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Open the appropriate App store based on YOUR device and search for AllCare EVV and install or download.
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The main landing screen of the
application will display your
timesheets for the current week.

Enter the app. Enter the credentials provided to
This is the first screen you will see you from our agency.

All Timesheets

X November 2022
Sort Type Weekly Pending
Q_ Search Client Q

Enter Username your-email@email.com

Enter Password

Enter Password

Enter Agency Code

Select Role v Employee v
Data Not Available

Login
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Click on the My Clients Tab The client(s) that you work with will Locate the client you wish to work
appear here with and click on the Green Plus sign.

All Timesheets My Clients My Clients
X November 2022 Note: Please don't forget to sync server data everyday Note: Please don't forget to sync server data everyday
Sort Type Weekly Pending Q_ Search Client Q Q Search Client Q
Q_ Search Client Q
MONSTER, COOKIE S — MONSTER, COOKIE (H)

% (651) 558-7820

123 SESAME STREET
SAINT PAUL,MN,55106,

% (651) 558-7820
123 SESAME STREET
SAINT PAUL ,MN, 55106,

Electronic Forms Notes Electronic Forms

MIKE, BEAR

% (123) 456-7890

1234 ALL ABOUT BEAR
MINNEAPOLIS,MN,55418,

Electronic Forms Notes
Data Not Available
00 = 00 =
0 2 0 22 )
All Timesheets My Clients My Clients
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If multiple services are available, choose nce you have selected the service Once you are ready to start your shift,

, _ , you will be taken to this screen. you will swipe right. (notice the green
the appropriate service you will be . . -
_ _ Notice the line that states "Swipe clock on the screen)
working on at that time. . .
right to start

Service Information Service Information
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After you swipe right, you will receive this Once you have selected yes. You will Once you are ready to end your shift.

pop-up notification on your screen. If you be taken to this screen. You have You will open the app and see this
are certain that you are ready to start started your shift, you may safely screen. Swipe left to end your shift.
working, select yes. close out the app and put your (Notice the red clock)

phone away.
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You will once again receive a pop-up
notification asking you if you are certain
that you want to end your shift. Select Yes

Service Information
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After selecting yes, you will be taken
to your timesheet. This is your time
sheet where you will fill out the
activities and sign.

Timesheet

MONSTER, COOKIE 11/30/2022
% (651) 558-7820

123 SESAME STREET
SAINT PAUL,MN,55106,

Service

PCA Services 1.1

Activities (click here to select)

Notes
Start Time End Time Click on activities, here you
4:19 PM will select the activities that
Total Hours you worked on during your
RP Sign shift.
Client Sign Employee Sign
Tap Here To Sign Tap Here To Sign

Enter Activities and Signatures to create timesheet

Select all of the activities that you

worked on during your shift. Scroll

down to see more activities. Once

you have selected your activities,
click on 'save activities'

Timesheet

MONSTER, COOKIE 11/30/2022
& (651) 558-7820

123 SESAME STREET
SAINT PAUL,MN,551086,

Service
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Not
OTHER (INDICATE IN NO...
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4 TRANSFERS
Tot TOILETING
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Cli POSITIONING
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Tap Hi 2 Sign
Cance
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Enter Activities and Signatures to create timesheet
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After saving, you will see a green check
mark. This means you have successfully
saved your activities,

Timesheet

MONSTER, COOKIE 11/30/2022
% (651) 558-7820

123 SESAME STREET
SAINT PAUL,MN,55108,

Service

PCA Services 1.1
N

End Time

Activities (click here to select)

Notes

Start Time

419 PM 4:20 PM

0 hr 0 Min

Total Hours

RP Sign
Client Sign

Employee Sign

Tap Here To Sign Tap Here To Sign

Enter Activities and Signatures to create timesheet

Once you have completed your
activities, it is time to sign your time
sheet. Let's focus on the employee

signature box.

Timesheet

MONSTER, COOKIE 11/30/2022
% (651) 558-7820

123 SESAME STREET
SAINT PAUL,MN,55108,

Service

PCA Services 1.1

Activities (click here to select)

Notes
Start Time End Time
419 PM 4:20 PM
Total Hours 0 hr 0 Min
RP Sign
Client Sign Employee Sign ‘
Tap Here To Sign Tap Here To Sign

Enter Activities and Signatures to create timesheet

After you click on your signature box,
you Will receive an acknowledgment
pop-up. Read and press agree.

Timesheet

MONSTER, COOKIE 11/30/2022
& (651) 558-7820

123 SESAME STREET
SAINT PAUL,MN,55108,

Service

PCA Services 1.1
Activities (click here to select)
Notes
S Acknowledgement

| certify and swear under penalty of law
~ that | have accurately reported on this |
Tc time sheet the hours | actually worked, p
the services | provided, and the dates
RP Si and times worked. | understand that
misreporting my hours is fraud for
which | could face criminal prosecution
and civil proceedings.

ign

Cancel

Enter Activities and Signatures to create timesheet
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Provide your signature within the box.
Remember: Your signature must
match your signature that you
provided when you signed your PCA
Enrollment Form (DHS-4469)

Once you select agree, you will see
this blank signature box

Signature Signature

\_.fodf
g_i,fj'[\a‘\’\l[p

Sign your name using your finger. Sign your name using your finger.

Clear Signature Clear Signature
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After you submit your signature, you
will be brought back to your time
sheet. Now the client or RP may sign
the time sheet.

Timesheet

MONSTER, COOKIE 11/30/2022
% (651) 558-7820

123 SESAME STREET
SAINT PAUL,MN,55106,

Service

PCA Services 1.1

Activities (click here to select)

Notes

Start Time End Time

4:19 PM 4:20 PM

Total Hours 0 hr 0 Min

RP Sign
Client Sign Employee Sign

Hudf
Tap Here To Sign ggf\oﬂ‘\ﬂp

Enter Activities and Signatures to create timesheet




The client can go ahead and tap the
box and sign. If the Responsible Party
(RP) is in charge of signing they will
have to tap on the RP Sign Button.

This lets us know that the RP signed

Timesheet

MONSTER, COOKIE 11/30/2022
% (651) 558-7820

123 SESAME STREET
SAINT PAUL,MN,55106,

PCA Services 1.1

Activities (click here to select)

Notes
Start Time End Time
4:20 PM
0 hr 0 Min

Client Sign Employee Sign

\judf
Signarturp

Tap Here To Sign

Enter Activities and Signatures to create timesheet
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This is what your timesheet should
look like when the RESPONSIBLE
PARTY SIGNS
NOTICE THE BLUE CHECKMARK

Timesheet

MONSTER, COOKIE 01/09/2023
& (651) 558-7820

123 SESAME STREET
SAINT PAUL,MN,55108,

PCA Services 1.1
Activities (click here to select)
Notes
Start Time End Time
10:28 AM 10:28 AM

ALz 0 hr 0 Min

RP Sign
Client Sign

KP gﬂﬁ;l[}\l{{,
Si9n S anoturg

Employee Sign

This is what your timesheet should
look like when the CLIENT SIGNS
NOTICE THAT NOTHING IS
SELECTED.

Timesheet

MONSTER, COOKIE 01/09/2023
& (651) 558-7820

123 SESAME STREET
SAINT PAUL,MN,55108,

PCA Services 1.1
Activities (click here to select)
Notes
Start Time End Time
10:29 AM 10:29 AM
0 StHS 0 hr 0 Min
RP Sign
Client Sign Employee Sign
Clignt Lamploy o2
S . SignatuC




The client or RP willl click on the signature
box and be met with a pop-up
acknowledgement box.

Timesheet

MONSTER, COOKIE 11/30/2022
& (651) 558-7820

123 SESAME STREET
SAINT PAUL,MN,551086,

Service

PCA Services 1.1

Activities (click here to select)

Acknowledgement

Review the completed time sheet for
accuracy before signing. It is a crime to
provide false information on PCA

Tc billings for Medical Assistance n
payment. By signing below, you swear
RP Si and verify the time and services

entered above are accurate and that v

C ; ign
the services were performed by the
PCA listed below as specified in the

PCA Care Plan

Enter Activities and Signatures to create timesheet

22 0
=
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After accepting the acknowledgment
a blank signature box will appear and
the client or RP may sign. Their
signature must back what is on the
PCA RP form (DHS-5856) and the
careplan.

Sign your name using your finger.

Clear Signature

In order to successfully submit a
Timesheet,

Activities need to be selected
signed by Caregiver and client
This is the screen you will see once
you have submitted your Timesheet

X November 2022

Daily Pending

Q_ Search Client Q

Data Not Available

2 0

All Timesheets




TIMESHEETS NEED TO BE
SIGNED DAILY.




This Timesheet is still pending because it

To view your pending Timesheets Select the correct week and then you L . .

. . . . . is missing the Client/RP Signature. Have
(timesheets not yet submitted) you will see all the timesheets that are still the Client/RP sian and then submit the
will select go to the bottom tab (All pending for that week J

Timesheet

Timesheets) and then select the
correct month.

Timesheet

All Timesheets

X November 2022 @ X  November 2022 Eogg;]rlzgéggg(m 11/30/2022

Sort Type Weekly Pending Sort Type Weekly Pending SRS EETREET
SAINT PAUL,MN,55108,

PCA Services 1.1

MONSTER, COOKIE MONSTER, COOKIE

% (651) 558-7820
Week-1 7/ @ @

Activities (click here to select)
% (651) 558-7820

Week-1 P 4 Notes

PCA Services 1.1
4:23 PM

Start Time End Time

4:23 PM 4:23 PM

0 hr 0 Min

Total Hours

RP Sign
Client Sign Employee Sign

N su
S\ghaturp

Tap Here To Sign

Enter Activities and Signatures to create timesheet
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=y =y
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After the client/Rp signs the timesheet you will be taken back
to your 'All Timesheet's page). Notice the green tab stating
that your Timesheet was completed successfully

X November 2022

Sort Type Daily Pending
Q_ Search Client Q

Data Not Available




HOW DO | KNOW IF | HAVE
SUBMITTED MY
TIMESHEET?




In order to check if you have

. . You will then make sure that you select the The app will now show you all of the
succe;sfully submitted a Tlmesheet. correct month. Then select 'Sort Type" Timesheets for that Month that has been
You will go back to your initial screen A pop-up will appear. Select ‘Completed completed. It is organized based on the
and select the tab at the bottom "All

individual that you work with.

Timesheets'

1:39

4 Search

1:39

4 Search

— All Timesheets

— All Timesheets

X November 2022 X November 2022 X November 2022
Sort Type Daily Pending Sort Type Weekly Pending ~ Sort Type Completed
Q Search Client Q Q_ Search Client Q Q_ Search Client Q

MONSTER, COOKIE @

% (651) 558-7820
Sort Type
Completed v
Daily Pending
Weekly Pending
Cancel OK

Data Not Available Data Not Available
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All Timesheets My Clients All Timesheets
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Select your person served. Once you
select you person served you will see all This is what a successfully completed
of the dates you worked. These are all of Timesheet should look like.
the completed Timesheet.

1:39

< Search

— All Timesheets Timesheet

MONSTER, COOKIE
MONSTER, COOKIE @ % (651) 558-7820

11/30/2022

% (651) 558-7820 123 SESAME STREET
SAINT PAUL,MN,55108,

4:13 PM 4:15 PM

PCA Services 1.1

PCA Services 1.1

4:18 PM 419 PM Activities (click here to select)
PCA Services 1.1 Notes
3:49 PM 3:49 PM - =
Start Time End Time
PCA Services 1.1 4:19 PM 4:20 PM
3:54 PM 3:54 PM Total Hours 0 hr 0 Min
PCA Services 1.1 RPSign
2:15 PM 2:16 PM Client Sign
| <+ Jdf
PCA Services 1.1 C\l P n Or E[U
2:23 PM 2:24 PM

PCA Services 1.1
2:29 PM 4:18 PM

PCA Services 1.1
419 PM 4:20 PM

PCA Services 1.1
4:23 PM 4:23 PM

00
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All Timesheets




MAKE SURE YOU ARE
CHECKING YOUR
TIMESHEETS DAILY.

NOTICE: ALL TIMESHEETS MUST BE RECEIVED BY 5:00 PM on the MONDAY

following the previous payday.




