
1.   Update Agent Profile

Update your profile to include your name, role and 
summary of your available days if you work part-time.

2.   Search for an Existing Client

Search for a client you have just been allocated. 
For example enter in the name ‘Nancy Smith’.

3.   Join Client Team

Select Nancy Smith and Click ‘Join Team’ 

4.   Email All Agents

Click ‘Email all agents’ to introduce yourself and your 
role to the other agents in the team.

 

Scenario #1
Summary: Getting yourself setup on Patchwork

5.   Create New Client

Use the search box at the top of the screen to find another 
client of your choice. After trying several different spellings 
of their name and not finding them, scroll down and  click 

on ‘Add a new client’.

6.   Enter Client Details

You need to enter either a DOB or address as a minimum 
to allow other agents to distinguish between clients with 

similar names. Once created you will automatically join the 
client’s team.

Demo Site: https://demo-au.patchworkhq.com Username: agent[1-37]@patchworktest.com

Password: demo



2.   Find Agent in Health

You have already agreed with the school Counsellor that 
they can join the team. Click ‘Add them to [client]’s Team’ 

and search for any colleague’s name.

3.   Invite Agent

As you can’t find a Counsellor by that name on Patchwork 
scroll down to the bottom of the search screen click ‘Invite 

a new agent’ to register them on Patchwork.

Scenario #2
Summary: Invite New Agents to Join Client Team

7.   Add Agent to Client Team

After you select  the name of the Special Educational 
Needs Worker you use the contact details to get 

agreement that you can add them to the new client’s 
team. When the agent has given approval, click on ‘Add to 
client teams’. Select the client(s) and click on ‘Finish and 

add’. A dialogue box will appear – click on ‘Confirm’.

6.   Find a Special Needs Worker in Education 

At the top of the screen click on ‘Agencies’ and select the 
High School. Scroll down to find the agents and look for the 

‘Special Needs’ worker you want.

1.   Build Team around the Client 

Now that you have created a new client you need to help 
add the agents you know are working with the client, so 
they know the client is on Patchwork. Select the ‘Clients’ 

option at the top of your screen and select your new client 
from your list.

5.  Approval Process

Once you have registered a new agent on Patchwork the 
Administrator will then contact them and ensure the 

correct approval process is completed for them to join. You 
don’t have to do anything else.

4.   Register the New Agent

Select the relevant agency from the dropdown list, then 
enter some basic information so that the agent can be 

created and added to the client’s team. Click on ‘Create 
agent’. The email address will be used to let the person 

know that you have registered them on Patchwork.



Scenario #3
Summary: Raising an Attention to get support from other agents in the team  

2.   Raise an Attention

You realise you haven't seen a client in a few days and feel 
that isn't right. Select the ‘Clients’ option at the top of your 
screen and select the client. Once in the client’s page click 

‘Raise Attention’. A dialogue box will appear – click on 
‘Continue’. This sends an automated email from Patchwork 

to other agents in the team alerting them that you are 
concerned.

3.   Phone Call

After the automated email is sent you get a phone call 
from one agent who has found your mobile number on 

Patchwork. They tell you they have seen the client today 
and he/she is ok.

5.   Remove Attention 

You are the only one who can remove the attentions you 
raise. You go into the client’s page and Click on ‘Remove 

your attention’. A dialogue box will appear – click on 
‘Continue’. It is important you do this as soon as possible 

so no one else is taking unnecessary action.     

4.   Email All Agents

Now you are happy there is no issue. You use the ‘Email 
team’ function to let everyone know everything is ok.

 

1.   Update Client Details

Select the ‘Clients’ option at the top of your screen 
and select any client in your list. When you click on 

the client’s name, their basic information will appear 
on the top left side. Click on ‘Edit profile’. You notice 

the client’s alias is not captured. Click ‘Add a new 
alias’ and add new alias. Scroll to the bottom and 

click ‘Update details’.



1.   Select Client

You have been asked to handover your client to another 
agent in your agency. From the ‘Dashboard’ click on one of 

your  clients.

2.   Check Activity Feed

Click on the ‘Recent Activity’ tab to see latest team activity 
(i.e. agents joining/leaving the team) so you can prepare 

handover notes for the other agent.

3.   Add Agent to Team

Click on the ‘Agents’ option at the top of the screen and 
search for the new agent. Select the agent’s name 
and click ‘Add to client teams’. Then select the client you 
are handing over and click on ‘Finish and add’. A dialogue 

box will appear – click on ‘Confirm’.

Scenario #4
Summary: Hand over of client and leaving a team

4.   Leave Client Team 

After your handover meeting, your involvement has 
finished and you are able to leave the team. Go back to 

your client’s page and click ‘Leave Team’ to remove 
yourself from the client’s team.

A dialogue box will appear – click on ‘Continue’.
Note: now you will get no more updates about this client’s 
team , but can always rejoin the team if needed in future.

5.   Leaving Patchwork

If you are leaving your role permanently and no longer 
require access to Patchwork, contact your district 

administrator to request your account be disabled.  
Email: Patchwork@facs.nsw.gov.au

Key Message

Consider how this training has demonstrated the easy ways to create new clients, add new 
agents and grow the team. How this benefits not only you, but other agents searching for the 

client, who now have access to the same contacts you had in your head. 

But more importantly all this was done by you in a short time without waiting 
on actions or approvals from anyone else. v9.3
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