ACCENT on Family Care Services, llc



Electronic Time Sheet Procedures  -  Please Read Carefully

With this electronic time sheet system you will know at all times how many hours your clients have and what services they receive.  Any errors are greatly reduced.  Please follow the simple instructions:

You will go to:  www.ddreports.com.  Your login name will be the first 3 letters of your first and last name as it is printed on your paycheck stub.  For example:  If your name is Jane Smith, your login will be: jansmi.  Your password will be the 4 digit "Employee Number" printed at the top of your paystub.  Please guard your employee number/password so that no other person is familiar with it.  Let me know if you feel a need to change your password after you get started. 

First, make sure your internet browser is on "Internet Explorer" and not some other browser.  

*Go to, www.ddreports.com.  Once you log in, go to the tab "Hourly Input".  
*Choose the period you are recording, ex:  If you are recording Sept. 1-15 it will be period 9/15/10.  *Choose the client you are recording (check to make sure all of your clients are listed in the drop down arrow).  
*Under the day column put the day only and not the year or month.  
*Tab to the "Time From" column and input the time you started the service.  If you started at 4:00 pm, you would type 4:00p  just like that with no spaces.  All entries must be to the nearest quarter hour.  So make sure the minutes say  :00, :15, :30, or :45.  
*Then tab to the "Time To" column and input the time you ended services in the same fashion (to the nearest quarter hour).  
*Tab to Service type and use the drop down arrow to choose the service you are recording.  
*Once you have completed these steps and pressed tab again,  the rest of the line should fill in including your total hours for that day, your pay rate and the total due to you for that service (excluding any withholdings).  
*If you want to delete a day just click on the purple square next to that day and push "delete" on your keypad.  
*Once you are done inputting your hours for that client, click "submit" at the top of the hourly input page, which will save what you have inputted.  It will then say "waiting approval" at the top.  *After you have inputted all of the hours for that time period then click the "print" button on the hourly input page which can be located directly above the "time from" column.  A completed time sheet will open up with a place for you and the parent to sign at the bottom and a place for the parent to initial on the side.    If this time sheet does not appear please call me.


*It is suggested that every day after work you input your hours. This will assure that the hours are available and reserve them for you.  
*Print the time sheet at end of the time period and then have the parent initial after each day you worked.  Also both you and the parent will sign at the bottom of the page.  The time card must have all of the hours you worked for the time period.  
*For the last day of the time period, if you know you will not be seeing the parent again on the following day, then write in the hours for the last day on the time card and have the parent sign and initial the time card. And make sure you sign the bottom of the time card as well.  
*When you get back to your computer, please be sure to input that last day and click "submit" so all of the hours for the time period are entered. 

*Mail the time sheet  to ACCENT on Family by the 16th and 1st of every month.  Keep a copy of the time sheet for your records.  Mail the habilitation data summaries and attendant care summaries e to ACCENT as usual and also send it to  support coordinator at the end month.  Please do not fax the data forms to ACCENT - just mail, and make sure to only send them at the end of the month.

Make sure your login and password are correct as well as all of your clients listed and the services you provide and wages you get paid are also correct.  

You only have a couple of days after the time period to input your hours from that time period.  After a couple of days that time period will be closed.  So again put in your hours every day after work.  

There are sure to be questions as you get accustom to the procedure. Please feel free to call me with any questions.   I will be happy to go over the process with you. 

*If you find that you cannot login, please call me to make sure I have set up your information.  It just takes me a second to do it and then you can go in and get started. 

Thank you!    

Debbie Belnap
                                                                                                                                           
                                                                                                                                              
      19322 E. Calle De Flores, Queen Creek, AZ 85142   *   phone: 480-518-2285   *   fax:  480-677-3477

