
 
 

 
Accra Care, Inc. / Accra Home Care, Inc. / Accra Home Health, Inc. / Choices for Children, Inc. / Consumer 
Choice, Inc. / Service Management Group, Inc. 
1011 First Street South  Suite 315  Hopkins, MN 55343  952-935-3515  952-935-7112 fax  www.accracare.org 

Scanning Timesheets with Android Phones 
 
From the Android Smartphone or Tablet, open the Google Play Store. From the search menu, search for “Scanner 
APP”. Examples include and are not limited to Tiny scanner, simple scan, and adobe scan. Find what one works 
best for you. 
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Open the app that you downloaded and follow their instructions for taking the photo in the app itself (do not 
convert from a JPG to PDF). 
Timesheets will need to come as a PDF attachment not a link or as JPG (sends sometimes as an attachment and 
sometimes embedded in the body of the email) 
Once you get to the email send it to Mytime@accracare.org. You will receive two emails sending it by email if you 
only receive the one email call by Wednesday afternoon if you have not received the second email telling you that 
we processed the timesheet for X number of hours. 

 
 
 
 
 
 
 
 
 
 
IMPORTANT REMINDER: 
Once the message has been sent, delete any and all electronic images 
and messages you have just sent to Accra.  These incudes any 
messages in the sent folder of your email as well as the original photo 
which is stored in the Adobe app.  HIPAA law governs the use of 
protected health information (PHI). Not protecting PHI may result in 
fines or disciplinary action. Thank you! 
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This is how the timesheet should look after you send it through the scanning app and it cannot be any darker than 
this sample or it could be sent back to you till we receive a light enough copy. 

 


