Information =

'0' File C:\Program Files (x86)\CareMaster5ales_|nv_CSV_Files\CM_Sales_|nws_ CM2_190719_163358.C5V created ...

This will tell you the name and location of the export file that has been created. This CSV file can now be
uploaded to Xero. For more information on how to do this see the Help screens within Xero.
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