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How to Complete Documentation for the “Daily Log”

Step 1: Once you are informed that a daily log has been scheduled and kept go into the Member’s
Schedule.

Client Search Results

Test, QS (2416) 6/26/1390
Test, SC (14177) 11/2011989

Step 2: Look for the TOP Documentation (TOPDOC) for the day and SELECT “NO-ADD”

| Schedule| 11:00 AM 11:01 AM Stiles SEMI TOP D (TOPDOC) | Kept | | Next |
Group Members
Group: Stiles SEMI (11:00 AM - 11:01 AM) - 1 Members, 1 Kept, 0 DNS, 0 CBC, 0 CET, 0 Error
(Click to hide group members)
. 1mooAM 1t01AM Test, QS (2416) 6/26/1990 | TOP Documentation (TOPDOC)  Kept No - Add

Step 3: BY THE END OF THE SHIFT EVERYONE NEEDS TO GO IN AND COMPLETE DOCUMENTATION.
Complete required fields

Session Information
Test, QSI (2416) 6/26/1880

2/32017 11:00 AM - 11:01 AM
TOP (TOP)
Edit Session Information

TOP Documentation (TOPDOC)
Stiles SEMI

12 - Home

TOP DAILY LOG

017

[ffee ®amOpm
oo Cam@pm

lue CAU Shirt, Blue Jeans, CAU CAP, As well as her glasses.

Max: 1000 characters.
[[] At Work/School/ Day Program L ["] Sleeping in Bed

[[] Awake in Bedroom [[]On Vacation/ Home Visit [[]Sleeping on Sofa



How to Complete Documentation for the “Daily Log” (Cont.

General Physical & Emotional Behavior Please check all that apply

[ Angry Happy [ Restiess
[J Anxious [ Negative [ sad

[ Excited [ Positive [ stressed

] Frustrated [[] Relaxed [[]uUnengaging

est was excited about going food shopping. |

v
Max: 4000 characters.
[[] To attend medical appointments [[] Te prepare meals [ To take medications
[[] Te attend schoal, work, or day [[1Te shower
program
[]Physical [ Property destruction [ verbal
[ Biting oneself [[] Head banging [[] Suicidal ideations
[ Cutting []Picking scabs
[[] Bullying/teasing of athers [[] Engaging in risky sexual [] Inapprop hugging or touching of
others

Step 4: Click “Submit”




How to Complete Documentation for the “Daily Log” (Cont.

Step 5: TYPE your Electronic Signature and type in “NEXT STAFF TO SIGN” by selecting correct Staff/
Supervisor from Drop down Menu”

Electronic Signatures

TOP DAILY LOG
» Signatures

Signature History

Mo records found

Step 6: Click “Submit”
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