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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. 
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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.  
 

 

 

  

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. 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 1 



How to Approve Your Personal Assistant’s 
Timesheet in the Time4Care App (Consumers)  

3 
 

www.pplfirst.com/cdpap 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter the email address or phone number you use for PPL@Home. Then tap 
Log in. 
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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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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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The app will ask you to create a 4-digit passcode. This is how you will log in to 
the app going forward.  
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Confirm the passcode you created by entering it again. 
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If asked, turn on location services.  
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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. 
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Once you finish or skip the tour, you will land on your main 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.  
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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. 
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If you select multiple entries, you will be able to approve or reject the batch 
directly from the list view. 
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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. 
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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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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. 
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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. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 


