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How To Use The Care Systems Support Web Site
Go to the Care Systems Support Website at   http://mail.caresystems.com.au/requests
We suggest that you add this website to your favourites list.

Initially you will be asked to enter your four digit Support Number and your Customer Account Code.
The Customer Account Code is printed at the top of Care Systems Invoices and Statements.
If you don’t know your Support Number please send an e-mail to admin@caresystems.com.au and the Support Number will be sent to the originating e-mail address.  Do this before you need to log a Request online so you will be ready when you need to log a Request.
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When the two fields have been completed

· Click the Login Button

You will be given the option to Log a Request, Edit Employees, Edit Contact Details or Upload Database (Note, Upload Database will only show if Care Systems’ support staff have specifically requested a database from you).
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· To log a Request, click the Log a Request button
A screen showing your...
Support Number

Company Name (as known to Care Systems)

Company e-mail address  (as recorded in Care Systems’ database).  Please note that an e-mail confirming the logging of the Support Request will be sent to this e-mail address.  Please check that it is correct, and correct it using the Edit contact details link if appropriate.  Where an individual e-mail address has been recorded for the person logging the Support Request an e-mail will also be sent to that address.
There are then three fields for you to complete
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Contact  Select yourself (or some one else who should be contacted) from the drop down list.  Where there is no suitable person in the list, leave this field blank and enter contact details in the text box below.  Unless you state otherwise, Care Systems support staff will enter any missing contact details into our database on receipt of your call.  This will enable you to select this contact for any subsequent jobs logged.

Module  Select one option from the drop down list.  Please note that where you have multiple Requests for different Modules a Request should be logged for each.  The task of dealing with the Requests may be passed to different Care Systems support people.
Text Box  Enter complete and accurate details of the matter you wish to raise in this box.  Remember good information here will make it easier and quicker for Care Systems support to resolve the issue.
Also provide here any additional contact information, phone number and alternative contact people for example.

When you are satisfied that the information is complete:
· Click the Submit button.
The request will be logged in Care Systems Support Database immediately and the Reference Number for the Request will be displayed.  Please make a note of this and quote it for any follow up you may have about this Support Request.

If you believe a screenshot will help us please send us an email with it attached and with the Reference Number in the subject line.
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You may return to the home [log in] screen by clicking on HOME

· To edit Employee details, click Edit Employees button
A screen will be displayed, showing the employees listed for the client in the Care Systems’ database.
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· To edit the employee’s name details, click the Edit button
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Make any changes necessary, and click update.  Click Cancel to return to the previous screen without saving changes.

· To edit the employee’s email addresses, click View Email Addresses
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To insert a new email, enter the email address in the New Email box, and click add.

To delete an email address, highlight the email and click remove selected.

Once you have made any necessary edits, click save.  This will return you to the main screen.

· To edit the Company’s contact details, click the Edit Contact Details Button
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The function of this screen is exactly the same as that used to edit employee’s email addresses, i.e. 

To insert a new email, enter the email address in the New Email box, and click add.

To delete an email address, highlight the email and click remove selected.

Once you have made any necessary edits, click save.  This will return you to the main screen.
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