D> QUICK GUIDE

TIME4ACARE™ MOBILE APP

by Public Partnerships

Download the Time4Care App

1. Go to Google Play or the App Store on your
Android or iOS device.

2. Tap on Search.

3. Inthe search bar, type in: Time4Care.

4. Download the Time4Care app.

5. Once the application has downloaded, tap to

open.

Log in or Sign Up

www.pplfirst.com

If you already have a user
account for MyAccount, log
in to the app with the same
username and password.

If you have not completed
your enrollment in
MyAccount, you will need
to complete this first to
create

your username and
password.

~

)

Y,

~

)

Clock-in and -out in real-time
to record time worked.

For EVV users, location is
captured at clock in and
clock out.

Location is not tracked during
visit or any other time.
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Dashboard & Menu

Dashboard - access frequent actions and important info

ﬁsu
o] Overview @

+ Add past shift

Time entries
X 1 Rejected >

4 Awaitingapproval >

Last paycheck

¢ Oct29
$177.97

* Clock-in now - record your shift in real-time

* Add past shift - enter a shift you already worked
* Time entries - tap to see entries that require action by you or your employer
* Last paycheck - view your most recent payment - tap to see payroll details
Time - view a collection of all your time entries

Payroll - access all payments issued, including pay stubs
Settings - access support materials, Touch/Face ID, manage your Favorites, and more

Notifications - view alerts related to time submission and approval

Clock in and out to start and end your shift

01 select who you are working for:

- e - )
< Clock-in
Who are you working for?
Q
>

03 Tap the Start Time button to start your shift:

Sally sample «
Attendant Care Services

L 4
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02 select the service you will be providing:

04 toend your shift, click on the running

clock at the top:
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05 click End Time at the bottom 06 click Activities/Tasks 07 select which tasks you performed:
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< B Submit time 8 < Activities/Tasks
Select the activities you performed:
Sally Sample sally Sample
Ambulation
Start Today 1:56 pm
& inProgress LB
Assist with Eating/Feeding
Start Today 156 pm End Today 156 prr
Assist with Self-Administration
Time . of Medication
00:00:25 e oh oom
Assist with Toileting
Service >
Service > 7z ) s Bowel/Bladder
Clean Areas Used by Individual
Activities/Tasks >
Add Activities/Tasks >
~ 5 Clean Kitchen/Wash Dishes
Add a note > ores
Obisrverions > Complete/Partial Bath
Dress/Undress
Individual's Laundry
Listing Supplies/Shopping
Make/Change Bed Linen

08 once your tasks are selected, 09 Here is where you would 10 once completed, click Submit
you will have the option to notate these changes.
notate any changes to the
consumer, under “Observations”
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Submit time [} < Observations
Ple. e any changes in conditior sally Sample
Sally Sample . =g Yy P
Start Today 12:30 pm
Start Today 12:30 pm Sally s ed improvement this week and is
ool End Today 1:56 pm
End Today 1:56 pm
Total time: 1h 26m Total ime: 1h 26m
Service > service >
Attendant Care Services ant Care Service
Activities/Tasks > Activities/Tasks >
Ambulation Ambulatior
Notes > Notes >
Observations > Observations >
— 5‘ sz ’ — Sally owed improvement this week and
Manual entry reason > pooud b
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] Submit time
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Once you click Submit to finish your entry,

Va /
My employer My employer

can approve will approve
now later

There are two options for approval:

“My employer can approve now”
This allows reviewing and approving the shift on your device right now.

“My employer will approve later”
Your entry will be submitted, and it can be reviewed and approved on

employer's device at a later time.

You can view your entry in the Time Entries page. Tap on Time in your
base menu.

Add past shift

Forgot to clock in or out?
Add a past shift if you've already worked (remember, this does not meet EVV requirements)

10:10 g
- Follow these steps:
ol Dashboard @

« Tap Add past shift

+ Select who you worked for
+ Add past shift
+ Select the service you provided

Upcoming shifts Calendar

Time entries

61 Saved

www.pplfirst.com
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Enter your start time, end
time 9:58 +

4 App Store

« Select the tasks that you
performed Add past shift

« Notate any Observations

« Select a Manual entry
reason:

Service

Activities/Tasks

MNaotes

Observations

My CONTES i1l COnaiior

Manual entry reason

www.pplfirst.com
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9:58 ¥
< App Store

Manual
entry reason

<

+ Ifyou are a live-in,

Your times were either manually entered or the
original clock in and clock out times were edited.
Please select the reason why.

select the last option,
"y ", | forgot to clock infclock out

Live-In":

My phone or tablet was not working

The app was not working

I didn't have a phone or tablet

My member had an emergency

I clocked in/out at the wrong time

New enrollment being processed

Live-In
| understand that manually entering or editing
time is not EVV compliant and that repeated
use of this exception may initiate review and

investigation by the Health Plan/Medicaid
Agency.

Time Entries Payroll

<
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View all created time
entries

Defaults to the current
pay period

Tap on the filter to
change your view

Total hours worked
is displayed based on
applied filters

View all payments
issued

Defaults to the past
two weeks

Tap on the filter to
change your view

Tap on a payment to
see details, including a
copy of your pay stub
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Settings & Other Features

Settings

Support- Access User Guide and FAQ's

e Biometrics- Enable Touch or Face ID (if
available on your device)- log in using
your fingerprints or facial recognition
Favorites- Update or remove saved
. participant/service pairs for quicker

c mbu time entry

Manssge favorites Offline Mode- The system will recognize

p if you do not have Wi-Fi and will

automatically put you in Offline Mode.
e You can still clock in and out. When you
& Contact Us get to Wi-Fi, your shifts will automatically
load to PPL.
e o Contact Us- Get in touch with us- call,
emalil, or send a message
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Employer Dashboard & Time Entry Approval

Tap on an entry to o
view details and
approve/reject time

Select All allows you to
select all time entries
that are ready for
approval - you can
approve or reject all

rm

=] Overview

o] Time entries

Dema Pravider
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Tap View all to see all
time entries ready for
approval

Ready for approval Wore o

Tap a single time entry
to view details, and
approve or reject just
that time entry

Jui 17
12175 - 217 P
Jul o7
ZIEEM - SADEW
Jul 08

TM0AM - 55 A

Use the check boxes
to select multiple time
entries to approve or
reject

www. pplfirst.com
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