Residata Step by Step

Printing Daily Report

1. Look at bar of buttons at the top alongside your name

2. Click on  End of Shift (Top tool bar)
3. Click on Select Location down arrow at side
4. Click on Room in Home
5. Click on OK
6. Click on Yes
7. Click on the word “Printer”
8. Click on Reset end of shift to current time “Yes”
9. If you need to add extra comments to shift report Click on “Add Notes”
10. Type in report and Click OK.
 These steps will then allow the printer to print out the daily report for everybody except the dare care clients.

To print out report for day care clients return to “Select Location”, Click down arrow and select “Day Care”.

Then follow points 4-7

(+ 8and 9 if additional comments are needed)

The computer will print out everything not previously printed i.e. if the report hasn’t been printed for a week you will get 7 days worth of printed material. 

This is not an error!!!
