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TRANSITION TO: Care 4 Seniors



Type “careohio” on 
portal 

Then type your 
“firstandlastname”
for username.

After press the top 
right corner to go 
to the next page



Put your Password in and 
click the top right arrow.

Firstname#last4ofSSI@cs

** Call the office if this 
doesn’t work



1.Click “allow 
while using 
app”

** GPS is required 
for you to clock in 
and out 



1. Click on the three 
lines on the top left 
corner to go to 
menu 

2. Go to punchcard
to clock in out of 
your shift



1. Click on the shift 
that says 
“Tap to Clock in” –
to clock in



1.Click on 
green 
button 

“Clock in” 

to clock in



You are officially clocked in 

Go on about your day 

10 minutes before shift is 
over come back to this page 
of the app

Begin Clock Out Process



1. Adding Tasks:

2. Click on Task bar

3. Click Add 
Unassigned Task

4. Add the completed 
tasks for the day.

5. Save Tasks



1. Click On the Task



•After Clicking on the Task
•The highlighted box will 
appear.
1. Choose the support 
level for the task.

T= Total
A= Assist
S= Stand by
I = Independent
R= Refuse

•Then leave a note under 
that task. 





1. Sign under the 
caregiver 
signature.

2. Save signature.

** Your signature 
will always be 
there after the 
first time unless 
you delete it by 
hitting the minus 
sign on the top 
right corner.



Client must sign this 
portion before 
clocking out.

1. Check off the box 
on top (sometimes 
2 boxes)

2. Have the client 
sign the box

3. Save signature

This signature has to 
be the same as 
signatures that are on 
file for that Client.

The client can sign by 
voice too if they are 
unable to sign via 
hand.





•The Caregiver have the 
option to rate clients and 
leave a comment.

•This is only visible to CS 
Management.

1. Choose one of the 
FACES 

2. Leave a comment 
(optional)

3. Click Save and Clock 
Out


