
How to Update a Visit

Click on the New Visit tab. Change 
the date to reflect the visit date 
you want to update a visit on. Next 
select the outreach that your client 
is located in. (For this help doc, our 
outreach is Daily Pantry Outreach 
and the client is Otto Graff)

Scroll down to the bottom of the 
page to Guests checked in.

Double click on the client you need 
to update. (do not open the green 
plus sign)

To edit information that is found 
in the guest record, click on Edit 
Guest. Edit the information and 
click Save.
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To edit information that is in 
the Create New Visit field, just 
apply your changes and click 
Update Visit, then click done.

(In this example I added 
Jon Hancock as the pick up 
person.)

Otto Graph’s visit is now 
updated.
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