@ CAPITAL GUARDIANS

Residential Community
Instruction Booklet

(includes prepaid card use)




Residential instructions @ CAPITAL GUARDIANS
Login

= (o to hWitps://app.capitalaunardians.com/
= Select LO@ IN, enter email address and password

a CArPITAL GUARDIANS Home NDIS v  Providers v AgedCare v  Resources v Contact

W CArPiTAL GUARDIANS

Experience real conversations with

‘ myemailaddress@carefacity. com.au ‘

a Community-based Plan Manager,
& tech that pays overnight. ‘ ...... ‘

# Remember Me

LOGIN

Forgot Password 7

Register


https://app.capitalguardians.com/

Residential instructions
Viewing accounts and statements

After login, presented with the Viewer screen, this shows vou all the account vames and balavces. When
selecting a balance, a statement appears, that can be privted.

@ CAPITAL GUARDIANS

Chawnge billing

Change logins +o invoice by different providers i.e. Resident Elteiritiin Sl - Sieteisint
Charaes (Café), Debit card, etc. This determines where the con| araans | @] 0 omam | @ Y 1o

money 1s sent. (S,
i
,

07/02/2019 Direct debit by Capital Guardians 1263760 $200.00 5294.00
07/02/2019  Debit Card Carer Escort to Appointment - 10 $94.20 504.00 A
29/11/2018 [ For |
Debit Card He'io Tendai C|
07/02/2019  Debit Card Carer Escort to Appointment- 100 $94.20 $18820 .
10/01/2019
ﬁ W 18/01/2019 Direct debit by Capital Guardians 1232475 $200.00 $282.40
ACCOunts 17/01/2019  Patrizia Bruni cut 8 $25.00 582,40
%  Transactions Hairdressing
04/12/2018  Care Court Coffee Shop  Coffee Shop Expenses November 2018 150 $3.00 $107.40 .gﬁ‘:

Accounts : . p A 31/10/2018  Care Court Coffee Shop ~ Coffee Shop Expenses October 2018 123 $6.00 $110.40
: S & & G S
7 & § & S/ F/0
@o Invoice Account IETEIEILS
& 2
4 S
& Batch >

LEE Profile R =
EssEEssEsss
RN fishop, Bromuyn EseEssasss \ I II
— - | I
1 Q}\ Facilty: 1.2% — 0

Withdrawals Last 6 months withdrawals/deposits

san0

$87.92

Abbott, Tony

$345.1

Athukorala, Malini

$294.00

‘ . Jan1e  Feb19 Mar1® Apri®  May1d Junid
B
A

Contact: for all departures, select and let us kvwow if transferred Providers: Green ndicates the acconnt is
out or passed away: linked +o a particular goods avd/or services

* Providers get av email giving 5 days for final invoices then provider to uvoice.

return the balance +o the accomnt we have on file.

* Represewtatives (ie families), aet an email regarding the
acconnt closure.



Residential instructions @ CaPITAL GUARDIANS
Reimbursements — Facility Expenses

Spend movey using a debit card Ve
Having used the card, select Debit card so -
Debit Card Resi Lodge the movey is sent back +o the card

T VIsA

— For other reimbursements select Resident
Charae +o sewd money o bavk acconnt, café, etc

Debit Card Resi Lodge

Resident Charge Resi Lodge <
Invoice by Community

Residential Lodge<€ @ Select commumity
Profile _ eSMbW\H’

AcCcounts

Transactions

[P Select invoice X L
@ Write description

To enter multiple accounts
P tuter values check last column “M Copy”
To enter wmultiple accounts
check last column "M Copy”

Unidue
Contact
23-05-2017 Generate m MVBice
invoice #

Invoice

=
number
Communities & $ = Cory Description Copy Invoice# Docs gevnerated
customers ——Administration, Caboolt.. £ 2 Con 106.
select either resident or Adsett, Barry 20 * E, Musicin the park outlvng * 70%, & overwritten
organisation Arnold, Maureen ) 5 O
Atkin, Heather 20 B Musicin the park outing 01 P
Fields marked *are compulsory Tuvoices/reimbursements entered by close of busivess

Thursday are paid by eft Friday for all vendors. 3



Residential instructions
Reimbursements — Facility Prepaid Card

@ CAPITAL GUARDIANS

P oo il

Viuane 1))

Debit BlueCross Ivanhoe

Debit BlueCross vanhoe

Resident Charges BlueCross enhoe

wuorrreodUnt

VISA

Spend wmoney using the prepaid Bolance o
card - select Debit card so the

money is sent back to the card

Ei Frofile
&, Contact

Debit Account

@ Sclect - Transactions e Select - Allocate
Unallocated
22.Aug2019  THEPARTY PEDPLE AUSSANSSOUCI 3175 Allocate
AUS POS Signature Purchase
':!'.-.%:.5-.731:) ng:n;:-bﬂr‘tnn—b:;a:'(:‘\l AUS POS £1.60 Allocate e S6l60+ _ Scwd IV‘VO]GG
?FO@FGSS‘VG invoice total —— 2175 00-12-201¢ | B ?:;‘c:;?;

Transaction description —— 2zagzviomersriveec v | 3175 «+=——Transaction total

$ M Copy Description M Copy Invoice# Docs HAI MVquMO invoice VIMWIb@I’
SGIGO+ - I+6VV\ 000|6 (‘FI"GG +@X+9 Facility Expenses, BlueCr... 11.75 [ Select an ltem 579 4+E—@6W6Td+@d
1Pt inelli =7, »| Admin (01) $0.00 Cav be overwritte

cav be added for description) Dinell, Aldo B | entoe raonnes (02) $0.00 @ O | (Canbeoverwritten)
Whiter, Gwenda E # 0O
EV|+6r iWVOiGG Vﬂl(/l@ &J dﬁSOﬂP‘HOV] @ TS Rt > 10 #* @ Coffee & Cake ¥ 585 ¥ 2
Slatter, Maureen 10 @, Coffee & Cake 586 4

B Travsaction Allocations must be entered by 2pm Thursday (weekly) for the card +o * Compulsory fields

reimbursed (topped up) by the following Friday **



Residential Instructions @ CaPITAL GUARDIANS
General petty cash float (where “cash” required)

» Tf cash is withdrawn from the facility Prepaid Card, and has vot been spent can use the Cash Acconnt
» Facilities are required to request the Cash Account to be enabled by Capital Guardians

B Cash Accomnt Withdrawals - When the
cash is used, it must be linked against
the correct account to allow
reimbursement of the Prepaid Card

Py Cosh Deposits - Where cash is
withdrawn and not immediately
spewt/charged +o an acconnt,
enter into Cash Deposits

Select - Travsactions

@ Debit Card
@R viewer
‘ @l Transacti

B Accounts

éz Cash deposits g‘; Cash business withdraws ﬂcvt‘ account withdraws
r’_—l Invoice

Debit Account Business withdraws will ouly record a

cash outflow, and will not be reimbursed

Balance Cooo0y as wot associated with an acconnt

Balance

THE BALANCE MUST ALWAYS EQUAL THE VALUE Select Balance +o see a statement of the
OF CASH ON HAND if i+ doesv't i+ means deposits +o cash account transactions, or Prepaid Card
the cash or withdraws have vot been recorded. transactions.



Residential Instructions @ CaPITAL GUARDIANS
Entertainer payments (where applicable)

* Search, find hard-to-find aged care entertaivers *  Eliminates small mannal entertainment payments
* Corporate control and single import of transactions for monthly accounting owlive *  Wobile Manager/Lifestyle approvals for weekly payments

1. Select the Butertainment account v “Viewer” (or Providers +alpy) ——> Authorised providers

\ Select a provider who services your area et [ 50 v | km

Entertainment, Pereg... $500.00 . . Add provide [ Dry Cleaning
[ Entertainment
Invite a provider to register for invoicing via Capital [J Eguipment
Guardians

[J Food Services

[ Gardening
Name Description i
) Hairdresser

2. Search “Entertaivers” .
or S@Vld @Vﬂﬂlll lVIVl+6 +O V‘@@lS‘i’@l/‘\ Invite a vendor to register for invoicing via . ) [0 Healthcare Products $ @

3 N Tender Loving Cuisine Food Services M
Capital Guardians (L] Home Maintenance -

Capital Guardians Administration [J HC Personal Care 1

(or completed mavnal paper forms sewt to customer Deapitalouardians.com)

2. After the entertainer has invoiced, the appointed facility (search results)
staff member receives an email +o approve. Payments are made
to the entertainer every Friday.

Provider's List

All Approvals Name Type Description City State  Contact Action
supplier Description Withdraw | peposit | Balance | Docs Alan Moore .. Entertainment Singinginthe 1570  NUNAWADING  ViC 0409563677 Add
astrosound@optusnet.com.au
01/05/2018  Wayne Tribe Entertainment Caboolture $305.00 Alex Barbakh (] Entertainment Opera OAKLEIGH vIC 0402773954
Approve ..... 4 SOUTH alexbarbakh@gmail.com
Alex Matthews T/A Entertainment  Games and lotto CLARINDA viC 0417204410
26/04/2018  Michael Ann& ukulele entertaining at Caboolture Fadility 10 = 5400.00 &5 Amcomtach = Info@alexmatthews.com.au
Approve
Alex Yarash “ Entertainment  Singing and playing  MORDIALLOC ~ VIC 0407566157
guitar alexyarosh@hotmail.com
Andy Burns Entertainment  Piano and vocal CAULFIELD viC 0403372642 Add
KG“' 'ch nrewm ch-s . ﬁ entertainment .. SOUTH abacusmusic@bigpond.com
.
Annabelle W Entertainment  Clowns EAST WIC 0434434202 Add
Entertainment BENTLEIGH annabellet01@gmail.com

1. Entertaiver Account budget funded (monthly entertainment budget)
2. Mawnager | Lifestyle given invoice “approval” rights
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