Residata Step by Step

New Admission

1. Look at buttons alongside your name

2. Click on Admission

3. Click on Select Location

4. Chose Room in Home or Day Care as required

5. Select Care group by clicking on down arrow at the side

6. Choose group appropriate

7. Click next button (bottom)

8. Enter basic details in the normal way (Follow the highlighted directions on the screen

9. The tab button on your keyboard               will move you on to the next slot each time

10. Click next

11. Fill in as needed

12. Click next

13. Fill in personal details as needed

14. Click next

15. Click Finish

New residents details will appear on the screen

You can then edit or change them by clicking on Edit Button and highlighting each space by moving the cursor into the space and clicking once.

To end click on Save (Picture of a floppy disc)

Only the icon pictured in colour will work. If the icons are in grey you do not need them for what you are trying to do!!

