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HTOnline for Caregivers

HomeTrak Online is a web portal that can be accessed from

your phone, tablet or computer.
You can see your Calendar of schedules in an Agenda, Weekly or

Monthly view.
H OmeTra k You can see your schedule details, start/end times, length of
xpert companions in home care software schedule, client’s name and address.
You can see the Duties to Perform you need to complete during
your schedule.
You can write a Care Note to communicate information back to
oo remeTRine the office.
You can capture the Client’s Signature and your signature for
each schedule worked.

You have access to Saved Reports, like the client’s care plan.

If you’ve been given access, you can add your Availability.




Getting Started

4.0 -HomeTrak Demonstration Office - HomeTrak |centity Account & Account Activation
Confirmation © mbox %
ormeialk bantiy <lomdTisk Mamiyicmencined e * You will receive an email from HomeTrak Identity which asks
tome [+
" ou to click on the link to activate your account.
.9+ HomeTrak Identity y y
LA N N J} e - R )
e¢ -+« Account Verification * The Create Password screen will appear. Your Username is

Hello Caregiver's Name

“You have been granted access to 4.0 -HomeTrak Demonstration Office. We first need to activate your
new Home Trak /dentity account and configure a password.
Please click here to activate your account.

Company Code: XXXXX

UserName: your email @address.com

Please remember or bookmark the following URL so you can easily access this agency in the future:
https:/f _hometrakcloud.ca/HTPortal/

If you have any guestions, please contact the agency below.
Sincerely,

4.0 -HomeTrak Demonstration Office

npp it Cr

(519) 332-0868
HOfficed@fortesting.ca

e from HomeTrakInc on behalf of 4.0 -HomeTrak Demanstration Office

your email address and will already be populated for you.
Enter your Password in the password and confirm password
fields, then click Change Password to save.

The Log In screen will appear.



Log In

Use your HomeTrak Identity account to log
in.

UserName
2 Username

Password

Remember Me

&, Forgot Password

® 2017 HomeTrak Inc.

Login

Log In Screen

The Log In screen can be accessed from your phone, tablet or computer using a
web browser such as Chrome, Firefox or Safari if using an iOS (Apple) device.

Type in your Username and Password then click Log In button.

If located in the USA use the website https://www.hometrakcloud.com/.

if located in Canada use the website https://www.hometrakonline.ca/.

Add the website to the home page of your phone or tablet: click here for

instructions. Or add to your Favorites if working on a computer.



Calendar Views

* Once logged in, you will see an Agenda view of schedules on your calendar.

* Change the view to Week or Month by clicking on the Agenda drop-down menu.

= HomeTrak Training - HH Corp Click here for instructions on using the Calendars.
Calendar
Agenda — P — T
| HomeTrak Training - HH Corp HomeTrak Training - HH Corp
Date Planned... | Event =T =T
ndar ndar
5:00 AM- {2 e-00a (2)
1 7 10:00 AM
Briggs, John
Friday
Febram 201 Sun | Mon | Tue |Wed | Thu Fri | Sat sun... | Mon...| Tue... Wed... | Thu... Friday Satu...
B00AM- =) 5004 (2) 2112 | 213 | 2114 | 2115 | 2116 2117 | 2118
20 10°00 AM 01 02 03 04
Briggs, John 6:00 AM
Monday = =
February, 2017
22 ooaAy | @ 8003 @) 7:00 AM
' Briggs, John 05 06 07 08 09 10 11
Wednesday
£:00 AM- - i i i
24 10p0ay | E #0022
Briggs, John 12 13 14 15 16 17 18
Friday 9:00 AM
February, 2017 Chrirsrae Crireae Crirsrae
10:00 AM
19 20 21 22 23 24 25
o o o
—H1:00-AM—
26 27 28
12:00 PM
© 2017 HomeTrak Inc. R RS R
1:00 PM

Show All Hours
© 2017 HomeTrak Inc. © 2017 HomeTrak Inc.




Schedules

From any of the Calendar views you can tap a schedule to see the details.
Schedules Details:

» Date, Start/End Time and Hours (length of schedule)

* Client’s Name and Address (tap the address to get mapping details)

00a * Type of work you are performing. This example shows PCA Hourly.
* rggs. Jonn
‘é 2050 Soledad Ave

» Estimated Paid Hours
RN 55 S 2 — Below is a close up view of the bottom of the schedule with explanation of the

BB Schedule
¥ PCA Hourly

(D Estimated Paid Hours: 2 b uttons:

People
Sue W

Clock Qut - view E-TimeCard
information. lcon will be

Event ID ,@‘1275,‘3_3, highlighted when schedule
is clocked out.

Event ID #83236

s5mE e B
Clock In - view E-TimeCard " E - €

information. lcon will be
highlighted when schedule
is clocked in.

Attributes - View or edit Duties to Perform - View Care Note - View or add Signatures - View or add
Attributes attached to a or record duties performed Care Note describing signatures
schedule on this schedule duties performed




4 Schedule - PCA Hourly

05/25 11:00a (1 hours)
** Hunter, John
Q@ 429 Exmouth St Apt BI

=eTimeCard

] Clock Out

Time Card
Start 05/25 10:59a
End N/A

Type ga Mabile

Clock In & Out for Schedules

* From any of the Calendar views, you can tap a schedule to clock in or out.
* Your GPS or Location Services needs to be enabled on your device. To verify this
is working, open your maps app and make sure that it shows a pin at your

current location.

Troubleshooting:

* When starting or ending a visit, if you receive an indication that you are not
close enough to the location ("xx meters/yards out of range"), try moving to the
front door, or stepping outside of the building to get a clear signal and refresh
your location.

* Ifone or both of the Clock In or Clock Out options is not visible, you may be too
far from the original scheduled time of the schedule. You may need to contact

your office to adjust the schedule time in this case.



Schedule - PCA Hourly

02/22 8:00a (2)
= Briggs. John 2
Q 2030 Soledad Ave

‘= Duties to Perform
& Complete On Each Day Selected

|Z| @ Exercise- Walking

« | A Housekeeping- Dishes
+ | A Housekeeping- Meal Preparation

@1 Meal Preparation- Clean Meal Prep Area

Check off Duties to Perform

From any of the Calendar views you can tap a schedule then tap the Details
drop-down menu and tap Duties to Perform.

Tap the box beside each task to show you’ve completed the task.

Click the Add button to open the Task Chooser screen.

» Scroll through the list and tap each task you have completed to add to the

current list.

The list will be attached to the schedule and visible to the Office Staff

Task Chooser x

@ Assist w/ transfer on/off machines (0065
@ Dancing (0069)

@ Guide to machine (0063)
@ Stair Climbing (0067)

@ Swimming (0068)

@ Tai Chi (0071)

@ Weight Training (0064)
@ Yoga (0070)

A Bathrooms (2000)

A Beds (2001)

A Change Linens (0073)

A Clean Bathrooms (2001)

I Mlasn Witmham (AT

OK




Schedule - PCA Hourly

02/22 8:00a (2)
== Briggs. John
Q 2050 Soledad Ave

‘= Care Note L

Empty

B Add

Add Care Note

From any of the Calendar views you can tap a schedule then tap the Details
drop-down menu and tap Care Note.
Click the Add button to open the Care Note screen.

* Typein a brief note, then click Save.

The note will be attached to the schedule and visible to the Office Staff.

Care Note

Care Note

John had a great day. Enjoyed his walk.




Schedule - PCA Hourly

02/22 8:00a (2)
= Briggs. John
Q 2030 Soledad Ave

'= Signatures v

Name Date

Capturing Signatures

From any of the Calendar views you can tap a schedule then tap the Details drop-
down menu and tap Signatures.

Click the Client button to open the Mobile Signature screen.
* Click OK, the Tasks Completed screen appears. Client will click Yes or No.

* Ifthey click Yes, the signature screen opens for them to sign. Click Save. Repeat

steps for Caregiver’s signature if required. If not, click OK.

* Thessignatures will be attached to the schedule and visible to the Office Staff.

Mobile Signature * Tasks Completed x

Mobile Usage Instructions Confirm Tasks

Briggs, John, please sign

o Hold device in 0 Portrait Mode. Were these tasks completed?

s Disable Autorotate. 1 Completed

@ Walking (D0OE6)
m A Bathrooms (2000)
| A Clean Bathrooms (2001)
A Dishes (2002)
L Laundry (2004)

& Meal Preparation (D061)
& Walk Dog (0079)

T



Saved Reports

* From any of the Calendar views you can tap a schedule then tap the Details
drop-down menu and tap Saved Reports.
* Click the Reporticon to open the Report Viewer screen.

* You then can use the icons on the report toolbar to zoom in or out and close the

Schedule - PCA Hourly ¢ re po rt. Q| a n
02/24 8:00a (2)

= Briggs. John
Q 2050 Soledad Ave

=Saved Reporis ¥

I Saved Reports

[ Care Plan Feb 17, 2017

Report Viewer X

Care Plan Feb 17, 2017

Effective Date

21712017 m
o JR

H

me o
0 o
a0 wn
o B
o =
N

of ook of
ol ook of




HoméTrak

Your expert companions in home care software

www.hometrak.com/support

Facebook.com/hometrak/

HomeTrak Support

assistance@hometraksupport.com

HOME



