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Using the Time4Care app to approve your Personal Assistant’s (PA’s) timesheet is easy and convenient.
This guide will show you how to do this process so you can approve timesheets quickly and easily.

Accessing the Time4Care App

| You can download the Time4Care app from the Apple App Store, or the Google
Play Store.

\Google Play
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Setting Up the Time4Care App

Once you have downloaded the app, tap the app icon to begin your initial set-up.
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Tap “Allow” to ensure you don't miss important alerts. The app may ask you to
select your state. Scroll down and tap New York.
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Enter the email address or phone number you use for PPL@Home. Then tap
Log in.
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your_email@agmail.com

D Remember me

lap to enable contact suggestions.
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If this is your first time setting up the app, it will ask you to enter your phone
number or email again. Then tap Sign in.
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TimedCare 13.0.0
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Sign in

Sign in with vour phone number or
email

‘ your_email@agmail.com
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Next, enter the password you use for PPL@Home

**If you use a mobile number Time4Care will send you a verification code you
can enter in place of a password.

Then, click Continue.
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User Details

your_email@amail.com

Forgot wour passwond?
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The app will ask you to create a 4-digit passcode. This is how you will log in to
the app going forward.

Setup passcode

creale o 4412 L0 passcode
This wil' be the passwoard for your account on this
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Do

Confirm the passcode you created by entering it again.

Confirm password

3 DEF
6 MNO
9 WXYZ
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If asked, turn on location services.

O

Allow Timed4Care 13.0.0 to access
this device’s location?

Precise Approximate

While using the app

Only this tims

Don't allow
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Do

You can take a tour of the app by tapping Take the tour, or head right to your
dashboard by tapping Skip and continue to dashboard.

Welcome to

PPU Time4Care

Far a quick overview, pleasa

Skip and continue to dashboard




Once you finish or skip the tour, you will land on your main dashboard.

Dashboard

No services in progress

Ready for approval View all

Mar 20
3:51 PM - 4:07 PM

Mar 19
3:33 AM - 4:40 AM

Dashboard
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Approving or Rejecting Time Entries

On your dashboard, you will see all time entries from your PAs that are waiting for
your approval. You can either tap the individual entries, or tap View all to see all of
the entries.

Dashboard A\

No services in progress

Ready for approval

3:33 AM - 4:40 AM

Dashboard
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You will be brought to the list view where you can view all entries awaiting your
approval. To select multiple entries, tap the radio buttons to the right of each
entry you would like to approve or reject, or tap Select all to select all entries.

& Time entries

Sep 20, 2024 - Mar 20, 2025
Provider Status Y
All Awaiting
approval
Reset

Total time worked: 1h 22m

Select all

Thu 20 Mar

Mike Sample

3:51PM - 4:07PM
Total: Oh 15m

Wed 19 Mar

Mike Sample

3:33AM - 4:40AM
Total: Th 07m




&

If you select multiple entries, you will be able to approve or reject the batch
directly from the list view.

$ Time entries Q

Sep 20, 2024 - Mar 20, 2025
Provider Status Y

All Awaiting
approval

Reset

Total time worked: 1h 22m

Select all

Thu 20 Mar

Mike Sample

3:51PM - 4:07PM Q
Total: Oh 15m

Wed 19 Mar

Mike Sample
3:33AM - 4:40AM
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If you tap a single entry, you will be brought to a new screen where you can
confirm that the shift entered by your PA is accurate.

Mike Sample

CDPA BASIC - 15 MINUTES

Awaiting Consumer Approval

Start Thu Mar 20 3:51PM

End Thu Mar 20 4:07PM

Total Time 0Oh 15m

C Reject )
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If the entry looks correct, you can tap Approve. You will then see a pop-up
confirming the entry has been approved.
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Mike Sample

CDPA BASIC - 15 MINUTES

' Awaiting Consumer Approval

Thu Mar 20 3:51PM

Thu Mar 20 4:07PM

Time4Care

The entries were approved I5m
successfully

OK
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If the entry looks incorrect for any reason, you can tap Reject. This will bring you
to a new screen where you can select the reason(s) why the entry was rejected.

C Reject >

Reason(s)
for Rejection

Please select one or more
reasons for rejection.

Hours worked are inaccurate
Days worked are inaccurate

Other




After you have tapped on the reason(s) you are rejecting the time entry, tap the
Reject button. You will see a pop-up confirming the entry has been successfully
rejected.

Reason(s)
for Rejection

Please select one or more
reasons for rejection.

+/ Hours worked are inaccurate
+/ Days worked are inaccurate

Other
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Mike Sample

CDPA BASIC - 15 MINUTES

* Awaiting Consumer Approval

Start Wed Mar 19 3:33AM

End Wed Mar 19 4:40AM

Tot: Time4Care

i . K 77m
The entries were rejected successfully

OK
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Your Personal Assistant will see any approved or rejected entries in their own
Time4Care dashboard.

If an entry has been rejected, your Personal Assistant can edit the rejected entry
and resubmit it for your approval.

Clock-in now

+ Add past shift

Trainings

Sally Sample

A newvon iy Training

X Consumer Rejected
P EEEEEE—EEEEEE
Time entries View all

Reason:
Hours worked are inaccurate
X 1 Rejected Days worked are inaccurate

Start Wed Mar 19 3:33 am

End Wed Mar 19 4:40 am

Total time:1h 07m

Dashboard

Service

CDPA BASIC - 15 MINUTES

Manual entry reason

| forgot to clock in/clock out




