How to Sort Daily Tasks

by Resident Instead of Time:

Daily Tasks can be sorted by either "Time' or 'Resident'. Sorting by 'Resident’ can make it
easier to view all tasks for one individual at a glance. Follow the steps below to switch from
sorting by 'Time' to 'Resident’.

Step 1: Open Daily Tasks

From the main menu, click on the 'Daily Tasks' button to open the Daily Tasks screen.
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Step 2: Current View (Sorted by Time)
By default, the Daily Tasks screen is usually sorted by "Time'. This view shows tasks in order
of when they are scheduled to be completed.

| Daily Tasks

Shift Sort By Care Status Care Type m
First shift (6:00 AM - 1:50 PM) v | | Time v | (AllTypes v

Live Daily Tasks Is Active —////’Z”,Zf ed |

Resident | Task I Time

DIETARY FIRST 6:00 A
H Community Instructions: Write dady menu on white baard. Make sure any changes for the day are reflected on the board.

3 HOUR SAFETY CHECKS Gio0 A
Sponge Bob hmﬂemwmdnmrsdmmlmmtwmmcumanmm and that
she s safe. Resident may not use pendant to call for assistance so we are to perform safety checks.

Spider Man DRESSING-NEEDS STRUCTURING OR MODERATE ASSISTANCE S A - 6:00 AM
Instructions: Daily assistance with what to wear or queuing, needs occasional help with lowers. Staff will help get

Charlie's dothes out for the day and stand by while he is dressing both in the morning and at bedtime. Staff will help
with dressing as nesded.

HEARING CARE -SOME ASSISTANCE :00 AM

rmm:nwl&bemwwm . staff will hand them to him and help with care for the hearing aids

25 needed.
None

HYGIENE AND GROOMING - MINOR ASSISTANCE £:00 AM
Instructions: Staff will remind resident of the need to shave, comb hait, dip nails, brush teeth etc as needed. Charlie
can perform his hygiene and grooming independently. Staff will make sure he has what he needs within reach and

Elsa DRESSING - FULLY DEPENDENT 630 A
Instructions: Staff will choose dothes and dress resident upon wake up and at bedtime

Sponge Bob CONTINENCE - SUBSTANTIAL ASSISTANCE REQUIRED (TOILETING

Instructions: Staff will remind and assist resident to the restroom at specified times on a schedule. Staff will assist
with cleaning as needed. Carol can take herself to the restroom most times but staff will go help when her alarm goes
off. She requires help most of the time with cleaning and changing her brief or pad. Staff will go in and offer her to
use the restroom on a schedule to try to prevent falls.

Elsa BATHING - TOTAL ASSISTANCE 700 A
sstance needed with son, heloing indidual

Instructions: Staff will provide full assi with sh
|in and out of the tub, washing and drying of the body.

Step 3: Change Sort Option
At the top of the Daily Tasks screen, find the drop-down menu labeled 'Sort By'. Click the
drop-down and change the option from "Time' to 'Resident’'.



Daily Tasks

Sort By Care Status

Date Shift
08/25/2025 First shift (6:00 AM - 1:59 PM)  + | Resident v | -All Statuses- -

|

| Task I Time | ChatHere | motes |

6:00 AM anl |

Write dady menu on white board. Make sure any changes for the day are reflected on the board. 10:43 AM =T/:

00 AN |

wMMmelmzmmlmMmﬂhwmm r =T/I

she is safe. MH mlsd[wmnmnbmﬂ |

DRESSING-NEEDS STRUCTURING OR MODERATE ASSISTANCE 6:00 AM |

Instructions: Dady assstance with what to wear o queuing, needs occasional help with lowers. Staff will help get -'T/I
Charlie’s chothes out for the day and stand by while he is dressing both in the morming and at bedbme. Staff wall help

with dressing as needed. |

B 5:00 AM I

Instructions: Charke can put his hearing sids in, staff willl hand them to him and help with care for the hearing sids -'T/I

as needed. |

|

mem_mw 6:00 AM |

Tnstructions: Staff will remind resident of the need to shave, comb hair, dip nails, brush teeth etc &5 needed. Charie _-VI

mmhwmmm thy. Staff will make sure he has what he needs within reach and |

DRESSING - FULLY DEPENDENT 630 AM |

Instructions: Staff will choose dothes and dress resident upon wake up and at bedume E’/:

CONTINENCE - SUBSTANTIAL ASSISTANCE REQUIRED (TOILETING !

7:00 AM |

Instructions: Staff will remind and assist resident to the restroom st specfied bmes on a schedule. St will assist |

with cleaning as needed. Carcl can take herself to the restroom mast times but staff will go help when her alarm goes |

dﬂu(mlﬁmdﬂummdemndmwmimdupd Staff willl go in and offer her to |

use the restroom on a schedule to try to prevent falls, |

[ 7:00 AR '

seeded with helping indoidusl wasan | A |

ey Elsa |

7 |

|

| 7:00 AM |

Step 4: View Sorted by Resident
Now the tasks will display grouped by each resident, making it easier to view all care tasks
for one individual.

HEARING CARE - ASSISTANCE e
Instructions: Assist resident with wse of hearing devices as well as manitoring of progress/decline in hearing abiy. Staff will put 7:80 AN . 07:56 AM &,
hearing aids on charger every night and help her put them in her ears every moming and they are tumed on. To tumn on, the on - -
button needs to be held down for several seconds. Charger is in the chart room.

wpan wake up and ot bedtime. Bernice is independent with Wake Up
mm:mmmmhmm
CONTINENCE - SUBSTANTIAL ASSISTANCE REQUIRED (TOILETING SCHEDULE) ' ANV
Instructions: Staff will remind and assist resident bo the restroom at specified times on a schedule. Staff will assist with deaning as %00 AN 10:10 AM

needed.

o
| e |

BOWEL MOVEMENT MONITORING
Instructions: Staff will document whether or not had a bowel movement each shift. Staff will inform nurse if no bowel movement in 1:00 PH
72 howrs.

CONTINENCE - SUBSTANTIAL ASSISTANCE REQUIRED (TOILETING SCHEDULE) .
W:Mwﬂrmdmdasmﬁdnmhm&mc&dmumammbsullnilmist-iﬂ-delmas 100 Pt

Sponge Bob

P DRESSING - MODERATE ASSISTANCE Kebr -

TrrE Instructions: Staff will assict resident with dressing upon wake up and at badtime. Staff will help Tvan get dressed in the moming Wake up 09:18 AM -'/
1 and at badtime. Ivan would wear the same clothes daily, he will hang clothes over his chair, ete. Staff will grab those dothes and — .

I e make sure they are put in the laundry. Staff will make sure Ivan is dressed in dean dothes daiy.

LN

HYGIENE AND GROOMING - REQUIRES LIMITED PHYSICAL ASSISTANCE
msﬂummnmmwmmmwﬁumﬂmmuwdmwh Wake Up
the moming and at bedtime. Ivan can help with other hygiene routines with cueing and set up.

Staff will d whether or not had a bowel movement each shift. Staff vill inform nurze if no bowel movement in 1:00 PM

m— 08/25/25




	How to Sort Daily Tasks  
	by Resident Instead of Time: 
	Step 1: Open Daily Tasks 
	 
	 
	 
	 
	Step 2: Current View (Sorted by Time) 
	Step 3: Change Sort Option 
	Step 4: View Sorted by Resident 


