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When a paid caregiver enters a note using the Mobile Caregiver+ app, there are several ways for Mobile 
Caregiver+ administrators to view those notes. The options are described below.  
 
1. Reviewing notes sent with Alert My Administrator  
 
When a paid caregiver enters a note using the Mobile Caregiver+ app, they 
have the option to check a box that says Alert My Administrator. When this 
option is checked, the message is visible to the administrator on the Mobile 
Caregiver+ Provider Portal dashboard. If the paid caregiver did not check 
the Alert My Administrator button, the notes will only be visible by visit or 
by participant.   
 
To see messages marked as Alert My Administrator, log into the Mobile Caregiver+ Provider Portal and 
scroll down to the Inbox area of the dashboard. 

 
You can scroll through the messages or use the icons on the upper right side to navigate the list.  
 

• To search, click the magnifying glass icon and type in a caregiver’s name. 
• To see unread messages, click the closed envelope icon. 
• To see read messages, click the open envelope icon.  
• Use the arrow to collapse or expand the inbox.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://chfs.ky.gov/agencies/dms/dca/Documents/evvqrgnotesandalerts.pdf
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2. Reviewing Notes by Visit 
 
To find notes by visit, go to the Visits section of the Mobile Caregiver+ Provider Portal. Scroll through the list to 
find the visit you want or use the criteria at the top to search for the visit. Once you have found the visit you 
want, click the three dots on the right under Actions.  

Clicking the dots will bring up the visit details. The notes are visible on the upper right side of the detail screen.  
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3. Review Notes by Participant 
 
To find notes for a specific participant, go to the Recipients section of the Mobile Caregiver+ Provider Portal. 
You can scroll through the list to find the participant you want or use the criteria at the top to search for the 
participant. Once you have found the participant for whom you want to view notes, click the three dots to the 
right of their name.  
 

 
 
 
A box will appear on the right side of the screen. Click the Details option. 
 
When the Recipient Details screen opens, click Notes on the toolbar across the top.  
This will take you to a list of all notes for the participant. 
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You can search notes by typing a keyword into the Search Notes field at the top or by choosing a start and/or 
end date. There is also an option to add a note to a participant’s record. A red triangle on the right side 
indicates the paid caregiver checked the Alert My Administrator box when submitting the note.  

 
Additional Resources 
 

For additional electronic visit verification information, review the EVV QRG – Who to Call, 
visit the DMS EVV website, or scan the QR code to the left using your mobile device. 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

https://chfs.ky.gov/agencies/dms/dca/Documents/evvqrgwhotocall.pdf
https://chfs.ky.gov/agencies/dms/dca/Pages/evv.aspx

