Downloading HHA Exchange App to Clock in and Qut
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Forgot Password?
2. Once the app is downloaded, press sign up T -
and enter your email and password

Login

p, you will return to the main screen and

Email login with your new information
Mow Password @

Confirm : ¢ o Password must include:

Password

o 1 number
o 1 capital letter
o 1 special character (!@#5%"4)
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E After you create your username and password, log in from the
@p home screen and you will see this screen to the left

Ciick the § icon to the right to update your
profile and becormme inked to your agency

Press the 3 white dots circled above and it will take you to this
side menu, -

: h the si h Ay TV T
f Once you r-eaf: the side menu, press the orange Update Profile
update profile” banner ‘ Mobile ID:  (Unavalabla)

Change Password

Legal

6. You will be taken to this menu
where you must enter in your personal information Press Create when
Lost 488N Last 4 SSN /. you are finished. You will receive a Mobile ID that you must tell your

agency in order to be linked.
Birthday LN

Emad francus ! Odigmad.com

7. Once completed,
hit create, and tell us
e mobile id number

\_ ou’ve been given

It is vital that you give your agency your mobile ID
Number in order to be able to see your schedule.

*Once the agency has informed of activation, you
may log back in to the app and begin using it.*




Using the App Once Downloaded

1. Once you have successfully linked to the app, you may login and see the
home screen.

2. Today’s schedule is where you will find

a your daily schedule. When you press it your
e.Lx e eﬁch?"ﬂg? screen will show “Today’s Schedule” as shown
Schedule ‘ below.
"y
[B)rties e @
Unecheduled Visit > 3.' This menu below shows your predicte.d
Visits not scheduled on Calendar clients, schedules, and hours for the day. Click

r Visits S which one applies.
E List of schaduled and confirmed vists.

Patients >
List of serviced pabents

{Back Today's Schedule

Messege Center Beth Giliroot 0/24/2016
1000 - 10:15
P Vessages > ‘,‘%ﬁ e b 0058 - 10:17
Agency Messages
Jennifer Davidson 00/24/2016
Availability LONG ISLAND CITY.NY. 11:16 = 11:30
lemly My Availability S AL
22() St when you are available to work
sees Varzon ¥ y =
{ Back Visit Detail @ B After you select a client, the screen

Beth Giliroot will look like this. You can choose to Clock

Clock In/Out [ Dirsct in. You will need to sele.ct.GPS at t-he .
‘ bottom of the page to finish clocking in.
TimeSheet Required
03/24 at 10:15

Clock In Clock Out

Security Token

Cancel




To Clock Out

Visit Detail
Office HCH @

Clock In/Out| Directions

L e

Security Token

Confirmed: 08:57AM
Cancel

Visit Detail 1.*When clocking out, the only difference is that
Oliis HOM after hitting GPS, you will be required to check
off tasks performed.*

Cancel

Plan Of Care Tasks:

No Plan Of Care(POC) tasks associated with
this visit. If this is an error contact your

agency. 2.Simply click the green button that applies for

the tasks that you completed, and don’t forget

hi 3 : A
S O O to hit Save in the top right corner to finish

clocking out.
101 - Bath-Shower ——’O O

S R %’O O *It is very important you hit SAVE in the upper
right corner and that you mark at least 3 DUTIES

103 - Patient Requires Total Care O O PER SHIFT*

More main page functions:

J U
Unscheduled Visit . .
Vislis not echieckisd o Cillendes > -lf for some reason y.o.ur ”schedule is .not showing,
click "unscheduled visits” on the main screen,

select your client, and follow the same steps as
above for a regular clock in.

I.— v;m > -Here you can check the status of all your visits,
E List of scheduled and conlirmed visis. clock in and clock out times, etc.




