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1. On the main page, navigate to the “Confirmed” Page.
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2. The “Confirmed” Tab will have a list of your placements. Click on the specific placement you are
trying to document hours or patient encounters.
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3. When you click on a specific site, it will take you to the “Details” tab for that location. Click on
the “Schedule” tab.
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4. The schedule tab should show you a list of days and shifts you are working at the site if you have
added days to your schedule. If you have not, you can click the “Add Day to Schedule.” The
green circle indicates if the hours have been confirmed as complete.
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5. A pop up window will appear to add the date, start time, and end time. After you hit save, it
should appear in your list.
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6. If you are trying to log hours or patient encounters, you will need to click on the little blue icon
called the “Log Book” on the far right column under “Action” for the specific day you want to log
the specific interaction.
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7. When you open the Log Book for a specific day, it will show you a Timesheet with the start and
end time. The Sessions are where you can log specific patient encounters or when you consulted
with your preceptor. You will fill out multiple sections per session: Activity, Patient
Demographics, Clinical Information, etc. You will indicate the specific amount of time you spent
at that encounter as well. At the bottom, you can add another Session if you need to list
multiple patient encounters. You click Save at the bottom when you have entered all the details.
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