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This will cover essential information a Personal Assistant will need to use Time4Care app to log clocking
in and out of shifts.

EVV stands for Electronic Visit Verification.

It verifies who delivers care, when, and where it occurs.

The Time4Care app is the primary EVV used with PPL.

You can download it for free from the App Store or Play Store.

As a Personal Assistant, your responsibilities are:

1. Clocking in and out using the EVV (Time4Care or Telephony) at the start and end
of each shift at the location where you are providing care.
2. Using the EVV consistently.

To use the Time4Care app:
Set up the app and your account.

1. Download the app for free from the App Store or Play Store.
2. Open the app.
3. **Sign in using your PPL@Home login credentials

**This will only be accessible once all items in your PPL@Home checklist have been completed.
See the full list of items in the Electronic Visit Verification (EVV) through Time4Care for
Personal Assistants eLearning.

Clock In

Open the Time4Care app and log in.
Click “Clock-in now’ from the dashboard.

Select the member and the service.
Click ‘Start Time' to begin tracking time.
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Clock Out

Click the in progress shift from the dashboard which will bring up the running clock.
Click ‘End Time' to finish your shift.
Click 'Submit’.

Manual Time Entry (Retroactive Shift Entry)
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**Retroactive, manual time entry should not be used regularly and should only be used in
extreme circumstances as manual entries are not EVV compliant.

From your dashboard, click ‘+Add past shift’.

Select the member and select the service. w

Adjust start and end dates and times.

Add activities and/or tasks performed, any notes,
and the reason for manual entry.

6. Click 'Submit’.
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Offline Time Entry

1. When your device shows slow or disconnected o
internet access, the app will offer you the ability to Turn on Offiine mode
go into Offline mode. Select “Turn on Offline mode’.

2. Click ‘Clock-in now’. ) o

3. When your shift is over, Clock Out as normal. Time4Care

4. Y inf . il . Your connection is back! Would you like to

. Your information will process once your internet e e s

connection is restored and you agree to reconnect.

5. Your time will then show as ‘Submitted'. NO n“s
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