Residata Step by Step

Daily Report

1. Sign in

2. Click on Resident module (picture of a man and a woman)

3. Click on resident List (Square icon along top by your name)

4. Double click on chosen resident’s name

5. Click on Events/Reports tab

6. Click on red cross button

7. Click on Care Notes option (Black dot will be in top option i.e. Report for “Fred Bloggs”)

8. Type in your report

9. Click on Finish button

10. “Alert” appears on screen, if you are happy with what you have written – click yes

11. Click on resident list icon to take you back to the beginning ready for the next resident

Repeat all steps until each resident is reported on.

Remember this needs to be done twice daily; once for the day shift and once for the night shift

