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Candidate Guide - How To Clock Out V2

1 When clocked in to a scheduled visit, the "Clock Out" button is clearly visible on
the dashboard.

Click the button to clock out:
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2 A 'To Do List' alert will show items (such as medication events) that have not yet
been completed at the point of clock-out:

3 If there are no events to complete, proceed to click "Clock Out":
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4 There will be a prompt to add a final care note before clock out.

If care record notes have not been completed throughout the visit, please add
notes here before clicking "Clock Out":
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Please note, there is no option to leave the field blank.

If hourly care record notes have been completed throughout the visit, and there is
no clock out note required, instead write "N/A":

5 Click "Clock Out" when asked 'Are you sure...':
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A confirmation message will confirm the clock out has been successful.
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