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This tutorial guides you through capturing treatment session details O rg an isati on
and attendance for workorders in the Community Care Portal. You will

learn how to navigate the portal to accurately record session

information.

-Open the Portal

To capture treatment details and attendance on Accepted / In Progress workorders where treat-ment is
being provided to a client, log into the Community Care Portal
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-Access Accepted/In Progress Tile

From the "Referral Dashboard" navigate to the Accepted / In Progress tile.
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-Select Accepted/In Progress Work Orders

Click "Accepted/In Progress"

Click "Accepted/In Progress'

-Choose Work Order to Update

Select the workorder you wish to update from the list.
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-Click Work Order Number suppo_rt :
organisation

Click the workorder number, hyperlink, to open the workorder record.

Click "workorder ##"

00571

-Locate Work Items Tab

To capture the treatment details and sessions attended or non attended navigate to the "Work Items"

tab.
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Contact Full Name Indigenous Status Mobile Phone Work Order Number
Jason Hayes = 0438 409753 00571
> P Preferred Name Address Other Phone ACSO Igentifier
- 280 Thomas St - 2500910

- Dandenong Victoria 3175
Date of Birth Australia Email Status
: cmstesting@acso.org.au Accepted ! In Progress

‘ ‘ ’ Preferred Language

Gender e

Country of Birth

. [ —

Third-party

ACSO External Services Special Instructions

Special Instructions Here
Agreement Funded Support *
Service Delivery - COATS - 00454
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-Open Work Items Tab

Click "Work Items"

Click "Work Iltems"

Work Items

-Initiate New Work Item Capture

~
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To commence the capture of treatment sessions, attended, create a new work item record.
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Contact Full Name Indigenous Status Mobile Phone
h Jason Hayes . 0438409753
—~ PreferedName ~ Address Other Phone
ol
. 280 Thomass St -

Dandenong Victoria 3175
Australia Emal

-

Date of Birth 1

‘ ‘ ' . cmstesting@acso.org.au
Preferred Language

Gender

rk Items Documents Timeline

oz

00571
2500910

Status
Accepted fIn Progress
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-Click Create Button

Click "Create"

Click "Create"
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-Prepare to Record Attended Sessions

Torecord attended sessions, select the treatment session type from the Product list.

(# Create
Product *
Select

Billing Reason *
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-Select Session Type support

organisation
Click "Select" to expand the list.

Click "Select"

-Choose Session Attendance / Outcome

To record the session outcome, select the outcome from the Billing Reason list.
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-Select Session Status support

organisation
Click "Select" to expand the list.

Click "Select"

-Enter Quantity of Sessions

Enter the quantity of attended sessions.

Enter here.
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-Record Session Description support

organisation

Record a description of the sessions attended.

Product *

Counselling Standard - Forensic

Billing Reason *
Completed

Quantity *

Description

-Submit Attended Session Details

Click "Submit" to complete the capture.

(# Create

Product *
Counselling Standard - Forensic

Billing Reason *
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To complete the capture, click "Submit"”.

Click "Submit'

-Capture Non-Attended Sessions

To commence the capture of treatment sessions, non-attended, create a new work item record.

australian community : ; i
et Commum[y Care Referral Dashboard Invoice Dashboard n Sign out
cccccccccccccccc Indigenous S Mobile Phone Work mber
Jason Hayes E 0438 409753 00571
1 eeeeeeeeeeeee Identifier
o[ 2500910
A Dandenong
aaaaaaaaaaa Email status
cmstesting@acso.org.au Accepted /In Progress

Er

Completed 4 07/11/2025 2:07 PM

Version: 1
Created: 07 November 2025
Created By: Lauren Culhane



Community Care Portal: Capture
Treatment Details and Attendance | o 3
oustrahan&

community

@9Create support
organisation
Click "Create"

Click "Create"

-Choose Non-Attended Status

Torecord attended sessions, select the treatment session type from the Product list.

(# Create

Product *
Select

Billing Reason *
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To record the session outcome, select the outcome from the Billing
Reason list.

-Enter Quantity for Non-Attended Sessions

Enter the Quantity of a sessions not attended.

Billing Reason *
Select

Quantity *

Description
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Enter the Description of the sessions not attended.

-Submit Non-Attended Session Details

Click "Submit" to complete the capture.
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description is updated to match.

© View details

Product *
AOD Missed Appointment - Forensic

Billing Reason *
Did Not Attend

Quantity *
1

Description

1x Counselling Session Not Attended

.deate session details

If you need to update any of the treatment session details, you can open and edit the record details.
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Contact Full Name Indigenous Status Mobile Phone Work Order Number
Jason Hayes - 0438409753 00571
of o) Preferred Name Address Other Phone ACSO Identifier
- 280 Thomas St - 2500910

- Dandenong Victoria 3175
& Date of Bith Avstrella Email Status

cmstesting@acso.org.au Accepted  In Progress
Preferred Language
Gender .

Country of Birth

AOD Missed Appointment - Forensic Did Not Attend 1 07/11/2025 2:08 PM

Counselling Standard - Forensic Completed 4 07/11/2025 2:07 PM
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-Open Session Record support

organisation

Click "View/Edit Record

Click "View/Edit Record"

-Update Details and Save

Update Product; Billing Reason; and Quantity, if necessary. If any updates are made; be sure the
description is updated to match.

O View details
Product *
AOD Missed Appointment - Forensic

Billing Reason *
Did Not Attend

Quantity *

Description
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-Review and Confirm Data Accuracy

Click Submit to save your changes.

@ View details
Product *
AOD Missed Appointment - Forensic

Billing Reason *
Did Not Attend

Quantity *
2

Description
1l Counselling Session Not Attended

-Completed
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The treatment session entries are now visible in the Work Items tab.

s conmint. Community Care Referral Dashboard

Contact Full Name

ﬁ Jason Hayes

> F Preferred Name
-

G’ Date of Bith

Gender

. [

i Active Work Items ~

Dande:

Indigenous Status

Address
280 Thomas St

nong Victoria 3175

Australia

Preferred Language

Country of Birth

Invoice Dashboard n

Mobile Phone Work Order Number

0438 409753 00571
Other Phone ACSO Identifier

3 2500910

Email Status
emstesting@acso.org.au Accepted | In Progress

Billing Reason

AOD Missed Appointment - Forensic Did Not Attend 2

Counselling Standard - Forensic Completed 4

07/11/2025 2:08 PM v

07/11/2025 2:07 PM v
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