
 

 Your Company Website is: https://accelportal.com/LifeDesignsAccelTrax/SegmentAdd.aspx 

When entering in the AccelTraxTM website you will be 
greeted with the login screen. This is where you 
enter your Employee Number and the Last Four of 
SSN then click Login to report your work.  
 
Match the steps below with the circled numbers on 
the screen shots.  
 

 
 

  

1. Select the Worked on Date. (If you have any overnight shift the program will automatically account for the two 
dates. Simply select the date your shift begins on). (The system will automatically default to the current date.)  
2. Enter in the Work Start Time and Work End Time. (Remember the Shift Time is the entire length of your shift.)  
3. Click Add Work. 

 
 

 
4. From the drop down select your 
consumer. (If you worked with a 
Group Home your consumer is the 
Group Home. If you are reporting 
Admin time your click is the Admin 
name.) Or search by consumer 
number and click Find. 
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 5. If you worked with the 
consumer the entire shift, 
and only one task code, 
check the box, Consumer 
Present Entire Shift. If they 
were only there for part of 
the time, or you are 
reporting more than one 
task, use the drop down and 
select the Start and End 
time for the Segment.  

 

 
 

6. Use the drop down to select the Task for that Customer 
and time frame. The task is the number associated with 
what service you provided to the consumer. If you do not 
know what service you are providing please contact your 
supervisor. 

 
 

7. NEW: All progress notes are 
now entered in Accel. You 
MUST complete a detailed 
progress note in order to 
record your time. For those 
that are at a location that does 
not provide a kiosk for entering 
customer information, 15 
minutes will be billable once 
daily for entering your 
progress notes. All employees 
that have access to a kiosk 
must complete their progress 
note and time reporting before 
leaving the location at the end 
of their shift. Click in the text 
box and add DETAILED 
Progress Notes about that 
segment. (This is not the same as 

mileage notes.)  

8. Click Next.  
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9. You will be asked if you would like to add another segment for the selected consumer. If there are multiple task 

codes worked during a shift, separate segments will need to be created. (for example, RHS 1000 and CHIO 3000) If 

so simply click Yes and repeat steps 5-8. If not click No. 

 

10. If you click no, you will be taken back to the main screen.  

Editing Your Shifts:  
You now have the capability to edit your shift ONLY BEFORE YOU HAVE PRESSED THE “ACCEPT &SAVE 
WORK” BUTTON. Once you have selected “Accept & Save Work” the shift will be highlighted in yellow and 
you can no longer make any changes. You may receive messages from your supervisor asking you to make 
corrections such as adding information to your progress note before the shift will be approved. Make sure 
you are checking your messages frequently! Only approved shifts will be paid at the end of the pay period. 

 

 
11. From here you can add another Customer to your shift by clicking Add Work and repeating steps 4-9. 
12. Once you have all the shift information completed click Accept & Save Work. This will take you to the mileage screen
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13. Enter mileage information if you get reimbursed for transporting a consumer in your personal vehicle. If you are not 

entering miles click Continue Accept & Save.  

 

14. Once you have all the miles completed, if any, click Continue Accept & Save. This will take you back to the Report 

Work Screen. 

 

15. Make sure the Message appears that validate that you entry was successfully reported.  
16. You will notice that the summary line is highlighted in yellow; this is also a very good indicator that your work was 

successfully submitted to your supervisor. You cannot make changes after a shift has been accepted and Highlighted. 

At this point a corrected shift form must be submitted to your supervisor to make any changes to the saved shift. 
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New Features!!!  
Schecule:  
Now your entire schedule will show up under the “Schedule” Tab. You will be able to see what days, hours and 
customers you will be working with!  

 

 



Compliance Tab 
Located under employee Information the 
compliance tab takes to you to a page that 
shows any compliance issues and when they 
are about to expire. For example, my driver’s 
license expires in 2019. I am responsible to 
ensure HR has a new copy of my driver’s 
license before that expiration date. If I allow 
my driver’s license to expire I will not be able 
to enter my time in Accel until I have 
submitted a renewed driver’s license to HR. 

 

 
 

The “Work Summary” tab 
allows you to see the 
hours you have reported 
and the hours that have 
been approved in any pay 
period. 
 

 
 

 


