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Module Description 
Visit Editing 
Function—
Ability to 
edit visits.   
 
User Role: 
Requester 
and Monitor 

1.  Requesters and Monitors have the ability to edit visits.   
 
Coordinators will need to approve all changes made to any visits by the Requesters.  Coordinators will only 
need to approve changes made to following visits by Monitors.  If a Monitor edits just one visit, Coordinator 
approval is not required. 
 
2.  In the visit, select “Edit Visit.” 
 

 
 
3.  Selecting “This visit only,” will edit only the visit you selected.  Coordinator approval is needed by 
Requesters, but not Monitors. 
 

 
 
4.  Selecting “Edit the following visits,” will edit all future visits.  Coordinator approval is needed by 
Requesters and Monitors.   

Name Name 



 
 
5. The scheduling window will open where you can edit the day, time, assignment end date, monitor, 
location, pick-up and drop-off addresses.  When editing the Monitor and requesting another HSA, the drop-
down menu must be used to assign the HSA. 
 
 

 
 

 
 
 



 
 
6. When editing the visit location, enter the new address in the custom location address field.  Please ensure 
that you select the address from the list that will be displayed using Google maps.  
 

 
 
7. Under transportation you can edit pick-up and drop-off locations by entering the new address under 
custom location.  Please ensure that you select the address from the list that will be displayed using Google 
maps.  
 
 
 
 



 

  
 
  
8.  Same Transportation” means the same person will be pick-up and dropping-off the child.  “Separate 
Transportation” means one person will be picking-up and another will be dropping-off. 
 
9.  By selecting the drop-down arrow under Transportation, you can select the Monitor, caregiver, or “Add 
New” if it is a third-party transporting.  You will then enter the third party’s information.   
 
 

   
 
10.  Once you have made all the changes, select “Submit for Approval,” and select “Next” and “Send” on the 
following pages. 
 

 
 



  
 

 
 
11.  You will see your pending edit requests in the new “Pending Visit Edits” tab. 
 



 
 
12. You will be included in the email notification that is sent to your office Coordinator alerting them of the 
edit request. 
 
13. You will receive an email notification once the edit has been approved or denied.  
 

Visit 
Editing— 
Coordinators 
will be 
required to 
approve any 
changes 
requested 
by 
Requesters 
and changes 
for following 
visits made 
by Monitors. 
 
User Role:  
Coordinator 

1. Under the new Pending Visit Edits tab, you will see the list of editing requests submitted.  When you select 
one, it will show you the changes requested in blue, if a section has no changes, it will remain pink. 
 
 

 
 
 
 



 
 
2.  At the bottom of the page you will find the “Deny” and “Approve” buttons. 
 
 

 
 
3. The staff who submitted the edit will receive an email notification informing them of the approval or 
denial.   
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