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Electronic Visit Verification

Electronic Visit Verification (EVV) is federally required and verifies when and 
where a Direct Care Worker (DCW) begins and ends services for a Participant. 
Time4Care is the EVV system for the Pennsylvania Office of Long-Term Living. 

Since EVV is federally required, edits should only be made to a time entry when 
necessary. When edits are made, the DCW will be required to enter a reason why 
the edit is being made. 

PA OLTL requires 85% EVV compliance.
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How to Edit a Shift in Time4Care
Direct Care Workers (DCWs) can view or edit submitted time. To 

edit submitted time the DCW should:

• Tap on the clock icon to view or edit a past 
entry in the hours screen.
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•  Total hours for the day are displayed 
below the shift.

•  If you work for multiple 
Participants/Common Law Employers
(CLE), you will see different colors for 
each.

•  Tap on the appropriate shift to view 
details.
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• Choose the date which needs edited.

How to Edit a Shift in Time4Care



• Edit the time, note, and/or service location, if 
necessary. 
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Frequently Asked Questions 
for Editing a Shift in Time4Care

What is the timeframe to edit a shift? 
• DCWs can edit shifts until it has been submitted to the CLE for approval. 

Once it is submitted to the CLE, the DCW can no longer edit the shift.
• We recommend editing the shift by the payroll submission deadline listed on 

the appropriate payroll schedule to ensure timely payment.

Can a shift be edited in the same day the time is entered? 
• Yes, DCWs can edit shifts on the same day it is entered. 

Can a shift be edited after the CLE has approved it? 
• No, once the CLE approves the shift the DCW will not be able to edit the shift. 



Frequently Asked Questions 
for Editing a Shift in Time4Care

Will the DCW receive an alert if the CLE rejects their time entry?
• Yes, an email notification is sent when the CLE rejects a time entry. The email 

will come from noreply@pplfirst.com. 

How long does the CLE have to review the edits? 
• We recommend approving the shift by the payroll submission deadline listed 

on the appropriate payroll schedule to ensure timely payment.

What action should the DCW take if they are unable to make the needed edits? 
• If the DCW cannot make edits in Time4Care, they should make the edits in 

the PPL Portal. 


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12



