
AlayaCare Overview 

 

Clocking In & Clocking Out For Shifts 

1. For each shift, you will have to clock in at the beginning of the shift and clock out at the end of 

the shift.  Even if you do not have access to data or WiFi at the time, you can clock in and clock 

out while offline.  You can watch these videos to Clock In, and Clock Out.   

 

a. To clock in, tap on the green clock icon.  Once you are clocked in, a notification will pop 

up, and the top of the Visit bar will turn green.   

     

b. To clock out, tap on the red clock icon.  After clocking out, the red clock icon will turn 

grey, and the title bar will turn back to blue. 

 

 

  

https://youtu.be/B_5R_-zLTbE
https://youtu.be/G6Le8MIVias


Setting Up & Using the mobile app in Offline Mode 

Set Up the Offline Mode 

1. While you are online, tap the  icon to open the main menu. 

 
 

 

2. Select Settings 

 

  



 

3. Select Offline Settings 

 
 

4. Tap Offline modules to select what will be saved when you download data for use in offline 

mode.  Schedule, Services, Clients and Service Tasks will automatically download.  You can 

choose additional modules to download if you want, but the less modules you select, the faster 

your download. 

 

 
 

  



5. Check that Offline mode has been checked on. 

 

 
 

6. Once you have enabled Offline mode, the Download pop up will appear. 

 

 
a. Click OK to download the data.   

 

7. The date and time of your last download will always be available in the Offline Settings screen.  

You can always select Download Offline Data now to refresh your downloaded data. 

 

 

  



Using the App in Offline Mode 

1. Before using Offline Mode, make sure you have downloaded the latest data onto the app. 

 

2. Once you have logged in and saved your data, you can go offline and you will have access to the 

modules that were selected.  The app will indicate on all screens that you are offline. 

 

 
 

3. The app will also indicate when your session expires. 

 
 

4. If there were any changes made to your schedule, it will update once you are back online. 



 

5. You will lose your saved data if you log out before your Session Length is finished, or if you 

disable Offline Mode while you are offline. 

 

6. Once you return online, any actions performed will be uploaded back to the office, including 

your clock in and clock out. 

  



Viewing your schedule & visit information 

1. When you log into the app, you should automatically see your schedule for that day.  You can 

swipe right to view schedules from previous days, and swipe left to view upcoming schedules.  

All your scheduled visits will be in blue.  Any cancelled visits will be grey.  Training shifts, or 

days off will be in red.  You will also be able to see any shifts that have been offered to you for 

that day.  All your offers will be in orange. 

 

         
 

2. Tap a visit to view more details about the client and the upcoming visit.  Take a look at this 

YouTube video for an overview of the client and visit information. 

 

                      
 

Info Tab  

• Top section has the clock in and clock out buttons.  There is also the location button so 

you are able to map yourself to the client using Google Maps.   

https://youtu.be/Th1a74RGi9E


• In the second box is the information about the Visit Start Time and Visit End Time, Visit 

Address, and any Instructions. 

• Third box has Visit Notes – click this to view notes specific for that visit. 

• Fourth box is about the Service – scroll down to view details about the Service for the 

client. 

 

Overview Tab 

• You will be able to review Care Provider Notes and Medical History.   

• Care Provider Notes will provide additional information about the client, such as 

instructions on how to get into the home. 

 

• Any Risks associated with the Client will be indicated by the dashboard icons.  These will alert 

you to diseases, environmental issues, or pets in the home. 

 

 

 

Swipe left to review information in the other tabs.  These will be part of the care plan 

documentation that will be rolled out at a later date. 

  



Answering a Shift Offer 

You can accept or decline a Visit Offer in the mobile app.  Notifications will appear in your email.   

Note that if you accept an offer, you are not guaranteed the visit.  The Client Care Coordinator must 

still confirm the visit with you.   

1. You will receive an email notification that an offer has been sent to you.  Click on the link to go 

to the app, or open the app in your phone. 

 

 
 

 

2. You will see if you have a new offer if an orange dot appears on your menu.  An orange Offer tile 

will also appear in your schedule for the day the Visit is scheduled.   

 

 

  



 

3. To view the Offer details, tap on Offers. 

 
 

4. Tap on the pending offer 

 

  



5. Once inside the Offer, you can view more details about the shift.  This includes Risks, Services, 

and general Location of the client.  This will not give you specific details of the client. 

    
 

6. To accept the Offer, tap the thumbs-up Icon.  Tap Accept to confirm your response.  Remember 

that accepting an offer does not guarantee you the shift.  The Client Care Coordinator must 

still confirm the visit with you.   

 

 

 
 

7. To decline the Offer, tap the thumbs down icon.  Enter a reason for the refusal, then tap 

Decline. 



 

 

 


