
 

 

 

 

 

 

 

 

 

 

 
 

 

 
The following steps are to be completed by the RN/RM to clear overdue tasks accumulated 
during the Downtime period: 

 
 

1. Go to the Table of Contents, select Activities and 
Interventions. 
 

2. The Scheduled Patient Care tasks will appear. 

 
 
 
 
 

3. Select the overdue tasks during the downtime dates. 

 

4. Highlight the tasks that have not been completed and navigate to Blue Circle next to 
Green Tick. 

5. The Reason Not Done screen will appear. 

 
6. Select Other with the following 

comment: “Downtime”. 

 

 
7. Select the Green tick to save. 

 
 
 
 
 

 

8. Continue to select the Green tick until all have been updated. 

9. Refresh the screen when complete. 

 
 

The completed task will disappear from the Scheduled Patient Care Task list. 

 

 
 

 

This Quick Reference Guide will explain how to:  

Remove activities and interventions post Downtime for Nurses and Midwives. 
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