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Signing on to TOM

To start TOM, double click on the Icon showing on your desktop

Log on to TOM

A TOM Logon screen will then E rter pour user narme for this database:
appear. You should then enter
your User Name and Password.
After clicking the ‘OK’ button,
TOM will start automatically and
open your database ready for
use.
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Create a new Client Detail (Resident) Record

1. Right click after placing your mouse anywhere in the blue area of your screen and select
New Contact

2

N

Click on New Contact from the graphical Toolbar

9>|O
Pyl

Select ‘Contacts’ followed by ‘New Contact’ on the top toolbar of your screen

Enter the new details into the fields provided by typing or using the drop down menus where
shown

If Notes are required click on the ‘Notes’ tab and insert the relevant information - See the section

‘Make a Client Note’ later in this guide.
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The screen below shows the options for creating a new client record
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Note:

The new clients name must be entered with their title first e.g. Mr John Doe or Mrs Ethel Biggs
Completing the clients name correctly enables the salutation field to auto-complete correctly too.
You do not need to save a record after adding data; the software will do this automatically.
However, if you miss out mandatory data an error message will flash alongside the missing field

and the software will not allow you to continue. See illustration below.

Mandatory fields will have been specified by your administrator.
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The screen below shows a mandatory field with an error message for the missing entry.
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Create a new Equipment Record
1. Choose the ‘Equipment’ Tab in the middle row of Tabs on your screen (1)
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2. Choose ‘Add’ — the ‘Allocate New Equipment’ Screen will appear (See below)
3. Choose ‘New’ — the ‘Create Equipment’ Screen will appear
4. lllustrates the ‘Create Equipment’ Screen
Cont/.d
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The screen below illustrates the creation of new equipment

©)

| BCT) by Snge TOM

Hin Pl Wes ook dnobadts Gmepe Dropemss Medn  Barrets  Tma Hen S Reresn 00 ek

b @ e cookezs B ) G rreerkes o Bl oo mAes [ S ot S chpe

M 4 IothE B M |I’.i:-:.:-m:tsi~ﬂ}-:ut:

& Hodz v |
=5 : | [ESme
|IE' Sy Tar Fracucs Cods et | A
» T gt oeivad el Wl Jnjraa ¥
E-ial Senial bk i
i : SERANITHaT [ s rpamiznl coicied - Med Jhpeeszt k. E‘l?:'u-!m_""
Feet] S/ Ingaeri - 10 Hbz i e =
= O T T i
i heter Hte| ) e arTinery Trinom - Sy i
o = 'm- = o PuThEss IR Fad Niopanmy Senees s ook - RS i
B Sk -i=+mm'-l'-;' Suppler el | EuéTrul Jocgueoy - Cunlu U - S580H: i
ki T orens]  Fifases pas | E% Eulon Fle-e o Ui £
% e B L e ol e B R
| Pt el ﬂn;\! FURLhsaa Batd | Cha Lozupeney Sens - sensc onb - 82 3 [EETEETE
szf:'ﬁ : | T Dvmtmatir [rom ] - o v el i M
T g [FySPrrep——" Py T Disdsachon [raradacs] - @ HEr i
il -;"_ml'f; Murnra B B i
e Dimmie Eesanel 20l Bue - 225440 i
'y z Han 1]
(i FEL AR et 1AM BT T S £
] WA wrant Lals EMLI5 5 S2i0r - pers ol - E5vH: o e T T
- 3 Lp e Savm - BisMHz e A LB
Wat ZepCale ] ! _mme e -
4 Medaecin- Pl e ] Taecnm awnn i
Frb =ni oF [ [ 7 T %] SEREELENRANy T
oK Loz |
Lmodis w 4 ¥
Loatage; 1 Cambycks

To start entering a specific item of equipment, go to the drop down menu attached to the right
hand side of the ‘Model’ field, select the required Model you wish to add and then complete the
rest of the fields with the appropriate information from the piece of equipment you wish to add.

Click on ‘OK’ to complete the addition of your equipment to the main database.

Note:

This process does not add equipment to a client record; it adds it to your database READY for
allocation to a client. The status of the item at this point will be ‘Free stock’.

If you have a hand scanner, the serial number, manufacture date and other information will be
added to the record as you scan from the unit.

See the section below for more detail.
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Create a new Equipment Record with Hand Scanner

All Tunstall products with a Ll symbol on the label are compliant with the TOM bar coding

system. New equipment is also delivered with matching codes printed on the box outer to save
opening all new equipment when entering stock.

If a USB hand scanner is available for use then booking both new equipment and finding

equipment records becomes very time-efficient.

1. Choose the ‘Equipment’ Tab in the middle row of Tabs on your screen in the same way
as shown in the section above.

2. Choose the Barcode Tab (2)
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3. The Scanning input screen will open as shown below
[ Barcodc r..__ll ] El
Sran Baiena
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4. Any number of Tunstall products may now be scanned. The scanner will bleep every time

it ‘sees’ a new barcode and automatically populates the screen shown above with new
records shown in pastel pink. It will not duplicate equipment and is easy to use with a little

practice.

5. When you have scanned all of your equipment your screen will appear as shown on the
next page:
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Screen after scanning a new delivery of equipment
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6. If a new product not yet set up within your ‘model’ list, the screen above will show NEW

MODEL in the list. Clicking on Model will bring up the ‘Edit Model Information’ screen
where the product information may be set up. Upon completion the screen will change to
show your new model details.

7. To complete booking the new equipment into stock, double click on each record and
complete the details that the scanner has not included in the new record. (Purchase date,
Purchase Ref, Stock Location and Service Company), as shown below.
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8. Each new item is booked into your stock when the record turns white as shown on the
screen above.
9. If you wish to allocate an item of equipment that has been scanned to a client, click on
the square box at the left of the screen and choose the ‘Allocate’ button.
Note

The equipment ticked will be allocated to the client whose record TOM is placed on at the time.

This function is very useful when booking equipment out for installation but it needs to be used

with care.

Examples of the New Bar Codes

Note TOM compliance indicator

Tunstall LIFELINE 2000 {U K} AMIE AWAY SP

PMo. 37000/140-81 [ r

S RN Gross Weight unstalll:lel
UnitiD, 123456 1.5Kg 67005/05G

. 1234 CODE A .

PMo. BTO0502-A1 Lo :

SMo. 0507-123456 MADE B Uk

ENVIROHMEMTAL GROUFR B

Whitley Lodge Whitley Bridge
Yorkshire DN14 0HR -4 O ( 6
—-— e

Telephone 01977 661 234
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Create a new Emergency or Resident Contact

1. Choose the ‘Residents Contacts’ Tab in the middle row of Tabs on your screen
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2. Choose ‘Add’ — the ‘Allocate New Contacts’ Screen will appear
3. Choose ‘New’ — the ‘New Contact’ Screen will appear (3)
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4. Enter or edit the details of a Resident’'s Contact here. (4)

Note:

This process does not add an Emergency Contact to a client’s record it adds it to your database
READY for allocation to a client(s).

Emergency Contacts, once entered are available to be allocated to multiple clients. E.g. a Doctor
may server a large number of clients.
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Create a Group

Groups and subgroups are collections of clients with something in common. For example, you
might want a group of all of your clients that live in a specific area and a subgroup of clients that
also live in a specific village within that area.

Groups can be up to 15 levels deep. The Groups tree displays the hierarchy of available groups
and subgroups.

1. You create and manage groups in the Group Detail view. The Group Detail view has
many of the same features as the Client Detail view. The Group Detail view also contains
tabs for inserting or viewing notes, documents, histories and activities with the clients that
are group members.

You can also use the Groups tab in the Client Detail view to see which groups the client is a
member of. You can add clients to groups from this tab as well.

Groups can be created by saving a lookup as a group. (See Find a Client on Page 14)

If you wish to create your own groups, please refer to the Help screens or ask your administrator
for assistance.
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The software also allows specific criteria to be set up so that if a new or changed record falls into
the criteria for a group or sub group, the software will automatically add them without the user
having to manually add them.
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Create a ‘Lookup’

‘Lookups’ enable you to create a subset of people in your database that also fit a criteria of your
choice in the same way as a Group. However they also enable you to exclude or add other
people temporarily. It may be that you want to send a letter to a subset of a group or just easily
view a list of people.

1. From the ‘Groups’ page, select your initial group and then right click anywhere amongst
your existing list of names as shown below.
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2. The group of people will then be presented to you in a list view. From this you can
highlight a selection of people and choose to omit or select them. You can also ‘tag’ them
for editing or to write to them.

(2)
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To exit from the subset of clients held in your Lookup you MUST click on Lookup in the
top menu and choose ‘All Contacts’.
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Write a Letter

1. Firstly select the client you wish to write to. See section on ‘Find a Client’.

2. Right click after placing your mouse anywhere in the blue part of your screen and select
‘write’

OR

3. Click on ‘Letter

OR
4

Select ‘Write’ followed by ‘Letter on the top toolbar of your screen

Microsoft Word will then start up and populate the name and address of your client in readiness.
It will also complete the current date and a signature area for you. You can then type your text.
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(2)

When your letter is finished, go to file and print from MS Word in the normal way. A screen will
appear asking if you wish to record a history of this letter with the Clients details. We recommend
that you say ‘yes’ and that you provide a brief description followed by a tick in the box ‘Attach
Document to History'.

After you have clicked ‘OK’ to confirm, the software will ask you for a file name in the usual way.
You will also have the option to print an envelope directly too. Word will then close.

The document may then be retrieved by all users at any time by simply clicking on the document

icon within the ‘History’ Tab when within the client record.

Cont/.d
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Please see the image below to view the appearance of the Document recording screen.
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Write a Letter from a Template

TOM provides the opportunity to send out ‘standard’ letters from templates designed by your
administrator. These could be anything from VAT Exemption forms to Client Contracts, Referral

forms or Assessments.

1. The procedure is the same as shown above except they may only be selected by
choosing ‘Write’ from the top Toolbar and then opting for ‘Other Document’.
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Mail Merge / Design Document Templates

TOM enables you to write your own letters/Memo to your clients and colleagues or to use pre-
formatted templates designed in Word.

1. To write a Pre-addressed letter or memo click on ‘Write’ to open the options menu

2. Choose your option of ‘Letter’ or ‘Memo’.

Microsoft Word will start and provide you with a pre formatted document ready for your content.

3. To choose a templated document select ‘Other Document’ and choose from the list of
files available.

(1 (2 ()
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Note:

You can add new templates by clicking on ‘Edit Template’ or ‘New Letter/E-Mail Template’ and
then using your MS Word skills to design a template of your choice. (4)

Any field from TOM can be added to a document in Word as shown below.
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Allocate Equipment to a client

Important Note: The status of a client must be ‘Customer — Current User’.

The software will not allow you to allocate Contacts to a client with the status of ‘Enquiry’. (Or any
other status).

1. To allocate an item of equipment to a customer, find the relevant client first and then
select the ‘Equipment’ Tab

Choose ‘Add’ from the menu bar and after finding the correct item of equipment listed in
your database:

2. Place a tick in the status box on the left hand side of the record

3. Click on ‘Allocate’ at the bottom of your screen and the screen will close having attached
the chosen item to your client record. (After showing a confirmation message which you
must OK).

Note:

The status of the equipment will automatically change from ‘Free Stock’ to ‘Active’

1. Multiple items may be allocated by choosing and ticking each item of equipment installed
before clicking on ‘Allocate’.
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Remove Equipment from a Client

To remove an item of equipment from a resident, first find their record and choose the Equipment
Tab.

1. Highlight the item of equipment to be removed
2. Click on ‘Remove’
3. Click on ‘Yes’ to confirm your action (3)
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(1) (2)

You will then be asked for a brief reason why the equipment is being removed as shown in the
pop up screen below. After entering the reason say ‘OK’

BE Please Enter Value

Pleaze Enter a reason far returning thiz tem

The equipment item will then be removed from the client record and returned to free stock ready
for allocation to another client.

Note:

TOM automatically records the allocation of the equipment to the client together with the original
allocation date and the return date.

If the equipment is not to be returned to Free Stock e.g. faulty, it must be located and the status
changed manually.
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Allocate a Resident Contact to a Client

Important Note: The status of a client must be ‘Customer — Current User’.

The software will not allow you to allocate Contacts to a client with the status of ‘Enquiry’. (Or any
other status).

1. To allocate a Contact to a customer, select the ‘Resident Contacts’ Tab

Choose ‘Add’ and, after finding the correct Contact(s) already listed in your database:

2. Place a tick in the status box on the left hand side of the contact record(s)
3. Click on ‘Allocate’ at the bottom of your screen and a confirmation screen will pop up
4. Confirm your allocation by saying ‘Yes’. The screen will then close having placed the

contact(s) in your client record.
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Multiple Contacts may be allocated by choosing and ticking each Contact before clicking on
‘Allocate’. The screen above shows the confirmation message before saving.
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Drop Downs — Edit List Values

TOM has been designed to make data entry as fast as possible. A number of Drop down Boxes
have been included to assist this. Whenever an entry is already included in the drop down list, the
software will anticipate your choice and auto-complete your entry.

If your choice is not available, the majority of the drop downs enable you to ‘Edit List Values'.
(You must contact your administrator where this option is not available).
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o s BT o]
Yo/ ORy | E e Gt " .
Conmiy Lo H If you wish to add an extra entry to a drop down box,
Postrode: Ducly 1 Click on the ‘Edit List Values’ box.

A new entry will be made available within an edit screen as shown below.
1. Click ‘Add’ - You can then type in your new entry together with a description, (if required).

2. Click ‘OK’. The new entry will be added to your drop down box.
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Make a Client Note

The Notes tab displays all the notes inserted for a client, or group. Notes are details about
conversations, financial information, and other types of information you want to keep track of for
the client or group. All notes show which user created the note.

To insert a note:

Choose the ‘Notes’ Tab after selecting the client record you wish to associate with the note.

1. Right click after placing your mouse anywhere in the blue part of your screen and select
OR

2. Right Click anywhere in the notes area of the screen

OR

3. Select ‘Contacts’ followed by ‘Insert Note’ on the top toolbar of your screen

OR

4. Left click on the ‘Insert Note’ Icon
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See further down this page for an example of the ‘Notes’ Screen.
Notes are completely free text.

A spell check facility is available and you may format the content using icons similar to those in
Word.

Other computer files such as scanned copies of documents may also be attached to the note. To
do this, click on ‘Attach’ and then choose your file, (of any type), from the folder menu that is
subsequently shown on your screen.

This is a good way of ensuring documents and files are easily found in the future because all
associated files are easily accessed from the client record.

If you have remote users of TOM, they too will be able to retrieve these documents and files, no
matter where they work from.
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Note:

The use of ‘private’ notes is to be avoided because no-one else (other than an administrator), will
be able to see them.
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Find a Client

To find a client choose ‘Lookup’ from the top tool bar.

AT by Sage TR

He Fdb Wwe | lonbap | dnobacks emipe Dorpensss ccomd e Wi Beembs Ima Helin S Refreen
M 4 Aafh  HeRend FE W W heecorot Sy mes rdcten, BBl WA Hestp L [ S @ otmaiHen . O3 el Topis
“‘r_ﬂ x ol Coneeats ¥
F ark | @ | | W i apee T e sniae |
| oot L : :
P [ o — — e —
{ l i - .- House Mamie| | Flent Cenbre o | oK
2t 1 | i i : | I F B
\...rt:e.is errn g | Emwnban i, 1-9:|::t:2'.:. Fru:- ond Bl :l |
Tl Vo, 18 UbziPhcie: Willage £ dreca) Fedeacgh el ;
lm T — 'I I] = Ll Shakus Lamlrver -
G i b | | i ) Stuel b | 1
o Crainky, e e | Famals Cramby | G-icscwzhin \.l-| See Warnings ||
e i | s .
- | Brsiczdes | Pt e | | Pastoade| L5 Directiane [
Tadhlb Tustas.. o
--E._.'| EHG E i Adiria I [Hoh=Rerde: | Propesty T!'I)EE.H'-&H P St L T H
nr ki I T I | .-
vl = =L ) Ranar ¥| Teamrc| D Tezipes e R PHC Spattguston | |
= gl G ’ Tl am I O
wed§ B s ¥ JowTE v e e =
:'I.I'.‘b; [ BT o pfn Peger | Dwsccnns Halinfn | Befamed e Wemenp | Ksieords | Hedsnk Concacte | Foopment
Dda Emsnazed Sesnch.., l i | B et e e+ |
Tl AwsdEetbe.  Sulichiea il Schzddzdwin Repadg I K [H [amwcoe
3 5 Lo Hic Fric Dasa Finpst Raiteay Cha-am
Bs Exanpe..
oLt
ke e "

You can search by any of the following:

Contact The full name of the client (remember to include their title Prefix)
First Name Forename

Surname Surname * * Most common means of searching

Phone Full STD Number

City/Town Town Field

Postcode Full or part Postcode

ID/Status Any item in the drop down list

Note:

You can also search by any field in the database as shown in the above screen shot. When using
this method, place your mouse and click into the field of your choice before telling the software to
Lookup the field required.

After selecting your search method a further screen will open. Input the criteria required and click
OK.

The search will return a list of clients matching the criteria you requested in an easily read tabular
format.

See screen shot below

Cont/.d
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Lookup Contacis

X

Loaok in thiz field Search for
| Accammadation w ! (%) Accommodation
1:E:t Floor Flat v l
For the current lookup ) Empty field
| Replace Lookup by I ) Mon-empty field
[ Include Erivate Greater tharn:

[ ]Include Users

Important Note:

After you have completed your search and the work you need to complete, ALWAYS return to
‘Lookup’ on the top toolbar and click on ‘All Contacts’

The reason for this is that TOM retains the content of your search criteria until you tell it not to.

Tip

Try using the first few characters of the search you require. This will ensure you catch all
possibilities and will always produce a short list that you can then select from easily.

Note:
You can search by any field in the relevant database. If you place your mouse and click in the

field of your choice before telling the software to Lookup the field required it will automatically
populate ‘Look in this field’.
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Find a Resident Contact

To find a Resident Contact in your database, first choose the ‘Resident Contacts’ Tab.
Choose ‘Add’ so that you can view the complete list of Contacts already entered.

1. Click on ‘Filter’

This will open your search screen where you can:

2. Enter which field you wish to search by selecting from the drop down box

3. Enter the criteria of your search

(1)
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()
Tip

Try using just the first few characters of the search you require. This will ensure you catch all
possibilities and will always produce a short list that you can then select from easily.

Setting a Default Search

Within the Resident Contacts (or Equipment) Tab you can set the default search to suit your most
common or regular search criteria by moving the required field to the left of the screen.

Just grab the field on the title bar and drag it over any other titles until is the first field on your

screen. In the image below, Forename is being dragged to a new position for search purposes.
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Find Equipment

To find Equipment in your database, first choose the ‘Equipment’ Tab.
Choose ‘Add’ so that you can view the complete list of Equipment already entered.
1. Click on ‘Filter’

This will open your search screen where you can enter which field you wish to search together
with the criteria of your search.

(1)
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Tip

Try using the first few characters of the search you require. This will ensure you catch all
possibilities and will always produce a short list that you can then select from easily.

Note:

You can search by any field in the relevant database. If you place your mouse and click in the

field of your choice before telling the software to Lookup the field required it will automatically
populate ‘Look in this field’.
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Advanced Search System (Equipment)

The advanced search facility within TOM allows a user to search for multiple items of equipment
at once without the need to repeat searches when allocating or locating items of stock. It has
been provided to save time.

1. After applying a simple search as in the section above (Find Equipment), click on the
‘Advanced’ Button

¥ Filter
Lok in this field Search for
|F'r|:u:|u|:t Code w | () Product Code

Far the curent lookup |
(*) PReplace Lookup ) Empty Field
Tl : {3 Maon Empty Field

ok || Cancel
%

(1)

The Advanced Filter screen then appears as shown below.

ii Advanced Filter

FIELD COMPARES TO ANDIOR

! | | | v

[ 0. ] [ LCancel

To find multiple items:

Populate the ‘Field’ Box with the parameter with which you wish to search e.g. Serial Number
Populate the ‘Compares’ Box with =

Populate the ‘“To’ Box with the actual Serial numbers of the equipment
Populate the ‘And/Or’ Box with OR

Cont./d
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The image below shows a completed screen as per instruction on page above.

;v Advanced Filter

FIELL: COMPARES TO ANDIOR

LR — v = e [171rR4 R
Send Mumoes = o UH &
Send Moamoer 'h';ji = V 176520 v,,

0K || Conee

Press OK and you should find only these items appear in the Add Equipment screen.

/8 Allocate New Equipment - ( Filtered ) = -_”E”Y|
Grid Options
D Mew % Edit j':l Duplicate x Remave ﬁ%_ Sart E Graup ? Filter R Reset | [fEH Print @ Histary

| | Serial Murmber | bodel Na | | |
|_|: PE7O05/05 171054 Telecars Sensors
[ ] PEFO05./05 [aa234 Gem+ - B69kHz 088234 Telecare Sensars Free Sto
[]: PEFO05./05 175930 Gem+ - BE9kHz 175930 Telecare Senzors Free Sto
£ il >

L Allocate _‘][ Close

Each of the items can then be swiftly ticked and allocated to the client.
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Ordering Equipment

Your Administrator or Stock Controller will have entered the minimum amount of stock they wish
to have available for any product together with the amount of each product they wish to order at
any time.

1. You can review these Re-order quantities and minimum stock levels by choosing the
Equipment tab followed by ‘Lookup’ and ‘Model’.
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To view a model record, double click on a model name and the full record will open. An example
is shown below.

ECT! by Sage TOM
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3. To either view previous orders or to raise a suggested order list click on ‘Tools’ and then
‘Stock Order’
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4. Any previous orders will be retained by the software for reference together with their
status. To view them, double click on the order line.

.!1 Stock Orders
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5. To generate an order for a supplier, choose ‘Add’ and then choose the supplier to check
from the drop down box at the bottom of the screen.

6. Choose ‘Generate’ and the software will calculate all stock deficiencies and generate a
proposed order to that supplier.
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7. Your order can then be reviewed, amended and printed.
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Equipment History
It is likely that a piece of equipment may be allocated to numerous people during the course of its
life. TOM keeps a history of allocations, faults and battery changes that take place.

1. The History of an item of equipment may be viewed from a client record or from ‘Add
Equipment’. Highlight the specific item and click on the ‘History’ Tab to view History.
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2. From the screen shown below, choose ‘Fault’, ‘Allocation’ or ‘Battery’ to review the

associated history of item of equipment selected.

& Equipment History
© Grid Opbians

— Equipment History

Job Mur... |Job Date | Deacription | Report Wathod | Reported To. | Completed Date | Res

=} Residant Details: Wr Paul Regan o
{DE/07A2006 1., [Won't ring oot {Phone Tunstall

TR Sals A

4 | >

| add || Edit || Detere | | @ Fault, © Allocation O Satery

(2)
Note:

This screen allows a review of a piece of equipment. Fault recording can be completed here but

Battery changes and Allocations can only be reviewed because they are added automatically
when equipment is maintained or re-allocated.
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Equipment Fault Recording

1. To record a fault, first find the item of equipment (see page 19). Click on the ‘History’ Tab
as described in the previous section and then click on ‘Add’ as shown in the previous

image on page 23.

2. The screen shown below provides you with a record of the fault, the report date and all of
the other detail required to ensure that an accurate record of the issue is recorded. This
is retained permanently in the software and may be referred to at any time. The screen

will also immediately tell you the warranty of maintenance status of the equipment.

3. The vertical Equipment Tab also provides details of all associated equipment at the
Client’s property. This can be a useful aide if other equipment is linked to the faulty item.

< History Detail

Within Warranty Period '11/05/2007"

Job Number | 123March - Completed Infarmation
Repoted Date | 05/03/ 2007 32:21 & v It T
Report Method iPhﬂnE v

Late Rafum |

Report To Tunstall Custamer Satisfaction Centre

Fault Description Mains Failure

Detalled Unitwill not respond, Povwer light not on
Descriplion of
Fault {if requirad)

Support Contset | Tunstall Group Ltd
Detalls 08705 GE1234
Whitiey Lodge
Wiitiey Bridge
“Yarkshire

D14 ORH

O clant at hdr Andrew Buit

g time of 10

— fault Handsome Close
m Brirm=cornbe
Bangor
Camhbridoeshire
GL2ARH

| pawdnt

AgBement Mo | 400414

Tunstall Agreement No. 400414 - Site 3 Tel(Z24hn) 08705 661234
Fax 01977 661234 or Email servicesouth@tunstall.co.uk

= [ o |

()
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Equipment Billing

See also ‘Payer Tab’

Billing information regarding any piece of equipment may be entered and reviewed by double
clicking on any allocated item of equipment from the client record.

1. Equipment charges, monitoring fees and other charging information can be recorded and

reviewed from this screen.

2. The software enables split fees by any percentage to be recorded together with multiple
payers.
3. This screen is also used for recording information about equipment once allocated to a

client such as its location in the property and ‘Expected Return Date’.

8 Equipment

()

(2)
TOM can also link directly to your Accounting system for Invoice purposes. For more
detail, please contact your Account Manager.
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Expectzd Return Date I_
Wiodel [Cireline £00 with avay & Amie+ "
ProductCode [37000/345 | status active
Serial Number | 216789 i Category  Home Linits
Trigger 10 ! | Loestion Lounge 7
— Purchase Information
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Purchase Rel 123mar Supplier Part Mumber | 370000245
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Wantenance Info | Battery Info |
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Exclude Rental fee _ - '
Weekly Rental | I}_I}[I! Including Monifor Fee Last Invoiced | I I w
Discount Value 0| Discount Type WI Total !_—EE
Pack Raf |Mane -
Funding Cat | |
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Referred By Tab

The ‘Referred By’ Tab is designed to keep information about the source of the client and the
reason they introduced the client.

1. To enter Referral details, first choose the ‘Referred By’ Tab

2. Enter the details of the Organisation, the Contact Name and their e-mail address together
with their telephone numbers.

3. If they wish to be kept informed of your progress with their referral, tick the box.
4, If they have provided you with a reference number, also enter this.

From this ‘Referred By’ page you can also enter details of the benefits received and other
information about the installation.
(1)
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Further down the page on the same screen, are two more sections titled ‘Objective of Referral’
and ‘Probable Resource Impact’.

Here you can record the objective and prospective benefits achieved by installing equipment
monitored by your service.

You may opt for as many of these as you are informed of. In most cases an estimate of the
number of days or hours saved may be noted.

If no existing reason fits the correct criteria, then choose ‘other’ and write an explanation in the
free text box underneath. If you are unsure of the correct choice, then consult your administrator
who will be able to advise.

A series of reports are available to allow the calculation of a variety of statistics relating to the
value of Telecare services in supporting the elderly and infirm to remain in their own homes.
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The Referral screen also enables you to record useful information about the initial installation and
to keep details about other services the client uses.

These are designed to aid installation and service engineers. Information held here can assist
them to fault find and, or act as an aide memoir about installation requirements.
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Warnings Tab

1. To enter a warning, select the ‘Warnings’ Tab and enter the information you have
received.
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Keysafe, Burglar Alarm, Health & Visit Warnings are all designed to assist any member of
your team who may visit the clients property.
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Directions Tab

1. To enter Directions to a clients property, first choose the ‘Directions’ Tab.

A free text area is available for notes to be made of the directions to the property. You would
normally enter the sort of information not readily found on a map.
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If your organisation uses a specific means of grouping your clients such as by Parish, Zone or an
Area code, then you should complete the dropdown box on this screen so that your client/referral
is included in searches by this route.

It may be that your administrator has also set up Group searches to match criteria in this field.

Some organisations use map references, Gazetteers’ or MapPoint. Any details should be entered
on this screen.

Display Map
(1)
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Ensure that a Postcode is entered in the client Address before attempting to use this feature.

1. If you are connected to the Internet, clicking on the ‘Display Map’ Icon at the top of your
screen will start a mapping program that will highlight the properties matching the
postcode of the clients’ address. This may be printed and attached to the clients file for
reference purposes.
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Payer Tab

1. To enter Payer detail to a client’s record, first choose the ‘Payer’ Tab

If your organisation records detail of Payer information, the boxes in the left hand side and centre
should be completed. If your organisation links TOM to an accounting package then the box on
the right may also require some completion.

Invariably, at outset, the client will pay for their own products and rental. To assist entry, we
provide a ‘Populate from Client’ box. Click on this if the client is paying. The rest of the required
fields will then auto populate from the client record. These fields may be subsequently overwritten
if the detail changes at a later date. If someone else is paying at outset, then the fields may be
manually completed.

The ‘Bank Details’ box should be completed manually.
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Note:

If you are using a Notebook computer that is taken away from the office, these screens will be
unavailable to you. This is because they contain confidential information that should not be
available to anyone in the event that the notebook is stolen or lost.
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System Info Tab

1. The ‘System Info’ Tab is used to keep information about the client record and who did
what.
If your organisation obtains ‘Information Consent’ then the fields in this box should be completed.

Generally it is the client who provides consent and it is an employee who receives the consent.
The date consent is provided should also be entered.

The Account Information box is used to record the date a client account is opened and then later,
the date it is closed. If your version of TOM synchronises with PNC, then these will be completed
automatically for you.

You should also record the clients National Insurance Number if it has been provided and the

Social Services SWIFT (or PARIS) Database record Number if the referral has been provided by
your Social Services Department.

i Ethiscity ' nin D 54 County| Clucacinb e Se Warnigs [
5 Mirth Dsbe 1003000 e | Fosteode| EL10 FIL s
B MaritolSatus Dings e

Propedy Ty 1A Fooe Flad

l.'-l?' Spuuse Partner Manme 0 ce @ Gk
b Tl by wie Bl Tenure| Lyv.ree Loouzer e

| Spuune ParLiner [0H 'v.
=5 .
Iﬁu | h!..:._ | Ao "J_J!q.. _Gr.q.. Seatemn Il Sy _D'l'.L.u s | el 3 ru_ Tz e ial B_—:_ o wpa | Doikadls L'.!l\.l.u.
-
| Record Crestar W B b Sodein Infosmnation Consent Accounkpehed | 4T R s
| Bermrd
L] LARATET | e e e - Cameent g Arooonk Cloged e
| Jesde Tl Tor Ty Becon® auly Chenl MI o,
Chent SWIFT P

Consent recebved by

| Conbas Aoeess

e sl 12 1ol Lnmrsienit bl
|
| Last Exlitsd by I e PR ager Title i
| Cnzade Dl SOJLAJE0IS Firsk Same wonad
| Lelisr Dty LIRS - Middle Mrme
Lask M==ting LIRS
| Edit Dt -'|'|.!.'|'|.:‘I'II‘. - il e

i vI L

The rest of the fields on this screen are populated automatically. They are used for reporting
and management purposes.
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Activities Tab

1. The ‘Activities Tab is used to keep reminders of tasks, appointments and ‘phone calls.

This screen will show all scheduled future activities. These may consist of the following:

To-Do
Call
Meeting

= ACT! by Sage - TOM

A reminder to complete a Task
Telephone the client
Meet with the client

(1)
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2. To schedule a task such as a meeting or a call, right click in the white space of the
‘Activities’ Tab and left click on ‘Schedule’. Choose from To-Do, Call or Meeting and enter
the details in the pop up box that appears.

3. Within the Pop Up box (shown below), the date and time may be entered. The software
will default to today.

4. An alarm may also be activated to remind you of the action before it is due.

5. Enter a reason for the call/meeting/To-Do

Cont/.d
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You may enter further information about the action within two further Tabs in the Pop Up box:

6. Details - Provides a notepad for detail of the action
7. Recurrance - enables you to schedule Daily, Weekly, Monthly or annual events.
(6) (7) (3)
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Note:

This feature is very useful for scheduling recurring maintenance visits. A daily schedule of
planned activities and reminders can be easily viewed using the Calendar. (See Next Page).
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Calendar

The Calendar is accessed by clicking on the large icon shown on the left of your screen.

All items entered as a meeting will be shown in the calendar. They can be moved around and
edited just as you would in Outlook or other mail programs.

All diary and task entries may also be viewed from the client record as well.
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1. Your calendar may be printed by selecting the print icon at the top of the screen.

Group Calendar

TOM can display the Calendars for multiple people who keep their diary entries within this
software.

TOM Professional can keep diaries for up to 10 people.

TOM Workgroups can keep diaries for an unlimited number of people.

Cont/.d
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Only TOM users may make entries in the diaries but any diary or combination of diaries can be
printed out on a daily, weekly or monthly basis.

To view the diary of other users as well as your own diary, left click on the Select Users Icon as
shown in the screen above (2).

The pop up screen shown below will then appear where you can choose the diaries you wish to
view by highlighting each one and clicking OK.

[ 0K ,] [ Cancel

The diary displayed will then show the entries for all of the selected users. This can be very useful
when scheduling joint visits or when trying to establish when staff are available for meetings or
visits etc.
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Task List

The Task List is accessed by clicking on the large icon shown on the left of your screen.

All outstanding ‘To-do’s’ and ‘Calls’ will be shown in the list.

After completion of a task or a to-do, double click on the relevant line to open the entry. The
screen will default to complete and remove itself from the list.

AT by Sape - TOM

Fe Cd: e oohus ConkEcks  Grougs

CaTEen

e TR o T,

(1)

= i | A ]l S Cqinn
i Tam g O ! Fiuly | B aa kel Wik et g =
nnkart o L | B L Histg Haad
) L B B0 1RID Hezum Histdchega Jagar Foliosa.p
w O ma TG liigh Hughichsls Jndey ThidHezing
Eroups | o 'i}_ S 1SA0R e Ins Hir M chel= Sadey Thuee Dakeay Srann
= FALTOE 1344 Luw Hia b chide 2 ey Dol b o b
= C &8 TRAIAEAE  12RD Figh His o e Sk Folosup
Eiermrite ; 5] ARG IRID Lo i apge o Cmiay Fodlsa.pooer D vy
e [ - | SANAA06 11 ER Figh Hiwd H Diarviore vadon
:@ | & ﬂ FANRCIR 138 L Hu ol el Hu chpexe Covin 5h s |
B D a8 EALLTE  T1ne Los B Fea Friss e
Ein T ma QNAEIE  12ae Lew Hi2epvetzidgy FuzHesing
=] C & DRG0 Lom Ciznfim #p 20 irent
= C & CRYRATE 120N Lo i Arabrs Hingnn Fnlfan Sk ret
ik - INROME 1231 Lusa Hi ik e o ks
Wizel C & SRR 1EED Lios Hiaedes Homa Lanlan S adren:
T EA 1 i | i | Lo Hi s n Mgy Diesvaercirasion
|- 05206 1217 Figh Hi A H Prasantaicn
O FUNAONR 1300 | s i Al ] Wiz bl Indainn
L. BN SR 1302 Los His &g Bola g Fiodloas icp orr Jiwaiy
[; 2] e 12E e Heoum Hiarwdap Bt Flamenemes
C b=} CIMA2000  Hana igh Fodlzssan
| ORA 13006 Hore L it Fiab e Rt Srnd s mier
7 W IAME Murw Fidh Hizu Culiez Ertnal Bt o3 Vi
L. A SRTISEE 1REX Low Hig Fzie sodh [y LA
E: =] TAAAAE  Homa fagh Hiso Come Follzssp
C o A0 1208 Low Hi Ao d Heonrsld Frdizesap
C &8 MR 1245 | iz Flaadisth Fibeins Erodulioee. Fenfin dp ol
[ ] ik Ty Hatt | O & i Liaw Hi b famiin il Banloraron Vial
: 7] TWAABAY uop Lom HiHal bslies Foliosstap oen e gy
C s A2200F 1245 Leow Hiz tAse Gecigins Ranebes Esamen] ik
C HARNE W00 Ly i i Simc o Neamorcraion
[ - | SLOUZOW 1220 Figh Hi Furwdld Hoeor k! Mz b oz 3 smcrmani
. Ayarear R T 1] i RIS ED O PR A Tre SO L] it
Fl Datme: 57 Artieher - 12 Ca ke, 2 Mashens, 2 Teeda's, O Dushen Achhise
1. It is possible to look at a specific range of dates and to look at specific activity types by

setting filters.

Where you have multiple users, it is also possible to look at other peoples’ lists as well.
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View Client List

1. To view a list of your clients (or any subset of clients) click on the ‘Contact List’ Icon

(1) (2) ()
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From the ‘Contact List’ View it is possible to select a single client (as shown above), or you can
multi-select clients to form a subset in any different way of your choice.

2. ‘Tag Mode’ enables you to select clients for ‘mailshot’ purposes by e-mail or by letter.

3. ‘Tag Al immediately selects all of the clients shown in the list. Untag all, reverses this
action

4. ‘Lookup Selected’ forms a set of those records that have been highlighted already.

5. ‘Omit Selected’ forms a set of records that exclude the highlighted records.
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Customising Client Lists

The Client List ‘View’ may be customised to your own settings by clicking the ‘Options’ button and
choosing ‘Customise Columns’.

1. All Client fields are available for inclusion in your Contact List view.
2. Fields chosen can be added by highlighting them and clicking on the arrow button.
3. The order of the fields selected may be changed by highlighting and clicking on ‘Move

Up’ or ‘Move Down’
When finished, click on ‘OK’ and the chosen fields will be displayed in list view.
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Export to Excel

1. Click on the Icon ‘Export to Excel’ and TOM will automatically take all of your listed
records and the fields you have chosen to list with them across into an Excel
Spreadsheet.
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Notebook Synchronisation

If you are using a Notebook computer, a Tablet or Laptop computer then you will need to
synchronise regularly with the main database held on your server. This is because the data
entered on your machine is independent of the main database.

Any Notebook or Tablet computer will have two extra Icons shown on the top toolbar. These are
Synchronise Now and Refresh. (2) & (3)

Before synchronising, ensure that a network cable is plugged into your computer and that
you have logged onto your network.

To synchronise successfully, you need to synchronise twice:

1. Synchronise Equipment, Resident Contacts and Keywords by selecting the relevant tab
in the middle of your screen and then choosing File. Then simply click on ‘Synchronise
Laptop’.

2. Synchronise everything else by clicking on the ‘Synchronise Now’ Icon at the top of your
screen.

3. To view any new data received you must click on ‘Refresh’. (3)

(3) (2)
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Note:

Synchronisation must be completed within the interval set by your administrator. For security
purposes, the database will lock and become unusable if no synchronisation takes place within
this period. Any data entered since the last synchronisation will be lost, If this is not done.
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Reports

Reports are divided into Client based reports and Equipment Based Reports

1. To access Client reports click on the Reports button on the top menu bar

A number of standard reports are available and we suggest you browse through these. If you are
unable to find a report that suits your needs a report editor is available with which you can edit
existing reports or design your own.
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2. Equipment Reports are accessed from the Equipment Tab. Choose this and then select
Reports
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(2)

If any further reports are required, please call us. We would be happy to discuss your needs and
then provide further / edited reports.
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Keywords

1. The Keywords are accessed by clicking on the ‘Keyword’ Tab in the middle of your
screen.

Keywords provide the facility to maintain a list with comments of your regular notes against a
client. These are user defined titles that can be used throughout your client list.

In many cases these keywords will be set up to coincide with the keywords employed within your
Control Centre software.
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Additional Keywords may be setup by choosing
‘Lookup’ and then ‘Keyword’. (2)
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Ditop Diawn ' slue x ! Whenever you add a keyword to a clients’
record, you also have the facility to add
Medications . additional text to further explain the condition
Heart Candition FITTTROS R BT applicable to the client.
Hea ing | |ES$.JE$
Dizabled

If you are synchronising with laptops or to
Control Centre Software, then any entries you
make will also be added to the other machines
or software.
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Address labels

TOM provides the facility to easily print Avery compatible labels of any size or design.

To access Label printing, simply click on ‘File’ and ‘Print’. (As you would in any Windows
Program).

A menu of printing options becomes available and from this, you can choose appropriate style
label.

= Print
Printout tupe: Paper ype: Previsw Eriali Frevie
2 | atwery JE165 - JBIES
= = Aweny JZ1E0 - JE3E0 - JESED
Address Book = Awerp JE162 - JE3E2 - JBEEZ
= = fvery JT163 - 18363 - JBEED
E_r]_ =] Avery JE165 - JAIE5
Diay Calendas = Avery JT16E
=l (£ Avew L7153
i lh_EJInda = Avery L7160
sek Lalendar | B Avery L7161
I = Avery LTIE2 - LTEEZ
i merltite o = ey L7163 - L7563
. Anery L7154
— = Avery L7165 - L7565
Feparts — Avery LT1ES
= = Avery LT1E7
= | = Avery LTIES
Labels = Awery LT1E3
w = Awerp L7173
= Avery L7421
Ervelopes = Avery LTEST
|5 Avery L7ES4
Cn ) e )

You can choose to print a label for just a single contact, a group of contacts or a chosen ‘Lookup’

We recommend that you opt to preview your chosen label and Lookup before running to a printer

Notice that from this screen you can also print a copy of your diary in a variety of formats.
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Postcode Finder

An optional Post Code Finder enables users to enter accurate and complete addresses without
having to type in all of the detail except the Post Code. The software is also able to complete
reverse searches if you have a partial address without a post code.

The Post Code Finder is available wherever a user needs to enter an address:

Client
Payer

Correspondent
Resident Contacts

To use the Post Code Finder, simply type in the relevant Post Code and then hit your space bar.

The software will then return a list of all properties matching the postcode. Select the matching
address and double click with your left mouse button to populate all the rest of the fields.
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To complete a reverse search where you have any partial
address and no Post Code; right click on the Envelope Icon in
your system tray which opens the Finder software.

1. Select ‘Edit’ followed by ‘Advanced Find’ as shown below

Cont/.d
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& Postcode /| wwhere Client

Edit | Wiew Tools Recogniser Help

|&  advancedFind... CuHF b b & | Fiter @ * | United Kingdom

2. Enter as much of the address detail that you have available as shown in the screen below
and tell the software to ‘Find’.

The results of your search will then be shown on screen and you can select the correct address
with which to populate your address.

Advanced

Find Postcodes Find

To find & postcode, enter any combination of criteria below ko

find matching streets or properties. B

Organisation: | Clear

Buildirg: |

Towr; |

|
|
Street: | |
|
|

P Box: |

Tip: wou can enter a partial postcode instead of a kown name,
vahich can be handy For addresses in Londaon.

Find Addresses

Just enter the Full or partial postcode ta find the matching
addresses,

Postcode: |

[ Close
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TOM Licence Renewal

30 days before the renewal of your licence is due, a message will appear upon every computer
when TOM is first launched.

Tunstall

Telecare Office Manager

by erillium J

“our Licanca will Expire in & Days

Tunstall
Telecare Offica Managnr-/
7

by erillium
Bk

#n erroe has ocourred m the application.
; 3 Muoduls: rmilicence
Procedure: cadContinue_Click
Error Message:

Your fcence has expired
Same furctionaity wil be disabled

Plezse contack waur syshem's administrabar.

“our Licence has axpired

To renew your licence, please call the support telephone number shown below. The new
licence number provided must be input individually to every machine.

After calling for your new licence code click on ‘Unlock’ and follow the instructions provided to
renew your licence.
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Support
For Support, please call:

Tunstall Telecare Support Group (TSG) on 0845 026 1255

Viewing your Version Number for TOM

When calling for support, it is likely that you will be asked what version of TOM you are running.
1. Choose Keywords, Resident Contacts or the Equipment Tab

2. Click on ‘Help’ and then ‘About’

The current version number will be displayed upon this screen.
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www.tunstallgroup.com

Our policy of continual development means that product specification and appearance may
change without notice. © 2007 Tunstall Group Ltd. ® TUNSTALL is a registered trade mark.

Tunstall Group Limited, Whitley Lodge, Whitley Bridge, Yorkshire DN14 OHR
Tel: 01977 661234 Fax: 01977 662450 Email: enquiries@tunstall.co.uk
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