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MOBILE APP CHEAT SHEET

Your schedule is the default screen when you
log in. Scroll left to see previous days; scroll

right to see future days. 

Change your password and customize your settings

SELF SCHEDULING

Log in using your email and password that was set
up by your  administrator

OPEN APP, LOG IN AND VIEW SCHEDULE
TAP THE APP

1
LOG IN VIEW YOUR SCHEDULE

The first time you log in, enter your company server
name:

manos.alayacare.com

NAVIGATING APP FEATURES3

View your schedule

Not Applicable

Not Applicable 

KEY ICONS2
Menu

Clock In at start of visit

Clock Out at end of visit

Directions to Client Address

Call Client

Menu with a Notification

Notification

See if you have forgotten to clock out of a visit

Log Out of AlayaCare Mobile App

Your Profile 
and name

List of assigned clients

To edit an existing visit, click on the 3 dots in
the top right-hand corner of the visit. 
Click on Edit at the bottom. Change any
needed information and click Save in the top
right. 

4

To add a new visit, navigate to your
schedule and select the Plus sign in the

top right

You will be brought to a New Visit screen.
Enter the details (Client Name, Service (Do
NOT select a Service Code this will
automatically populate)  and select the date
and time.) Hit Save in the top right. 

Uncheck the Use Service Duration Box 
highlighted above

lorie
Highlight



MOBILE APP CHEAT SHEET PT. 2

NAVIGATING VISITS After scheduling a visit click into the visit to see the clock in screen.

When you complete a visit,
always remember to 

Clock Out!

5

Prior to clocking in
Visit Details and 
Care information
can be viewed. To 
start the visit tap
“Clock In”

Visit Details Screen

Clock In
Work shift
At End of shift Click on the “Care”
card
Click Service Tasks to complete
Client Signature

Click “Client Signature”

Select if the client is able to sign. 
If no select the appropriate reason.

If the client is able to sign select yes.
Click on the “Client’s signature”
box
Client signs 
Click Done
Click Submit
Using the < button navigate back 
to visit home screen



6 OFFLINE MODE

To Enter offline mode navigate to
settings, then select Offline Settings.

Check off the box called "Offline
Mode" 

You will be given a prompt to enter
offline mode. After you select "Ok"
your phone will download all data,
will then be able to access visit
information without connection




