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This tutorial guides you through sharing information with and requesting information from
ACSO using the Community Care treatment agency Portal. You will learn how to access in
progress Workorders and communicate effectively via the Timeline.

-Open Community Care Portal

To provide information on treatment in progress, or request additional information from ACSO; open
the Community Care treatment agency Portal.
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-Access Accepted/In Progress Workorder

From your Referral Dashboard, click the "Accepted/In Progress" tile to view Workorders.
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This opens a list of all Workorders which have been accepted and where treatment is in progress or
awaiting commencement.
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-Open Workorder File

Click on the Workorder number in the blue hyperlink to open the Workorder file.
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The relevant Workorder will now open.
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Contact Full Name Indigenous Status Mobile Phone ‘Work Order Number

Max Black : 0438 409 753 00325

/.\ r:\ Preferred Name Address Other Phone ACSO Identifier

i 200 Thomas Street 3 2500368
- Dandenong Victoria 3175

Date of Birth Australia Email Status

‘ ‘ ’ E cmstesting@acso.org.au Accepted /In Progress
Preferred Language
Gender .

Country of Birth
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ACSO External Services Special Instructions

Agreement Funded Support *

Treatment - Counselling Standard - AOD Counselling Standard - Forensic

-Click Timeline Tab

Click the "Timeline" tab to open the Timeline section of the Workorder.

Click "Timeline*

Timeline
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To provide information to, or request information from ACSO, click the "Add Comment" button.
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-Enter Comment

Enter your communication into the "Comment" field.

Enter here.
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Click the "Submit" button to add your Comment to the Timeline.

Click "Submit”

-Confirm Comment Added

Your Comment has now been entered onto the Timeline of the Workorder and will be received and
viewable by ACSO.
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Should a response be required by ACSO; a comment will be added to the Timeline by ACSO.

Contact Full Name Indigenous Status Mobile Phone Work Order Number |
Max Black - 0438 409753 00325
r Preferred Nam
o
i\
4H»r S—
Gend der

Version: 1
Created: 26 October 2025
Created By: Lauren Culhane





