
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
  
  
  
  
  

 
  MyCare Technologies Admin Guide 

Version 4.3.2 Build 2.3.21 
05/26/2026 

 

MyCare 
Admin Guide 



MyCare Technologies ii May 2026 

🚨 ATTENTION CLINICIANS 🚨 
 
 
 
 
 
 
 

Please POWER OFF and then POWER ON your 
device before beginning each shift. 

 

This step is REQUIRED to ensure proper 
performance and data accuracy. 

 
Thank you! 
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1. Introduction 
MyCare gives organizations a central place to manage patients, staff, responders, devices, and 
communication workflows. The platform is designed to support day-to-day operations while 
helping teams stay connected during both routine care and crisis situations. 
 

1.1 Overview 
Through the MyCare Admin Portal, administrators can assign devices, manage users and 
Huntgroups, review call activity, and monitor device status across the organization. The platform 
also supports real-time communication between clinicians, patients, and first responders, 
helping teams respond quickly when care is needed. 
MyCare is built to be easy to navigate while maintaining a secure, HIPAA-compliant 
environment for patient information and organizational data. 
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2. Professional Admin Portal 
 
The MyCare Admin Portal is used by authorized administrators to manage day-to-day 
operations within MyCare. From the portal, administrators can create and manage patient 
profiles, assign devices, configure Huntgroups, manage staff and responders, and review call 
activity across the organization. 
 
The portal also provides access to reporting tools, device management, and organizational 
settings. Administrators can monitor active and missed calls, review device assignment status, 
and make updates to workflows and system configuration as needed. 

2.1 Logging In 
To access the MyCare Admin Portal, visit https://admin.mycare.tools 
Enter the Tenant ID, Username and Password to login into the MyCare Admin Portal. 

 
 
 
 
 
 
 
 
 

https://admin.mycare.tools/
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2.2 Viewing the MyCare Admin Portal 
Once you sign into the MyCare Admin Portal, admins can see a quick glance of everything 
going on within the organization. By default, the Dashboard will show call history from the 
current month, prior month, and patients that have had no calls in the past 30 days. By clicking 
on any of the top numbers, you will be taken to the Calls screen. 
A navigational menu is displayed on the left-hand side of the screen, allowing you to access 
Patients, Staff, Responders, Huntgroups, Calls, Devices and Settings. 
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2.3 Searching and Adding Patients 
The tab titled Patients is where you can search for patients or create a new patient profile. You 
can search for patients by their name or chart ID number. 

 
 
 
 

Use Patients to add or view patients 
Use Staff to add or view staff members 
Use Responders to add, remove or view Responders 
Use Huntgroups to define your Crisis Huntgroup and assign 
staff to tiers 
Calls will display a detailed call log 
Devices will allow you to search for assigned devices. 
Safety Check allows you to configure bed capacity for each 
facility. 
Settings provides a variety of options for your organization’s 
network 
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2.3.1 Creating New Patient Profile 
With “Patient” highlighted in the lefthand column, click the green button that says New Patient.  
The Auxiliary, Chart ID, or MRN is the business practice software used to chart individuals for 
your specific company. 
The External ID is an additional identifier for the patient.  
You can then enter the First Name, Middle Name (if you choose to do so), Last Name, 
Preferred Name (if applicable), and Date of Birth.  
By default, the “Active Status” will be set to Active. If they leave the program and no longer 
have an iPad assigned to them, choose Inactive. 
Once everything is filled in, click Save at the top of the screen.  
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After you hit Save, the screen will change to 
reflect the new patient’s chart. Here, you can 
assign them a device and add their phone 
number. 
 
Once a patient’s chart has been created, the 
patient will need to be assigned a clinician(s). 
Go to My Team at the top of the patient chart 
and click Add. Type in the name of the 
clinician you want to assign. Choose the 
name from the dropdown list and hit Select. 
 
 
 
 
 
 

 
 

2.3.2 Uploading Multiple New Patient Profiles 
You have the option to import several patients and upload them at once. Click on “Import”. You 
will have the option to upload a CSV file or download an Excel template file with the correctly 
ordered columns needed. As with individual patient profiles, you will still need to choose the 
clinician assigned to the patient and a device if they will be assigned one. 

Once all the fields are filled out on the Excel document, it can be uploaded and imported. All the 
new patients will then show up when searching for their name.  
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2.3.3 Viewing Patient Chart 
The Patients tab will allow you to search for a patient by name or chart number.Select the 
patient name to pull up their MyCare profile. 
 

 
The top of their chart will display additional tabs: 
 

 
My Team displays assigned clinicians to the 
patient. Here, you can also add or remove 
assigned team members. 
My Documents displays documents sent to 
the patient. This tab also allows you to send 
documents and view the status of those 
documents. 
My Assessments displays documents sent to 
the patient. Like My Documents, you can send 
and view the status of assessments. 
My Messages displays all messages sent by 
the patient to their assigned team members. 
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2.4 Searching for Staff 
The Staff tab is where you can look up staff members, add staff, assign a 
device, view their list of patients, and view all incoming and outgoing calls. 
With the Staff tab highlighted on the left sidebar, type the name of the Staff 
member you would like to search for. 

 
 
 
 
 
Selecting the staff profile will bring up their basic information, devices assigned to them, 
Huntgroups assigned to them, outgoing/incoming calls, and a list of their assigned patients. 
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2.4.1 Adding Staff 
With Staff selected on the left-hand menu, click the "New Staff" button located at 
the top of the page. You’ll be required to fill out the following fields: 
Auxiliary/Staff ID, Username, First & Last Name, Role, Occupation, and Password. 
By default, the status will already be set to Active. When you are finished, press Save. 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.4.2 Assigning a Patient to a Clinician 
There are two ways to assign a patient to a clinician: from the patient’s profile and from the staff 
member’s profile. 
To assign a patient while on the staff member’s profile, press the My Patients tab at the top. 
In the example below, the clinician is assigned to 7 patients. 
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To assign a new patient, press +Add. Type in the name of the patient you would like to assign 
to the clinician. Choose the name and press Select. 
After assigning the patient to the selected staff member, the new patient will then be reflected in 
the list of patients. 
To remove an assigned patient, press the red trash can icon. 
To view an assigned patient, press the blue eye icon. 
 
 

2.5 Responders 
With Responders selected on the left-hand menu, you can search for individual responders and 
responder groups. 

 

2.5.1 Adding a new Responder 
Responders can only be added by MyCare technical support.  Once added, they can be 
managed in the admin portal. 
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2.5.2 Searching for a Responder 
To search for an individual responder, type the name in the search bar and select the responder 
you are looking for. 

 
You can view the assigned responder group, 
assigned devices, and any outgoing/incoming calls 
made from the responder. 
If you make any chances to the responder profile, 
press Save. 
 
 
 
 
 

 

2.5.3 Searching for a Responder Group 
With Responders selected on the left-hand menu, choose the tab at the top that says 
Responder Groups. 
 

 
 
 
You can add a new responder group, view the 
different responder groups set up, see who the 
responders are in each group, and view/edit 
assigned Huntgroups. 
 
 
 
 
 
In the example to the left, the Arcadia Police 
Department is the only responders group assigned 
to the ODMHSAS responder group. 
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2.6 Huntgroups 
Each organization has a default Huntgroup within their Admin Portal, enabling the setup for 
crisis calls. Upon accessing the Huntgroup, you can customize it by assigning a specific name, 
allowing for easy identification and management within your organization. 
 
Note: You can have several Huntgroups set up depending on the functionality needed for your 
business. Common use cases for setting up multiple Huntgroups include: having a separate 
group to answer for First Responders, having different a separate Huntgroup for children vs. 
adults, having different Huntgroups for different geographical areas. 

 

2.6.1 Creating a New Huntgroup 
With the Huntgroup tab highlighted, hit the green 
“New Huntgroup” button on the top right of your 
screen. 
The Name is what you want the Huntgroup to be 
referred to. 
You’ll want to click Active once there are staff 
members set up inside the Huntgroup and signed 
into their device.  
 

You also have the option to select a Color to easily identify your Huntgroup.  The color selection 
also controls the button color for First Responders. 
Once you have entered the necessary information, press Save. 
After saving the Huntgroup information, you can begin creating Tiers for that group. 
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2.6.2 Tiers 
When setting up tiers within each Huntgroup, you are defining the sequence in which crisis calls 
will be routed. This ensures that if the clinicians in your first tier are already engaged on other 
calls, the system will automatically route the incoming call to the next available tier after a 
predetermined amount of time (e.g., 10 seconds). This setup guarantees that no call goes 
unanswered, maintaining a seamless response during critical moments. 
 

Once your Huntgroup has been set up and saved, you can create tiers for that group. Choose 
the Huntgroup you would like to create Tiers for. 

2.6.3 Creating a New Tier 
 
To create a new tier, select the Huntgroup and 
press New Tier. 
Enter the description, such as Tier 1. Your first 
tier should be setup as your default tier. 
Normally, for crisis groups, the availability is set 
for 24-hours.  
Choose the Ring Time in seconds. We 
recommend a ring time of :10 seconds for the 
first tier.  
Active status will be selected by default. 
In the example to the left, the ODMH Crisis Staff 
is assigned to Tier 1. 
By choosing “24 Hour” for availability, this 
ensures all calls incoming crisis calls will be 
routed first to the ODMH Crisis Staff. 
 

Sample use case for limited availability tiers:  
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During business hours, tier one could be setup to dial a group of people who only take calls 
during business hours; outside of business hours, that tier would be skipped and automatically 
route to the 24hr emergency tier.  The 24hr tier would only ring during business hours if the day 
shift failed to answer, but would ring immediately outside of that time window. 
It is recommended to have at least two tiers for each Huntgroup. This ensures that if a crisis call 
isn’t answered by the first Tier, it can be routed to someone else who is available.  

Note: Staff Members should sign out of their devices when not at work or when not available to 
answer crisis calls. This prevents a crisis call from being routed to them. 

2.7 Calls 
The Calls tab is where you can see a list of the most recent crisis calls. You can filter the calls 
by searching between dates, by name of who initiated the call or who participated, whether the 
call was answered or missed, and filter between direct and crisis calls.  
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In the example below, The Arcadia Police Department initiated a crisis call on August 21st at 
11:32 AM. The call was answered by the Oklahoma Department of Mental Health (ODMH) 
Crisis Staff, and the Huntgroup was the Responder Help Line, a specific Huntgroup set up for 
first responders needing assistance for themselves.  

 
You can click on the initiator’s name, participants, or Huntgroup for more information. 
 
 
 
 
 
 

2.8 Devices 
In the Devices section, administrators can search for and manage devices within their 
organization. This screen allows users to quickly identify assigned and unassigned devices, 
monitor overall device inventory, and export device information as needed. 
At the top of the screen, a summary panel provides a quick overview of associated devices, 
device assignment types, and overall association status across the organization. 
Devices can be filtered by Name, role breakdowns (patient, clinician, responder), and 
associated vs. unassociated units. 
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Selecting a device will show basic information such as the model, OS version, app role that has 
been assigned, owner tenant, and the user it has been assigned to. You can also Mark as 
Lost/Destroyed, Guided Access Reset, Remote Restart on the device and view the Last 
Location of the iPad. Be sure the hit “save” after modifying your changes. 

 
 

2.8.1 Device Association History 
When viewing a device’s details, Tenant Admins and Super Admins can access a history log 
showing past user associations. This is especially useful for devices that are not currently 
assigned, as it allows administrators to quickly identify the most recent user without relying on 
external tracking or manual records. 
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2.8.2 Mark as Lost/Destroyed 
1. With a device selected in the Admin Portal, the user can choose to “Mark as Lost/Destroyed”. 
The device will then be updated as inactive and will appear as lost to the user. When a device is 
marked as Lost/Destroyed, the inactive device can still be searched, filtered, exported, and 
reactivated later if needed. 

 
When marking a device as lost, a confirmation message will appear before the action is 
completed. 

 
To reactivate, simply hit the “Activate” button. 
 

2.9 Safety Check 
Administrators manage facility-level Safety Check settings that control how clinicians complete 
Safety Check Admissions and Check-Ins. The Admin Portal does not display patient 
information, but it defines the structure, rules, and requirements that clinicians must follow when 
performing Safety Checks on their devices. 
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2.9.1 Accessing Safety Check Settings 
From the Admin portal, select Safety Check. This page displays all active facilities in the tenant, 
including: Facility Name, Address, Facility Type (ARC, URC, SCC, Hospital, Other), Capacity, 
and Active/Inactive status. 
 
Admins can search, filter by type, or deactivate facilities as needed. 

2.9.2 Creating or Editing a Facility 
Select New Facility or click Edit beside an existing facility to open the Facility configuration 
page. 
Each facility includes the following fields: 
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Name – Official facility name 
Contact Name – Primary point of contact 
Phone – Contact phone number 
Facility Type – ARC, URC, SCC, Hospital, or 
Other 
Max Check Interval – Maximum allowed 
Safety Check interval for clinicians. 
Max Capacity – Maximum number of 
individuals the facility can house 
Capacity Warning Level – Threshold that 
triggers a capacity alert 
State / City / County / ZIP – Physical location 
Address 1 / Address 2 – Facility address 
Active Status – Determines whether clinicians 
can select this facility in MyCare 

 
 

2.9.3 Safety Check Configuration Options 
These settings control how clinicians interact with Safety Check workflows on their devices. 

• Max Check Interval (minutes) - Defines the maximum allowed Safety Check interval for 
clinicians. This value becomes the default during a Safety Check Admission, though 
clinicians may exceed it (with a warning) if clinically necessary. 

• Require Safety Check Image - Determines whether clinicians must capture a photo 
during each Check-In. 

• Accepts Children - Indicates whether the facility is authorized to house minors. 

2.9.4 Facility Locations 
At the bottom of the Facility page is the Locations section. Locations help staff document 
precisely where a patient is located inside the facility during a Safety Check. 
Examples: Main location, dining room, game room, intake area, observation room, etc. 

2.9.5 Adding/Deleting Facility Locations 
Click + to add a new location. Each location can be reordered using drag-and-drop handles. 

Click the - icon to remove an unused or outdated location. 

Note: Locations created in the Admin Portal immediately become available to clinicians 
performing Safety Check Admissions and Check-Ins. 

2.9.6 Deactivating a Facility 
Click Deactivate beside a facility to remove it from clinician visibility. 
Deactivating a facility: 
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• Hides it from the clinician-facing Safety Check list 
• Prevents future Admissions or Check-Ins 
• Does not delete historical data 
• Facilities can be reactivated at any time. 

 

2.9.7 Clinical Observations 
Clinical Observations are configured and managed by administrators only. It allows admins to 
define structured observation options that can be used during Safety Check workflows. These 
observations help standardize how clinicians document patient status and behavior during 
monitoring activities. 
 
Accessing Clinical Observations 

1. Log in to the MyCare Admin Portal  
2. Navigate to the Safety Check or relevant configuration section  
3. Select Clinical Observations  

If no observations have been configured, a message will display indicating that no observation 
list is currently available. 

Adding a New Observation 
 

1. Select Add Observation (or equivalent action) 
2. Enter the desired observation name or description 
3. Save the entry 

Administrators may create multiple observations based on organizational needs and workflows. 

 
Editing or Updating Observations 

1. Existing observations can be modified to reflect updated terminology or documentation 
standards  

2. Changes will apply to all future Safety Check workflows where observations are used 
may create multiple observations 
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2.10 Settings 
The Settings tab is your hub for customizing key aspects of your organization's MyCare 
experience. Here, you can manage general information about your organization, personalize on-
hold messages, manage your available documents and assessments, and curate other call 
settings. 
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2.10.1 Custom Hold Messages 
Scrolling down, you have the option to add custom hold messages. To remove a custom hold 
message, press the red X to the right of the message. 

2.10.2 Crisis Survey Visibility and Survey Reasons 
Similarly, your crisis survey reasons and outcomes can be curated to your organization. To 
remove a survey reason or outcome, press the red X to the right of the reason/outcome. To 
disable the Crisis Survey, toggle the button to “Off”. 

2.10.3 Patient Crisis Button Visibility 
Your organization has the option to toggle on/off the crisis button on patient devices. 

2.10.4 Staff Message Configuration 
Your organization has the option to toggle on/off the ability for patients to send messages to 
their care team. When toggled “off”, patients will not be able to send messages. 

2.10.5 Refresh Token Option 
A refresh token determines how long a user stays logged in before the system requires 
reauthentication. All staff accounts under that Tenant will remain logged in for the designated 
time unless they manually log out.  

2.10.6 Agency Documents & Assessments 
Two additional tabs will be displayed at the top under Settings: Documents and Assessments. 
Selecting the Documents tab will list all the documents available within your organization. 
Selecting the Assessments tab will list all the assessments available within your organization. 
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2.10.7 My Resources 
The My Resources section allows organizations to upload educational and support materials 
directly to patient devices. Resources are designed to support patient education, wellness, 
coping skills, discharge planning, or organization-specific information. Resources may be 
assigned to all patients within the organization or specific patients only. 
 
Supported file types include: 
 

• PDF documents (10MB or smaller) 
 
To create a new resource: 

1. Navigate to Settings > Resources in the MyCare Admin Portal  
2. Select “New Resource” 
3. Upload the file 
4. Choose all patients or specific patients  
5. Press Save 

Tenant Admins can view and edit existing resources. Uploading new resources is limited to 
MyCare Technical Support and Super Admin users. 

Patients can access assigned materials directly from the My Resources section on their MyCare 
device. 

2.10.8 Unattended Crisis Calls Reports 
The Unattended Crisis Calls Report provides visibility into crisis calls that were not answered 
and did not receive a callback. 
 
This report helps organizations: 

• Monitor missed crisis activity 
• Identify potential follow-up needs 
• Improve response workflows and accountability 

 
Calls will appear in this report when a crisis call was not answered and no callback was 
completed afterward. Calls that later receive a callback will automictically be excluded from the 
report. 
 
To access the unattended crisis call report: 

1. Navigate to Calls in the Admin portal 
2. Select Unattended Crisis Calls 
3. Filter results by date range if needed 
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2.10.9 Lost Device Custom Message 
Organizations can configure a custom message that appears on devices marked as lost, such 
as return instructions and contact information. Custom messages can be configured under 
Settings. 

 
After a device has been marked as Lost, the device will lockdown and a message will appear on 
the device. 
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3. Troubleshooting & Support 
On a rare occasion you may find difficulties connecting, navigating, or configuring your network 
settings. Troubleshooting common issues can be found below. If you still need assistance, 
please contact MyCare’s Support Team at the email listed below. 
When you call, please include the date the issue happened, device number (if applicable), and a 
detailed explanation of events. 
 

Need Help?  
Contact Support at: helpdesk@mycareapp.online

mailto:helpdesk@mycareapp.online
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