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Caregiver Time Entry 

1. Download the Accra Mobile app. 

                       

 

2. Log into Accra Mobile. Log in using the creden<als you use for the Accra Access portal.  
 

        
 

 
 
Live Time Entry (“Clocking In” and “Clocking Out”) 

1. Upon logging in, you will be brought to the landing page. To start a shiB, select “Start ShiB.”

 

        



V1.01 
 

 

2. Select the client you will be providing care for. Then select “Next.”  *If you work for just one 
client your app will skip this step 

               

 

 

3. Select the type of care you will be providing. Then select “Next.” *If you only work one service 
type for your client, your app will skip this step 
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4. If geo loca<on detects you are outside of the 500B radius from the client’s residence, a pop-up 
screen will show up asking if services are being provided in the Home or the Community. If you 
are star<ng the shiB within 500 feet of the clients home, you will select “Home.” If you are more 
than 500 feet from the client’s home, you will select “Community.”  

**Loca=on services must be enabled on your device before you will be able to clock in/out for 
your shiD 

  

 
5. To clock in for your shfit, select “Clock In.” 
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6. You will then be brought back to the landing page and will see your live shiB displayed. Once you 
are ready to clock out, select “ShiB Details.” 

                       

 

7. To clock out of your shiB, select “Clock Out”. 
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8. To confirm that you would like to clock out, select “Yes.” 
 

        
9. To submit your shiB, select “Submit Now.” 
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10. When submi]ng a shiB, if the loca<on detected exceeds 500 feet from the client’s residence, 

you will be prompted to confirm where services were provided. 
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11. Check the box to electronically sign and submit your shiB. Select “Send for RP Approval.” 

                       

 

12. You will be brought back to the landing page and your shiB has been sent to the RP for approval. 
 

          
 
 
 
 
 

 



V1.01 
 

 

Manual Time Entry 

 
13. From the Naviga<on Menu, open ShiB History  

  
 
 
 
 
 

14. Select the ‘+’ at the top right tool bar  
 

  
 

15. Enter the date, then the <me in and the <me out of the shiB; then, click Next  
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16. If you work with more than one client, select the client you worked with during your shiB  

 

  
 
 

17. If you work more than one service type, select the service; otherwise, skip this step  
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18. If you are a non-live in caregiver, give a reason for entering a manual shiB  

  
 

19. Select ‘Submit Now’ to sign and approve the shiB, or ‘Delete’ to delete the shiB  
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ShiD Approval via RP PIN 
 

1. If the RP has set up a PIN, you will be given the op<on for them to approve the shiB via Accra 
Mobile. If the RP will be approving the shiB with their PIN, select "Yes.” 
**Please note, there must be a live shiD in the portal for an RP to be able to use their PIN. 
The PIN cannot be used to approve manually entered shiDs.   
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2. Select the RP that will be approving your shiB. Then select “Next.” 

                       

 
3. ABer the RP enters their PIN, select “Next.” 
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4. Check the box to electronically sign and submit your shiB. Select “Next.” 

                       

5. You will be brought back to the landing page. 
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