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To login Enter Email Address and Password.
Select Login.
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To go to the Web Res Day application.
Select your security level under Web Res Day.
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Next select Attendance in upper left corner to
display provider attendance information.
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Now select Program Type and Month. Select the RDID for a specific Program.
The individuals placed in that Program (RDID) for the month selected are displayed.
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Now you can check-off days, or input hours or miles as needed.
You can select Save at any time to save progress. When data is entered correctly for
an individual select SO (sign-off). Once saved or signed-off, you may change by
clicking off the SO box, selecting Save, and re-entering data.
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To Correct data locked on the 10t of a previous month (because it was
signed-off) select the program type and month. Select the RDID.
Select the Cr box next to the individual record you wish to change.
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The Attendance Correction screen appears, add your comment.
Data previously signed-off on for the individual selected is viewable,
as is the Corrected data (which matches the original).
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Make changes and select Save.
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When done correcting the record select the sign-off box (SO), and Save.

Note: on the 10" of the next month all sighed-off records are locked.
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Note: if after the 10" you again find that the
last correction was wrong, you can “correct
again following the same method. Thisis a

“correction-of-a-correction”. A future report
will show the history of these more complex

corrections.
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If a record was not signed-off in a previous month it is not locked.
Input attendance for records not signed-off in the original month.
Remember to sign-off for zero attendance when an individual attends
zero days in a month.
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If a participant is not listed for the selected RDID or there is someone incorrectly
listed select the Problem Client button at the lower right of page next to Save.
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Now Search by entering the DDS# or Name (not both), then select the
individual you wish to report on.
Add an explanation and select Send Email.
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