POLIXEN

Mobile Worker App

Download the app

Open the App Store or Google Play Store and search for “Polixen Mobile Worker”.

Then click on “download”.
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Login
Once you open the app on your phone, you'll be prompted to log in. You need to
enter the Site Id*, your Polixen Login and Password.
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*Site ID is the name on your browser when navigating through your Polixen Desktop
Portal. Example: In this case, the Site ID is “demo”

< C @& demo.polixen.com

Please note that numbers and non-alphabetical letters are not accepted in the site
ID. If you try to type an invalid character, a pop-up error message will appear.
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Once all the information is in, hit the Login button to access the app.

Initial page

On the Mobile Worker initial page, you can see the jobs of the current week —
including the kind of service, and the client’s name plus the time and status of each
job.

You can also set up Polixen’s system config to show the client's address on that
page. To do that, go to Administration > Polixen Setup > System Config.
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(# Administration

» Polixen Setup y

¥ System Config

Then go to mobile_app_job_listing_client_address and set the value to 1.

mobile_app_job_listing_client_address 4 Mobile Worker - Show clients address at home screen when listing jobs (0 = hide, 1 = show)

Once that is done, the jobs page will look like this:

weekly test

Jennifer Green ENERELGED

Address: 22 Smith St Wollongong

Jaime Wayne (EQ==EE

Address: 24 Kembla 5t Wollongong

Direct Transport Not Started
5:00 am to 12:00 pm

Use the “Back” and “Forward” buttons to navigate through past and upcoming
weeks, respectively.

You can also check the total Hours/Units of work forecasted for the week.
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Mabile Worker

BACK Monday 27th Feb

FORWARD
to Sunday 5th Mar

Total Hours/Units:
5.00

Job status

The job status’ are divided into 4 categories, which are colour coded in the app for
better visualisation.

Black: not started jobs.

weekly test

Jennifer Green
Address: 22 Smith St Wollongong

Jaime Wayne
Address: 24 Kembla St Wollongong

Social Support Individual Mot Started
6:00 am to 12:00 pm

VIEW JOB

Green: completed jobs.
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weekly job test

Jennifer Green
Address: 22 Smith St Wollongong

Social Support Individual Completed
5:00 am to 10:00 am 5:00 am 10:00 am

VIEW JOB

Red: cancelled jobs.

weekly job test

Jennifer Green EREAIES

Address: 22 Smith St Wollongong

Social Support Individual Not Started
5:00 am to 10:00 am

Blue: suspended jobs.

weekly job test

Jennifer Green EIEEEREEE
Address: 22 Smith St Wollongong

Social Support Individual Not Started
5:00 am to 10:00 am
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Please note that jobs can be only cancelled or suspended via the desktop system.

View Jobs

When you click the “view job” button, you'll be taken to the following screen.

Mabile Worker

weekly test

Jennifer Green

‘. 021234 56789

Home Mumber

D 02 3214 56987
Mebile Number

9 22 Smith St Wollongong
Address

MORE DETAILS ADD CLIENT NOTE

LIST CLIENT NOTES

Direct Transport
5:00 am to 12:00 pm

ADD JOB NOTES

JOB MOTES HISTORY

Notes

Mobile Worker App



There are two kinds of notes you can create in the app. The first one is “Client
Notes”, which refer to that particular client. The second one is “Job Notes”, which are
associated with a specific job.

Client notes

To create a new client note, click on the “Add Client Note” button at the bottom of the
client information.

When adding client notes you'll be asked to select a category and then write your
comments underneath it.

Mobile Worker

New Client Note

Select Subject v

MNote

ADD NOTE

You can click “List Client Notes” and view the list of all notes for that client.
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Client Notes List

Suspensions
Demouser ~o/02 /2025 11007

Created Suspension:
Dates: 21/02/2023 - 21/02/2023

Job Cancellations
Demouser 225/02/2022 1107

Client cancelled for recurring job "weekly job
test" (#1) for 28/02/2023

Meal Plan Changes
Demo user (0/04/201712:43

Created Meal Plan: 2

Dates: 01/01/2017 - No End Date
Menu: Demo Menu

Meals: 40

Mote: updated account

Job Notes

For general job notes, simply click “Add Job Notes”. Write down your comment and
select “update notes” to save it.
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Mobile Warker

Job Comments

Once the notes are saved, they can be viewed on the job’s page.
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Mobile Warker

weekly job test

Jennifer Green

9 22 Smith St Wollongong
Address

MORE DETAILS ADD CLIENT NOTE

LIST CLIENT NOTES

Social Support Individual
5:00 am to 10:00 am

Job Notes:

Job notes example to see how it looks like

ADD JOB NOTES

Job Notes History

You can also view past Job Notes both associated with a recurring job or with a
particular client.

To view the notes for a recurring job. Simply click on “Job Notes History” on the job
details page. Then select the date range to view all notes for that period.
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Mabile Worker

Notes History
for job
weekly test
From: 13/02/2023 @
To: 20/02/2023 @

Found 3 notes:

Note
Job Date: 20/02/2023
Mote Date: 20/02/2023

Job note for 20/02 task execution

Note
Job Date: 13/02/2023
Mote Date: 20/02/2023
Job note for 13/02 job task

Note
Job Date: 06/02/2023

To view the notes history for a particular client, navigate to the client information
page and click on “View Job Notes History”. Select a date range and click on
“search” to view all notes for that client on that period.
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Maobile Worker

Notes History

for client

Jennifer Green

From: 13/02/2023

EE

To: 20/02/2023

Found 4 notes:

EE

weekly test
Job Date: 20/02/2023
Mote Date: 20/02/2023

Job note for 20/02 task execution

once off job test
Job Date: 19/02/2023
Mote Date: 19/02/2023

Job note for once off job test with random text

weekly test
Job Date: 13/02/2023
. MNote Date: 20/02/2023 |

Check in & Check out

One of the most useful features of the Mobile Worker App is the Check in & Check
out function. When clicking the blue button on the bottom of the page, workers are
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redirected to the following page:

Mobile Worker

weekly job test

USE SCHEDULED TIMES

Check In
05:00

Check Out
10:00

Are you sure about that? Is it safe? Are you having
covid symptons?

Please tick checkbox to continue!

Signature

Users can either choose to select “Use Scheduled Times” or complete the Check In
& Check Out times manually. There’s also the option to include “Total Outing Kms”
and “Total Private Kms” to the job record.

Don't forget to tick the checkbox to confirm the information. Once you’ve done that,
you can save changes by clicking on “Update Times”.
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The job status will then be updated to “Complete”.

Mohile Worker

weekly job test

USE SCHEDULED TIMES

Check In

05:00

Check Out

10:00

<V Are you sure about that? Is it safe? Are you having
covid symptons?

Signature

Update Times

Add Signatures

Workers can also add the client and their own signatures at the end of a job. To do
that, click on “Signature” and select one person to sign.
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Mobile Warker

Please select a client

Please Select

Jennifer Green

A

Once you've done that, you'll be redirected to the following page, where the worker
or the client can confirm check-in & check-out times and sign it off.

Click “Confirm” to save it.
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Mobile Worker

Please confirm the following times
Jennifer Green
Start: 05:00
Finish: 10:00

Clear

Confirm

*Signature request is optional by default. Please contact the team if you want to
change it to mandatory.
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Documents & Files

On the Mobile Worker App, users can access Documents & Files uploaded from the
Polixen Portal. For more information about it, check out our newsletter on the

Company Files module here.
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http://mailchi.mp/77513de87d5d/new-feature-update-company-files

