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Introduction  
Until we do not need paper schedules, time sheets or visit logs.  By March 12th, there will no 
longer be manual time sheets or Visit logs accepted. In order for us to be successful and 
monitor, project and ensure all services are billed and employees paid correctly we must use 
Vision as our tool and guide.  Please follow the instructions below within Vision: 
 

 
Daily Schedules, Visit logs and time sheets 
 

1. All visit schedules and staff coordinator time must be entered into Vision.  Please 
remember, you can set up recurring schedules and not need to re-enter into Vision 
every day or week.  This is one of the efficiencies of Vision. 
 

2. Daily or weekly you will print Visit report for each employee to have their schedule and 
to document their time. 
 

a. To print Visit report you click on Schedule tab<reports<reports<Visit Report 
 

 
 
As shown below: 
 

• Enter date range for schedules to be printed 
 

• Click visit status box 
 

• Check box to the left of Page Break by resident/personnel 
 

• Click the radial button to the left of Personnel 
 

• Click Submit 
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b. Employee can pick up daily or weekly, however your office works 
 

c. Employee is to turn in at the end of each day 
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d. Employee will add any changes or additions to schedule and write training time, 
PTO or administration time on the Visit report 

e. CSM or designee will update Visit editor daily for the previous day, save and 
create batch 
 

f. CSM or designee will make sure any training time, PTO time or administration 
time is entered into Vision into the batch daily and saved (DO NOT CLICK ON 
POST) 
 

g. Send to Pat Fesko daily when completed 
 
 

3. CSM or designee will enter recurring schedule in calendar for Staff coordinator. 
 

a. This is non-billable labor 
 

b. Admin time 
 

• Go to scheduling tab<resource calendar 
 

• Enter staffing coordinators last name  
 

• Click on submit 
 

• On the right side column of the screen, click on add a request 
 

As shown below: 
 

• Enter date to start schedule 
 

• Enter start time 
 

• Click on binoculars 
 

• Choose the service type _LLWC Non Billable Labor 
 

• Apply filters 
 

• Click on select for Administrative time 
 

• Enter duration of hours 
 

• Enter recurring every weekday or whatever the schedule is 
 

• Click on save 
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c. To print resource calendar you click on Schedule tab<reports<reports<resource 
calendar 
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d. At a minimum weekly this time is to be completed in Vision and batched 
 

e. Send to Pat when completed with any changes made, minimum weekly 
 
 

 

 

 

 

 

 


