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Using a Virtual Worker ‘Act For’

You may find when trying to pick up a workflow step assigned to a team, that the ‘start’
option isn’t available. This is because it’s assigned to a team that is not your own.

To pick up this workflow step, you will sometimes need to use a Virtual Worker Act for -
(which will have been provided to you when access to Mosaic was granted). "l

)

When using the act for, you are temporarily acting as an imaginary worker in that team to
have access to the workflow, to enable you to reassign this to yourself.

For example, in the Neighbourhood teams, the act for is the Virtual Admin ASC

Neighbourhoods. Using this ‘act for’ enables staff to access workflow in all neighbourhood
folders, regardless of the specific neighbourhood they are listed under on Mosaic.

1. Click on the act for icon at the top left of Mosaic:
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2. Select the Virtual Admin ASC Neighbourhoods act for.

3. Then click ‘Start Work’ on the workflow step you wish to assign to yourself, under Current
Work on the client’s front screen.

E E E @ V. Neighbourhoods Home People ¥ Organisations ¥ Workers ¥ Tools Help ¥ sign out

Allocati
~ ocations Person summary - Ms Tanija Test (2138438) born 19 Dec 1974 (48 years old)

~ Recently viewed C
Person details » _ .
Demographic information Case status
~  Current work C Start ’
Case notes Address Change Open 7 May 2016
Documents
. Main address 1TEST SQUARE
Visits
LONDON Current work Workflow map
Health 4 AAT1AA (View map)
Authority: Camden
Legal status o
9 Ward: Holborn and Covent B B8 whatmatters- SupportPlan
Registrations Garden Start work

Cluster team(s): No teams pity Reviews - Central

Assign work
serve this address

File location

4. ‘Save and Close’ the workflow step.
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5. Then in the Current Work folder, under Virtual Admin ASC neighbourhood virtual worker,
click on the icon and select ‘Assign work’:

E E E @ V. Neighbourhoods

~ Allocations C

~ Recently viewed ¢

~ Current work C

Type ™  Subject Title

& Incoming work (1)

= Incomplete work (1)

& 8 TenjaTest  What matters -

Support Plan

Resume work Updates/Review
Assign work

6. The Assign box below will appear, and you select ‘Find’:

Assign work: Tanija Test - What matters - Support Plan Updates/Review

Fields marked with a * are required
At least one field marked with a # is required

Team worker# -- Please select -- ~| O show workers in sub-teams

Pass to worker# Find Clear

Scheduled start | 17/02/2023
date®

Time* 1010

Note

0K Cancel

7. Find your name, select it, and then click ‘OK’.

The workflow has now been assigned and will be in your ‘Incomplete work’ work folder.

8. Please ensure you now return to the ‘Act for’ icon, and revert back to yourself on Mosaic,
selecting your name. You do not wish to continue working on Mosaic under the Virtual
Worker act for, now that the reassigning has been completed.
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Virtual Admin ASC
Neighbourhoods .

Please note, no work should be left in under the Virtual Admin ASC Neighbourhoods act
for, as this folder is not being checked. It is purely for staff to use to reassign workflow.
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Using an ‘Act for’ to directly assign work, from a team folder (Managers)

If you wish to assign a workflow step to another worker, from a different team folder to your
own, you will not want to start the piece of work using the Virtual Worker ‘act for’ and then
reassign it (as described above). Instead, you will need to go directly into the team folder
where the workflow step is waiting, and assign it from there, using the Virtual Worker ‘act
for’ that has been provided to you, via this icon: %
For example, in the Neighbourhood teams, the ‘act for’ is the Virtual Admin ASC
Neighbourhoods. Using this ‘act for’ enables staff to access all the neighbourhood folders,
regardless of the specific neighbourhood they are listed under on Mosaic.

1. Click on the act for icon at the top left of Mosaic:

Efioawan Glover C

Virtual Admin ASC
Neighbourhoods

2. Select the Virtual Admin ASC Neighbourhoods act for.

3. To access the team folder, click on Show team workview icon

~ Allocations C
~ Recently viewed C
~ Current work C

4. You will be presented with the list of neighbourhood teams:

E E E BV. Neighbourhoods

ASC Neighbourhoods -

~  Team summary (10) C

@ Assigned to team
@ ASC High Impact Team

‘ ASC Integrated Care Team

& ASC Neighbourhood Duty,
@ asc Neighbourhood Team Central

@ ASC Neighbourhood Team North

@ ASC Neighbourhood Team North/East

@ Asc Neighbourhood Team South

‘ ASC Neighbourhood Team West

8 virtual Admin ASC Neighbourhoods

~ Current work c
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5. Select the folder you want to access e.g ASC Neighbourhood Team Central. You will be
presented with more Central folders as below (if you had selected ASC Neighbourhood

Team South, more South folders will appear).

ASC Neighbourhood Team Central -~

~  Team summary (21)

Q Assigned to team
@ 0T Assessment (Central Neighbourhood)
@ 0T Assessment (Locality)

ﬂ Virtual COP/Appointee Reviews - Central
Neighbourhood

e Virtual Carer Reviews - Central
Neighbourhood

Q Virtual Community Reviews - Central
Neighbourhood

Q Virtual Initial/Unscheduled Placement
Reviews - Central Neighbourhood

6. Select the review folder you want to access e.g Virtual Community Reviews - Central
Neighbourhood.

7. Click on ‘Current Work’ to view the work folders:

E E E B V. Neighbourhoods

Virtual Community Reviews - Central Neighbour

~  Team summary (1) &

~ Current work <j C
Type ™  Subject Title

£ Restricted (0)
£3 Incoming work (220)
& Future work (1)

8. Click on the relevant folder, whether that is Incoming Work or Future work
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9. To assign the workflow step, and in this case the Review, click on the icon on the left of
the workflow step and select ‘Assign work’:

E E E B V. Neighbourhoods

Virtual Community Reviews - Central Neighbour

~ Team summary (1) C

~ Current work C

Type ™ Subject Title

= Restricted (0)
= Incoming work (220)
L] 8 What matters -
support Plan
Start work Jpdates/Review
nhat matters -
Cancel work 3upport Plan

Jpdates/Review

10. The Assign box below will appear, and you select ‘Find’ by Pass to worker:

Fields marked with a * are required
At least one field marked with a # is required

Team worker# -- Please select -- ~ | show workers in sub-teams

Pass to worker# Find Clear

Pass to team# Find Clear

Scheduled start  03/03/2023
date*

Time*  10:07

Note {|

0K Cancel

11. Find the worker name, select it, and then click ‘OK’.

The workflow has now been assigned and will be in the worker’s work folder.

12. Please ensure you now return to the ‘Act for’ icon, and revert back to yourself on
Mosaic, selecting your name. You do not wish to continue working on Mosaic under the
Virtual Worker ‘act for’, now that the reassigning has been completed.

E E E a V. Neighbourhoods
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Virtual Admin ASC

Neighbourhoods
P

Please note, no work should be left in under the Virtual Admin ASC Neighbourhoods act for,
as this folder is not being checked. It is purely for staff to use to reassign workflow.



