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Service Support Professionals (SSPs) can view or edit submitted time. To edit

submitted time the SSP should:

« Tap on the hours screen to view or edit a past entry.
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Completed shifts will be on your Calendar.

Each shift shows time started, ended, who
worked the shift, and total time of the shift.

Tap on the day to view shifts for that date.

You can scroll left or right to view other
weeks.

Shifts worked on the day selected will be
shown.

October 2018

Sun Mon Tue Wed Thu Fri
Sfipm  Harry Consumer
20 pry . '

1037 pm  Harry Consumer
1188 pm
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511 pm Harry Consumer
9:20 pm

10:17 pm  Harry Consumer
11:59 pm



How to Edit a Shift in the Time4Care

 Total hours for the day are displayed below
the shift.
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Sun Mon  Tue Wed Thu Fri

* If you work for multiple members, you will see 900am Sally Sample
. 12000 pm
different colors for each.

30 pm  John'Doe
330 pm

» Tap on the appropriate colored shift to view

. 500 pm  John Do=
details. F00 pm

C{? Add Time:

Qct 9
Total: 7h 30m
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The Details page shows who worked and what

service was provided.

Status of the entry.

Date and time started and ended.

Total Time for the shift.
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j' End Tirve Tue Oet 2 9520 pm
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I understand that payment and satisfaction
of this claim will be from federal and state
funds, and that any false claims, statements,
documents, or concealment of a material
fact, may be prosecuted under applicable
feceral and/or state laws.
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« Tap on the pencil to edit start or end times.

» To edit or add activities, tasks, or notes, tap on
the right arrow and make changes.

) Clack in Enter Time
Start Time Qe
End Timea Oct 6 Tues
Total Timse

Meal Prep, Grooming

Walay
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3h 00m



« Submit the entry if changes were made.

» Changes will need to be reviewed and
approved or rejected by the
Participant/Common Law Employer.

Entry Details

@ Your entry has been uj




