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Manager Mosaic Guidance 
 

Topics covered in this guide: 
 

1. Allocations 
2. Recently viewed  
3. Current work folder  
4. History  
5. Documents and attachments  
6. Assigning Reviews 
7. Case Notes Search  
8. Authorisation (Workflow) 
9. Authorisation (Purchasing- Personal Budget) 
10. Authorisation (Purchasing- Generic Budget) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Other supporting guides on the Practice Guide 

 Teams on Mosaic 

 Using a virtual worker act for 

 Assigning workflow 
 
 

https://ascpractice.camden.gov.uk/media/4391/teams-on-mosaic.pdf
https://ascpractice.camden.gov.uk/media/4052/using-a-virtual-worker-act-for.pdf
https://ascpractice.camden.gov.uk/media/4053/assigning-workflow.pdf
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1. Allocations  
 

If you have put yourself as the allocated worker for a person (under Worker relationships), it 
will appear in your Allocations folder. The numbers appearing next to each person indicates 
how many workflows exist on the person’s file (current or future steps under ‘current 
work’).  
      

 
 
 
 

 
 
 
 
 
 
 
 
 
 

Some managers choose to add their supervisee name as an involved worker, when 
allocating the case. Others expect the worker to do this themselves once informed of their 
allocation. 

 

2. Recently viewed 
 

These are the last 10 or more people you have viewed on Mosaic. 
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3. Current Work folder  
 

Your current work folder includes: 
 

o incoming work (work you have not started) 
o incoming requests (such as workflow authorisations) 
o incoming authorisations (purchasing authorisations) 
o incomplete work (work that you have started, but not finished) 
o future work (work that is scheduled for the future).  
 

 
 
 
 
 
 
 
 
 
 

 

4. History 
 
If you want to check previous completed workflow on a person’s record, this can be 
done through checking their history.  
 

 On the person’s record, click on History.  
 
 
 
 
 
 
 

 Use the search box on the right by typing the name of the workflow to quickly 
search.  
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5. Documents and Attachments  
 

 To search for document or attachments, click on Documents on the person’s record. 

 Search for workflow completed forms in Forms and letters or search for uploaded 
documents on Attachments, using the search box.  

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Assigning workflows  
 

To assign workflows, it is recommended to assign it through full workview so that it 
maintains the scheduled review date. For a detailed guide listing the different ASC teams 
refer to Teams on Mosaic guide on the Practice Guide.   
 

 Click on show full workview icon  at the top left of Mosaic to display the screen 
below. 

 
 
 
 
   
   
  

 
 
 

 In the Current work folder, select Bulk Assign. 
 
 

https://ascpractice.camden.gov.uk/media/4391/teams-on-mosaic.pdf
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 The Bulk action box will be displayed.  
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 To reassign the workflow to a team folder, click on the tick box on the right next 
to the correct person/ workflow step (circled above). 

 In Pass to team, click Find to search (arrowed above). 
 

 In the Name section, type the first couple of words in the box. For example 
searching for a neighbourhood team folder, type ‘virtual comm’.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 Mosaic displays the results below for ‘Virtual comm’: 
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 Click on the relevant team you require, and select ok.  

To return back to your main view, select show narrow workview icon  
 
 
 
 
 
 
 
 
 

 
 
 
 

7. Case Notes (search)  
 
In some instances, there are a high number of case notes on a record, which would prove 
time consuming if you wished to find a specific one. The Find case note option at the 
bottom of the case note list is a helpful search tool: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Once you have clicked Find case note, the search box is displayed for you to add the 
keyword(s) and Find it.  

 
 
 
 
 
 
 
 

Tip – Bulk action 

 To display more entries, click on the left arrow and select 
from the options 25, 50, 100 or All. 

 To search for a specific person, type their name in the search box on the top 
right. 
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8. Authorisation: Workflow  
 
There two types of authorisations requests that a worker will send to a manager to 
authorise. They are workflow authorisations and purchasing authorisations (purchasing is 
explained in section 9 and 10).  
 
Some of the workflows you will be authorising include: 

 Conversation 2: What matters- Help when you need it 

 Conversation 3: What matters - Building a good life 

 What Matters- Support Plan Updates/ Review 

 Safeguarding Adults - S42(1) Information Gathering 

 Safeguarding Adults – S42(2) Enquiry  

 Mental Capacity Assessment 
 
Note, authorising SG workflow is explained in detail in the SG Mosaic guidance on the 
Practice Guide. Please access these if you require more information. 
 
The workflow authorisation request will appear in your Current work folder under Incoming 
requests: 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 Click on Support Plan Manager Decision… next to the person’s name. 
 
 
 
  
 
 



 

    GUIDE   
 

8                               
                                                                                        

                                                                                    Managers Guide v1 Efioawan Glover December 2023 
 

 Select Resume on your top left to take you to the workflow.  
 
 

 
 
 
 
 
 
 
 
 

 Read all the sections of the workflow.  
 
In Conversation 2, Conversations 3, and Support Plan Updates/Review, you will need to 
complete both the manager section and the workflow task using the Requests icon              . 
 
The manager section in Conversation 2 and Conversation 3 is in Section 5 of the form.  
The manager section in Support Plan Updates/Review is in Section 6 of the form. 
 

 

 Complete the manager section below:  
 
 
 
 
 
  
 
 

 
  
 
 
 
Remember, you are often authorising both the quality of the practice/ assessment (Details 
of decision/ feedback) and the support requested/ budget (total hours/ value being 
approved). 
 
The text box underneath this, Authorisation outside of Mosaic, is for workers to complete on 
behalf of their manager (often on Duty, where an urgent amendment to a care plan is 
required). Here, they can copy and paste your authorisation (the Purchasing team won’t 
proceed unless they have seen an authorisation in the workflow, and your authorisation 
case note). 
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 Next, you need to authorise the task that was sent to you by the worker. Click on the 
Requests icon (clipboard), and select Support Plan – Manager Decision which will be 
red and waiting for you to action. 

 
 
 
 
 
 
 
 
 

 The Sent request box below will appear: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 If you are ready to authorise, select Completed, add a note and select Ok.  
 

 If you want to return the task back to the worker, as further actions are required 
before you can authorise, (they may need to add more information etc), then choose 
Returned, add a note and select Ok.   
 
By returning this task, the worker will need to send another task to you (once their 
actions have been completed), for authorisation again. The worker cannot finish the 
workflow step until this has been authorised. 
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9. Authorisation: Purchasing- Personal Budget 
 

The main service/ budget (in a purchase service (personal budget) step) that you will be 
authorising will usually be a direct payment.   
 
When you are sent a purchasing step to authorise, it will appear in your Current work with 
Authorisations next to it.  
 
 
 
 
 
 

 In your Current work scroll down to Incoming authorisations and it will display how 
many purchasing authorisations have been sent to you:  

 
 

 
 
 
 
 
 
 
 
 
 
 
 

Tip – Workflow Authorisation 

 Any workflow that is in your folder for authorisation, always click on the title of the 
task next to the person’s name, to take you to the Resume section to authorise.  
This is the quickest way to take you to the relevant step for authorisation. 
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 Click on Personal budget authorisation and the screen below will be displayed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Select Amend task on the top left and it takes you to Authorisation task actions. 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 

 Check both the budget that has been set, and the cost of the service the worker has 
proposed, by checking the Budget and costs tab.  
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o You should be checking the budget matches what was agreed (circled under ‘Budget 
for period’). One off or weekly increases the worker has made to the budget will 
appear here also, and this should be accurate. 

o You should then be checking the actual funds spent/ service cost the worker has put 
on (circled under ‘Allocated spending for period’). This should match what services 
have been agreed at the exact cost. 
 

 To authorise, click on the Authorisation tab.  
 

 Read the request note from the worker, and then scroll down to Authorisation 
action.  

 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

 Select Authorise and the select Save. The budget has now been authorised.  
 
You will see the Status is authorised for example as below.  
 
 

 
 
 
 
  
 
 
 
 
 
 
 
To exit this section, you can select ‘Home’ or simply click on another person/ file.   
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10.  Authorisation: Purchasing- Generic Budget 
 
The main service you will be authorising from a purchase service (generic) step will usually 
be a deep clean. 
 
In your Current work scroll down to Incoming authorisations and it will display how many 
purchasing authorisations is awaiting authorisations.  
 
 
 

 
 
 
 
 
 
 

 Click on Purchase Service (Generic) next to the person’s name.   
 
 
 
 
 
 
 

 
 
 

 The screen below will be displayed. Click on Amend Task on the top left.  
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 Check the costs, and on the This Authorisation tab, select Authorise and then Save.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 You will see the Status is authorised, for example as below: 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To exit this section, you can select ‘Home’ or simply click on another person/ file.   
  
 


