Getting Started
1. Download the AlayaCare app

a. Available in the app store or google
play store

b. Please ensure you have allowed
location services

11:52 ol T =

2. Open the AlayaCare app

a. Onthe home screen select “change
server name” KlayaCare
b. The server name will be:

hh-hc.alayacare.com

c. Thiswillonly need to be entered at _—
your first log in e e - / Change your server name
3. Log intO the app / [hh-hc.alayacare.ccm ]
a. Your username and password HHHC ik

provided to you. Cranga Serva Harme m

4. View your schedule
a. Thisis the first screen you will see

when you lOg in. The schedule will Susan Smith 7:30 AM - 9:30 AM
226 Elizabeth Ave. Newark NJ

display the client name, visit start and 07108 US

John Smith 10:00 AM - 11:00 AM
1011 Drummond Street Newark NJ
07102 US

end time, and address
b. Swipe right to see previous schedules

Mary Marshmellow 11:30 AM - 4:30 PM i
2628 N Elizabeth St Pueblo CO 81003

Swipe left to see future schedules

el o e

Schedule color indicators: Unavailable 7:00 PM - 8:00 PM

OFF  Unavailable

e Green -clocked into a visit

Helen Test
. . 5:00 PM - 6:00 PM
¢ Blue-com pleted visit 123 test rd 123 Tarboro NC 27871

e Grey-cancelled orvisiton hold
e Red-unavailable

e Outline Blue - to be completed
Total Working Time 8h




5. Visit Information

a. Toopen avisit, click directly on the
schedule
b. This will open the visit details

First Card: summary of information on

the visit and on the client, you’re

scheduled to serve

a. Clickonthis areato display more
information regarding the client,
services, and scheduled visit

b. Within this area, you can also add a
visit note that the office will be able to
see

Second Card: Care section including

service tasks and activities

a. Clickonthis area to display more
information regarding the service
tasks and required forms

b. Click on each individual section for
service tasks, forms, and progress
notes to view more information

Tue, 8 Jul

b, W 1150 € Flarence Bl STE 1 Casa Grande AZ 85122

Sun Ray
9:00 AM - 3:00 PM

us

"-.___....

Jul 8, 2025
9:00 AM - 5:00 PM

AZ Attendant Care - Attendant Care
1150 E Florence Blve STE 1 Casa Gran

WS

Allengy

Care

Service 1asks and activities including o
documentation.

Started B
3 hr. age @ clock In

die AZ B5122

-are

Vist details
Jul 8, 2025
2:00 PM - 5:00 PM
Visit # 638
=
1/1/50
5 years old)
Jul 8, 2025
9:00 AM - 5:00 PM 1150 E Flofence Blvd STE 1
AZ Attendant Care - Attendant Care BalZi s
1150 E Florence Blvd STE 1 Casa Grande AZ BB122
us -TES-TEIS
Alleray A High Alert
o AllErgy
49
Higl
Care =
Service tashs and activities including care
documentation. Visit Notes
Premiums

Jul 8, 2025

9:00 AM - 5:00 PM

AZ Attendant Care - Attendant Care

1150 E Florence Blwd STE 1 Casa Grande A7 B5122
us

Allergy

Care Delivery Care

Service Tasks

Care /

Service tasks and activities including care
documentation.

A

Pragress Noles

€ sun Ray ?

g B

Forms




Clock In button: where you can clock in

for the schedule

a. Thisis where you will clock in when
you are ready

6. Clockingin
a. When you are ready to clock in for
your shift, click the green Clock In
button

b. You mightreceive a pop up with a
“visit warning”
1. Ifyou are receiving this popup, the
system detects that you are
clocking in outside of the

scheduled time or your location

does not match the clients
2. Attention
i. This area will list the issues

the system detected
3. Visit Note
a. Inthis area, leave an
explanation for the error
i. Example: forgotto clockiin,
actual clock in time 9:00 AM
4. Submit & Clockin
a. Clickthis to officially clock in

Sin Rav

Started —
3 he. ago Lk} Clock In

Jul 8, 2025
9:00 AM - 5:00 PM

AZ Attendant Care - Attendant Care

1150 E Flarence Blvd 5TE 1 Gasa Grande AZ B5122
us

Allergy

2:18

“
Y Sin Rav

Started _
3 h. age: (5} Clock In

Jul 8, 2025
9:00 AM - 5:00 PM
AZ Attendant Care - Attendant Care

1150 E Flarence Blvd STE 1 Casa Giande AZ B5122
s

Alletgy

®  Visit Warning

« Precise Location On

Google

Attention
£ Distance frem visit location: 1443.37 mi

Visit Note

Late start clock in

Submit & Clock In




= Tue 8Jul "

7. Completing Visit Details

. . &mm E
a. When ready to complete the visit e
details, click on the scheduled visit to LR ST R SRS
re-open it
b. Afterthe visitis opened, click the Care F——
section to complete the Service (€] 2:00 PM - 5:00 PM
1150 E Florence Bhd STE 1 Casa Grands AL 85122
Tasks, Employee Sighature Form, %
and Client Signature

€ Sun Ray ?

— " Cose Management

Eg

Lervice Tasks Forms

c. Click onthe Care Card

d. Click on Service Tasks n the

1. Service tasks are the Activities of Jul 8 2025
ul &,
Daily Living (ADLs), Interventions 9:00 AM - 5:00 PM

AL Attendant Care - Attendant Care

and other tasks associated with the 1150 E Florence Blvd STE 1 Casa Grande AZ 85122

us

service being provided. : 2

™

Care Progress Notes

Service tasks and activities including care
documentation

1. Check the box next to each ADL you
want to mark as completed. € Gnm

a. Ifataskwas completed during the e e Len

visit, click on “V”,

Service Tasks ¢ Service Tasks

sun ray

0/1 this visit
Forms 01
Meal/Snack Preparation and Clean Up - [
. 0120
Required*

. §i h D i
[ shift Signature Form - Employee panish Bescription

Not submitted

X + Done

ADLs 0/8

1/1 this visit [}
Personal Care

Required*
Shopping - 0110 - Medical Appointment - 0140 B
Spanish Description

X v
X v

0/1 this visit
0/1 this visit

Required*
Meal/Snack Preparation and Clean Up - [ Bathing - 0160
0120 Client needs assistance with bathing. Need:
Spanish Description assistance with gefting into the shower, was

hard tn rearh areas and aettina ant of the

4 ® a 4 [ ]




a. Ifataskwas not completed during

Service Tasks Service Tasks

sunray sun ray

the visit, click on “X”. You will need

to select a reason why: Tme et Timetet
e Client declined
Select a Reason
e Client not present
. p Lk 48 1 Client declined !
e  Client not well
b | Personal Care P Glient not present
L]
Done by client Shopping - 0110 = S Client not well E
[ ) Done by fam||y Spanish Description Bl
o h Done by client
o ther
v / Done by farnily
Not Done Reason:* N Other
’ Select a Reason > ] [ Select a Reason >
0/1 this visit 041 this visit
Meal/Snack Preparation and Clean Up - [J Meal/Snack Preparation and Clean Up - [
0120 0120
Spanish Description Spanish Description
X v a X v a
4 [ ] ] 4 (] ]
b. To leave notes on an ADL, click the
comment box icon to the right of
the ADL
Service Tasks Add Comment Done

sun ray

239 characters remaining

Time Left
In1hr [> Clock Out Early Not needed today

ADLs 0/8

Personal Care

Shopping - 0110 A
Spanish Description

X Not Done v

Not Done Reason:*

[ Client not well >

~ Saved
071 this visit

Meal/Snack Preparation and Clean Up - [
0120

Spanish Description °

e .




g. Completing Client Signatures

1. Select Client Signature

2. Inthe drop down, select if the client is able to sign
a. Ifno, selectthe reasoning they are not available

3. Clickthe pencilicon to capture client signature

4. Click the Blue Submit button when completed

€ Service Tasks

Sun Rey = Client Signature

Client Signadure
-
T o Left [ [+ Clock out l.-_\l
v b o
11 this vsit °
gathing - 0160 [} o
<
141 this visit [+ __” o
Housekeeping - Bedroom « 1200 =]
141 this visit [+]
Wisit Signature -]
O client Ssgnature
.Frl Fafir: Chent Shgnature
Goule o0 - SEaET




8. ClOCking Out 22 & waReT
a. Priorto clocking out, the following e a
areas must be completed:

1. Employee Signature Form e Lat
a4 b * Lhock Uu Iy
2. ADLs
3. Progress notes (optional)
. . 8, 2025
4. Client Signature 9:00 AM - 5:00 PM
b. To clockout, open up the visit AZ Attendant Care - Attendant Care
. 50 E Flor Biwd STE1 C Grande AZ 85122
1. Click the red clock out button ug e brenae AE T
£ Allergy
Care

Service tasks and activities including care
docwmentaon

a. You might receive a pop up with a

X Visit Waming

“visit warning”

1. If you are receiving this popup, the Cenven scuny Ay S
system detects that you are 3 Vg
clocking out outside of the g O

et e

scheduled time or your location | f\OCONOMaWEE
O 9€ RIVER
does not match the clients -

. Attention
2. Attention
. . . . . Digtanoe from visit loceson 1443 37 m
i. This area will listthe issues . )
y YOu're Clocieng out eatly
the system detected N
. . pe N
3. Visit Note clocking out earty today, all tasks completed

b. Inthis area, leave an
explanation for the error
displaying
i. Example: clocking out early,

all tasks completed
4. Submit & Clock out
c. Clickthis to officially clockin

b. You have now successfully completed

a shift.



9. Adding a Shift Note

a. Clickonthe schedule you want to add a note on

1. This can be done at any time: before you clock in, after you clock out, etc.
b. Click onthe visit details
c. Clickon Visit Notes

2. Inthe next screen that displays, you can add in any notes

a. Any notes added in the office will be able to view
(|

Vign detaals Service details
Jul 15, 2025
12:15PM - 5:30 PM
= Tue, 15Jul Visit # 1448
Sun Ray ¢ # Female
12:15 PM - 5:30 PM Teme Left (" & Clock outEaty )
605 5 Concond Rd Doonamdwos W1 56033 US 11750
(75 years ald)
. - Jul 15, 2025 Crme { Deanomowne W 56023 LIS
'G Sun Hay : 12:15 PM - 5:30 PM 85 5 Concard Bd Ooonomowos W 56033 US
12215 PM - 5230 PM
Bl 555 5 Concond g Oconomeowo W1 56033 US AZ Attendant Care - Attendant Care 288 780 7600
B85 & Concord Ad Oconomowos Wi B6033 US
O, Allgegy ‘ High Alert
Allergy
& High
Care

Service lasks and activities including care
documentation,

Visit Notes >

Premiums 2

Additional Features

1. Turning on biometric login -

=

Sattings

Blametric Login

a. Cllethe hamburger menu on the tOp Configuration Sync » Biometric Logn o
left OfMine S&ttings >
Select Settings Imags Losding >

Select Biometric Login

Biometric Login >

1. Check this option to log in with your
face ID or fingerprint




2. Caseload
a. Selectthe hamburger menu on the top
left
b. Select Caseload
1. Here you will find any clients
assigned to you
2. Clickon each client to view more
information

3. Open Activities
a. Selectthe hamburger menu on the top
left
b. Select Open Activities
1. Here any open sessions that you
have

I Sun Shine
| y 4

A

E] Open Activities

] Ofers

My Peefile

Sign Out

i) Schaduby

E]  Open Activites

= Open Activities

1 Open

VIEW ALL

0 Pending -0 Failed

VIEW ALL

I




