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Preface
The preface contains four items of importance:
• Who this document is for.
• How this help document is organized: what you will find in the
guide, and where.
• How to navigate this document.
• A caution, repeated later in the guide, about the confidentiality of
subscriber information.

Audience
This guide is intended for Lifeline program managers who use
CarePartners Connect, and for their staff.

Organization
The Guide to CarePartners Connect contains three chapters and two
appendices:
• Chapter 1, Overview, gives a general summary of Lifeline’s online
reporting system.
• Chapter 2, Access, explains the login process, and contains
information about password administration.
• Chapter 3, Reports, explains how to open and view the
subscriber data that CarePartners Connect makes available.
• Appendix A, Reference Information, contains a list of selected
procedures, as well as information about system availability and
support.
• Appendix B, Frequently Asked Questions, contains answers to
common questions about CarePartners Connect.
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Navigation
The electronic version of the Guide to CarePartners Connect offers
three types of navigation tools:
• Table of contents
• Links in the text
• Standard Acrobat navigation tools
You can also print the entire guide in order to use it off line.

C AUTION
CarePartners Connect gives you access to information about a
subscriber’s medical conditions, hidden keys, home address, and
social security number. This information must be safeguarded. Never
give access to someone who does not need to know this information.
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1. Overview
CarePartners Connect allows you secure access to your subscriber
information. To use your account on this system, your Lifeline program
and CarePartners Connect must be set up securely. After you submit
your Enrollment Form, Lifeline verifies your program information and
sets up access for each individual user you requested. If you have any
questions about the use of CarePartners Connect, e-mail
CPCservice@Lifelinesys.com or call 800-852-5433. If you are on the
staff at a Lifeline program, consult with your program administrator.
Once you receive verification of your user name and password, you
can access your subscriber information online. Log in through
CarePartners Online or directly at www.CarePartnersConnect.com.
The subscriber information available to you through CarePartners
Connect includes:
•
•
•
•
•

Daily subscriber lists
Month-to-Date Installation reports
Month-to-Date Deactivation reports
A historical record of your program reports for prior months
Subscriber Care Plans and Case Histories

If you have a question about the information on a subscriber’s
responder list, or about a recent incident, you have access to real time
subscriber information in a Care Plan Agreement and a Case History
report. You can obtain this information quickly with CarePartners
Connect. Online reporting enables you to:
• Answer subscriber and caregiver questions immediately because
you can see care plan and case history information in real time.
• Become more efficient because reports are current. Online
reports are searchable and information is immediately available
without having to call Lifeline.
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Overview
CarePartners Connect is Easy to Use
CarePartners Connect has an intuitive and user friendly interface. You
can use the system today with no training. The special report window
allows you to view, search, save, export, and print your subscriber
data. Simply log in and follow the directions on the screen to view
standard monthly reports and other subscriber information. If you need
more help, please refer to the instructions in this guide.
To see how CarePartners Connect is structured, please refer to the
flow chart on page 21, and to the site map on page 70.
CarePartners Connect is Secure
Online reporting gives you access to Lifeline’s operational data in a
secure environment. The online system gives you the most current and
accurate information about your subscribers. As a matter of law and
ethics, the confidential information stored and distributed through
CarePartners Connect must be secure. You enter the site with a
unique user name and password, and you have access only to
subscribers within your program. In addition, CarePartners Connect
encrypts all data transmissions. For more information about
information security, please review the privacy statement available
online.
Use the Guide to CarePartners Connect On or Off Line
The Guide to CarePartners Connect explains how to gain access to
the subscriber information available online. It also explains how to
work with the reports that CarePartners Connect transmits. You can do
the following with the online help document:
• Search for a specific topic.
• Download the help file to your local drive so it is available all the
time.
• Print the entire guide.
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2. Access
Chapter 2 explains:
•
•
•
•

How to obtain your user name and password.
How to log in.
How to change your password.
What to do if you forget your password.
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How to Enroll
If you are a program manager and have not enrolled in CarePartners
Connect:
1. Launch your web browser and go to
www.CarePartnersConnect.com or to CarePartners Online.
(CarePartners Online requires a user name and a password.)
2. Open the CarePartners Connect login page (Figure 2-1).

Figure 2-1. Login Page

3. Click Enroll now for CarePartners Connect in the middle of the
login page.
A web page that explains how to enroll opens in your browser.
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If you work with a Lifeline program and you need access to the online
reports in CarePartners Connect, you should speak with your program
administrator. Table 2-1 below summarizes some general procedures
related to access for program managers and their staff members.
Table 2-1. Access for Program Administrators and Staff
Stage of
Access

Program Administrators

Staff Members

Enrollment

Submit a program
enrollment form that
lists each user.

No action required.

First-time
login

Receive user names and
generic passwords from
Lifeline via e-mail.
A password change is
required during the login
process.

Receive a user name
and a generic password
from your program
administrator. A password
change is required during
the login process.

Subsequent
access

Log in with your user
name and self-assigned
password.

Log in with your user
name and self-assigned
password.

To get a user name and password after you enroll, e-mail
CPCservice@Lifelinesys.com with complete user information,
including:
•
•
•
•
•

User first name
User last name
User e-mail address
Program name
Program codes
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How To Log In for the First Time
When you log in for the first time, you must do three things as you
prepare for routine use of the system:
• Agree to Lifeline’s Terms and Conditions for use of the site.
• Change your generic password to one that you select.
• Select a hint question, and enter a response to the hint question
in case you forget your password later on.
When you enroll in CarePartners Connect, you receive a user name
and a generic password. The user name is assigned and does not
change. You are required to change your generic password the first
time you log in to CarePartners Connect.
1. Open the page titled Log in to CarePartners Connect.
2. Enter the user name and password you received from Lifeline
when you enrolled in CarePartners Connect.

Guide to CarePartners Connect
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3. Click Enter.
The CarePartners Connect Terms and Conditions page opens
(Figure 2-2).

Figure 2-2. Terms and Conditions

N OTE
To print the Terms and Conditions, select Click here to Print Terms &
Conditions underneath User Agreement.
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4. Review the Terms and Conditions:
• If you want to continue with the login process, click I Accept.
• If you do not agree to the Terms and Conditions, click I Do
Not Accept.
If you click I Do Not Accept, the system returns you to the
CarePartners Connect login page. If you click I Accept, a system
warning appears to inform you that you must change your
password from the generic password Lifeline provided to one
only you know (Figure 2-3).

Figure 2-3. System Warning
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5. Click Change Password at the bottom of the system warning
page.
The Changing Your Password page opens (Figure 2-4). It
contains STEPS 1, 2, and 3.

Figure 2-4. Changing Your Password

6. Type your current password in the field labeled Old Password. If
you are a first time user, your old password is the generic
password you used when you logged in for the first time.
7. Type a new password in the field labeled New Password.
(See Password Administration on page 13.)
8. Type your new password a second time to confirm it.
9. Click Change Password at the bottom of the page.
A system message appears to confirm that the password is
changed.
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10. Click OK at the bottom of the system message page.
A system warning appears to inform you that you must select a
hint question and enter a hint response.
11. Click Set Hint at the bottom of the system warning page.
The Setting Your Hint Question & Response page opens
(Figure 2-5). It contains STEPS 4, 5, and 6.

Figure 2-5. Setting Your Hint Question & Response

12. Select a hint question from the drop down list in STEP 4.
13. Type your response to the hint question in STEP 5.
14. Type your response to the hint question a second time in STEP 6.
15. Click Set Hint at the bottom of the page.
A system message appears to confirm that the hint and hint
response are set.
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16. Click OK at the bottom of the system message page.
The Welcome to CarePartners Connect page opens (Figure 2-6).

Figure 2-6. Welcome to CarePartners Connect

N OTE
Appendix A, Reference Information, summarizes information
available from the links at the bottom of the Welcome to CarePartners
Connect page.
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Privacy of Records
Because the information in the Lifeline reports is so sensitive,
CarePartners Connect uses strict security measures to prevent
unauthorized entry. Program managers and their staff can see only
information related to their own programs.

C AUTION
CarePartners Connect gives you access to personal information
about a subscriber. This information must be safeguarded. Never give
access to someone who does not need to know this information.
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Password Administration
Information security in CarePartners Connect is critical. Learn the
basic procedures and requirements related to your password. If you
are a Lifeline program manager, learn how to assist members of your
staff with password administration.
Please note the following about your password:
• Never write your password down. Select an easy to remember
password.
• Passwords must be a minimum of 6 characters long.
• Blank passwords are not permitted.
• Your password is case sensitive.
• Passwords may contain any letter or numeral.
• Your password must contain both alphabetic and numeric
characters.
• Passwords expire in 120 days.
• You cannot reuse a password.
• You can change your password at any time. Changes take effect
immediately.
• You must supply your current password to change your
password.
• If you forget your password and respond correctly to the hint
question, CarePartners Connect requires you to select a new
password.
• Program administrators do not know the passwords of other
users in the program. Lifeline does not know anyone’s password,
and will never ask you for yours.

N OTE
To prevent unauthorized access, your account is locked for ten
minutes after several unsuccessful attempts to log in.
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How To Change Your Password
CarePartners Connect prompts you to change your password every
120 days. To change your password then or at any other time:
1. Click change password in the side menu bar.
The Changing Your Password page opens (Figure 2-7).

Figure 2-7. Changing Your Password

2. Type your current password in the field labeled Old Password.
3. Type a new password in the field labeled New Password.
(See Password Administration on page 13.)
4. Type your new password a second time to confirm it.
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5. Click Change Password at the bottom of the page.
A CarePartners Connect system message appears to confirm
that the password is changed. If your password does not meet
the requirements stated in Password Administration on page 13,
you will receive an error message.
6. Click OK at the bottom of the page.
The Welcome to CarePartners Connect page opens (Figure 2-8).

Figure 2-8. Welcome to CarePartners Connect
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What To Do If You Forget Your Password
If you have the login page open and find that you have forgotten your
password, you can get help. To use this feature, you must have logged
in at least once, and you must have set your hint and hint response. If
you forget your password, follow these steps:
1. Click Get help here under Forgot your password?
The Forgot Your Password? page opens (Figure 2-9).

Figure 2-9. Forgot Your Password?

2. Type your user name in the field labeled User Name.
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3. Click Get Hint.
The Hint & Answer page opens (Figure 2-10).

Figure 2-10. Hint & Answer

4. Read the hint question, and type your response in the field
labeled Hint Answer.
5. Click OK.
The Your Response is Correct page confirms that you entered
the correct hint response. If this confirmation does not appear,
contact your program administrator to reset your password
manually.
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To complete the login process, you must change your password:
1. Click OK at the bottom of the page titled Your Response is
Correct.
The Changing Your Password page opens (Figure 2-11).

******

Figure 2-11. Changing Your Password

2. Type a new password in the field labeled New Password.
(See Password Administration on page 13.)
3. Type your new password a second time to confirm it.
4. Click Change Password at the bottom of the page.
A CarePartners Connect system message appears to confirm
that the password is changed.
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5. Click OK at the bottom of the system message page.
The Welcome to CarePartners Connect page opens
(Figure 2-12).

Figure 2-12. Welcome to CarePartners Connect
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3. Reports
Chapter 3 discusses these CarePartners Connect reports:
•
•
•
•
•

Subscriber Lists (subscribers listed by name and by unit number)
Installation List
Deactivation List
Care Plan Agreement
Case History

The flow chart in Figure 3-1 on page 21 shows how these reports are
organized.

Guide to CarePartners Connect

20

Reports

Program Reports & Subscriber Reports
Log in to
CarePartners Connect

Welcome to
CarePartners Connect

Program
Reports

Subscriber
Reports

Subscriber List by Name
Subscriber List by Unit #
Installation List
Deactivation List

Current Report or
Previous Reports

Report Window

Care Plan
Case History
Subscriber
Search Form

Search Results

Care Plan
Agreement

Case
History

Search
Save
Export
Print

Date
Range

Report Window

Figure 3-1. Program Reports and Subscriber Reports
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A Quick Tour of the Report Window
When you open a report, it appears in a separate report window. You
can open as many report windows as you like. Figure 3-2 illustrates a
report window with the navigation pane open.

Figure 3-2. Report Window

From the report window, you can:
• Navigate a report (see How to Navigate a Subscriber List on
page 30).
• Search for a specific entry in the report.
• Print or Save the report as a PDF document.
• Export the report as a comma delimited text file.
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You can search, print, save, and export a program report. You can print
and save a Care Plan Agreement, and you can print and save a Case
History. Table 3-1 below summarizes the functions available for each
type of report.
Table 3-1. Report Window Functions for Each Type of Report
Type of Report

Search

Save

Print

Export

Program Reports

Yes

Yes

Yes

Yes

Care Plan Agreement

No

Yes

Yes

No

Case History

No

Yes

Yes

No

Click Contents in the top menu bar to toggle the navigation pane on
and off. The navigation pane contains a table of contents for the report,
organized by program code. Click the links in the navigation pane to go
to a particular section of the report. To navigate the hierarchy of
program codes in the table of contents, click the triangles to the left of
the entries.
Remember the following points when you use the report window:
• The Contents pane lists program codes for subscriber lists. It lists
cases in a Case History.
• The page field in the top menu bar shows which page of the
report is open.
• Click Help in the top menu bar to open the Guide to CarePartners
Connect.

N OTE
You can run a Care Plan or a Case History from any program report.
To do so, click the name of the individual subscriber.
To zoom in or out in the report window, click the down arrow to the right
of 100% in the top menu bar. Select a value less than 100% to zoom
out. Select a value greater than 100% to zoom in. To close a report,
click the X in the upper right-hand corner of the report window.
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Subscriber Lists
Subscriber lists are sorted by subscriber name or unit number. They
contain complete and current information for all of your program’s
subscribers. The lists also include information about subscribers who
have enrolled in a program, but who are not yet currently active.

N OTE
The Current Report shows who your subscribers are as of the time
stamp on the bottom of the report (that is usually midnight of the
previous day). Previous Reports contain subscriber data for up to the
past twelve months. See Figure 3-5 on page 27.
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How to Open a Subscriber List
The following procedure starts at the Welcome to CarePartners
Connect page (Figure 3-3). The procedure assumes that you have
completed the first-time login process, and that you want to open one
subscriber list.

Figure 3-3. Welcome to CarePartners Connect
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To open a subscriber list:
1. Click program reports in the sidebar menu.
The Program Reports page opens (Figure 3-4).

Figure 3-4. Program Reports
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2. Click subscriber list by name in the sidebar menu.
The subscriber list selection page opens (Figure 3-5).

Figure 3-5. Subscriber Lists
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3. Click the link under Current Report.
The subscriber list opens in a separate report window
(Figure 3-6).

Figure 3-6. Subscriber List in the Report Window

N OTE
To open a subscriber’s Care Plan Agreement or Case History, click
the individual’s name in the left-hand column of the subscriber list. A
Search Results page opens with information about the subscriber you
selected (see Figure 3-21 on page 48). Click Care Plan at the bottom
of the Search Results page to open the Care Plan Agreement. To
open the subscriber’s case history, click Case History and specify the
desired date range for the history.
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Figure 3-7 summarizes the steps required to open a program report.

How to Open a Program Report
Log in to CarePartners Connect
Enter your User Name and Password.
Welcome to CarePartners Connect
Step 1: Select program reports.
program
reports

Program Reports
Step 2: Select subscriber list by name.
subscriber
list by name

Current Report or Previous Reports
Step 3: Choose which report to open.
Subscriber List in the Report Window
Step 4: Select Search, Print/Save,
or Export as needed.

Figure 3-7. How to Open a Program Report
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How to Navigate a Subscriber List
You can navigate your subscriber list with two sets of tools: the table of
contents in the Contents pane and the page navigation buttons in the
top menu bar.
Use the table of contents to locate the part of the list you are interested
in. The procedure below assumes that you have already opened the
subscriber list in the report window. To locate a specific program in a
long subscriber list:
1. Click Contents in the top menu bar.
A side pane opens that shows the contents of the subscriber list
by program number (Figure 3-8).

Figure 3-8. Subscriber List with the Contents Pane Open
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N OTE
To close the contents pane, click Contents in the top menu bar again.
2. To show the subcategories under each program code, click the
blue triangle next to the code.
3. Continue to open sublists until you have reached the subscriber
list you want.
In addition to the contents pane, you can use the page navigation
button in the top menu bar of the report window to move around in a
subscriber list. The five buttons are:
First

Opens the first page in the document.

Prev

Opens the previous page. For example, click Prev
to move from page 8 to page 7.

Next

Opens the next page. For example, click Next to
move from page 8 to page 9.

Last

Opens the last page in the document.

Goto

Opens the specified page. For example, type the
numeral 4 in the Page field of the top menu bar.
Then click Goto. Page 4 of the report opens in the
report window.
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How to Search a Subscriber List
To find a subscriber or set of subscribers in the subscriber list:
1. Click Search in the top menu bar.
A search pane opens to the left of the report window (Figure 3-9).
The search pane lists the searchable fields in the subscriber list.
All the fields in the subscriber list are searchable except the
street address.

Figure 3-9. Search Pane Open in the Report Window

2. Enter the search criteria for the subscriber you want to find.
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3. Click Search at the top of the search pane.
The search results appear in the search pane (Figure 3-10).
• Click Export to export the search results to a comma
delimited text file.
• Click New Search above the search results to clear the
current search criteria.
• Click the X in the upper right-hand corner of the search pane
to close the pane.

Figure 3-10. Subscriber List Search Results
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Remember the following points as you search a subscriber list:
• Click a name in the subscriber list to open that individual’s Care
Plan Agreement or Case History.
• Ten columns in the subscriber list are searchable. The street
address is not searchable.
• You can use the search function to locate entries in the list. Each
entry in the search results contains a link to the corresponding
page in the subscriber list.
• The search pane lists ten records at a time. If a search returns
more than ten records, click Next at the bottom of the search
pane to display more search results.
• To export the search results to a spreadsheet program in a
comma delimited file, click Export Results at the bottom of the
search pane.

N OTE
When you search a subscriber list, the system does not select
individuals from the database. Rather, the search results in the
left-hand pane contain links to relevant entries in the report.

Guide to CarePartners Connect

34

Reports

How to Save a Subscriber List
To save a subscriber list as a PDF document:
1. Click Print/Save in the top menu bar of the report window.
The Print/Save dialog box opens (Figure 3-11).

Figure 3-11. Print/Save Dialog Box

2. Select one of three options:
• Current page
• Range of Pages From: ____ To: ____
• All Pages
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3. Click Print/Save at the bottom of the dialog box.
The selected pages open in Acrobat Reader (Figure 3-12).

Figure 3-12. Subscriber List Open in Acrobat Reader

4. Click the disk icon in the Acrobat toolbar.
The Save a Copy... dialog box opens.
5. Specify a folder and a filename for the PDF file.
6. Click Save.
The Save a Copy... dialog box closes.
7. Use Windows Explorer to verify that the file is saved in the proper
location.
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How to Export a Subscriber List
The Export function saves the entire file as plain text in comma
delimited format. A file in this format has a .csv extension. You can
open the text file in a spreadsheet such as Excel. To export a .csv file
for use in another application:
1. Click Export in the top menu bar of the report window.
The File Download dialog box opens (Figure 3-13).

Figure 3-13. File Download Dialog Box

2. Select Open the file from its current location in the dialog box.
To save the exported file without opening it, select Save this file
to disk in the dialog box.
3. Click OK.
The data file opens in Excel.
4. To save the Excel file to your hard drive, click File > Save in the
Excel menu bar.
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N OTE
If Excel is configured to accept .csv files, the exported file
automatically opens in Excel when you click OK in the File Download
dialog box. If Excel is not configured to accept .csv files, the exported
file opens in Notepad.

How to Print a Subscriber List
To print a subscriber list:
1. Click Print/Save in the top menu bar of the report window.
The Print/Save dialog box opens (Figure 3-14).

Figure 3-14. Print/Save Dialog Box

2. Select one of three options:
• Current page
• Range of Pages From: ____ To: ____
• All Pages
3. Click Print/Save at the bottom of the dialog box.
The selected pages open in Acrobat Reader.
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4. Click the printer icon in the Acrobat toolbar.
The Print dialog box opens (Figure 3-15).

Figure 3-15. Print Dialog Box

5. Verify that the settings in the Print dialog box are correct.
6. Click OK.
The report is sent to the locally connected printer and the dialog
box closes.
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Installation List
The procedures used to work with an installation list are nearly the
same as those used to work with subscriber lists. For more
information, please refer to A Quick Tour of the Report Window on
page 22, and to the detailed procedures in Subscriber Lists on
page 24.
Click program reports > installation list in the side menu bar to open
the Program Reports page (Figure 3-16). The page shows lists that
contain all of the installations conducted during a particular period. If
you select the Current Report, the report window lists all installations
for the current month to date. If you select one of the Previous Reports,
the report window lists installations for the month you selected.

Figure 3-16. Current and Previous Installation Lists
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Figure 3-17 shows a sample installation list. The list contains the
subscriber’s name and ID number, unit number, installation date, and
service type. The system sorts the entries in the list chronologically by
installation date, and then by subscriber last name.

Figure 3-17. Installation List
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To move from page to page in the installation list:
• Click First to open page 1 of the list.
• Click Prev to open the previous page in the list.
For example, if the installation list is open to page 3, click Prev to
open page 2. If you click Prev when the list is open to page 1, the
report window does not move to another page.
• Click Next to open the next page in the list.
For example, if the installation list is open to page 3, click Next to
open page 4.
• Click Last to open the last page in the list.
• To open a specific page in the installation list, enter the page
number in the Page field. Then click Goto in the top menu bar.
The report window goes to the page you entered.
The three items on the right side of the top menu bar in the report
window are:
Search

Search the list on one or more searchable fields.

Print/Save

Use Acrobat to print or save data from the list.

Export

Export the list to another application in comma
delimited format.
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Deactivation List
The procedures used to work with a deactivation list are nearly the
same as those used to work with subscriber lists. For more
information, please refer to A Quick Tour of the Report Window on
page 22, and to the detailed procedures in Subscriber Lists on
page 24.
Click program reports > deactivation list in the side menu bar to
open the Program Reports page (Figure 3-18). The page shows lists
that contain all of the deactivations conducted during a particular
period. If you select the current report, the report window lists all
deactivations for the current month to date. If you select one of the
previous reports, the report window lists deactivations for the month
you select.

Figure 3-18. Current and Previous Deactivation Lists
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Figure 3-19 shows a sample deactivation list. The list contains the
subscriber’s name and ID number, city and state, deactivation date,
days on service, and deactivation reason. The system sorts the entries
in the list chronologically by deactivation date.

Figure 3-19. Deactivation List
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To move from page to page in the deactivation list:
• Click First to open page 1 of the list.
• Click Prev to open the previous page in the list.
For example, if the deactivation list is open to page 3, click Prev
to open page 2. If you click Prev when the list is open to page 1,
the report window does not move to another page.
• Click Next to open the next page in the list.
For example, if the deactivation list is open to page 3, click Next
to open page 4.
• Click Last to open the last page in the list.
• To open a specific page in the deactivation list, enter the page
number in the Page field. Then click Goto in the top menu bar.
The report window goes to the page you entered.
The three items on the right side of the top menu bar in the report
window are:
Search

Search the list on one or more searchable fields.

Print/Save

Use Acrobat to print or save data from the list.

Export

Export the list to another application in comma
delimited format.
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Care Plan Agreement
The Care Plan Agreement contains critical information for an individual
subscriber, gathered at the time of enrollment and installation. The
online Care Plan Agreement contains the latest information entered in
the subscriber database.
The Care Plan Agreement contains confidential information:
•
•
•
•
•

Hidden key location
Medical conditions
Social security number
Responders’ contact information
Any billing information that might appear

C AUTION
The information in the Care Plan Agreement is extremely sensitive!
Monitor access to these reports, and keep passwords secure.
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How to Open a Care Plan Agreement
To open a Care Plan Agreement in the report window:
1. Click subscriber reports in the side menu bar of the Welcome
page.
The Subscriber Search form opens (Figure 3-20).

Figure 3-20. Subscriber Search Form

2. Enter search criteria in the Subscriber Search form
(see Subscriber Search on page 50).

Guide to CarePartners Connect

47

Reports
3. Click Search.
The Search Results page opens (Figure 3-21).

Figure 3-21. Search Results

4. Click the desired button in the Use column to select a subscriber
in the Search Results page.
If only one subscriber appears in the Search Results page, the
button for that individual is already selected.
If necessary, scroll down the list of records with the scroll bar at
the right-hand side of the Search Results.
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5. Click Care Plan at the bottom of the page.
The Care Plan Agreement opens in the report window
(Figure 3-22).

Figure 3-22. Care Plan Agreement

N OTE
The Care Plan Agreement contains the most up to date information in
the subscriber database.
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Subscriber Search
Figure 3-23 shows the Subscriber Search form used to retrieve an
individual’s Care Plan Agreement or Case History.

Figure 3-23. Subscriber Search Form

To search for a subscriber in the database, enter the subscriber’s
phone number, unit number, or last name. Enter just one of these three
pieces of information. If you enter the subscriber’s last name, you can,
at your option, enter more information about the subscriber to narrow
your search.
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Listed below are some important items to note for each of the fields in
the Subscriber Search form. Remember, only the subscriber’s home
phone number, unit number, or last name are required to conduct a
search.
Home Phone

Enter the 10-digit phone number in the following
format: xxx xxx xxxx.

Unit #

Enter all four or ten digits in the serial number of
the subscriber’s unit.

Last Name

Enter the first two or more letters of the
subscriber’s last name. The entry is not
case-sensitive. For example, Smith or smith will
find all subscribers with the last name of Smith.

If you enter the subscriber’s last name as your primary search
criterion, use the following fields to narrow your search:
First Name

Enter the letter or letters at the beginning of the
subscriber’s first name. The entry is not case
sensitive. For example, Craig or craig will find all
subscribers named Craig.

City

Enter the letter or letters at the beginning of the
city you want to search on.

Zip Code

Enter all five digits of the zip code you want to
search on.

Program Code

Select the program code from the drop down list.

Status

Select the subscriber’s status from the drop down
list.

After you have entered your search criteria information, click Search at
the bottom of the form.

N OTE
If your search criteria are too broad, the form returns the message,
Search has found too many rows. Please refine your search criteria.
Click Try Again in the dialog box to return to the Subscriber Search
page. Enter as much specific information as you have about the
subscriber you want to locate.
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The numerical fields in the Subscriber Search form require an exact
match. For these fields, enter each digit of the number required. The
text fields do not require an exact match. For these fields, you can
enter the entire word, or the first few letters of the word.
The ability to search with only part of a name can yield more
subscribers than intended. Suppose you want to locate Clara Gold,
and you enter Gold in the Last Name field. The locator searches the
database for all people named Gold, as well as Goldstein, Goldsmith,
Goldman, Golden, and so on. To narrow the search, enter the
subscriber’s first name (or other information) as well.

N OTE
Information about a subscriber remains available for 90 days after
deactivation. During that period, you can retrieve information for
deactivated subscribers just as you would for an active subscriber.
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Report Window Functions
The Care Plan Agreement is only two pages long, but the page
navigation buttons still operate as before:
First

Opens the first page in the document.

Prev

Opens the previous page. For example, click Prev
to move from page 2 to page 1.

Next

Opens the next page. For example, click Next to
move from page 1 to page 2.

Last

Opens the second and last page in the document.

Goto

Opens the page specified in the page field.

With the Care Plan Agreement, you can Save, Print, and Export, but
not Search. Click Print/Save on the right side of the top menu bar to
print or save the document from Acrobat Reader.

N OTE
You can view and print the Terms and Conditions that accompany the
subscriber’s Care Plan Agreement. Click Print Terms & Conditions
in the upper right-hand corner of either page 1 or 2 of the agreement
to open the Terms and Conditions in Acrobat Reader. To print the
document, click the printer icon in the Acrobat toolbar.
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How to Save a Care Plan
The procedure below explains how to save a Care Plan Agreement to
your local hard drive as a PDF file:
1. Click Print/Save in the top menu bar of the report window.
The Print/Save dialog box opens (Figure 3-24).

Figure 3-24. Print/Save Dialog Box

2. Select one of three options:
• Current page
• Range of Pages From: ____ To: ____
• All Pages
3. Click Print/Save at the bottom of the dialog box.
The selected pages open in Acrobat Reader.
4. Click the disk icon in the Acrobat toolbar.
The Save a Copy... dialog box opens.
5. Specify a folder and a filename for the PDF file.
6. Click Save.
The Save a Copy... dialog box closes.
7. Use Windows Explorer to verify that the file is saved in the proper
location.
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Figure 3-25 shows the steps required to open a Care Plan Agreement
and save it to your hard drive.

How to Open a Care Plan
Welcome to CarePartners Connect
Step 1: Select subscriber reports.
subscriber
reports

Subscriber Search Form
Step 2: Enter search criteria.
Search Result
Step 3: Select a subscriber
and click Care Plan.
Care Plan in Report Window
Step 4: Select Print/Save.

Figure 3-25. Open a Care Plan Agreement
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How to Print a Care Plan
To print a Care Plan:
1. Click Print/Save in the top menu bar of the report window.
The Print/Save dialog box opens (Figure 3-26).

Figure 3-26. Print/Save Dialog Box

2. Select one of three options:
• Current page
• Range of Pages From: ____ To: ____
• All Pages
3. Click Print/Save at the bottom of the dialog box.
The selected pages open in Acrobat Reader.
4. Click the printer icon in the Acrobat toolbar.
The Print dialog box opens (Figure 3-27).
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Figure 3-27. Print Dialog Box

5. Verify that the settings in the Print dialog box are correct.
6. Click OK.
The report is sent to the printer and the dialog box closes.

N OTE
You can view, print, and save the Terms and Conditions that
subscribers agree to when they sign the Care Plan Agreement. Click
Terms & Conditions in the upper right-hand corner of the Care Plan
Agreement in the report window. The Terms and Conditions open as
a new PDF file in a separate Acrobat window. Then print or save
the document from the Acrobat Reader toolbar. The Terms and
Conditions are the latest Terms and Conditions, and may not be the
version signed by the subscriber upon installation.
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Case History
The Case History provides details of each incident and each
administrative action during the user specified reporting period. It
contains full case notes for each subscriber from check-in, to
maintenance, to incident reports. Entries are in chronological order,
oldest case first.

How to Open a Case History
To open a Case History:
1. Click subscriber reports in the side menu bar of the Welcome
page.
The Subscriber Search form opens (Figure 3-28).

Figure 3-28. Subscriber Search Form
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2. Enter search criteria in the Subscriber Search form.
3. Click Search.
The Search Results page opens (Figure 3-29).

Figure 3-29. Search Results

4. Select a subscriber in the Use column of the Search Results
page.
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5. Click Case History at the bottom of the page.
The Date Range Selection page opens (Figure 3-30).

Figure 3-30. Date Range Selection

6. Specify a time period in the Date Range Selection page.
The Date Range Selection page contains three options:
• Today – Case history data since midnight of the current day.
• Within the last 7 days – Case history data for the past week.
• User defined date range:
Start Date – Enter a start date in mm/dd/yyyy format.
End Date – Enter an end date in mm/dd/yyyy format.
Both the start date and the end date must be within the last
90 days.
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7. Click View Report.
The Case History for the period you selected opens in the report
window (Figure 3-31).

Figure 3-31. Case History

N OTE
The Case History contains the latest information in the subscriber
database. Use this report to verify a recent incident or to verify a
check-in call.
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Figure 3-32 summarizes how to open a Case History.

How to Open a Case History
Welcome to CarePartners Connect
Step 1: Select subscriber reports.

subscriber
reports

Subscriber Search Form
Step 2: Enter search criteria.
Search Result
Step 3: Select a subscriber. Click Case History.
Date Range Selection
Step 4: Specify a period of time for the report.
Case History in Report Window
Step 5: Select the next operation
from the top menu bar.

Figure 3-32. Open a Case History
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Report Window Functions
The page navigation buttons are:
First

Opens the first page in the document.

Prev

Opens the previous page. For example, click Prev
to move from page 80 to page 79.

Next

Opens the next page. For example, click Next to
move from page 80 to page 81.

Last

Opens the last page in the document.

Goto

Opens the specified page. For example, type the
numeral 4 in the Page field of the top menu bar.
Then click Goto. Page 4 of the report opens in the
report window.

N OTE
You can print and save a case history from Acrobat Reader. You
cannot search a case history or export the case notes to a .csv file.
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How to Save a Case History
To save a Case History as a PDF document:
1. Click Print/Save in the top menu bar of the report window.
The Print/Save dialog box opens (Figure 3-33).

Figure 3-33. Print/Save Dialog Box

2. Select one of three options:
• Current page
• Range of Pages From: ____ To: ____
• All Pages
3. Click Print/Save at the bottom of the dialog box.
The selected pages open in Acrobat Reader.
4. Click the disk icon in the Acrobat toolbar.
The Save a Copy... dialog box opens.
5. Specify a folder and a filename for the PDF file.
6. Click Save.
The Save a Copy... dialog box closes.
7. Use Windows Explorer to verify that the file is saved in the proper
location.
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How to Print a Case History
To print a Case History:
1. Click Print/Save in the top menu bar of the report window.
The Print/Save dialog box opens (Figure 3-34).

Figure 3-34. Print/Save Dialog Box

2. Select one of three options:
• Current page
• Range of Pages From: ____ To: ____
• All Pages
3. Click Print/Save at the bottom of the dialog box.
The selected pages open in Acrobat Reader.
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4. Click the printer icon in the Acrobat toolbar.
The Print dialog box opens (Figure 3-35).

Figure 3-35. Print Dialog Box

5. Verify that the settings in the Print dialog box are correct.
6. Click OK.
The report is sent to the printer and the dialog box closes.
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A. Reference Information
Appendix A contains reference information in these areas:
•
•
•
•
•

General Information
Acrobat Reader
Site Map
System Availability
Program Support

General Information
The bottom of every page in CarePartners Connect contains several
links. Click Contact Us to open the Contact Us page (Figure A-2 on
page 71). From there, you can:
• E-mail your questions to Customer Service.
• Open a listing of contact information for key Lifeline departments.
• Send an e-mail to Lifeline with ideas for improving CarePartners
Connect.
The links at the bottom of every page in CarePartners Connect also
include:
• Click Terms & Conditions to read the User Agreement, as well
as material on privacy of information, limitations of liability,
copyrights, and trademarks. You must accept the Terms &
Conditions the first time you log in to CarePartners Connect.
• Click Privacy Statement to read the parts of your agreement that
pertain to the privacy of your information, and to confidential
information about your subscribers.
• Click Logout to exit CarePartners Connect.
• Click Home to return to the page titled Welcome to CarePartners
Connect. You can also click the CarePartners Connect logo on
each page to return home.
• Click Help to open the Guide to CarePartners Connect in Adobe
Acrobat.
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N OTE
To print or save the Terms and Conditions or the Privacy Statement,
click the link that appears at the top of the scroll box on each page.
The document opens in Acrobat Reader. Then use the Acrobat
toolbar to print or save the document.

Acrobat Reader
The Welcome to CarePartners Connect page has a link to Adobe to
download the free Acrobat Reader. You do not need the reader to view
CarePartners Connect reports on line. If however you want to save or
print a report as a PDF file, you need the viewer to see the saved
report. If you send a report as a PDF document to another person, the
recipient needs the Acrobat reader to view the report.

System Availability
Availability of Lifeline’s online reporting system depends on its
operation and maintenance schedule. These particulars may change
without notice. (Times listed are Eastern time.)
• CarePartners Connect system hours are from 6:00 A.M. to
midnight every day, Eastern time.
• The system may be accessible from midnight to 6:00 A.M.
Eastern time, but those hours are reserved if necessary for
maintenance.
• Planned upcoming maintenance is listed on the CarePartners
Connect Welcome page.
• The previous day’s program reports are available at 7:00 A.M.
Eastern time.
• Customer Service support hours stay the same: Monday through
Friday from 8:00 A.M. to 8:30 P.M., Saturday from 9:00 A.M. to
5:30 P.M. Eastern time.
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Site Map
The site map in Figure A-1 on page 70 shows how the parts of
CarePartners Connect work together. Refer to the online version of the
Guide to CarePartners Connect to use the color keys in the legend
below:
•
•
•
•
•

Black and White – General information and enrollment
Red – Information and site administration
Brown – Access to CarePartners Connect
Light Blue – Program Reports
Blue – Subscriber Reports
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CarePartners Home or

Brochure

CarePartners Online

Hint & Response
(Change Password)

CarePartners
Connect Login

Enrollment
Instructions

Program Reports
(Selector)

CarePartners
Connect Welcome

Form

Subscriber
List (by name)

Subscriber
List (by unit #)

Installation
List

Deactivation
List

Contact Us
Terms &
Conditions

Subscriber
Reports
(Subscriber
Search Form)

Privacy
Help
Manual
Adobe
Download

Search
Results

Date Range
Selection

Display Program
Report

Display
Care Plan

Display Case
History

Figure A-1. CarePartners Connect Site Map
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Program Support
Lifeline provides three sources of support for CarePartners Connect:
• First is this help document, available on line.
• The second is e-mail. Click Contact Us on any page of
CarePartners Connect, then click the first link on the Contact Us
page (Figure A-2). The e-mail address is
CPCservice@Lifelinesys.com.
• The third resource is to call Lifeline Customer Service at
800-852-5433.
If you need assistance with any matter concerning CarePartners
Connect or with Lifeline’s reports, please use these three sources of
help.

Figure A-2. Contact Us
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B. Frequently Asked Questions
The questions and answers below cover some common tasks you’ll
want to accomplish through CarePartners Connect. Click the page
references to open the relevant part of the guide.
After I receive my user name and password from Lifeline,
how do I log into CarePartners Connect for the first time?
Go to www.CarePartnersConnect.com. Then enter your user
name and generic password at the CarePartners Connect login
page and follow the on screen instructions. See page 6.
How do I search a report for a single subscriber?
Click Search in the top menu bar of the report window.
See page 32.
How do I change my password?
Click change password in the side menu bar. See page 14.
How do I check the notes for an incident in a subscriber’s
case history?
Locate the individual through a program report or a subscriber
search and open the individual’s Case History. See page 58.
How do I find a subscriber’s phone number, or some other key
piece of information?
You can find much information in the subscriber lists or the Care
Plan Agreement. To obtain subscriber information without
opening a report window, use the Subscriber Search form to find
the subscriber’s record. Then take the required information from
the Search Results table. See page 32, page 47, or page 50.
How do I enroll a new user who works as a volunteer in
my program?
E-mail CPCservice@Lifelinesys.com or call Lifeline at
800-852-5433 to obtain the correct enrollment form.
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How do I send subscriber data to the people who work with me?
Save the data in a PDF file. If you are in a secure environment,
e-mail the file as an attachment. If not, print the file and fax or
hand-deliver it. See page 35, page 38, and page 68.
How do I print a monthly report?
Print the report from Acrobat. See page 38.
How do I export my subscriber data to a spreadsheet?
Open a report and click Export in the top menu bar of the report
window to export a comma delimited file to Excel or another
application. See page 37.
How do I determine whether a subscriber is still active or not?
Use the Subscriber Search form to locate the subscriber. Then
check the Status column on the right-hand side of the Search
Results table to determine whether the subscriber is active.
See page 50 and page 48.
Or, open the subscriber list, locate the subscriber, and check the
subscriber status column. See page 25 and page 32.
How do I scan through the data for all the subscribers in
my program?
Open the subscriber list and use the navigation tools to page
through the data in the report window. See page 30.
How do I print a copy of this guide?
Click Help anywhere in CarePartners Connect to open the guide
in Acrobat, then print the guide from Acrobat. See page 2.
How do I determine how many subscribers signed up last month?
Open the installation list that covers the desired interval. The last
page of the report lists the total number of installations for that
month. See page 40.
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How do I archive my reports?
Create one or more archive folders on your hard drive and use
them to store old reports as PDF files. You can review reports
stored in these folders without having to log in to CarePartners
Connect. CarePartners Connect keeps reports available on line
for twelve months. See page 35.
How do I control who sees confidential subscriber data?
Careful administration of the passwords in your program makes
your subscriber data secure. See page 12 and page 13.
How do I get the Acrobat Reader?
You can download the program from www.adobe.com. Click the
Adobe Acrobat link on the Welcome to CarePartners Connect
page. See page 68.
Can I log in to CarePartners Connect at any time?
The period from midnight to 6:00 A.M. is reserved for system
maintenance. The site may not be available during those hours.
See page 68.
How do I contact Lifeline for questions not answered in
this guide?
E-mail CPCservice@Lifelinesys.com or call Lifeline Customer
Service at 800-852-5433.
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