Bad Wasatch CAREPORTAL

Part of the AssuranceSD Family E DIT A TIME CARD

1. Navigate to: careportal.caretimeapp.com/#/dashboard

2. Click on “TIMESHEETS” to review the timecards for your caregivers
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3. Navigate to the pay period that you are looking to edit visits by using the
arrows in the top right corner
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4. To edit the selected visit, click on the pencil icon to the left of the visit.
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5. Make the edits you need to the timecard. You can edit the start and end
date or time. If your agency requires, enter a reason code for the edit. If
needed you can also add a note about the visit.
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6. Once you have completed the edits you want to make, click “Update”. The changes wiill
be applied to the timecard.
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