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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. 

 

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

 

 

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

 

 

 

 

 

2 



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

 

 

 
 
 
 
 
 
 
 
Step 4: Click “Submit” 
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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” 
 

 
 
 
 
 
 
 
 
 
 

Step 6: Click “Submit” 
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