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Preface

The preface contains four items of importance:

Who this document is for.

How this help document is organized: what you will find in the
guide, and where.

How to navigate this document.

A caution, repeated later in the guide, about the confidentiality of
subscriber information.

Audience

This guide is intended for Lifeline program managers who use
CarePartners Connect, and for their staff.

Organization

The Guide to CarePartners Connect contains three chapters and two
appendices:

Chapter 1, Overview, gives a general summary of Lifeline’s online
reporting system.

Chapter 2, Access, explains the login process, and contains
information about password administration.

Chapter 3, Reports, explains how to open and view the
subscriber data that CarePartners Connect makes available.

Appendix A, Reference Information, contains a list of selected
procedures, as well as information about system availability and
support.

Appendix B, Frequently Asked Questions, contains answers to
common questions about CarePartners Connect.
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Preface

Navigation

The electronic version of the Guide to CarePartners Connect offers
three types of navigation tools:

+ Table of contents
 Links in the text
» Standard Acrobat navigation tools
You can also print the entire guide in order to use it off line.

CAUTION
CarePartners Connect gives you access to information about a
subscriber’'s medical conditions, hidden keys, home address, and
social security number. This information must be safeguarded. Never
give access to someone who does not need to know this information.
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1. Overview

CarePartners Connect allows you secure access to your subscriber
information. To use your account on this system, your Lifeline program
and CarePartners Connect must be set up securely. After you submit
your Enrollment Form, Lifeline verifies your program information and
sets up access for each individual user you requested. If you have any
questions about the use of CarePartners Connect, e-mail
CPCservice@Lifelinesys.com or call 800-852-5433. If you are on the
staff at a Lifeline program, consult with your program administrator.

Once you receive verification of your user name and password, you
can access your subscriber information online. Log in through
CarePartners Online or directly at www.CarePartnersConnect.com.
The subscriber information available to you through CarePartners
Connect includes:

+ Daily subscriber lists

* Month-to-Date Installation reports

* Month-to-Date Deactivation reports

* A historical record of your program reports for prior months
» Subscriber Care Plans and Case Histories

If you have a question about the information on a subscriber’s
responder list, or about a recent incident, you have access to real time
subscriber information in a Care Plan Agreement and a Case History
report. You can obtain this information quickly with CarePartners
Connect. Online reporting enables you to:

* Answer subscriber and caregiver questions immediately because
you can see care plan and case history information in real time.

» Become more efficient because reports are current. Online
reports are searchable and information is immediately available
without having to call Lifeline.

Guide to CarePartners Connect 1



Overview

CarePartners Connect is Easy to Use
CarePartners Connect has an intuitive and user friendly interface. You
can use the system today with no training. The special report window
allows you to view, search, save, export, and print your subscriber
data. Simply log in and follow the directions on the screen to view
standard monthly reports and other subscriber information. If you need
more help, please refer to the instructions in this guide.

To see how CarePartners Connect is structured, please refer to the
flow chart on page 21, and to the site map on page 70.

CarePartners Connect is Secure
Online reporting gives you access to Lifeline’s operational data in a
secure environment. The online system gives you the most current and
accurate information about your subscribers. As a matter of law and
ethics, the confidential information stored and distributed through
CarePartners Connect must be secure. You enter the site with a
unique user name and password, and you have access only to
subscribers within your program. In addition, CarePartners Connect
encrypts all data transmissions. For more information about
information security, please review the privacy statement available
online.

Use the Guide to CarePartners Connect On or Off Line

The Guide to CarePartners Connect explains how to gain access to
the subscriber information available online. It also explains how to
work with the reports that CarePartners Connect transmits. You can do
the following with the online help document:

» Search for a specific topic.

* Download the help file to your local drive so it is available all the

time.

* Print the entire guide.

Guide to CarePartners Connect 2



2. Access

Chapter 2 explains:
* How to obtain your user name and password.
* How to log in.
* How to change your password.
* What to do if you forget your password.

Guide to CarePartners Connect



Access

How to Enroll

If you are a program manager and have not enrolled in CarePartners
Connect:

1. Launch your web browser and go to
www.CarePartnersConnect.com or to CarePartners Online.
(CarePartners Online requires a user name and a password.)

2. Open the CarePartners Connect login page (Figure 2-1).

CarePartners

cl

your subscriber
Informatien connection

Log in to CarePartners Connect

Already have a username and password?
Enter them now to access CarePartners Connect.

User Mame: I

Forgot your password?
Get help here

Has your program enrolled for this service?
Enroll now for CarePartners Connect

What is CarePartners Connect?
Cliclk here to learn more about the system

Don't have a user name or password?
Please contact your local CarePartners Connect Administrator

Faor security reasons, if you atternpt to log in to the systern with the wrong user name
andfor password bevond an acceptable number of tries, further atternpts to access your

L],]CC‘[‘H’% subscribers will be denied. If this ococurs, please wait to try again,
& 2001 Lifeiine Systems, Inc.
A Rights Reserved

This site ereated and hosted by Contact s Tenmns & Conditions Privacy Staternent Enroll WMew CP Online Help

Lifeline Spstams Inc.

Figure 2-1. Login Page

3. Click Enroll now for CarePartners Connect in the middle of the
login page.

A web page that explains how to enroll opens in your browser.

Guide to CarePartners Connect 4
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If you work with a Lifeline program and you need access to the online
reports in CarePartners Connect, you should speak with your program
administrator. Table 2-1 below summarizes some general procedures
related to access for program managers and their staff members.

Table 2-1. Access for Program Administrators and Staff

Stage of Program Administrators | Staff Members
Access
Enroliment Submit a program No action required.
enrollment form that
lists each user.
First-time Receive usernames and | Receive a user name
login generic passwords from | and a generic password
Lifeline via e-mail. from your program
A password change is administrator. A password
required during the login | change is required during
process. the login process.
Subsequent | Log in with your user Log in with your user
access name and self-assigned | name and self-assigned

password.

password.

To get a user name and password after you enroll, e-mail
CPCservice@Lifelinesys.com with complete user information,

including:

» User first name
* User last name
* User e-mail address
* Program name
* Program codes

Guide to CarePartners Connect
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How To Log In for the First Time

When you log in for the first time, you must do three things as you
prepare for routine use of the system:

+ Agree to Lifeline’s Terms and Conditions for use of the site.
+ Change your generic password to one that you select.

» Select a hint question, and enter a response to the hint question
in case you forget your password later on.

When you enroll in CarePartners Connect, you receive a user name
and a generic password. The user name is assigned and does not
change. You are required to change your generic password the first
time you log in to CarePartners Connect.

1. Open the page titled Log in to CarePartners Connect.

2. Enter the user name and password you received from Lifeline
when you enrolled in CarePartners Connect.

Guide to CarePartners Connect 6



Access

3. Click Enter.

The CarePartners Connect Terms and Conditions page opens
(Figure 2-2).

CarePartners™

your subscriber

information connection

CarePartners Connect Terms & Conditions

Before you can use CarePartners Connect vou will need to review and accept the s
Terms & Conditions of use,

program reports
User Agreement

Click here to print Terms & Conditions

subscriber reports

Wielcarne to CarePartners Connect. Lifeline Systems, Inc, provides this service to
change password you subject to the following conditions,

If you use this service you accept these terms and conditions. All new users are

logout expected to read, understand and accept the terms and conditions to use this site,
help PLEASE READ THESE TERMS AND CONDITIONS OF USE CAREFULLY, IF YOU DO
MOT ACCEPT THESE TERMS AND CONDITIONS THEM DO NOT USE THIS SITE.
EMTERING THE SERWICE WILL COMNSTITUTE vOUR ACCEPTAMCE OF THESE TERMS
AMD COMDITIONS,
Users who violate the terms of this Agreement will have their access cancelled and
they may be permanently anned from using this site and other interactive
services, Lifeline Systems, Inc, reserves the right to change the nature of access
to this site and to revise these Terms and Conditions from time to time as the
Company sees fit. Users should check the terms and conditions periodically.
0 . hia) .
Llfellng' Terms and Conditions =l
%’Ra‘g}t;ﬂegive};' s, Inc I Accept I Do Mot Accept
This ste_gusted and bo std by Contact Us  Terms & Conditions  Privacy Statement Logout Home Help
Lifane Gy sams, The. —_— |

Figure 2-2. Terms and Conditions

NOTE

To print the Terms and Conditions, select Click here to Print Terms &
Conditions underneath User Agreement.

Guide to CarePartners Connect 7
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4. Review the Terms and Conditions:

+ If you want to continue with the login process, click | Accept.

+ If you do not agree to the Terms and Conditions, click | Do
Not Accept.
If you click | Do Not Accept, the system returns you to the
CarePartners Connect login page. If you click | Accept, a system
warning appears to inform you that you must change your
password from the generic password Lifeline provided to one
only you know (Figure 2-3).

T
CarePartnegt
your subscriber
fformation connection - CaraPartners Connect - System Warning
2007 - Your Password must be changed
Detail:
our Passwaord must be changed, Please select Change Password button below,
Reasons:
“our passwaord must be changed because it was recently reset or it has expired.
Change Password m
@ 2001 Lifdine Sypsmems, Inc
Al Rigkes Reserved
Thiz 5t owated and hosted by
Lifeline Spstems, fnc. _I
¥

Figure 2-3. System Warning

Guide to CarePartners Connect 8
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5. Click Change Password at the bottom of the system warning
page.

The Changing Your Password page opens (Figure 2-4). It
contains STEPS 1, 2, and 3.

CarePartners™

ct

vour subscriber
information connection

Changing Your Password

Changing password for: Mary Smith

program reports Select a password that is easy to remember. You will need this each time you access
CarePartners Connect. Your password must be at least 6 alpha/numeric characters
long.

subscriber reports

STEP 1: Please enter your old password.

change password

Old Password: |"°“““°"

logout STEP 2: Please enter your new password.

Mew Password: |
help

STEP 3: Please confirm your new password and hit 'Change Password'.
New Password: |
Change Password

@ 2007 Liflive 5 pstmms, Inc.
A Rights Reserved
This & aeated and bosted by Contact Us Terms & Conditions  Privacy Staternent Home Help
Lifekine Spstems, Inc. I

=

Figure 2-4. Changing Your Password

6. Type your current password in the field labeled Old Password. If
you are a first time user, your old password is the generic
password you used when you logged in for the first time.

7. Type a new password in the field labeled New Password.
(See Password Administration on page 13.)

8. Type your new password a second time to confirm it.
9. Click Change Password at the bottom of the page.

A system message appears to confirm that the password is
changed.

Guide to CarePartners Connect 9
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10. Click OK at the bottom of the system message page.

A system warning appears to inform you that you must select a
hint question and enter a hint response.

11. Click Set Hint at the bottom of the system warning page.

The Setting Your Hint Question & Response page opens
(Figure 2-5). It contains STEPS 4, 5, and 6.

CarePartners™

wour subscriber

information connection

Setting Your Hint Question & Response

If you forget your password you can still access the system using a hint. vou will need
to select a hint question and response. When you forget your password, CarePartners
Cannect will display your hint question (i.e. your Mather's Maiden Mame?), and you will
need to respond to the question successfully to enter the system,

STEP 4: Please select a hint question.

Hint Question : |What is your mother's maiden name? j

STEP 5: Please enter your hint response.

Hint Response: |

STEP &: Please confirm your hint response.

Hint Response: |

Set Hint
@ 2001 Lifeline 5psmms, Inc
Aif Rights Reserved
Ixi-f:as?;:ﬁig‘imma’ by Enroll Mow CP ©nline  Help

Figure 2-5. Setting Your Hint Question & Response

12. Select a hint question from the drop down list in STEP 4.

13. Type your response to the hint question in STEP 5.

14. Type your response to the hint question a second time in STEP 6.
15. Click Set Hint at the bottom of the page.

A system message appears to confirm that the hint and hint
response are set.

Guide to CarePartners Connect 10
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16. Cli

ck OK at the bottom of the system message page.

The Welcome to CarePartners Connect page opens (Figure 2-6).

CarePartners™

| J "_\ =
_

Cl

wour subscriber

information connection You are logged in as: Mary Smith

program reporis
subscriber reports
change password
logout

help

Lifelifié

Welcome to CarePartners Connect

CarePartners Connect provides you secure access to information on your subsecribers
and your Lifeline Program - when you need it - NOW!

To access your subscriber information, simply click on the main menu to the left,

What's new?

Laook here each time you log into CarePartners Connect:
s Learn about new features and reports added to the system.

® System maintenance downtime will also be announced here.

CarePartners Online
Click here for CarePartners Online,
® Visit the Marketing Toolkit for the latest marketing flvers and ideas!
® Learn about Lifeline's new Carealert{sm) and Healthcare Directives services!

Meed the Free Adobe Acrobat Reader?

For certain system features, such as viewing saved reports and h‘“m
CarePartners Connect Help, you will need the Adobe Acrobat Reader. g

all information contained in this site is considered private and confidential, and is
intended solely for use by authorized Lifeline Systems, Inc. representatives,

@ 2007 Lifeline S};Imms, Inc.

Aif Rights Reserve.

This de cested znd bosted by Contact Us  Terrns & Conditions  Privacy Staternent Logout Home  Help

Lifeline Systems, nc.

- |

NOTE

Figure 2-6. Welcome to CarePartners Connect

Appendix A, Reference Information, summarizes information

available from the links at the bottom of the Welcome to CarePartners
Connect page.

Guide to CarePartners Connect
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Privacy of Records

Because the information in the Lifeline reports is so sensitive,
CarePartners Connect uses strict security measures to prevent
unauthorized entry. Program managers and their staff can see only
information related to their own programs.

CAUTION
CarePartners Connect gives you access to personal information
about a subscriber. This information must be safeguarded. Never give
access to someone who does not need to know this information.

Guide to CarePartners Connect 12
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Password Administration

Information security in CarePartners Connect is critical. Learn the
basic procedures and requirements related to your password. If you
are a Lifeline program manager, learn how to assist members of your
staff with password administration.

Please note the following about your password:

NOTE

Never write your password down. Select an easy to remember
password.

Passwords must be a minimum of 6 characters long.
Blank passwords are not permitted.

Your password is case sensitive.

Passwords may contain any letter or numeral.

Your password must contain both alphabetic and numeric
characters.

Passwords expire in 120 days.

You cannot reuse a password.

You can change your password at any time. Changes take effect
immediately.

You must supply your current password to change your
password.

If you forget your password and respond correctly to the hint
question, CarePartners Connect requires you to select a new
password.

Program administrators do not know the passwords of other
users in the program. Lifeline does not know anyone’s password,
and will never ask you for yours.

To prevent unauthorized access, your account is locked for ten
minutes after several unsuccessful attempts to log in.

Guide to CarePartners Connect 13
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How To Change Your Password

CarePartners Connect prompts you to change your password every
120 days. To change your password then or at any other time:
1. Click change password in the side menu bar.

The Changing Your Password page opens (Figure 2-7).

CarePartners”

yvour subscriber

Informatien connection

Changing Your Password

Changing password for: Mary Smith
program reports Select a password that is easy to rernerber. You will need this each time you access
CarePartners Connect. Your password must be at least 6 alphasnumeric characters
long.
subscriber reports

STEP 1: Please enter your old password.
change password

old Password: |

logout

STEP 2: Please enter your new password.

New Password: |
help

STEP 3: Please confirm your new password and hit ‘Change Password’.

News Password: |

Change Password
Lf .l &2
@ 2001 Likline § pstrms, Inc.
Al Righes Reserveéd
Thiz site oeated and ho sted by Contact Us  Terrns & Conditions Privacy Staternent Logout Home  Help
iifedine Sysems, Inc —

Figure 2-7. Changing Your Password

2. Type your current password in the field labeled Old Password.

3. Type a new password in the field labeled New Password.
(See Password Administration on page 13.)

4. Type your new password a second time to confirm it.

Guide to CarePartners Connect 14



Access

5. Click Change Password at the bottom of the page.

A CarePartners Connect system message appears to confirm
that the password is changed. If your password does not meet
the requirements stated in Password Administration on page 13,
you will receive an error message.

6. Click OK at the bottom of the page.
The Welcome to CarePartners Connect page opens (Figure 2-8).

A" 5
—~ -
ouembsz::'fc{:

information connection You are logged in as: Mary Smith

CarePartners”

Welcome to CarePartners Connect
program reports CarePartners Connect provides you secure access to information on your subscribers
and your Lifeline Prograr - when you need it - NOW!

subscriber reports To access your subscriber information, sirply click on the main rmenu to the left.

change password wWhat's new?
Look here each time you log into CarePartners Connect:
logout » Learn about new features and reports added to the system,
# System maintenance downtime will alsa be announced here.

help
CarePartners Online
Click here for CarePartners Online,

* Wisit the Marketing Toolkit for the latest rarketing flyers and ideas!
s Learn about Lifeline's new Caredlert{sm) and Healthcare Directives services!

Need the Free Adobe Acrobat Reader?

Far certain system features, such as viewing saved reports and r&‘mrm.
CarePartners Connect Help, you will need the Adobe Acrobat Reader. o

o . (hviA)
Ll ellnc All infarmation contained in this site is considered private and confidential, and is

intended solely for use by authorized Lifeline Systems, Inc. representatives.
@ 2002 Lifelive Systems, Inc.
A Fights Reserved

This S ceated and bosmd by Contact Us Terms & Conditions Privacy Staternent Logout Home  Help
iffeline Systems, inc. -

Figure 2-8. Welcome to CarePartners Connect
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What To Do If You Forget Your Password

If you have the login page open and find that you have forgotten your
password, you can get help. To use this feature, you must have logged
in at least once, and you must have set your hint and hint response. If
you forget your password, follow these steps:

1. Click Get help here under Forgot your password?
The Forgot Your Password? page opens (Figure 2-9).

CarePartners™

nect

vour subscriber

information connection Fo rgot Your Passwo rd?

STEP 1: Enter your User Name and hit 'Get Hint' button

User Name: ||

Get Hint
e Contact Us Terms & Conditions Privacy Staternent Enroll Mow CP Online Help _I
- -

Figure 2-9. Forgot Your Password?

2. Type your user name in the field labeled User Name.

Guide to CarePartners Connect
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3. Click Get Hint.
The Hint & Answer page opens (Figure 2-10).

' __\ g ]
. . %
CarePartnegt S
vour subscriber
information connection H ||'|t & Answer
Here is your hint question.
Hint; what is your mothers maiden name?
STEP 2: Enter Hint Answer and hit "OK" button
Hint Answer: ||
© 2001 Lifeline Systems, Ine.
aif Rights Reserved
This site created and hested by
WS Lo Sk Contact Us  Terms & Conditions  Privacy Staternent Enroll Mow CP Online  Help _I

Figure 2-10. Hint & Answer

4. Read the hint question, and type your response in the field

labeled Hint Answer.
5. Click OK.

The Your Response is Correct page confirms that you entered
the correct hint response. If this confirmation does not appear,
contact your program administrator to reset your password

manually.

Guide to CarePartners Connect
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To complete the login process, you must change your password:

1. Click OK at the bottom of the page titled Your Response is
Correct.

The Changing Your Password page opens (Figure 2-11).

CarePartners”

connect

infarmation connection

Changing Your Password

Changing password for: Steve Greffenius

program reports Select a password that is easy to remember. Tou will need this each time you access
CarePartners Connect, Your passwaord must be at least 6 alpha/numeric characters
long.

subscriber reports

STEP 1: Please enter your old password.

change password

Old Password: |

EX T2 T30
logout STEP 2: Please enter your new password.
help Nevs Password: |
STEP 3! Please confirm your new password and hit 'Change Password'.
New Password: |

@ 2001 Lifeline Systems, Ine.
AU Rights Reserved

This site ersated snd hostad by X X
Lifeline Systems Inc. Contact Us Terms & Conditions Privacy Staternent Logout Home Help

Figure 2-11. Changing Your Password

2. Type a new password in the field labeled New Password.
(See Password Administration on page 13.)

3. Type your new password a second time to confirm it.
4. Click Change Password at the bottom of the page.

A CarePartners Connect system message appears to confirm
that the password is changed.

Guide to CarePartners Connect 18
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5. Click OK at the bottom of the system message page.

The Welcome to CarePartners Connect page opens
(Figure 2-12).

CarePartners™

r§
Cl

wour subscriber

information connection You are logged in as: Mary Smith

Welcome to CarePartners Connect

program reports CarePartners Connect provides you secure access to information on your subscribers
and your Lifeline Prograr - when you need it - NOW!

subscriber reports To access your subscriber information, sirply click on the main rmenu to the left.

change password Wwhat's new?

Look here each time you log into CarePartners Connect:
logout » Learn about new features and reports added to the system,
# System maintenance downtime will alsa be announced here.

help i
CarePartners Online

Click here for CarePartners Online,
* Wisit the Marketing Toolkit for the latest rarketing flyers and ideas!
s Learn about Lifeline's new Caredlert{sm) and Healthcare Directives services!

Need the Free Adobe Acrobat Reader?
Far certain system features, such as viewing saved reports and r“'mrm.
CarePartners Connect Help, vou will need the Adobe Acrobat Reader,  pyppe

g . (a
Ll ellnc all information contained in this site is considered private and confidential, and is
intended solely for use by authorized Lifeline Systems, Inc. representatives.
@ 2002 Lifelive Systems, Inc.
A Fights Reserved

This S ceated and bosmd by Contact Us Terms & Conditions Privacy Staternent Logout Home  Help
iffeline Systems, inc. -

Figure 2-12. Welcome to CarePartners Connect
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Chapter 3 discusses these CarePartners Connect reports:
» Subscriber Lists (subscribers listed by name and by unit number)
* [nstallation List
» Deactivation List
» Care Plan Agreement
» Case History

The flow chart in Figure 3-1 on page 21 shows how these reports are
organized.
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Program Reports & Subscriber Reports

Loginto
CarePartners Connect

vy

Welcome to
CarePartners Connect

A y

Program Subscriber
Reports Reports
Care Plan

Case History
Subscriber List by Name v

Subscriber List by Unit # Subs
Installation List
Deactivation List

criber
Search Form

v A4

Current Report or
Previous Reports Search Results
A4 v v
: Care Plan Case
Report Window Agreement History
Search
Save
Export Date
Print Range
Report Window

Figure 3-1. Program Reports and Subscriber Reports
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A Quick Tour of the Report Window

When you open a report, it appears in a separate report window. You
can open as many report windows as you like. Figure 3-2 illustrates a

report window with the navigation pane open.

Contents  First Prev Next Last Goto

Page [5 of7 [100%x] Search Print/Save Export Help X

)
ifeline

i

Subscriber List Sorted By Name On 2/19/2002

CPC Central Hospital

MAS90

Program Manager.Joe Stanton
Office Phone:(000) 000-0000

Name Model  Subscriber ID Unit # Address City State  ZIP Phone # Status
Brady, Tom as00 5509366 6751001205 101 Lawrence Street Wioburn L2 1801 [508) 355-7771 Active
Brown, Troy. 9500 5509366 B524301109 21 Bear Street “an Buren ME 04785 (378) 666-4444 Active
Bruschi, Teddy 9500 5509371 B30SE31411 574 Beaver Lane Framingham M, 0702 (508) 971-3611 Active
Cox, Brian ooog 5509364 0000 123 Mass Avenue Harvard A 451 (975) 455-3047 Active
Jdohnson, Ted 9500 5509370 E741851816 134 Steve Street Framingham M, 01702 (508) 746-3333 Active
Law, Ty 9500 5509363 BA19551222 29 Lakeside Road Grotan mMa, 471 (978) 698-8841 Active
Light Mt a500 5509369 B63347T1316 696 Lawrence Strest Framingham ha, 0702 (508) 7469720 Active
Millary, Letwyer Q500 5509365 BS27261018 B9 River Road Graton A o450 [975) 456-3077 Active
Rutlece, Rod a500 5509367 GTB9671823 20 Mass Ave Boltory ha, M740  (378) 555713 Active
Totals :

Active : 9

Inactive : 0

Pending Conversion : 0

Pending Unit Assign-Distrib : 0

Pending Unit Assign-Field : 0

Pending Install : 0 |

Pending Deactivation : o

Demo : 0

Figure 3-2. Report Window

From the report window, you can:

* Navigate a report (see How to Navigate a Subscriber List on
page 30).

» Search for a specific entry in the report.

* Print or Save the report as a PDF document.
» Export the report as a comma delimited text file.

Guide to CarePartners Connect
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You can search, print, save, and export a program report. You can print
and save a Care Plan Agreement, and you can print and save a Case
History. Table 3-1 below summarizes the functions available for each
type of report.

Table 3-1. Report Window Functions for Each Type of Report

Type of Report Search Save Print Export
Program Reports Yes Yes Yes Yes
Care Plan Agreement No Yes Yes No
Case History No Yes Yes No

Click Contents in the top menu bar to toggle the navigation pane on
and off. The navigation pane contains a table of contents for the report,
organized by program code. Click the links in the navigation pane to go
to a particular section of the report. To navigate the hierarchy of
program codes in the table of contents, click the triangles to the left of
the entries.

Remember the following points when you use the report window:

* The Contents pane lists program codes for subscriber lists. It lists
cases in a Case History.

» The page field in the top menu bar shows which page of the
report is open.

* Click Help in the top menu bar to open the Guide to CarePartners
Connect.
NOTE

You can run a Care Plan or a Case History from any program report.
To do so, click the name of the individual subscriber.

To zoom in or out in the report window, click the down arrow to the right
of 100% in the top menu bar. Select a value less than 100% to zoom
out. Select a value greater than 100% to zoom in. To close a report,
click the X in the upper right-hand corner of the report window.
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Subscriber Lists

Subscriber lists are sorted by subscriber name or unit number. They
contain complete and current information for all of your program’s
subscribers. The lists also include information about subscribers who
have enrolled in a program, but who are not yet currently active.

NOTE

The Current Report shows who your subscribers are as of the time
stamp on the bottom of the report (that is usually midnight of the
previous day). Previous Reports contain subscriber data for up to the
past twelve months. See Figure 3-5 on page 27.
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How to Open a Subscriber List

The following procedure starts at the Welcome to CarePartners
Connect page (Figure 3-3). The procedure assumes that you have
completed the first-time login process, and that you want to open one

subscriber list.
| J B S — 2

Cl
wour subscriber

information connection vou are logged in as: Mary Smith

CarePartners™

Welcome to CarePartners Connect

program reports CarePartners Connect provides you secure access to infarmation on your subscribers
and your Lifeline Program - when you need it - NOW!

subscriber reports To access your subscriber information, simply click on the main menu to the left,

change password Wwhat's new?

Look here each time vou log into CarePartners Connect:
logout # Learn about new features and reports added to the system,
» Systemn maintenance downtime will also be announced here,

help i
CarePartners Online
Click here for CarePartners Online.
* Wisit the Marketing Toolkit for the latest rarketing flyers and ideas!
# Learn about Lifeline's new Carealert{sm) and Healthcare Directives services!

Need the Free Adobe Acrobat Reader?

Far certain system features, such as viewing saved reports and r&‘mrm.
CarePartners Connect Help, you will need the Adobe Acrobat Reader. o

g . (hviA)
Ll ellnc All information contained in this site is considered private and confidential, and is
intended solely for use by authorized Lifeline Systems, Inc. representatives.
@ 2002 Lifelive Systems, Inc.
B Rights Resarved
This S ceated and bosmd by Contact Us Terms & Conditions Privacy Staternent Logout Home  Help
iffeline Systems, inc. -

Figure 3-3. Welcome to CarePartners Connect
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To open a subscriber list:
1. Click program reports in the sidebar menu.
The Program Reports page opens (Figure 3-4).

CarePartners™

connect

your subscriber
informatien connection

program reports
subscriber list by name
subscriber list by unit
installation list
deactivation list

subscriber reports
change password
logout

help

s
Lifeline
© 2001 Lifeline Systems, Inc.

ali Rights Reserved

This site created ana hosted by
Lifeline Systems Inc.

Program Reports

our current program reports are just a click away,

STEP 1: Click on any report listed in the main menu to the left.

}
g Hot Tip
By clicking on any subscriber listed in these reports, you will can run a real time Care Plan

Agreement for that subscriber,

Contact Us  Terms & Conditions Privacy Staternent Home Help

Figure 3-4. Program Reports
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2. Click subscriber list by name in the sidebar menu.
The subscriber list selection page opens (Figure 3-5).

CarePartners”

onnect

your subscriber

Information connection P rogram Re po rts

program reports

N N STEP 2: Click the report below that you wish to view.
subscriber list by name

subscriber list by unit Current Report
installat on list
deact vation list

subscriber reports Previous Reports

change password Subscriber List By Name On 01-31-2002

logout Subscriber List By Marme On 12-31-2001

help

1. 65
Lifeline
@ 2001 Lifalive S psmms, Inc.
Al Rights Reserved

Thic gte ested and bosted by Contact Us Terms & Conditions  Privacy Statement Home Help
Lifedine Sy stems, nc. —

Figure 3-5. Subscriber Lists
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3. Click the link under Current Report.
The subscriber list opens in a separate report window

(Figure 3-6).

Contents First Prev Nexté Last Goto

Page [8 of7 [100%z] Search Pprint/Save Export

Help X

iR

Subscriber List Sorted By Name On 2/19/2002

CPC Central Hospital

MAS90

Program Manager.Joe Stanton
Office Phone:{000) 000-0000

Name Model  Subscriber ID Unit # Address City State  7IP Phone # Status
Bracly, Tom as500 5508368 B7E1001208 101 Lawrencs Street woburn M 1801 (508) 555-7771 Active
Brown, Troy as00 5509366 6324301109 21 Bear Street Wan Buren ME 04785 (978 GE6-4444 Active
Bruschi, Teddy as00 5509371 6305831411 &74 Beaver Lane Framingham [ m7oz (508 9713311 Active
Cox, Brian nooa 5509364 0000 123 Mass Avenug Harvard [0 o451 (978 455-3047 Active
Johngon, Ted as00 5509370 EBTH1831816 154 Steve Street Framingham [ m7oz (508) 748-3333 Active
Law, Ty 500 5509363 6819551222 29 Lakeside Road Groton M m471 (978) B98-8541 Active
Light, Matt as500 5508368 BE33471316  B88 Lawrencs Street Framinghaim M m702 (508) 745-9720 Active
Millory, Lty et as00 5508365 6527261018 63 River Road Groton M 01450 (878) 456-3077 Active
Rutledye, Rod as500 5508367 B7ES671823  20Mass Ave Boton M m740 (878) 555-7131 Active
Totals :

Active : 9

Inactive : 0

Pending Conversion : 0

Pending Unit Assign-Distrib : 0

Pending Unit Assign-Field : o

Pending Install : o —

Pending Deactivation : 0

Demo: a

NOTE

Figure 3-6. Subscriber List in the Report Window

To open a subscriber’s Care Plan Agreement or Case History, click
the individual’s name in the left-hand column of the subscriber list. A
Search Results page opens with information about the subscriber you
selected (see Figure 3-21 on page 48). Click Care Plan at the bottom
of the Search Results page to open the Care Plan Agreement. To
open the subscriber’s case history, click Case History and specify the
desired date range for the history.
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Figure 3-7 summarizes the steps required to open a program report.

How to Open a Program Report

Log in to CarePartners Connect
Enter your User Name and Password.

e

program
reports

Welcome to CarePartners Connect
Step 1: Select program reports.

Program Reports
Step 2: Select subscriber list by name.

subscriber
list by name

Current Report or Previous Reports

Step 3: Choose which report to open.

or Export as needed.

Figure 3-7. How to Open a Program Report

Subscriber List in the Report Window
Step 4: Select Search, Print/Save,

Guide to CarePartners Connect
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How to Navigate a Subscriber List

You can navigate your subscriber list with two sets of tools: the table of
contents in the Contents pane and the page navigation buttons in the
top menu bar.

Use the table of contents to locate the part of the list you are interested
in. The procedure below assumes that you have already opened the
subscriber list in the report window. To locate a specific program in a
long subscriber list:

1. Click Contents in the top menu bar.

A side pane opens that shows the contents of the subscriber list
by program number (Figure 3-8).

Contents First Prev Next Last Goto Page |5 of 7 |WDU%j Search Print/Save Export Help X
- MATTT
faut Lifeline
State Funded
= MAZA0 Subscriber List Sorted By Name On 2/19/2002
Report CPC Central Hospital MA990 Pragram Manage
b MASGE Office Phomt
Name Model  Subscriber ID Unit # Address City State  ZIP Phone
Brady, Tom 9500 5508368 GTEI001206 101 Lawrence Street wigkurn W4 1801 (508) 552
Brown, Troy 9500 5509368 B524301109 21 Biear Strest ‘an Buren ME 04785 (O78) BAE
Bruschi, Teddy 9500 5509371 B305831411 874 Beaver Lane Framingham [ M702  (508) 971
Cox, Brian 0000 5500364 0000 123 Mass Averue Harvard 1 1451 (978) 452
Johnson, Ted 9500 5509370 BT41881816 154 Steve Street Framingham [ M702 (508) 74E
Lave, Ty 9500 5509363 6818551222 29 Lakeside Road Grotan M o471 (878) B3E
Light, Matt 3500 5508363 6633471316 668 Lawrence Street Framingtam M 702 (508) 74E
Ml Larwver 9500 5509365 BS27261015 69 River Road Gratan 1 1450 (978) 45E
Rutledne, Ror 3500 5508367 GTESETIE23 20 Mass Ave Eioltor M 740 (97E) 555
Totals :
Active : 9
Inactive : 0
Pending Conversion : 0
Pending Unit Assign-Distrib : 0
Pending Unit Assign-Field : 0
Pending Install : 0 —
Pending Deactivation : i
Demo: 0

Figure 3-8. Subscriber List with the Contents Pane Open
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NOTE
To close the contents pane, click Contents in the top menu bar again.

2. To show the subcategories under each program code, click the
blue triangle next to the code.

3. Continue to open sublists until you have reached the subscriber
list you want.

In addition to the contents pane, you can use the page navigation
button in the top menu bar of the report window to move around in a
subscriber list. The five buttons are:

First Opens the first page in the document.

Prev Opens the previous page. For example, click Prev
to move from page 8 to page 7.

Next Opens the next page. For example, click Next to
move from page 8 to page 9.

Last Opens the last page in the document.

Goto Opens the specified page. For example, type the

numeral 4 in the Page field of the top menu bar.
Then click Goto. Page 4 of the report opens in the
report window.
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How to Search a Subscriber List

To find a subscriber or set of subscribers in the subscriber list:
1. Click Search in the top menu bar.

A search pane opens to the left of the report window (Figure 3-9).
The search pane lists the searchable fields in the subscriber list.
All the fields in the subscriber list are searchable except the
street address.

Contents  First Prev Next Last Goto Page IE— of7 [10%z] Search Print/save Export Help X
New Search X =
A
STEP 1: ?Snet::cshq:irch criteria and then hit Llfel'[‘ne
Subscriber Name;l— Subscriber List Sorted By Name On 2/19/2002

Program Code: l— CGPC Central Hospital MAS9D
Model Type:
Name Model  Subscriber ID Unit # Address City
Subscriber ID: Brady, Tom 9500 5500368 S7B1001208 101 Lawrence Sireet Woburmn
Unit Number: l— Brown, Troy as00 5509366 6524301108 21 Bear Strest ‘Van Bur
. Bruschi, Teddy 8500 3509371 6305831411 74 Beaver Lang Framingt
city: Cox, Brian ooon 5509364 000D 123 Mass Averus Harvard
State: Johnzon, Ted 9500 5508370 G741881816 164 Steve Strest Framingt
tpcodes | ] Law, Ty 9500 5500363 5319551222 20 Lakeside Road Graten
Light, Matt as00 5509369 8633471316 858 Lawrence Sireet Framing!
Phone Number: Millory, Larwryer g500 5508365 8527261018 B3 River Road Groton
Subscriber Status: [ | Rutlecice, Rod as00 5509367 S7BOB71523 20 Mass Ave Boftan

Totals :

Active :

Inactive :

Pending Conversion :
Pending Unit Assign-Distrib :
Pending Unit Assign-Field :
Pending Install :

Pending Deactivation :

oo o o o oo ®w

Demo :

a0 I _’ILI

Figure 3-9. Search Pane Open in the Report Window

2. Enter the search criteria for the subscriber you want to find.
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3. Click Search at the top of the search pane.
The search results appear in the search pane (Figure 3-10).
» Click Export to export the search results to a comma

delimited text file.

» Click New Search above the search results to clear the

current search criteria.

+ Click the X in the upper right-hand corner of the search pane

to close the pane.

Contents

New Search

results or print page.

Report Search found 9 matches.

Results 1 -9

Armnstrong, Bruce  MA9S95

Buckley, Terrel MA998
Coates, Ben MA998
Faulk, Kevin MA338
Grogan, Steve MA998
Pleasant, Anthony MA238
Redmon, JR. MA938
Winatieri, Adam MA998

Woody, Damien MA338

Results 1 -9

Export Results

N

First Prev Next Last Goto

STEP 2: Select a subscriber to view, export

SubscriberName Program_Code

Expart search results as comma delimited file, (csv)

rage |5 of7 [100% 7] Search Print/save Export Help X
[ 2] i
Subscriber List Sorted By Name On 2/19/2002
CPC Central Hospital MASS0
ModelType Su Name Model  Subscriber D Unit# Address City
4500 551 Bracty, Tom 9500 5509368 E7E1001208 101 Lawrence Street Woburn
9500 581 Brown, Troy 2500 5509366 6524301109 21 Bear Strest “an Bur
500 551 Bruschi, Teddy 4500 3509371 6305831411 §74 Beaver Lane Framingt
2500 - Co, Brisn 0000 5509364 0000 123 Mass Avenue Harvard
9500 5 Johngon, Ted 4500 5508370 6741831816 104 Steve Street Framingt
9500 551 Law, Ty 9500 5509363 6319551222 29 Lakeside Road Graton
3500 551 Light, Matt 9500 5509369 6633471316 888 Lawrence Street Framingt
% % Millry, Lavwyer 8500 5508365 B527261018 B9 River Road Groton
i
= Rutledoe, Rod 9500 5509367 E7E9671823 20 Mass Ave Bofton
Totals :
Active : 3
Inactive : 0
Pending Conversion : i
Pending Unit Assign-Distrib : 0
Pending Unit Assign-Field : a
Pending Install : i |l
Pending Deactivation : 0
Demo: 0

s

Figure 3-10. Subscriber List Search Results
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Remember the following points as you search a subscriber list:

» Click a name in the subscriber list to open that individual’s Care
Plan Agreement or Case History.

« Ten columns in the subscriber list are searchable. The street
address is not searchable.

* You can use the search function to locate entries in the list. Each
entry in the search results contains a link to the corresponding
page in the subscriber list.

* The search pane lists ten records at a time. If a search returns
more than ten records, click Next at the bottom of the search
pane to display more search results.

» To export the search results to a spreadsheet program in a
comma delimited file, click Export Results at the bottom of the
search pane.

NOTE

When you search a subscriber list, the system does not select
individuals from the database. Rather, the search results in the
left-hand pane contain links to relevant entries in the report.
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How to Save a Subscriber List

To save a subscriber list as a PDF document:
1. Click Print/Save in the top menu bar of the report window.
The Print/Save dialog box opens (Figure 3-11).

/3 Print/Save - Microsoft Internet Explorer

¢ Current Page

' Range of Pages From: |1 To: |4

¢ A&ll Pages

Print/Save

Figure 3-11. Print/Save Dialog Box

2. Select one of three options:
» Current page
* Range of Pages From: _ To:
+ All Pages
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3. Click Print/Save at the bottom of the dialog box.
The selected pages open in Acrobat Reader (Figure 3-12).

CREER R HE o

Lifeli

Subscriber List Sorted By Name On 2/19/2002

Piinted From
CareFannars Connect

(DA

CPC Central Hospital

Frogram Manager:Joe Stanton

Cffice Phone:(000) 000-0000

Name Model  Subscriber ID Unit # Address City State  ZIP Phone # Status
Brady, Tom @500 5500058 E761001208 101 Lawrence Street wiobum ma 1801 (508) 5557771 Active
Brown, Troy Q500 5500086 6524301100 21 Bear Straet Van Buran ME 04785 978) GEE-4444 Active
Brusan, Teady 9500 5500071 6305821411 874 Beaver Lane Framingnam ma o702 (508) ©71-38M Active
Cox, Brian onon 5500064 0000 123 Mass Avenua Hamvarg ma 01451 (978) 455-3047 Active
Johnson, Ted Q500 5500070 6741821816 124 Stave Streat Framingham MA 01702 508) 748-3233 Active
Law, Ty 9500 5508002 6919551222 29 Lakeskle Road Groton ma 01471 (978) 698-8841 Active
Light, Malt 9500 §500260 B533471216 888 Lawrence Slreel Framingham MA 01702 508) T48-9720 Active
Millgy, Lawyar 9500 §500085 8527261018 69 River Road Groton MA 01450 978) 456-3077 Active
Rutledge, Rod @500 5500057 GTGOET1ER: 20 Mass Ave Ealion ma 01740 (576) 5557131 Active
Totals :

Activa © 9

Inactive : 0

Fending Converslon a

Pending Unit Assign-Distrib : o

Fending Unit Asslgn-Fleld 0

Pending Install : 0

Penaing Deactivation 0

Demo 0

W4 1of1 kM 11x85in | O

=

uu;l

=

|~

Figure 3-12. Subscriber List Open in Acrobat Reader

4. Click the disk icon in the Acrobat toolbar.

The Save a Copy... dialog box opens.

5. Specify a folder and a filename for the PDF file.
6. Click Save.
The Save a Copy... dialog box closes.

7. Use Windows Explorer to verify that the file is saved in the proper
location.
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How to Export a Subscriber List

The Export function saves the entire file as plain text in comma
delimited format. A file in this format has a .csv extension. You can

open the text file in a spreadsheet such as Excel. To export a .csv file
for use in another application:

1. Click Export in the top menu bar of the report window.
The File Download dialog box opens (Figure 3-13).

File Download x|
r'ou have chosen to download a file from this location.

.._Or_01-14-2002.r0i;1 YsearchPe from deslweb3

‘what would you like to do with thiz file?

™ Open this fil from its cument location
= &5 sk

¥ | &lways ask before opening this bipe ot file

Ok, I Cancel | Molelnfol

Figure 3-13. File Download Dialog Box

2. Select Open the file from its current location in the dialog box.

To save the exported file without opening it, select Save this file
to disk in the dialog box.

3. Click OK.
The data file opens in Excel.

4. To save the Excel file to your hard drive, click File > Save in the
Excel menu bar.
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NOTE

If Excel is configured to accept .csv files, the exported file
automatically opens in Excel when you click OK in the File Download
dialog box. If Excel is not configured to accept .csv files, the exported
file opens in Notepad.

How to Print a Subscriber List

To print a subscriber list:
1. Click Print/Save in the top menu bar of the report window.
The Print/Save dialog box opens (Figure 3-14).

/4 Print/Save - Microsoft Internet Explorer

¢ Current Page

' Range of Pages From: |1 To: |4

¢ A&ll Pages

Print/Save

Figure 3-14. Print/Save Dialog Box

2. Select one of three options:
* Current page
* Range of Pages From: __ To:
+ All Pages
3. Click Print/Save at the bottom of the dialog box.
The selected pages open in Acrobat Reader.

Guide to CarePartners Connect 38



Reports

4. Click the printer icon in the Acrobat toolbar.
The Print dialog box opens (Figure 3-15).

Status:  Feady
Type: HF Lazer)et 8100 Series PCL &
Where:  1012.3.2

Print EHE
— Printer
Nare: Properties |

I”| Feverseipanes
™ Frint as jmage
[ Print to file

— Print Range

" Cument page

) Eages fron I‘I |1 I‘I

Frint; IEven and Odd Pagez j
v Comments

Loy ) Selectedipages/aaphic

— Copies and Adjustments

¥ Shrink oversized pages to paper size

Mumber of copies:

I Ezpand small pages to paper size
¥ Auto-rotate and center pages

= PostEerit b phor

Entit ettt S L anguage Level 2
[¥ | G ptimize for Speed
¥ | nyurlad Asizn Forts

Color Managed:  On printer

]

7| Gave Frinten femany

Printing Tipz | Advanced... I

Preview p—11.00—

¢

Units: Inches

Zoon, 100.0%

[ o ]

Cancel |

Figure 3-15. Print Dialog Box

5. Verify that the settings in the Print dialog box are correct.

6. Click OK.

The report is sent to the locally connected printer and the dialog

box closes.
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Installation List

The procedures used to work with an installation list are nearly the
same as those used to work with subscriber lists. For more
information, please refer to A Quick Tour of the Report Window on
page 22, and to the detailed procedures in Subscriber Lists on
page 24.

Click program reports > installation list in the side menu bar to open
the Program Reports page (Figure 3-16). The page shows lists that
contain all of the installations conducted during a particular period. If
you select the Current Report, the report window lists all installations
for the current month to date. If you select one of the Previous Reports,
the report window lists installations for the month you selected.

T

CarePartners

your subscriber

information connection Program Re po I't5

program reports

- STEP 2: Click the report below that you wish to view.
subscriber list by name

subscriber list by unit Current Report
Installation list
deactvation list

subscriber reports Previous Reports

change password Installation List Through 01-31-2002

logout Installation List Through 12-31-2001
help

@ 2001 Liflive 5 pstems, Inc.

AliRights Reserved

This s oested and hosmd by Contact Us  Terms & Conditions  Privacy Staterment Help
P #alie Sy ez, Inc

Figure 3-16. Current and Previous Installation Lists
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Figure 3-17 shows a sample installation list. The list contains the
subscriber’s name and ID number, unit number, installation date, and
service type. The system sorts the entries in the list chronologically by
installation date, and then by subscriber last name.

Contents First Prev Next Last Goto Page |1 of 3 |100%j Search Print/Save Export Help X

[ifline _

Installation List From 02/01/2002 To 02/19/2002

CPC Central Hospital MA 990 Program Manager:.Joe Stanton
Office Phaone: (000) 000-0000

Name Subscriber Id  City/State Unit # Installation Date  Service Type
Brady, Tom 5509365 woburn, WA B7E1001208 0201/2002 Lifeline

Bruschi, Teddy 5509371 Fratmingham, Ma, E305831411 0240172002 Lifeline

Johnson, Ted 5509370 Framingham, k&, B741581816 02401/2002 Lifeline

Brown, Troy 5509366 “an Buren, ME 6524301109 02i02/2002 Lifeline

Cox, Brian 5509364 Harvard, b2, 0000 02002/2002 Lifeline

Lanne, Ty 5509363 Grotan, Ma BE19551222 020272002 Lifeling —
Light, htatt 5509369 Framingham, MA BE334T1316 02m03/2002 Lifeline

Rutlzdne, Rod 5509367 Bottorn, M E7B9ET1523 0203/2002 Lifeline

billay, Laweyver 5509365 Groton, kA B527T261018 0210472002 Lifeling

Total Installations: g9

End Of Report

Figure 3-17. Installation List
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To move from page to page in the installation list:

Click First to open page 1 of the list.

Click Prev to open the previous page in the list.

For example, if the installation list is open to page 3, click Prev to
open page 2. If you click Prev when the list is open to page 1, the
report window does not move to another page.

Click Next to open the next page in the list.

For example, if the installation list is open to page 3, click Next to
open page 4.

Click Last to open the last page in the list.

To open a specific page in the installation list, enter the page
number in the Page field. Then click Goto in the top menu bar.
The report window goes to the page you entered.

The three items on the right side of the top menu bar in the report

window are:

Search Search the list on one or more searchable fields.
Print/Save Use Acrobat to print or save data from the list.
Export Export the list to another application in comma

delimited format.
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Deactivation List

The procedures used to work with a deactivation list are nearly the
same as those used to work with subscriber lists. For more
information, please refer to A Quick Tour of the Report Window on
page 22, and to the detailed procedures in Subscriber Lists on
page 24.

Click program reports > deactivation list in the side menu bar to
open the Program Reports page (Figure 3-18). The page shows lists
that contain all of the deactivations conducted during a particular
period. If you select the current report, the report window lists all
deactivations for the current month to date. If you select one of the
previous reports, the report window lists deactivations for the month

you select.
T
CarePa rtnegt
your subscriber
information connection Prog ram Repo rts
program reports ) ) )
STEP 2: Click the report below that you wish to view.
subscriber list by name
subscriber list by unit Current Report
installation list
deactivation list Deactivation List Through 02-04-2002
subscriber reports Previous Reports
changelpassuond Deactivation List Through 01-31-2002
logout Deactivation List Through 12-31-2001
help
Li ]c I
B 2001 Lifeiine Systems, Inc.
ail Rights Reserved
This site created and hosled by
Litelime Systems Inc. Contact Us Terms & Conditions  Privacy Staternent Horme Help
=

Figure 3-18. Current and Previous Deactivation Lists
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Figure 3-19 shows a sample deactivation list. The list contains the
subscriber’'s name and ID number, city and state, deactivation date,
days on service, and deactivation reason. The system sorts the entries
in the list chronologically by deactivation date.

Contents  First Prev Next Last Goto Page 1 of3 [100% z] Search Print/Save Export Help X

-

ifline

Deactivation List From 02/01/2002 To 02/19/2002

CPC Central Hospital MA9S90D Pragram Manager:Joe Stanton
Office Phone: {000) 000-0000

Subscriber Date Days On Deactivation
Name Id City/State Deactivated Service® Reason
Bledsoe, Drew 5509362 Princeton, MA 020372002 3206
Total Deactivations: 1
Average Days On Service: 3,206

*Current installation date to deactivated date
Accuracy of this information can not be
quarartesd

End Of Report

Figure 3-19. Deactivation List
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To move from page to page in the deactivation list:

Click First to open page 1 of the list.

Click Prev to open the previous page in the list.

For example, if the deactivation list is open to page 3, click Prev
to open page 2. If you click Prev when the list is open to page 1,
the report window does not move to another page.

Click Next to open the next page in the list.

For example, if the deactivation list is open to page 3, click Next
to open page 4.

Click Last to open the last page in the list.

To open a specific page in the deactivation list, enter the page
number in the Page field. Then click Goto in the top menu bar.
The report window goes to the page you entered.

The three items on the right side of the top menu bar in the report

window are:

Search Search the list on one or more searchable fields.
Print/Save Use Acrobat to print or save data from the list.
Export Export the list to another application in comma

delimited format.
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Care Plan Agreement

The Care Plan Agreement contains critical information for an individual

subscriber, gathered at the time of enroliment and installation. The

online Care Plan Agreement contains the latest information entered in

the subscriber database.
The Care Plan Agreement contains confidential information:
* Hidden key location
* Medical conditions
* Social security number
* Responders’ contact information
Any billing information that might appear

CAUTION

The information in the Care Plan Agreement is extremely sensitive!
Monitor access to these reports, and keep passwords secure.
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How to Open a Care Plan Agreement

To open a Care Plan Agreement in the report window:

1. Click subscriber reports in the side menu bar of the Welcome
page.
The Subscriber Search form opens (Figure 3-20).

CarePartnegg
your subscriber

Information connection Subscriber Search

To run a real time Subscriber report, follow the steps below,
Subscriber data is stored for 90 days after deactivation,

program reports

STEP 1: Enter search criteria and then hit 'Search’ button.
subscriber reports Enter information in one of the fields below, If the search criteria are too broad
and list too many subscribers, you will need to narrow your search.

care plan agreement

case histary Home Phone#: ||— |_

change password OR
onite: [ |
logout OR
Last Name: I ({starts with, min & char)
heli AND (optional)
First Name: | {starts with)
City: | {starts with)
Zip Code: |

Program Code: |4l *| status: IALL -
Lifeline
EI.ZR?D[ 'f;@;{;:zj?&'rls‘ Ine.

This sHe created snd hosted by . .
Lifeline Systams Inc. Contact s Terms & Conditions Privacy Statemnent Home Help

Figure 3-20. Subscriber Search Form

2. Enter search criteria in the Subscriber Search form
(see Subscriber Search on page 50).
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3.

Click Search.
The Search Results page opens (Figure 3-21).

CarePartners

nect

™

Vour subscriber
information con

program reports
subscriber reports
change password
logout

help

o
Lifeline

yatems, foc.

nection

Search Results
STEP 2: Select one Subscriber and then select a report below.

Installation
Use Name Address Phone# Program| Model Unit# Date Status
101 Lawrence Street
Brady, Tom Frarmingtom, MA 01702 508-555-7771 | MA990 9500 | 6761001208 | 02-01-2002 | Active

21 Bear Strest

Brown, Troy \an Buren, ME 04755 976-666-4444 Mas90 3500 6524301109 | 02-02-2002 Active
n 574 Beaver Lane
 ||Bruschi, Teddy Framingharmn, MA 01702 508-971-3811 Mag90 9500 6305831411 | 02-01-2002 Active
Contact Us Terms & Conditions Privacy Statement Home Help

Figure 3-21. Search Results

4. Click the desired button in the Use column to select a subscriber

in the Search Results page.

If only one subscriber appears in the Search Results page, the
button for that individual is already selected.

If necessary, scroll down the list of records with the scroll bar at
the right-hand side of the Search Results.
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5. Click Care Plan at the bottom of the page.

The Care Plan Agreement opens in the report window
(Figure 3-22).

Contents

First Prev Next Last Goto

Page 1

of2 [100%z] Search Pprint/save Export Help X

LIFELINE CARE PLAN AGREEMENT FORM

Page 1 of 2

ot
e Print Terms & Conditions
(] This is » PARTIAL Install} ] This iz  FOLLOW-UP Install Progeam Hame Program Phone Huher
{Must complete all Helds Number of pages included: -
wuilined in hold} 1 er20] CPC Central Hospital
—
Program Code | Model Type Unit # Household Phone # Installation DatelTime
MA990 9500 6305831411 (508) 9713811 02/01/2002
Sahutation | Subscrber Last Name First Hame Middle Suffix
Bruschi Teddy
Preferred Name Last Hame Sounds Like | Langnage Heed? Gender Date of Birth
Teddy Bruschi []spanish ] Other Male [ |Female |  [6/25/1969
Household Information Emergency Phone Numbers (Do not list 211 ox 300 #5)
Fesidential Street dddressihpté
874 Beaver Lane Dispatch Status
Bl | (508) 4445555 0-
City State Zip Code . 08) 444 5555
e R
Framingham MA 01702 508) 0
T ownship/Municipality County
Anbuknes | (508) 444-5555 0-

Household Hidden Key Location Directions To Home  (Must Be Provided If PO Box Listed) Additional Services
Under Superbowl Trophy next to front Route & 10 miles, 2nd farm house on left. I;.‘ Inactivity Alarm Service
door.

Special Instructions
[state Fanded
[ Lifiline Smoke Detector
Drug Allergies Medical Conditions andior Diseases Household Warning

Masectomy; Brain Injury; Carpal Tunnel Syndrome

Responder One

Responder Two

Responder Three

Hame (FirstiLast)

Joe Stanton

Hame (First/Last)
Tom Swift

Hame (FirstiLast)

-

i

Figure 3-22. Care Plan Agreement

NOTE

The Care Plan Agreement contains the most up to date information in
the subscriber database.
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Subscriber Search

Figure 3-23 shows the Subscriber Search form used to retrieve an
individual’'s Care Plan Agreement or Case History.

T
CarePa rtnegt
your subscriber
information connection Subscriber Search
To run a real time Subscriber report, follow the steps below.
Subscriber data is stored for 90 days after deactivation,
program reports
STEP 1: Enter search criteria and then hit *Search’ button.
subscriber reports Enter information in one of the fields below, If the search criteria are too broad
and list too many subscribers, you will need to narrow your search.
care plan agreement
BEER (USery Home Phone#: I - I
change password OR
Unit#: |
logout OR
Last Mame: | {starts with, min Z char)
hel .
p AND {optional)
First Name: | (starts with)
City: I (starts with)
Zip Code:
]C l Program Code: |All 'I Status: IALL 'I
@ 2001 Lifeline Systems, Inc. .
This site ereated sad hosted by . X
Lifefime Systems Inc. Contact Us Terms & Conditions  Privacy Staternent Haorme Help

Figure 3-23. Subscriber Search Form

To search for a subscriber in the database, enter the subscriber’s
phone number, unit number, or last name. Enter just one of these three
pieces of information. If you enter the subscriber’s last name, you can,
at your option, enter more information about the subscriber to narrow
your search.
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Listed below are some important items to note for each of the fields in
the Subscriber Search form. Remember, only the subscriber’'s home
phone number, unit number, or last name are required to conduct a

search.

Home Phone Enter the 10-digit phone number in the following
format: XXX XXX XXXX.

Unit # Enter all four or ten digits in the serial number of
the subscriber’s unit.

Last Name Enter the first two or more letters of the

subscriber’s last name. The entry is not
case-sensitive. For example, Smith or smith will
find all subscribers with the last name of Smith.

If you enter the subscriber’s last name as your primary search
criterion, use the following fields to narrow your search:

First Name Enter the letter or letters at the beginning of the
subscriber’s first name. The entry is not case
sensitive. For example, Craig or craig will find all
subscribers named Craig.

City Enter the letter or letters at the beginning of the
city you want to search on.

Zip Code Enter all five digits of the zip code you want to
search on.

Program Code Select the program code from the drop down list.

Status Select the subscriber’s status from the drop down
list.

After you have entered your search criteria information, click Search at
the bottom of the form.

NOTE

If your search criteria are too broad, the form returns the message,
Search has found too many rows. Please refine your search criteria.
Click Try Again in the dialog box to return to the Subscriber Search
page. Enter as much specific information as you have about the
subscriber you want to locate.

Guide to CarePartners Connect 51



Reports

The numerical fields in the Subscriber Search form require an exact
match. For these fields, enter each digit of the number required. The
text fields do not require an exact match. For these fields, you can
enter the entire word, or the first few letters of the word.

The ability to search with only part of a name can yield more
subscribers than intended. Suppose you want to locate Clara Gold,
and you enter Gold in the Last Name field. The locator searches the
database for all people named Gold, as well as Goldstein, Goldsmith,
Goldman, Golden, and so on. To narrow the search, enter the
subscriber’s first name (or other information) as well.

NOTE

Information about a subscriber remains available for 90 days after
deactivation. During that period, you can retrieve information for
deactivated subscribers just as you would for an active subscriber.

Guide to CarePartners Connect 52



Reports

Report Window Functions

The Care Plan Agreement is only two pages long, but the page
navigation buttons still operate as before:

First Opens the first page in the document.

Prev Opens the previous page. For example, click Prev
to move from page 2 to page 1.

Next Opens the next page. For example, click Next to
move from page 1 to page 2.

Last Opens the second and last page in the document.

Goto Opens the page specified in the page field.

With the Care Plan Agreement, you can Save, Print, and Export, but
not Search. Click Print/Save on the right side of the top menu bar to
print or save the document from Acrobat Reader.

NOTE

You can view and print the Terms and Conditions that accompany the
subscriber’s Care Plan Agreement. Click Print Terms & Conditions
in the upper right-hand corner of either page 1 or 2 of the agreement
to open the Terms and Conditions in Acrobat Reader. To print the
document, click the printer icon in the Acrobat toolbar.
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How to Save a Care Plan

The procedure below explains how to save a Care Plan Agreement to
your local hard drive as a PDF file:
1. Click Print/Save in the top menu bar of the report window.

The Print/Save dialog box opens (Figure 3-24).

/3 Print/Save - Microsoft Internet Explorer

¢ Current Page

' Range of Pages From: |1 To: |4

¢ A&ll Pages

Print/Save

Figure 3-24. Print/Save Dialog Box

2. Select one of three options:
» Current page
* Range of Pages From: __ To:
+ All Pages
3. Click Print/Save at the bottom of the dialog box.
The selected pages open in Acrobat Reader.
4. Click the disk icon in the Acrobat toolbar.
The Save a Copy... dialog box opens.
5. Specify a folder and a filename for the PDF file.
6. Click Save.
The Save a Copy... dialog box closes.

7. Use Windows Explorer to verify that the file is saved in the proper
location.
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Figure 3-25 shows the steps required to open a Care Plan Agreement
and save it to your hard drive.

How to Open a Care Plan

Welcome to CarePartners Connect
Step 1: Select subscriber reports.

subscriber| Subscriber Search Form
reports Step 2: Enter search criteria.

Search Result

Step 3: Select a subscriber
and click Care Plan.

Care Plan in Report Window
Step 4: Select Print/Save.

Figure 3-25. Open a Care Plan Agreement
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How to Print a Care Plan

To print a Care Plan:
1. Click Print/Save in the top menu bar of the report window.
The Print/Save dialog box opens (Figure 3-26).

/3 Print/Save - Microsoft Internet Explorer

¢ Current Page

' Range of Pages From: |1 To: |4

¢ A&ll Pages

Print/Save

Figure 3-26. Print/Save Dialog Box
2. Select one of three options:
* Current page
* Range of Pages From: __ To:
» All Pages
3. Click Print/Save at the bottom of the dialog box.
The selected pages open in Acrobat Reader.
4. Click the printer icon in the Acrobat toolbar.
The Print dialog box opens (Figure 3-27).
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Print EHE
— Printer
WP\ AN B D L2 FH 2301 Properties |
Status:  Feady I”| Feverseipanes

Type: HF Lazer)et 8100 Series PCL &

™ Frint as jmage

Where: 10.123.2 ™ Frint ta file
— Print Range — Copies and Adjustments
Loy ) Selectedipages/aaphic Murnber of copies: Iﬂ
" Cument page
) Eages fron I‘I 1ie) I‘I ¥ Shrink oversized pages to paper size

. E d zmall t i
Fiint: IEven and Odd Pages j I™" Espand small pages to peper size

il ¥ Auto-rotate and center pages
v LComments

= FastEenipt [ pton

Preview p—11.00——y
Erntideteds | Language Level 2 j -
[¥ | G ptimize for Speed A E
¥ | Woyrlmad dsian Fonte. 5| Gave Printer fMemony )[ E
Color Managed:  On printer
Urits: Inches Zoom;: 100.0%

Printing Tipz | Advanced... I Ok, I

Figure 3-27. Print Dialog Box

Cancel |

5. Verify that the settings in the Print dialog box are correct.
6. Click OK.
The report is sent to the printer and the dialog box closes.

NOTE

You can view, print, and save the Terms and Conditions that
subscribers agree to when they sign the Care Plan Agreement. Click
Terms & Conditions in the upper right-hand corner of the Care Plan
Agreement in the report window. The Terms and Conditions open as
a new PDF file in a separate Acrobat window. Then print or save

the document from the Acrobat Reader toolbar. The Terms and
Conditions are the latest Terms and Conditions, and may not be the
version signed by the subscriber upon installation.
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Case History

The Case History provides details of each incident and each
administrative action during the user specified reporting period. It
contains full case notes for each subscriber from check-in, to
maintenance, to incident reports. Entries are in chronological order,
oldest case first.

How to Open a Case History

To open a Case History:

1. Click subscriber reports in the side menu bar of the Welcome

page.

The Subscriber Search form opens (Figure 3-28).

T

CarePartners

your subscribar

Information connection

program reports

subscriber reports

care plan agreement
case history

change password

logout
help

v, 80
Lifeline

© 2001 Lifeline Systems, Ine.
211 Rights Reserved

This sife craated and hosted by
Lifeling Systems Inc.

Subscriber Search
To run a real time Subscriber report, follow the steps below,
Subscriber data is stored for 90 days after deactivation.

STEP 1: Enter search criteria and then hit ‘Search’ button.
Enter information in one of the fields below, If the search criteria are too broad
and list too many subscribers, you will need to narrow your search.

Home Phone#: "_ l—l

OR

Unit#:

OR

Last Name: |
AND {optional)

(starts with, min & char)

First Name: | [starts with)
City: | [starts with)
Zip Code:

Program Code: |All  =| status: IALL 'l

Contact Us  Terms & Conditions  Privacy Statemnent Home Help

Figure 3-28. Subscriber Search Form
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2. Enter search criteria in the Subscriber Search form.
3. Click Search.
The Search Results page opens (Figure 3-29).

T
CarePﬁrtners
Vour subscriber
information connection
Search Results
STEP 2: Select one Subscriber and then select a report belove.
Installation
program reports Use Name Address Phone# Program | Model Unit# Date Status
101 Lawrence Street ~ . 01 :
i R © |Brady, Tom Frammingharm, MA 01702 508-555-7771 | MA990 9500 | 6761001208 | 02-01-2002 | Active
subscriber reports
21 Bear Strest
Brown, Troy \an Buren, ME 04785 975-600-4444 | MASI0 9500 | 6524301109 | 02-02-2002 | Active
change password © |Bruschi, Teddy 374 Beaver Lane 508-971-3611 | MASS0 9500 | 6305831411 | 02-01-2002 | Active
Framingham, MA 01702
logout
help
@ 2001 Lifeline Systems, Inc.
AN Rights Reserved Case History
This site created and hosted by )
Uifsfine Systems Ine. Contact Us Terms & Conditions Privacy Statement Home Help
E

Figure 3-29. Search Results

4. Select a subscriber in the Use column of the Search Results
page.
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5. Click Case History at the bottom of the page.

The Date Range Selection page opens (Figure 3-30).

|
T
CarePartneE.t
your subscriber
information connection
Date Range Selection
Case History report far: Bruschi, Teddy
program reports
STEP 3: Specify a date range and then hit '¥iew Report® button.
subscriber reports
 Today
change password © Within the last 7 days
¢ User defined date range
logout
Start Date: I_/ I_fl End Date: I_/ I_fl
hel
elp Date range must be within 90 days
View Report
© 2001 Lifelire Systems, Inc.
alf Rights Reserved
Thi ed and
Lifelime Systems Inc. Contact Us  Terrns & Conditions Privacy Staternent Home Help

Figure 3-30. Date Range Selection

6. Specify a time period in the Date Range Selection page.
The Date Range Selection page contains three options:

» Today — Case history data since midnight of the current day.
» Within the last 7 days — Case history data for the past week.

* User defined date range:

Start Date — Enter a start date in mm/dd/yyyy format.

End Date — Enter an end date in mm/dd/yyyy format.
Both the start date and the end date must be within the last

90 days.
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7. Click View Report.

The Case History for the period you selected opens in the report
window (Figure 3-31).

Contents

First Prev Mext Last Goto Page 1 of1 [1003% 7] Search Print/Save Export Help X

1)
Lifeline

For Teddy Bruschi 01/01/02 To 01/31/02

MAII0

-

Program Manager: JoeStanton
Office Phone: (300) 451-0525

|Suhst:riher ID: 5509371

Subscription Status:

Active Unit#: 53056831411

Case 9326226

Subscriber
Date Local Time Description Detail
/2772002 122812 Signal(s) Received Reset
122816 Mew Case Created Incident
12:78:46 Case Type Accidental
12:29:46 Subscriber Situation Sub okay
12:29:46 Case Outcorne Sub 0K o
12:29:47 Case Status Cloged
Case 9328227
Subscriber
Date Local Time Description Detail
0172772002 13534 Signal(s) Received Inactivity Alarm
14:41:46 New Case Created Incident
1446:06 Case Status Closed

Figure 3-31. Case History

NOTE

The Case History contains the latest information in the subscriber
database. Use this report to verify a recent incident or to verify a
check-in call.
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Figure 3-32 summarizes how to open a Case History.

How to Open a Case History

Welcome to CarePartners Connect
Step 1: Select subscriber reports.

e

subscriber
reports Step 2: Enter search criteria.

Subscriber Search Form

Search Result
Step 3: Select a subscriber. Click Case History.

Date Range Selection
Step 4: Specify a period of time for the report.

Case History in Report Window
Step 5: Select the next operation
from the top menu bar.

Figure 3-32. Open a Case History
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Report Window Functions

The page navigation buttons are:

First Opens the first page in the document.

Prev Opens the previous page. For example, click Prev
to move from page 80 to page 79.

Next Opens the next page. For example, click Next to
move from page 80 to page 81.

Last Opens the last page in the document.

Goto Opens the specified page. For example, type the

numeral 4 in the Page field of the top menu bar.
Then click Goto. Page 4 of the report opens in the
report window.

NOTE

You can print and save a case history from Acrobat Reader. You
cannot search a case history or export the case notes to a .csv file.
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How to Save a Case History

To save a Case History as a PDF document:
1. Click Print/Save in the top menu bar of the report window.
The Print/Save dialog box opens (Figure 3-33).

/3 Print/Save - Microsoft Internet Explorer

¢ Current Page

' Range of Pages From: |1 To: |4

¢ A&ll Pages

Print/Save

Figure 3-33. Print/Save Dialog Box

2. Select one of three options:
* Current page
* Range of Pages From: _ To:
» All Pages
3. Click Print/Save at the bottom of the dialog box.
The selected pages open in Acrobat Reader.
4. Click the disk icon in the Acrobat toolbar.
The Save a Copy... dialog box opens.
5. Specify a folder and a filename for the PDF file.
6. Click Save.
The Save a Copy... dialog box closes.

7. Use Windows Explorer to verify that the file is saved in the proper
location.
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How to Print a Case History

To print a Case History:
1. Click Print/Save in the top menu bar of the report window.

The Print/Save dialog box opens (Figure 3-34).

¢ Current Page

' Range of Pages From: |1 To: |4

¢ A&ll Pages

Print/Save

Figure 3-34. Print/Save Dialog Box

2. Select one of three options:
» Current page
* Range of Pages From: __ To:
+ All Pages
3. Click Print/Save at the bottom of the dialog box.
The selected pages open in Acrobat Reader.
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4. Click the printer icon in the Acrobat toolbar.
The Print dialog box opens (Figure 3-35).

Print [ 7]
— Prirter
Mame:  [ASIEIEEANIED, FProperties |
Statuz;  Ready I~ Heyerseipages
Type: HF Lazerlet 8100 Senez PCL B [~ Print as image
Where: 1001232 [~ Print ta file
— Print Range Copies and Adjustments
Lo ! Selested pages/oraptic Mumber of copies: I'I 3:
" Current page
) Fages fon |1 Jiny |1 ¥ Shiink oversized pages to paper zize
Fiint: IEven and (1dd Pages j [~ Egpand small pages to paper size
[V Auto-rotate and center pages
v Comments

= PostSenpt Wptons

Preview —11.00—

Bt T eticd S L anguage Level 2 j

[¥ | [ptimiee fon Speed 85D
¥ Uoprioadisian Fonte. 2 Save Brinter Memans j
Calor Managed: On printer

Units: Inches Zoom: 100.0%

Printing Tips | Advanced... I QK. I Cancel |

Figure 3-35. Print Dialog Box

5. Verify that the settings in the Print dialog box are correct.
6. Click OK.

The report is sent to the printer and the dialog box closes.
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Appendix A contains reference information in these areas:
» General Information
» Acrobat Reader
» Site Map
» System Availability
* Program Support

General Information

The bottom of every page in CarePartners Connect contains several
links. Click Contact Us to open the Contact Us page (Figure A-2 on
page 71). From there, you can:

» E-mail your questions to Customer Service.

* Open a listing of contact information for key Lifeline departments.

* Send an e-mail to Lifeline with ideas for improving CarePartners
Connect.

The links at the bottom of every page in CarePartners Connect also
include:

* Click Terms & Conditions to read the User Agreement, as well
as material on privacy of information, limitations of liability,
copyrights, and trademarks. You must accept the Terms &
Conditions the first time you log in to CarePartners Connect.

» Click Privacy Statement to read the parts of your agreement that
pertain to the privacy of your information, and to confidential
information about your subscribers.

» Click Logout to exit CarePartners Connect.

* Click Home to return to the page titled Welcome to CarePartners
Connect. You can also click the CarePartners Connect logo on
each page to return home.

* Click Help to open the Guide to CarePartners Connect in Adobe
Acrobat.
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NOTE

To print or save the Terms and Conditions or the Privacy Statement,
click the link that appears at the top of the scroll box on each page.
The document opens in Acrobat Reader. Then use the Acrobat
toolbar to print or save the document.

Acrobat Reader

The Welcome to CarePartners Connect page has a link to Adobe to
download the free Acrobat Reader. You do not need the reader to view
CarePartners Connect reports on line. If however you want to save or
print a report as a PDF file, you need the viewer to see the saved
report. If you send a report as a PDF document to another person, the
recipient needs the Acrobat reader to view the report.

System Availability

Availability of Lifeline’s online reporting system depends on its
operation and maintenance schedule. These particulars may change
without notice. (Times listed are Eastern time.)

CarePartners Connect system hours are from 6:00 A.M. to
midnight every day, Eastern time.

The system may be accessible from midnight to 6:00 A.M.
Eastern time, but those hours are reserved if necessary for
maintenance.

Planned upcoming maintenance is listed on the CarePartners
Connect Welcome page.

The previous day’s program reports are available at 7:00 A.M.
Eastern time.

Customer Service support hours stay the same: Monday through
Friday from 8:00 A.M. to 8:30 P.M., Saturday from 9:00 A.M. to
5:30 P.M. Eastern time.
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Site Map

The site map in Figure A-1 on page 70 shows how the parts of
CarePartners Connect work together. Refer to the online version of the
Guide to CarePartners Connect to use the color keys in the legend
below:

* Black and White — General information and enrollment
* Red - Information and site administration

* Brown — Access to CarePartners Connect

+ Light Blue — Program Reports

* Blue — Subscriber Reports
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Figure A-1. CarePartners Connect Site Map
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Program Support

Lifeline provides three sources of support for CarePartners Connect:
» First is this help document, available on line.

* The second is e-mail. Click Contact Us on any page of
CarePartners Connect, then click the first link on the Contact Us
page (Figure A-2). The e-mail address is
CPCservice@Lifelinesys.com.

* The third resource is to call Lifeline Customer Service at
800-852-5433.

If you need assistance with any matter concerning CarePartners
Connect or with Lifeline’s reports, please use these three sources of

help.
El
T
CareP"artrweg.LL
your subscriber
information connection Contact Us
Far questions relating ta the use and content of CarePartners Connect, please contact
Customer Service.
program reports Emnail:Click here to email questions to Customner Service,
or send email to CPCService@Lifelinesys.com
subscriber reports Phone: 1-800-451-0525
Fax: 1-8377-384-5226
change password - . .
Lifeline Contact information
Click here for further information,
logout
CarePartners Connect Feedback?
hel Click here to emnail us ideas on improving this systerm.
elp or send ernail to CPCIdeas@Lifelinesys.com
@ 2007 Lifelive 5 psmms, Inc.
A Rights Feserved
This 5®_oeated and hosmd by Terms & Conditions  Privacy Statement Help
Liteline Sypserns, Inc. _I
¥

Figure A-2. Contact Us
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B. Frequently Asked Questions

The questions and answers below cover some common tasks you'll
want to accomplish through CarePartners Connect. Click the page
references to open the relevant part of the guide.

After | receive my user name and password from Lifeline,
how do | log into CarePartners Connect for the first time?

Go to www.CarePartnersConnect.com. Then enter your user
name and generic password at the CarePartners Connect login
page and follow the on screen instructions. See page 6.

How do | search a report for a single subscriber?
Click Search in the top menu bar of the report window.
See page 32.

How do | change my password?

Click change password in the side menu bar. See page 14.
How do | check the notes for an incident in a subscriber’s
case history?

Locate the individual through a program report or a subscriber

search and open the individual’'s Case History. See page 58.
How do I find a subscriber’s phone number, or some other key
piece of information?

You can find much information in the subscriber lists or the Care
Plan Agreement. To obtain subscriber information without
opening a report window, use the Subscriber Search form to find
the subscriber’s record. Then take the required information from
the Search Results table. See page 32, page 47, or page 50.

How do | enroll a new user who works as a volunteer in
my program?

E-mail CPCservice@Lifelinesys.com or call Lifeline at
800-852-5433 to obtain the correct enroliment form.
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How do | send subscriber data to the people who work with me?

Save the data in a PDF file. If you are in a secure environment,
e-mail the file as an attachment. If not, print the file and fax or
hand-deliver it. See page 35, page 38, and page 68.

How do | print a monthly report?
Print the report from Acrobat. See page 38.

How do | export my subscriber data to a spreadsheet?

Open a report and click Export in the top menu bar of the report
window to export a comma delimited file to Excel or another
application. See page 37.

How do | determine whether a subscriber is still active or not?

Use the Subscriber Search form to locate the subscriber. Then
check the Status column on the right-hand side of the Search
Results table to determine whether the subscriber is active.
See page 50 and page 48.

Or, open the subscriber list, locate the subscriber, and check the
subscriber status column. See page 25 and page 32.

How do | scan through the data for all the subscribers in

my program?
Open the subscriber list and use the navigation tools to page
through the data in the report window. See page 30.

How do | print a copy of this guide?
Click Help anywhere in CarePartners Connect to open the guide
in Acrobat, then print the guide from Acrobat. See page 2.

How do | determine how many subscribers signed up last month?

Open the installation list that covers the desired interval. The last
page of the report lists the total number of installations for that
month. See page 40.
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How do | archive my reports?

Create one or more archive folders on your hard drive and use
them to store old reports as PDF files. You can review reports
stored in these folders without having to log in to CarePartners
Connect. CarePartners Connect keeps reports available on line
for twelve months. See page 35.

How do | control who sees confidential subscriber data?
Careful administration of the passwords in your program makes
your subscriber data secure. See page 12 and page 13.

How do | get the Acrobat Reader?

You can download the program from www.adobe.com. Click the
Adobe Acrobat link on the Welcome to CarePartners Connect
page. See page 68.

Can | log in to CarePartners Connect at any time?

The period from midnight to 6:00 A.M. is reserved for system
maintenance. The site may not be available during those hours.
See page 68.

How do | contact Lifeline for questions not answered in
this guide?

E-mail CPCservice@Lifelinesys.com or call Lifeline Customer
Service at 800-852-5433.
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