
Find	
  the	
  care	
  you	
  need.	
  Hire	
  who	
  you	
  want.	
  



Click	
  here.	
  

Dashboard	
  



Decide	
  what	
  fields	
  are	
  important	
  to	
  
the	
  care	
  that	
  you	
  need.	
  Please	
  do	
  not	
  
choose	
  fields	
  that	
  are	
  irrelevant	
  to	
  
the	
  posi=on	
  as	
  this	
  	
  will	
  disqualify	
  
good	
  applicants.	
  

Post	
  New	
  Job	
  

Tip:	
  Fields	
  with	
  a	
  red	
  *	
  are	
  required.	
  



When	
  you	
  scroll	
  to	
  the	
  boGom	
  of	
  
the	
  Job	
  Pos=ng,	
  you	
  can	
  add	
  any	
  
addi=onal	
  informa=on	
  into	
  the	
  
Requirements/Comments	
  box	
  that	
  
will	
  help	
  the	
  applicant	
  understand	
  
more	
  about	
  what	
  is	
  required	
  for	
  
the	
  job.	
  

When	
  you	
  are	
  finished	
  
and	
  all	
  the	
  appropriate	
  
informa=on	
  is	
  included	
  
the	
  pos=ng,	
  click	
  
Submit.	
  

Post	
  New	
  Job	
  



You	
  will	
  see	
  this	
  message	
  if	
  the	
  
pos=ng	
  was	
  successful.	
  

Click	
  on	
  Open	
  Pos/ngs	
  in	
  order	
  to	
  
view	
  your	
  new	
  post.	
  

Successful	
  Post	
  



You	
  can	
  click	
  here	
  to	
  view	
  your	
  
pos=ng	
  as	
  a	
  Caregiver	
  would	
  see	
  it	
  
if	
  it	
  was	
  opened.	
  

Click	
  the	
  pencil	
  to	
  write	
  any	
  notes	
  
about	
  the	
  pos=ng	
  (Caregivers	
  will	
  
not	
  see	
  this)	
  or	
  click	
  the	
  red	
  X	
  to	
  
take	
  the	
  pos=ng	
  down.	
  

Click	
  here	
  to	
  see	
  your	
  Closed	
  
Pos=ngs.	
  	
  When	
  you	
  click	
  on	
  the	
  
red	
  X,	
  this	
  is	
  where	
  your	
  pos=ng	
  
will	
  move	
  to.	
  

Open	
  pos=ngs	
  

Tip:	
  Use	
  notes	
  to	
  log	
  when	
  you	
  
called	
  an	
  applicant,	
  if	
  you	
  leT	
  them	
  
a	
  voicemail,	
  or	
  any	
  impressions	
  
you	
  had	
  of	
  them	
  over	
  the	
  phone.	
  	
  
This	
  will	
  help	
  you	
  keep	
  track	
  of	
  
your	
  applicants.	
  



If	
  you	
  close	
  a	
  pos=ng,	
  
you	
  can	
  click	
  on	
  this	
  
green	
  arrow	
  to	
  repost	
  it	
  
at	
  any	
  =me.	
  

You	
  can	
  click	
  here	
  to	
  view	
  your	
  
pos=ng	
  as	
  a	
  Caregiver	
  would	
  see	
  it	
  
if	
  it	
  was	
  opened.	
  	
  Also	
  click	
  here	
  to	
  
edit	
  the	
  pos=ng	
  before	
  re-­‐opening	
  
it.	
  

Closed	
  pos=ngs	
  

Tip:	
  It	
  is	
  wise	
  to	
  close	
  a	
  
pos=ng	
  aTer	
  you	
  have	
  
filled	
  a	
  posi=on	
  so	
  that	
  
applicants	
  do	
  not	
  apply	
  
for	
  a	
  job	
  that	
  is	
  not	
  
available.	
  However,	
  you	
  	
  
may	
  find	
  that	
  re-­‐pos=ng	
  
a	
  job	
  is	
  handy	
  if	
  a	
  
Caregiver	
  has	
  resigned	
  
and	
  you	
  need	
  to	
  re-­‐fill	
  
the	
  posi=on.	
  



This	
  no=fica=on	
  box	
  will	
  
show	
  you	
  who	
  applied,	
  
for	
  which	
  job	
  and	
  at	
  
what	
  =me.	
  	
  Click	
  on	
  the	
  
name	
  to	
  	
  bring	
  up	
  that	
  
Caregiver’s	
  profile.	
  

This	
  will	
  let	
  you	
  know	
  
someone	
  sent	
  you	
  a	
  
message,	
  check	
  your	
  
mailbox	
  for	
  the	
  new	
  
message.	
  

Dashboard:	
  
Managing	
  
Applica=ons	
  

Click	
  here	
  to	
  view	
  the	
  
profiles	
  of	
  applicants	
  for	
  
your	
  pos=ng.	
  From	
  
there,	
  	
  you	
  can	
  hire	
  and	
  
rate	
  the	
  employee.	
  



This	
  will	
  show	
  you	
  that	
  
you	
  have	
  a	
  new	
  
message.	
  Click	
  here	
  to	
  
view	
  it.	
  

Viewing	
  the	
  Applicant’s	
  
Cover	
  LeGer/Messages	
  

Click	
  here	
  to	
  delete	
  the	
  
message.	
  Click	
  here	
  to	
  view	
  

the	
  Caregiver’s	
  
profile.	
  

Tip:	
  Remember	
  that	
  
once	
  a	
  message	
  has	
  been	
  
deleted,	
  it	
  cannot	
  be	
  
retrieved.	
  



Click	
  Reply	
  to	
  send	
  a	
  
message	
  back.	
  

Mailbox	
  

Tip:	
  You	
  do	
  not	
  need	
  to	
  
include	
  personal/contact	
  
informa=on	
  un=l	
  you	
  
comfortable	
  doing	
  so.	
  

The	
  In-­‐site	
  Messaging	
  system	
  allows	
  you	
  to	
  
correspond	
  with	
  an	
  applicant	
  to	
  learn	
  more	
  about	
  
their	
  qualifica=ons	
  or	
  give	
  them	
  an	
  opportunity	
  to	
  ask	
  
ques=ons	
  about	
  the	
  posi=on	
  before	
  you	
  schedule	
  an	
  
interview.	
  



TYPE	
  YOUR	
  MESSAGE	
  
HERE	
  

Click	
  Send	
  Reply	
  when	
  
you	
  are	
  finished	
  with	
  
your	
  response.	
  

Sending	
  a	
  Message	
  



You	
  will	
  see	
  this	
  message	
  
when	
  sent	
  successfully.	
  

Message	
  Sent	
  



When	
  you	
  have	
  decided	
  
to	
  hire,	
  click	
  the	
  
Caregiver’s	
  name.	
  

Hiring	
  an	
  Employee	
  

Click	
  here	
  
to	
  see	
  who	
  
you	
  have	
  
hired.	
  

You	
  can	
  indicate	
  that	
  you	
  
have	
  an	
  applicant	
  which	
  
allows	
  your	
  to	
  track	
  and	
  
rate	
  your	
  employees.	
  



Scroll	
  down	
  to	
  the	
  
boGom	
  of	
  the	
  profile.	
  

Hiring	
  an	
  Employee	
  



Click	
  Hire.	
  This	
  will	
  add	
  
this	
  person	
  into	
  your	
  
Hiring	
  History	
  and	
  will	
  
also	
  allow	
  you	
  to	
  rate	
  the	
  
Caregiver.	
  

Hiring	
  an	
  Employee	
  

Tip:	
  Please	
  ensure	
  you	
  
have	
  communicated	
  to	
  
the	
  Caregiver	
  that	
  you	
  
intend	
  to	
  hire	
  them	
  
before	
  you	
  click	
  the	
  Hire	
  
buGon.	
  	
  The	
  Caregiver	
  
will	
  receive	
  a	
  no=fica=on	
  
that	
  they	
  have	
  been	
  
hired.	
  



This	
  pop-­‐up	
  will	
  display	
  if	
  
you	
  hired	
  the	
  individual	
  
successfully.	
  Click	
  OK	
  to	
  
close	
  the	
  box.	
  

Hiring	
  an	
  Applicant	
  



ATer	
  hiring,	
  the	
  profile	
  
will	
  now	
  show	
  Dismiss,	
  
click	
  here	
  if	
  the	
  Caregiver	
  
no	
  longer	
  works	
  for	
  you.	
  

Ra=ng	
  a	
  Caregiver	
  

You	
  can	
  use	
  this	
  box	
  
to	
  rate	
  the	
  employee.	
  
One	
  star	
  is	
  not	
  
sa=sfied	
  and	
  5	
  is	
  the	
  
most	
  sa=sfac=on	
  you	
  
can	
  have	
  with	
  the	
  
Caregiver’s	
  
performance.	
  

Tip:	
  When	
  you	
  dismiss	
  a	
  
Caregiver,	
  you	
  should	
  
no=fy	
  the	
  Caregiver	
  
personally.	
  	
  This	
  will	
  
display	
  that	
  they	
  no	
  
longer	
  work	
  for	
  you,	
  but	
  
is	
  not	
  a	
  subs=tute	
  for	
  
speaking	
  to	
  the	
  Caregiver	
  
personally.	
  


