RP Shift Reject in Accra Access

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

accra,

Champions of Homecare

Username or email address

Password

Forgot password?

Log

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

‘ Harry Potter (033016) v KM Krista Meyers v

HOME TIME ENTRIES RESOURCES

Service Agreement Information Program Afi, mncements

No Cufrent Annpuncements

Key Information

Agreement 08/18/2023 - 04/04/2024 2450 (99999033117NPI) v
Program 2450
Effective 8/18/2023 to 4/4/2024

Budget Spending Rate Responsible Party 1 Timothy Jones
9521 935-3515 timothyjonesaccracareorg
Budget Snapshot:
Responsible Party 2 Krista Meyers
(612)274-9936 wrstameyersiaccrahomecare org
2450 Service Coordinator Gloria Kim
156000 hs (263)294-214] GloraXmAscratare org
Avaliavie
2450 Fax (952) 935-7112
Email 2450 Timesheets MyTime@accracarerg
9001
Used
Indv Home Supts w/o Training
(This information is based on validated time sheets processed by Accra)
Budget Details
I 1
©Q 12600 WHITEWATER DR. SUITE 100 L, (866) 935-3515 @ 2023 ACCRA CARE, INC.

Minnetonka, MN 55343 MON.-THURS. | BAM t0 4:30PM
FRL| BAM to 4PM


https://access.accrahomecare.org/

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

KM Krista Meyers «

| Harry Patter [033016)

HOME TIME ENTRIES RESOURCES

Shifts Needing Approval Recent Shifts [Last 21 Days)
Time  Total Time  Total
Caregiver Service pate Timein  Out Hours Caregiver  Service Bate Timein Out  Hours  Staws
o kista Indv Home Supts wjo 9/23(2023 1052  4S2PM G B wisa IndvHome Suptswfo  9/27/2023 1106 210 3 Approved by B
Meyers Training Meyers Training AM PM RP
B wista Indv Home Supts wjo B29/2023 701AM BODAM 1 B kst IndvHome Suptswjo  9/23/2023 1052 452 6 pending @ B
Meyers Training Meyers Training AM PM
Krista PCA TODAY 8152023 1200 1159 0O -]
Meyers AM PM

9 12600 WHITEWATER DR. SUITE 100 @ 2023 ACCRA CARE, INC.

Minnetonka, MN 55343

Y, (866) 935-3515
MON.-THURS. | BAM t0 430PM
FRL | 8AM to 4PM

4. Click “Reject.”

Harry Potter [033016)

KM Krista Mg

TIME ENTRIES

Shifts Needing Approval Recent Shifts [Last 21 Days)

RESOURCES

Time  Total Time  Total
Caregiver Service Date Timeln  Dut Hours Caregiver Service Date Timeln Out  Hours  Status
8 wrista Indy Home Supts wjo 9/23/2023 1052 452PM 6 -] Krista Indv Home Suptswfo  9/27/2023 1106 210 3 Approved by B
Meyers Training AM Meyers Training AM PM RP
Krista Indy Home Supts wjo B/29/2023 701AM BODAM 1 B kisa IndvHome Suptswjo 9232023 1052 452 6 pending @ B
Meyers Training Meyers Training AM PM
Krista PCA TODAY 815023 1200 1158 0 ]
Meyers M oM

T ———

9 12600 WHITEWATER DR. SUITE 100
Minnetonka, MN 55343

. (866) 935-3515
MON.-THURS. | BAM t0 430PM
FRL| 8AM t0 4PM

@ 2023 ACCRA CARE, INC



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

Reject Time Shifts

Comments

6. Click "Continue”.

U

Continue

RP: Request Time Shift Correction

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

Loki Odinson (040016)

U Training User 09

TIME ENTRIES

RESOURCES

MESSAGING

Congratulations! You and your c3

through the Accra

Mobile app for the

TRSOurces.

Congratulations! You and your caregiver(s]

Mobile app for the pay period 9/24 to 10/7. Please copy and paste the following link into ys

through the Accra
jour browser to get X

Service Agreement Information Program Announcements

Agreement 06/01/2023 - 05/31/2024 PCA [99999040016) v
Program PCA
Effective 6/1/2023 to 5/31/2024
Budget Spending Rate
Goals:
12.75 hrsjoay 25
3 183000 hes
= Avatavie
89.25 hrs)week s 7
Note: Employees are authorized
for 40 hrs/week maximum. e

liean

. (866) 935-3515
MON.-THURS. | BAM t0 430PM
FRL | 8AM to 4PM

© 12600 WHITEWATER DR. SUITE 100
Minnetonka, MN 55343

No Cufrent Announcements

Key Information

Responsible Party

Qualified Prafessional PCA

2450 Service Coordinator

PCA Fax
Email PCA Timesheets

Training User 09
rainingussIaRACacE O

Deb Adams
(218)302-1135 debadamsaacrracare org
Gloria Kim

GloriaKimiacer

(76312942141

(952).935-7112
MyTime@accracarearg

@ 2024 ACCRA CARE, INC




2. Click the papericon (E ) next to the shift you wish to request a correction for.

Loki Odinson [D40016) v Tu  Training user 09

TIME ENTRIES I MESSAGING

Caregiver Service Date Time in Time Dut Hours

Catherine zeta Jones Personal Care 11 1ja202a 3207M 1043 AM 1025 [
Catherine zeta jones Homemaker Service 15/2024 131 PM 231PM 1 -]
Catherine zeta Jones Personal Care 11 12/20/2023 342 AM 1033 AM 075 [
Catherine zeta Jones Personal Care 11 12/16/2023 100 AM 130 AM 0s [
Catherine zeta Jones Personal Care 111 12/15/2023 330 AM 630 AM 3 [-]
Catherine zeta Jones Personal Care 11 12/182023 1030 AM 123074 2 [-]
Catherine zeta Jones Personal Care 111 12/12/2023 213PM ESERT] 1 -]
Catherine zeta Jones Homemaker Service 12/12/2023 1210°M 110 PM 1 -]
Catherine zeta Jones Homemaker Service 12/11/2023 1238 AM 1038 PM 22 -]
Catherine zeta Jones Personal Care 11 12102023 337 AM 837 PM 7 -]

“ o« o

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.

Shift Details

Caregiver: Catherine Zeta Jones

Date In: 1/9/2024 Date Qut: 1/10/2024

Time In: 3:29 PM Time Qut: 10:43 AM

Total Hours: 19.25

Status: Pending Pending Reasoning: Submitted ta RP
Service: Personal Care 1:1

Tasks Completed:
- Bathing
Communicating

- Dressing
- Eating

- Positioning
- Toileting

Care Notes: Nong
Caregiver Signature Date: 1/10/2024 10:4359 AM
Caregiver Shift Notes: None

Responsible Party Notes: None




4. Click "Request Time Shift Correction”

Shift Details

Caregiver-Cathering Zeta Jones
Dateie 11 Date O 1102024

Timg i 32 Time Out: 10143 AM

Total Hours 15.25

Fhldta Paseling Pencing Reasoning Suberiried 13 AP
Sarvice: Personal £ara 11

Tasks Complitid

Canegiver Sigrature Dave: 110/2024 10435
Caregiver Shift Nates: Nors

Respensble Party Notes: 4pos

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:
e ClientID
e Timeln
e 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.

Fil:  Message Inset  Options  FormatText Review Help  Acrobat

fy k[ [a]][=]]|[e] |8
Shift Dety Pse g | B o | e | anchre T | s

Cipboard 15| Adobe Amo..|  Collsborate vaice | A

Caregiver: (3
B 012 Mobile Payrell Services

pateIn:1/9/2 | ¢ .

Time In: 3:29
Total Hours: 1
Status: Pendi
Service: Persi

Tasks Comple
- Bathing

= Communicd
- Dressing

- Eating

- Positioning
- Toileting

Care Notes: N|
Caregiver Sig

Caregiver Shi

Responsible

m

Request Time Shift Comection




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".

Action Items

You have 1 items that need attention

VIEW

No Active Shift

There is currently no shift in progress

Start Shift

Weekly Hours Submitted
19.25 Hou

1/7/2024 to 113/2024 v

2. Select the shift that needs to be edited.

Action Items

Mon Jan 08, 2024 6.5 hours
8:00 AM - 2:30 PM
Loki Odinson

Personal Care 1:1 Edits Required




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

Siatus Edits Requirsd

Cliand: Leki Odinsan
Servica: Puiscnal Cara 11
Diatis: 2024

In B

Ot T <:
Length: & hours, 30 minutes

Wiewi Tasks Completed

Care Hotes!

Dalate Shift

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

Shift Details

Status Fdits Required

Client: Lokl Odnson
Service: Porsonal Carn 111
Date: V82024

n v A

Out:

Length 6 hours, 30 minutes

View Jashs Comaieted

=
|

Dwlote Shift



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

Status Edits Required

Cllorvt: Lokl Odnson

Service: Porsonal Care 101
Date: VE/2024

n 300 AM

Out: 3 P

Longth 0 hours, 30 minutes

Vi Tasks Comeiated

Care Notes:

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

Biatus Edits Roquinsd
(=TT L] Ewlirisiin
Service: Personal Care 101
Dare: WETO24

inc B0 AR

Otz 230 PI

L gty i hiwirs, 30 minules

Wit Tasks Comaiated

Care Hotes!



