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Using the Nursing To Do List 

View/Sign To Do List 
From the Nurse Access screen, click the To Do List button to open additional choices for each 
shift or an option for all shifts.  Select your shift and click Load.  Select name(s) and click OK. 
 
To document on a task item, click in the cell on the right under today’s date.  A Write screen 
will load allowing the user to document the assessment/note/etc. 
 

Nursing To Do List 

 
 
 

Write screen example 

 
Document a note by working from left to right and clicking on question words and canned 
phrases.  Add additional free type if prompted or where necessary.  When finished 
documenting on this screen, click Sign. This will save the entry and load the next Write screen 
or take the user back to the To Do List. 
 
When finished charting on the To Do List, click Save to save initials and Exit to return to the 
Nurse Access screen.  When the To Do List closes, an Exception Report will display showing 
items on the To Do List that were left blank. The user may choose Return to open the To Do 
List again or Exit to go back to the Nurse Access screen.   
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Add items onto the To Do List 
1. To initiate an item onto the Nursing To Do List, click the Edit To Do List button, select 

name(s), and click OK.   

2. A Write screen will appear. Entries appearing at the bottom of the screen show what is 

already active in the To Do List for this resident.  

3. Working from left to right, select items to add to the nursing to do list. Select a start 

date, and an end date if desired.  Select a shift, if prompted to do so.  Click Sign once 

finished entering all items to be added to the list.   

a. As you select each item that needs to be assigned, make sure that you are 

selecting all required pieces within the column.  If not, you will receive an error 

message upon saving the entry.  The error message will state “Errors found, 

please click/select the underlined information to review.”  Click OK onto the 

message.  Click onto the word(s) that is underlined to see which required words 

are missing from the entry (typically, it is a shift word).  Once you have 

determined the missing word(s), select it from the screen and click onto Sign 

again.   
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Remove items from the To Do List 
1. To remove an item from the Nursing To Do List, click the Edit To Do List button, select 

name(s), and click OK.   

2. A Write screen will appear.  

3. Click Full on the bottom portion of the screen to view all current active entries.   

4. Click onto an active entry or several entries that need to be removed to turn them red. 

5. Click onto Edit and select Discontinue or Discontinue All.   

6. This will turn the highlighted entry or entries gray indicating that they will no longer 

appear on the To Do List.   


