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Some Staff are required to document hours worked, in addition to visits and activities, on
the iPad.

Adding Hours Worked

» Staff Calendar

STEP 1: Tap Calendar.

STEP 2: Tap + at the lower right.

STEP 3: Tap Activity.

Visit

STEP 4: Date will default to Today.Change if adding for another date.

STEP 5: Tap white box under Activity, then tap Hours Worked then tap Done.

[ Hours Worked it ]

» Time Entry screen
STEP 1: Tap Time Entry.
STEP 2: Tap Hours Worked in left column.

STEP 3: Tap Direct Time, then add time you started work and add the time you finished working.
Once the end time has been added, the system will auto - sync the time. If the time needs to be
changed, contact someone with Host access to fix.

STEP 4: Confirm the Hours worked covers all of your time including Indirect time.

Time Entry
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» Adding Hours worked as a recurring activity.
Hours Worked may also be added as a Recurring activity.

STEP 1: Tap Calendar.
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STEP 2: Tap + at the lower right.
P 8 [ recrog ]
STEP3: Tap Activity.
4 times a week on Monday, Tuesday, Thursday and Friday for 8 weeks
STEP 4: Tap Recurring. o
STEP5: Tap white box under Activity, then tap Q@ D@ e [we =]
Hours Worked. Service Day Time Duration
STEP 6: Date will default to Today. Change if Sun ( ) O J
starting on another date. Mon ( | L ]
STEP 7: Recurrence change to number of days e 1! J jC J
worked and use drop down to select week. Wed ( ) [[Ohr ]
STEP 8: Select the days in your Schedule under ol ( JLr ]
Service Days. Fi ( ) O ]
STEP9: Leave every as 1 week. i [ YL ]
STEP 10: Edit for to the number of weeks to add the | @ L ) @  [weee v)
Activity. o @ (s ) [wesria) >
STEP 11: Tap Done.

For questions regarding process and/or policies, please contact your unit’s Clinical Educator. For questions
regarding workflow, please place a ticket to Health Informatics. For any other questions please contact the
Customer Support Center at: 207-973-7728 or 1-888-827-7728.
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