
RP Shift Reject in Accra Access 

1. Log into Accra Access (https://access.accrahomecare.org/) 

 

 

2. Click “Time Entries” in the top right corner of the screen. 

 

 

 

 

 

https://access.accrahomecare.org/


3. Select the shift(s) you would like to reject. 

 

 

 

 

4. Click “Reject.” 

 

 

 

 

 



5. Add a comment if you would like. Click “Continue.” 

 

6. Click “Continue”. 

 

 

 

RP: Request Time Shift Correction 

1. Click “Time Entries” in the top right corner of the screen. 

 
 



 

 

 

 

 

2. Click the paper icon ( ) next to the shift you wish to request a correction for.  

 

 

3. Next, the shift details screen will pop-up outlining the date, time in/out, total hours, 

service, tasks completed, and any notes will display. 

 
 

 

 



4. Click “Request Time Shift Correction” 

 
5. Your devices default email application will open a new window allowing you to compose 

an email message that will be sent to the Payroll department for review.  

 

The template will include the following: 

• Client ID 

• Time In 

• Date 

Add your client ID to the email along with the correct end time for the shift and any notes you 

would like to include. 

 



Caregiver Shift Rejected 

The next time the caregiver logs into the Accra Mobile app, they will be greeted by the home 

page and a banner that reads “Action Items” . 

1. Click “View”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Select the shift that needs to be edited. 

  



 

3. The shift details screen will pop-up outlining the shift. Select the “In” or “Out” time and 

adjust to accurately reflect the shift.  

 
4. Add any care notes or shift notes you would like. 

 



5. After editing the shift, select “Submit Now”. 

 
6. If you would like to delete the entry instead, select “Delete Shift”. 

 


