
Next, you will see a page

with multiple selections.

First, you will click on

“Client Name” to choose

the client you want to

schedule a shift with.

To create a shift, you will

open the app and hit the

“+++”

In the top right of

the homepage.

The first step in using AlayaCare to clock
in or out is to create a shift. Shifts can be
created directly before clocking in, or in
advance. You can also contact a client’s

support manager for help scheduling
shifts or setting up a recurring schedule.

HOW DO I USE ALAYACARE TO
CLOCK IN AND OUT?
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A page will open with

all clients you are

authorized to work

with. Check the box

of the client you want

to schedule with, and

push “select”

Now, you will repeat

these steps for the service

you are trying to schedule

with the client.
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You will select the box for

the correct service and

push “select”

Lastly, you will set the start and end dates

and times for your new scheduled shift. 
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Next you will 

uncheck the 

“Use Service Duration”* 

box and chose your end

time. 

First, select the start date

and time for your shift.

Finally, you will hit “Save” in

the top right corner, and you

are ready to clock in!

*Note: if you are providing relief care, 

you will skip this step, and use the service duration of 24

hours.
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Once you click on the

square, a page will open

detailing the shift. At the

top right corner of the

page you will hit the green

“Clock In.”

FRR.ALAYACARE.COM

To clock in, ensure the correct

date is displayed in the blue

circle at the top of the screen

and click on the square

detailing the clients name and

time of your shift.

After you have your shift scheduled, it
will be displayed on the main screen for
the corresponding date. The next step

in the process is to clock in for your
scheduled shift.

That’s it, you’re clocked in. This is

signified by the clock in button changing

to “Clock Out Early,” with the time left in

the shift displayed to the left.
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The same page from

clocking in will open and

you will see the “Clock Out

Early,” button has changed

to “Clock Out’ and the time

left will say “Ended Now,”

Press clock out.

FRR.ALAYACARE.COM

To clock out, ensure the

date at the top of the

screen is correct and click

on the box with your shift

details.

To finish off the process of clocking in and
out of a shift, you will now complete your

service tasks and clock out.

However, an error screen

will pop up saying you

haven’t completed a

service task. You will hit

“ok,” and be redirected to

the service tasks.
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Once you have arrived to

this page you will tap on

the Progress Note under

“Forms.”

To complete the

progress note you will

read through the

instructions and review

the examples before

writing 5-7 sentences

describing how you

assisted with 1 or more

of the listed goals.
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After you have written

the progress note, you

will hit SUB in the top

right corner of the

page.



Ensure you complete any

other client specific forms

or tasks such as

Medication Management,

Mileage Tracking, Behavior

Tracking, Etc. This will be

indicated by a green

Check Mark. 

When a shift is complete,

it will be stored under the

“Done” Drop down on the

main screen of the

corresponding date

Finally, you are ready to clock out by

hitting the red clock out button
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Selecting the arrow will

display the completed

shift as it was scheduled

in a light blue color with a

checkmark on the left of

the shift.



To view your session(s) you

will click the 3 dots in the top

right corner of any

completed shift.

The dots will pull up the shift

settings, and at the bottom

you will see “Sessions”

If you press on the Session

in any shift, it will take you

to the “Sessions” page

which will show all of your

previous punch in and out

times.*
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Lastly, now that you have completed
your shift, you can review the "sessions."
This is the time you were actively clocked

in, and it is the information that gets
submitted to payroll.

*Note: Please be aware that sessions will not display any

adjustments made by the office. If you clocked in or out

incorrectly and contacted the office, or left a visit note

requesting a correction, changes will not appear in

sessions.
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