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Care Provider Editing a Punch on the Web

Complete these steps to make changes to the time entries. To complete these steps the entries tab

must be selected.

1. Click on the Entries crsante[lHou 52 Help® SiteMap bellrain| & | (Engish ~)
t a b DASHBOARD Home / Dashboard
ACCOUNTS
Bell Train  <fmm 09/03/2023 To 09/09/2023 wafp
PROFILE CERTIFICATION
Overtime Gauge 09/03/2023 To 09/09/2023 Total Hours 09/03/2023 To 09/09/2023
AVAILABILITY I 07030 [ 30To40 W 40+ Approved: 0.00
Pending Hours: 0.00
No entry in current week
Unverified Hours: 0.00
Total Hours: 0.00
. Id ¥ Service Date Type Account Type Ref. Client Name Service Code Amount Unit Status
2. Select the entries
49176123 Apr 20, 2023 Punch Hourly Te lient ‘Community Living 0:02:30 Dollar Pending
row you need to
and Agency)
e d it 49164245 Apr 13,2023 Punch Hourly Test Client Community Living. 0:02:00 Dollar Pending
. Supports (Individual
and Agency)
49162272 Apr 14,2023 Punch chrly Test Client ‘Community Integration  0:05:00 Dollar Pendmg
Supports

Id ¥ Service Date

Ref.

Note: If the status is unvalidated, rejected, or approved edits will not be available.

Type Account Type Client Name Service Code Amount Status
49176123 Apr 20, 2023 Punch Hourly Test Client Community Living 0:02:30 Pending
Supports (Individual
and Agency)
49164245 Apr 13, 2023 Punch Hourly Test Client Community Living 0:02:00 Pending
Supports (Individual
and Agency)
4916227, Apr 14,2023 Punch Hourly est Client Community Integration ~ 0:05:00 Pending
Supports
3. Click on the Actions Home / Entries / 36249165
menu and select Punch Detail - 36249165
New Note
Ed It Entry' Punch Details Account Details/ Service Account
New Attachment
Entry Id: 36249165 Account Id: 214358
Machine Details: 137.25.238.62 Account Type: Hourly
NOte: Cha nges can Service Date: Aug 31,2023 Client/ Program: Ave Anna Reject
Check In: 08:00 AM Client/ Program Time PT (UTC-8)
only be made before ek o 0230 o1
 0:06: Employee: Bell Train
Hour(s): 0:06:30
hours are approved or o Employee Time Zone: PT(UTC)
. . Service Code: Respite
Rounded Amount: 6.5 Hours
rejected. o
) Employee Time Zone: PT (UTC-8) Portal signoff: TRUE
Client/ Program Time PT (UTC-8) Funding Type: Units
Zone: Funding Source: San Jose
Location Code: 06-085-277483 Cost Center: EOR San Jose
Authorization Entry 36248834 Unit Type: Hourly
d: Status: Active
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4. Update the entry as Edit Entry

needed. Click Save.
Entry Type:* | Punch e

Employee Name: | Bell Train - 5643678
Account Type: * Hourly M

Client:* = Ave Anna-111814

Service Code:* | Respite M
Select Date: * | 08/31/2023 =
Check In:* | 8:00 AM ] Check 2:30 PM ®

oy *

Check Out Date: | 08/31/2023

Diagnostic Code: | Diagnostic Code

Notes: | Add Notes for Punch

Attachment: | Choose File

Statements: I dertify the time worked is true and accurate

I inow my client must sign-off for this to be paid

I gm not authorized to work over 40 hours per week

5. Analert will appear, Alert
click Yes.

Are you sure you want to cancel the existing punch for 0:00:54
hour(s) for May 10, 2023 and add a new punch for 00:54 hour(s) for
Bell Train for Ave Anna-111814 for May 10, 20237

\“o

Note- The Original Wi” be in Id v Service Date Start End Type Account Type Ref. ClientName  ServiceCode ~ Amount  Unit  Status
.

Time Time Type

a rejectEd StatUS. A nEW ||ne 36249166 | Aug 31,2023 | 08:00 03:00 Punch Hourly 36249165 Ave Anna Respite 0:07:00 Hourly | Unvalidated
AM PM

Item WI” be CreatEd' 36249165 | Aug31,2023 | 08:00 02:30 Punch Hourly Ave Anna Respite 0:06:30 Hourly | Rejected
AM PM

ATENCION: si habla espafiol, tiene a su disposicion servicios gratuitos de asistencia lingii.stica. Llame al 1-888-255-8360 (TTY: 711).
T - A RAEGE T B h S, AR LA SRS S R IR, G ECE 1-888-255-8360 (TTY: 711)
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