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1. Adding New Employees who are not on Nourish

e For staff to appear on the IPad to sign in, they will need to be on Custr.
e  Custr will import employees from Nourish, so if a new nurse is added on there, they will
then appear on Custr within the hour.
If you need to add a member of staff that would not be on Nourish, l.e. maintenance or chef,
then you can add them manually instead.
a) On the Custr home screen, go to -> Check In -> Directory -> Employees.
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b) Click on the ‘+’ symbol -> New Employee
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Enter their details as necessary
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Keep the ‘assigned role’ as ‘Employee’
‘Account Access’ option is if they need to login to use the companion app
or Web app. Only the Admin, Manager, Deputy and ‘Fire-Call’ Login need
to have this.
If they are an ‘employee’ then you don’t need to enter any email.

e You can ignore the bottom section which has details about rota and

working days.

If this is not already done, please set up a generic account that will be used for a
Fire Evacuation. You can use one of the work emails such as nurses/care/staff etc
for this “allonsfield.nurses@kingsleyhealthcare.co.uk”. You will then need to click
the link in the email sent to this email to activate the account and set up a
password. Keep in mind that this password may be used in an emergency, so
should not be overly complicated and all staff members should be able to recall
this.



2. Admin/Manager/Deputy/Fire-Call accounts.

To be able to do a fire drill/evacuation or to view the web app, the logged in user needs to have
‘Account Access’. When we first moved to Custr, we set up Admin, Manager and Deputy
accounts, but each home is responsible for (adding new) or (removing old)
admins/managers/deputies. There should also be a generic Fire-Call login, if you do not have
this, please contact IT.

a) On the Custr home screen, go to -> Check In -> Directory -> Employees.
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c) Enter their

Work Email address, i.e. allonsfield.deputy@kingsleyhealthcare.co.uk
- Assigned Role = ‘Employee’ or ‘Home Admin & Manager’. (Admin, Manager and

Deputy are the only people allowed “Home Admin & Manager”)
- Account Access = ‘Yes’

d) They will then receive an email with a link to activate their Custr account and create a

password. They will then use their email address and password to login to the Custr
Companion app or web app.

e) You may have to edit their email in Nourish if the user is imported from there



3. Looking at historical data & exporting it.

If you need to look at staff or visitor history you can view and export this to excel very easily.

a) Check In -> History.
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Use the search button, date selector or the filter button to select your parameters.
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c) Select the sign in data you wish by ticking the box on the left hand side, you can select all
by clicking the box at the top. (Tip: If you select all, it only selects what is currently
shown. For example if you have 88 bits of data to select, but it currently only displays 25,
it will only select the 25 you can see, and not the other 63. Scroll to the bottom and it
will give you an option to select all records)



d) Next, with the data points selected, click on the ‘options’ button and click “Export

Selected”. (If you have 5 rows selected, it will say “Export 5 Selected” etc)
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e) This then gives you a downloaded excel spreadsheet with the data in that you can
format.




4. Fire Evacuation from Mobile device.

All android Camascope, Maintenance and Manager phones and tablets have the Custr
Companion app installed (This is different to the Custr app installed on the IPads). In a drill or a
real emergency situation, you can use any of these devices to do a roll-call and Staff, Visitors and
residents safe.
a) Press onthe Custr Companion app open
b) Login with the email and password (TIP: only those users who have ‘account access’ can
login, please refer back to parts 1. and 2. for a how-to on this. You should have a generic
account that all staff can login into / stays logged in, in an event of a fire.
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c) Press on the Evacuation button in the bottom right.

d) Select the correct home -> confirm

e) Start Evacuation -> Drill or emergency

f)  You can then press on residents/visitors/staff and mark them safe by tapping on their
name.

g) We highly encourage every home to do a fire drill with this system or at the very least a
‘tabletop’ evacuation where staff can simulate a fire evacuation and roll call with this
software without the need to physically move anyone.

5. Additional
e If you find that your staff are signing each other in/out, we can activate the
camera when employees sign in so that you can make sure it’s really who it is.



