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Be There with Guardian Angels of 
Home Health Inc.’s Family Room 
Online Care Portal  

The Family Room Tab 
The Family Room tab is a feed of all the information in the Family Room. In this area you can 
post a comment publicly or direct it to a specific administrator.  

1. To access this area of the Family Room, click on the tab in the top left hand corner of the
menu bar labeled “Family Room”.

2. In the text box, you can write out a post to the feed. These posts will only be displayed in this
section of the Family Room.

3. If you would like to direct your post to a specific agency staff member, you can click on the
small button with the downward facing arrow. You’ll be able to select an administrator from
a drop down menu (pictured below). This will also deliver your post to them via email.

4. The “To Dos” section displays any recent to do items.
5. The “Events” section features any new items on the “Family Calendar”.
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Be There with Guardian Angels of 
Home Health Inc.’s Family Room 
Online Care Portal (cont.) 

The Care Logs Tab 
The Care Logs tab is comprised of completed shifts and the tasks that occurred during each 
visit. By clicking on the shift, you can see what happened at the point of care in real time.  

1. To access this area of the Family Room, click on the tab labeled “Care Logs”.
2. To navigate to the visits that occurred in the past, use the options found in the “View” section

to pick a day in the past or to select a specific period of time.
3. Once you have selected the time period you are interested in viewing, click the specific shift

to see what was done during that visit. This information is updated in real time and shows the
task, the time it was completed, and whether or not it was completed.
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Be There with Guardian Angels of 
Home Health Inc.’s Family Room 
Online Care Portal (cont.) 

The Calendar Tab 
The Calendar tab is a place to view upcoming caregiver visits and to coordinate with family 
members. You cannot add caregiver visits to this calendar but you can coordinate 
information, such as birthdays or visits, with other family members.  

1. To access this area of the Family Room, click on the tab labeled “Calendar”.
2. To add an event to your Family Calendar, click the orange “plus” sign on the left hand side of

your screen. These events are for coordinating between family members. This information will
not be communicated to Guardian Angels of Home Health, Inc.

3. The teal calendar on your screen represents scheduled caregiver visits. These cannot be
edited. Please contact Guardian Angels of Home Health, Inc to request changes to the
schedule.
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Be There with Guardian Angels of 
Home Health Inc.’s Family Room 
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The Invoices Tab 
The Invoices tab is where you can view a history of all invoices generated by Guardian Angels 
of Home Health, Inc. You can also track which invoices have been paid and which remain 
outstanding.  

1. To access this area of the Family Room, click on the tab labeled “Invoices”.
2. You can choose to view all invoices or select the year you wish to review.
3. Click on the invoice of interest. It will open as a PDF in a new tab illustrating all care logs,

rates, amounts, and the total due. If the invoice has been paid it will show a ‘PAID’ stamp at
the top of the invoice.

4. If a payment has been made and applied to an invoice, a small check mark will appear at the
end of the description of the date and total. If the invoice is outstanding it will reflect the total
dollar amount due.
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Be There with Guardian Angels of 
Home Health Inc.’s Family Room 
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The Medications Tab 
The Medications tab is where you can view a list of all medications taken by your loved one. 
You can use this information to collaborate with your care managers and add new 
medications or supplements as they change.  

1. To access this area of the Family Room, click on the tab labeled “Medications”.
2. To add a new medication or supplement, you can click on the orange “plus” sign in the top

left corner. You can select a medication or supplement and choose the form, strength, dosage,
reason/description, and schedule, as well as include additional notes. Medications added
through the Family Room will be added to your client’s assessment, or plan of care.

3. You can use the “View” option to sort by all, active or inactive medications and supplements.
4. Once you have selected your view, the list of medications will appear on the main section

of the page.
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Be There with Guardian Angels of 
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The To Do Tab 
The To Do tab is where you can view, add, and check off to dos. The To Dos can also be 
assigned directly to an office agency staff member.  

1. To access this area of the Family Room, click on the tab labeled “To Do”.
2. To add a to do, click on the orange “plus” sign next to where it says “To Dos”. You can enter

the description of the task, due date, and even assign the task to a specific agency staff
member.

3. Once you add the to do, you can choose to sort by those that need to be completed, those that
have been completed, or both.

4. To mark a task as “complete,” simply check the box to the left of the description. The task will
move from the “To Do” section to the “Done” section.
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Be There with Guardian Angels of 
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The People Tab 
The People tab is where you can view contact information for family members, agency staff 
members, and caregivers who are active in the Family Room.  

1. To access this area of the Family Room, click on the tab labeled “People”.
2. The Contacts section of the People tab is where all client contacts are listed.
3. Under the “View” section, you can sort by contacts (family members, doctors, etc.) or agency

staff members (care managers, caregivers, etc.).
4. The Agency section shows contact information for agency staff, care managers and

caregivers. Click on the profile to view additional contact information such as email addresses
and phone numbers.

1 

2 

3 

4 


	What is the Family Room?
	What do your agency administrators need to know before rolling out the  Family Room? Review the items below and/or watch this video to learn everything you need  to know:
	How do I establish settings related to the Family Room? Go to the “Family Room Options” section of your Agency Settings to choose which tabs to hide from your clients and their family members. Here is also where you can opt to allow family members to ...
	The Family Room Tab
	The Care Logs Tab
	The Calendar Tab
	The Invoices Tab
	The Medications Tab
	The To Do Tab
	The People Tab



