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After logging into Access you will see the
home page.

The homepage is like opening the front door
to Access and allows you to find your
t support information.

You will always know you are on the
homepage when you can see 3 grey lines in
the top left hand corner of the screen.
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The first thing you need to do is add your
information to Access. You will only need to
do this once.

To do this firstly click on the 3 circles in the
OO0 top right hand corner of the page.
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Files

Follow Files

| + \ Click on Follow Files.
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In the grey box at the top enter your username.

n Then click the search button.

The search button can look different depending on
your type of device, for example some may say go
instead of having a magnifying glass.

Use the search button you usually use on your
phone.
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John Example Done

THE ACTION GROUP - PEOPLE WE SUPPORT
RECORDS

John Example

CASE-2-203

A box with your name and a white file
- on it should appear. Click the box to add
your information to Access.

The file may take a moment to add, once
the file changes to green with a tick you will

know it is ready.

Done Then click Done, which should be in the top

right hand corner of your screen.
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THE ACTION GROUP - PEOPLE WE SUPPORT
RECORDS

0 / 4 Completed
@ CASE-2-203 4 Overdue Today

Last Synced on 04 Jul 2021 20:02
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FILES NOTIFICATIONS SYNC

Your home page will now look like this and
show your name.

Click on the box with your name on it
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Preferred Name

Area Better Breaks

VIEW ALL FIELDS

1 File Forms

@ Support Sessions

RECENT UPDATES

VIEW MORE

The page that opens should look like the one
above, with 3 white boxes

These 3 white boxes hold your support
information.
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To make sure you have all the latest
information press the SYNC button.
You will find this at the top or bottom
of your screen.

Top Tip — It is a good idea to use the sync
button every time you start the app.
This will make sure you always have the
latest information about you.
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Alert

Last sync 40 mins ago

When you open the Access app you
will be shown this alert to remind you
to sync your phone so you get the
latest information.

Simple click Sync now and it will only
take a moment.




NOTIFICATIONS

When the notification button looks like
this you will know new information has
O ARG been added and how many times.

Click the notification button to see a list
of all the new information that has been
added. For example this could be a daily
sheet or medication record.




The list will look like this once open.

A To see what has been updated in more

detail return to the home page.
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Preferred Name

Preferred Phone
Number

VIEW ALL FIELDS

‘ ] Support Information and New Forms

RECENT UPDATES

Gayle Forsyth submitted Service Feedback
& Comments form

Fri 16/Jul/21 12:13:12

Gayle Forsyth submitted Service Feedback
& Comments form

Thu 15/Jul/21 14:59:46

Click the circle to see more information

The screen will look like this and the
coloured circle will show the initials of the
person who added the new information

Scroll down the screen and click view
View More more at the bottom of the screen if you
cannot see all the updates
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