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Introduction to 
Greenfield

                         
Home Care 

Agency

• Provides home care services for elderly people 

• Staff include carers, nurses,coordinators and 
administrative personnel.

• Organisation recently adopted Microsoft 365 to enhange 
communication, scheduling and documentation.

• Digital tools aim to improve efficiency, data safety and 
staff 

Collaboration across the organisation.









Productivity Tool- Microsoft Excel

• Used to manage staff schedules

• Track medication records

• Record patient visit information

• Organise care data efficiently
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Benefits  and 
Limitations
• Benefits:

• Organised information

• Save time

• Automatic calculations

•  

• Limitations:

• Staff training required

• Risk of data entry errors

•  
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Communication Tools – Microsoft Teams

• Instant messaging between 
staff

• Video meetings
• Help carers communicate with 

office staff quickly
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Advantages and 
Challenges
• Advantages:

• Faster communication

• Better teamwork

• Challenges:

• Internet connection required

•   Staff need digital training
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Digital Safety 
Plan For 
Greenfield

• Protect patient information

• Use a strong password and two-factor authentication

• Train staff to recognise phishing emails 

• Store files securely in OneDrive

• Follow UK  GDPR data protection rules 

This Photo by Unknown Author is licensed under CC BY-SA

https://www.bogodelaweb.com/2014/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/


CONCLUSION

• Microsoft 365 improves efficiency
• Teams improves communication
• Digital safety protects patient data
• Technology supports better home care services
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