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Look & book a place for vour next respite

Points to remember — Aged Care Residential Service Providers:

= Based on your My Aged Care (MAC) submission, myRespiteAccom has created account using
your email address

= MAC data is also used to create High Care and Low Care Residential Respite listings

= However, you will need to update the listings as per this guide

= |tis likely you will have one listing per vacancy at your facility, hence may need to add
multiple listings for multiple vacancies at a facility (ie property/ nursing home)

= This guide will assist you with your Listings

Purpose of this Guide (click below to jump to the right section):
= Step by step guide to create a new listing

= Update a listing

= Remove a listing
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Create a New Listing

Step by Step guide for Service Providers



1. Upon Log In, you will be shown the Dashboard below R myRespiteAccom
2. To create a New I-iS"'ing, click on “List your Space’ Look & book a place for vour next respite

M- Zptesec List your Space 0

Service Providers Guide
Click on "Get me started” to complete

! : My Properties & Subscription =8 My Listings My Bookings
:ssential steps.
2 3 13
— Get me started
— A Latest Bookings Received SLatest Transactions
9
& Inbox [ 36 ) Koala - Demo Residential LOW Care Type Payment Method
i May 24 - 26, 2022
e - ey i Bookings Made Bank
[E] My Properties & Subscription Bookings Made Stripe
Koala - Demo Residential LOW Care _ _
[E] Listings e W May 20 - 21, 2022 SIIRIE e e
] ' Bookings Made Stripe
A Bockings Received P Georgian Style Stay - Demo High Care Bookings received Bank
i) .
: & May 02 - 03, 2022 : ) .
11y Bookings ¥ Bookings received Stripe
Bookings Made Stripe
. r Georgian Style Stay - Demo High Care
W Favourite N |- g g Bookings received Stripe
i May 01-02, 2022
5 _ Bookings received Stripe
B Payouts
=
Transactions
©_Profile
:-,- Reviews >

(®_Logout
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1. You WI" be ShOWI’I .|.he view below Look & book a place for vour next respite

List Your Space

myRespiteAccom Lets you care for people seeking residential respite care at your nursing home..

Home Type Room Type
Residential Respite - Aged Care Home Private room
Accommodates City *

1

‘ Continue



TIPS: i
(1 ]JHome Type Field - Select ‘Residential Respite - Aged Care Home’ from the list Emgnespltenccum |
(2 JRoom Type - Select either ‘Private room’ or ‘Shared room from the list Look & book a place for your next respile
(3 JAccommodates - You can select any number from the list, typically it will be ‘1’
(4 JCity - Type Suburb and select from the list that will appear

List Your Space

myRespiteAccom Lets you care for people seeking residential respite care at your nursing home..

Home Type (1] Room Type (2 )
Residential Respite - Aged Care Home Private room
Accommodates (3] City *(Ca_)
1 Normanville Australia

‘ Continue



TIPS:
(1 ] Next is ‘Basics’ of the Listing

(2 ) Bedrooms, Beds, Bathrooms - Typically you will select a value to be 1

R\mgnespitenccnm

Look & book a place for vour next respite

(3 ) Respite Care Type - Typically a listing will be suitable for either Low Care or High Care. This is
important as a High Care seekers would search for High Care and won’t look for Low Care Listings.
So it must be set right at the time of listing!

E] Listings - Will be populated based on your setting of previous screen
_ Basics

Description

Location

Amenities

Photos

Agreement

Booking

Calender

Rooms and Beds

Bedrooms E]

1

Respite Care Type
LOW Care

Beds

1

Bathrooms E]

0.5

Bed Type

king

Listings

g

Property Type

Residential Respite - Aged Care Home

Room Type

Private room

Accommodates

1

Next




TIPS:
(1 ) Next is ‘Description’ of the Listing

(2] Listing Name Field - Give a meaningful name as it is likely you will have multipl

with a facility. Effectively, one room should have one listing
(3 ) Summary- Provide description that is accurate and insightful. Seekers choice will be influenced by it
((a ) Details - By clicking you will be able to enter more insight on this listing

‘ Basics

‘ Description

(1 Description Listing Name * (2]

Location

Amenities

Photos

Agreement

Booking

Calender

Kangaroo Court Aged Care - Demo 2 High Care

Summary * E]

Excellent respite facility at Kangaroo Court. Contact us today!
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You can add more details. Tell respite seeker about your Nursing Home.

‘ Back H Next
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TIPS:

(1 ) Next is ‘Location’ of the Listing

(27 Address Line 1- Type in the street address and pick the extract address. Rest of the field

automatically completed

‘ Basics

Description

Amenities

Photos

Agreement

Booking

Calender

‘ Location

‘ Country *

Al
Address Line 1* E]

56 Main Rd, Normanville SA 5204, Australia

Normanville .
Beach 31 Jetty

Jetty/Caravan 9 z
Park Tennis Court Bungele fy, % &
a o
5 o
,

Gocgle

You can move the pointer to set the correct map position

City / Town / District *

Normanville

ZIP [ Postal Code

5204

Universe Gallery

The Normanville

South Australia
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TIPS:

Next is ‘/Amenities’ associated with the Listing
(2 )Common Amenities — Simply select all amenities applicable to this listing

Basics

Description

Location

Photos

Agreement

Booking

Calender

Common Amenities * @

Essentials

\:\ Channel Streaming

[ | Kitchen

\:\ Elevator in Building

D Wireless Internet

Free Parking on Premises
D Suitable for Events

\:\ Pets live on this property

Caters for dietary requirements and preferences
Provides Social Activities

Support with day-to-day living

Safety Amenities

\:\ Fire Extinguisher

v Y%

Air Conditioning

D Gym

\:\ Buzzer/Wireless Intercom

D Poal

|| Family/Kid Friendly

|| Pets Allowed

Adjustable Bed

[ ] BBQ

Organises Outing

Common areas or gardens

\:\ Safety Card

R myRespiteAccom

Look & book a place for vour next respite



TIPS: R
. . - myRespiteAccom
((1 ) Next is adding ‘Photos’ for the Listing \ yresp
@ Choose File - Click on Choose File to upload Photos Look & book a place for your next respite

@ UPIOGd Button - Click to UPIOGCI the chosen PhO"'O (Note: It may take several minutes to load photo!)
((27) Cover Photo - Choose which Photo you wish to have as the cover photo

Basics Photos
Description
i 1
Yocation File Uploaded Successfully! @

» Choose File @osen Upload
Amenities
(Width 640px and Height 360px)

Agreement [ ]
Booking ée/.v/u&be/ C
Calender

blace for your next respil,

Kangaroo in action What are the highlights of this photo?
Vs Vi
Serial Serial Cover Photo @
1 2 No

Back || Next




TIPS: R .
(1) Next is adding ‘Agreement’ for the Listing ‘Imgnespltenccnm |
(2 Choose File - Click on Choose File to upload draft or designated Resident’s Agreément’ * /0ot i

(3 ) Upload Button - Click to upload the chosen file (Note: Load the PDF file)
E] Uploaded File - Shows link to the uploaded PDF. Click to view (Note: Only one file can be loaded, you can replace

existing agreement by uploading a new file)

(5 ) Additional Booking Fee Option - This field will allow you to charge booking fee, currently it is not

activated
Basics Resident Agreement
Attach resident agreement below * (3]
Description _
Choose File (2 Je chosen Upload
Location Upload the Resident Agreement draft here in PDF format, ensure your fees, charges and services
are clearly outlined. Uploaded file can be accessed by clicking on the link below.
Amenities — Uploaded Draft Resident Agreement (140
Photos

Additional Booking Fee Option(_ 5 ]

Booking

|:| Aged Care Home Booking Fee

Calender ‘ Back

‘ Next




TIPS:
(1 ) Next is selecting ‘Booking’ style for the Listing
(2 ) Choose how your guests book - This is extremely important consideration.

R\mgnespitenccnm

Look & book a place for vour next respite

(2a)Do you want the platform to Instantly accept the booking. if yes, choose ‘Guest book instantly’
OR Do you want to review the request before accepting the booking. if yes. choose ‘Review
each request’. Currently portal is set so that your team will have 5 days to accept or decline the

booking request.

*  Nofte: myRespiteAccom requests Referral Code at the time of booking to assist your team with the assessment

1 Booking

‘ Calender ‘

Basics Booking
Choose how your guests book * (2]
Description (Get ready for guests by choosing your booking style.
Location Booking Type
Review each request
Amenities
Photos
Back || Next
Agreement



TIPS: RI ,
(1) Next is managing ‘Calendar’ for the Listing myRespiteAccom
(2 Manage Availability button — One of the important feature is managing the availdbility! including " "
minimum number of days this listing can be booked for and manually setting the listing to be

unavailable
* Note: All booking made through myRespiteAccom will mark the listing ‘Not Available’ for the days it is booked.

Basics
¢ > May2022 ~
Mon Tue Wed Thu Fri Sat Sun
25 26 27 28 29 30 1
Amenities
Photos
2 3 4 5 6 7 8
Agreement
Booking
9 10 1 12 13 14 15
al Catender
16 17 18 19 20 21 22
23 24 25 Today 26 27 28 29
30 31 1 2 3 4 5

Manage Availability ll Sync with other calendars | Import Calendar § Export Calendar



TIPS:
(1] When Manage Availability button is clicked following screen will show
(2] Start Date and End Date - Select Start and End Date to set rules

R\mgﬂespitenccum

Look & book a place for vour next respite

(3 Minimum Stay - Do you want the minimum booking to be for more than 1 day, if yes, set this field for

the Listing

(Ca] Status - Options are to Set to Available or Not Available. You need to change it only if you need to
manage it mcmually. Note: All booking made through myRespiteAccom will mark the listing ‘Not Available’ for the days it is booked.

Set availability and minimum stay duration @ X

StatDate* (2 )

Start Date

End Date * @

End Date

Minimum Stay @

Day..

Status™

--Please Select--

--Please Seleci—
Available
Not Available @




TIPS. _
* Once you click Next on the Calendar view, you will be shown summary of your Emgnespltenccum
listing. Go back to you Dashboard. You will be shown view similar to this
(1] Note the Listing is shown as ‘Unlisted’. Which means it is not searchable by the
seeker.

Look & book a place for vour next respite

Kangaroo Court Aged Care - Demo 2 High Care

Q@ Main Rd @

Unlisted

% 0 (0)

[# Manage Listing.and Calendar
|°® Beds &% 1 Guests S Bathrooms

Almost there
@2 Move the toggle to the right and the status of this listing will change to ‘Listed’. This will be
searchable straight away by the seeker.

Kangaroo Court Aged Care - Demo 2 High Care

@ Main Rd @

[#" Manage Listing_and Calendar

[*m Beds % 1 Guests S Bathrooms
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Modify a Listing

Step by Step guide for Service Providers



TIPS. R\mgﬂespitenccum

i place for vour next respite

(1) You can modify a Listing at any time by simple clicking on ‘Manage Listing and Caléndar

Kangaroo Court Aged Care - Demo 2 High Care
Q Main Rd

Listed
-

[#' Manage Listing and Calendar

[*® Beds &% 1 Guests S Bathrooms @




TIPS. R\mgﬂespitenccum

(1) You will be taken to the screen shown below. You can click on any button on the léft 16" 0pdate the' ™' /'
detail. Your Listing will be update instantly.

Basics Rooms and Beds
- Bedrooms
Description
1
Location Respite Care Type
-~ LOW Care
Amenities
Beds
Photos 1
Bathrooms
Agreement
05
Booking Bed Type
Calender king

Listings
Property Type

Residential Respite - Aged Care Home

Room Type

Private room

Accommodates

1
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Remove a Listing

Step by Step guide for Service Providers



To remove a listing

R\mgﬂespitenccum
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((1 ) Move the toggle to the left and the status of this listing will change to ‘Unlisted’. Which means it

won’t be searchable by the seeker.

Kangaroo Court Aged Care - Demo 2 High Care

Q Main Rd

#* 0(0)

[2® Beds % 1 Guests s Bathrooms

Removed
(021 The listing will shown as ‘Unlisted’

Kangaroo Court Aged Care - Demo 2 High Care

@ Main Rd

% 0 (0)

[® Beds &% 1 Guests Sy Bathrooms

[#" Manage Listing_and Calendar

(2]

Unlisted

[# Manage Listing and Calendar



R\mgnespitenccnm

Look & book a place for vour next respite

End of this Guide

Please send your feedback or queries to info@myrespiteaccom.com.au



mailto:info@myrespiteaccom.com.au

