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Submitting a Test'Shift

Live-in IP: You are exempt from Electronic Visit Verification (EVV). You may use the DirectMyCare Web Portal to submit service time,

training time, mileage, and paid time off.
-®-Action: You must submit a test shift in the DirectMyCare Web Portal.

Non-Live-in IP: Service time must be submitted through an approved Electronic Visit Verification (EVV) method. You may use either the
CareAttend App or Interactive Voice Response (IVR) to submit service time. Training time, mileage, and paid time off are submitted

through the DirectMyCare Web Portal.

-®-Action: You must submit a test shift in both the DirectMyCare Web Portal and the CareAttend App/IVR.

DirectMyCare Web Portal

Enter your email address and password and select the Sign in button.

e

From the My Dashboard screen, select the Time/Mileage Entry button to go to your
Time Card. (Fig. 01)

5. If you are an IP with multiple Clients, choose a Client from the dropdown
menu in the top left corner. (Fig. 02)

6. Use the arrows in the top right corner of the screen, or select the calendar
icon, to view the weeks of service. (Fig. 03)

7. To enter a shift, select the cell for the day of the week where you wish to
enter a shift, making sure the service code says Test Shift. (Fig. 04)

8. Ablack panel will appear on the right side of the screen. (Fig. 05) Enter the total
hours and minutes worked that day (in 15-minute increments).

9. Select the Submit button to complete the test shift entry.

10. An attestation window will open after you submit your test shift. Read the
attestation and select OK.
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Log in to COWA's DirectMyCare Web Portal.
Select the Sign in button.
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Congratulations! Your test shift has been submitted. If you would like to add more test shifts under this Client, follow steps
7 through 10 above.

@ Your dashboard will show your test shift with the daily hours next to the TEST symbol. (Fig. 07)

-@- Total daily and weekly hours do not populate.

F Sun 5/21 Mon 5/22 Tue 523

Test Shift 4.25 2 4

Fig. 07

NOTE: Test shifts will not count towards a Client’s total monthly hours. You will not be paid for any time you submit as a test shift.
If you do not live with the Client, please continue for instructions on using the CareAttend app to submit a test shift.

Live-in IPs can stop here.

CareAttend App

Electronic Visit Verification (EVV) is an electronic method for submitting your time worked. It is a federal requirement included in
the 21st Century Cures Act. CDOWA has its own EVV system called CareAttend that IPs use to record their time worked. Follow the
instructions below to log into CareAttend and submit a test shift. For more information about EVV, please visit the CDWA website.

1. Go to the Apple or Google Play app store on your mobile device. e —
-®-Search for “CareAttend” and click on the application to install the CareAttend m @l Trals Techalagies, I
app on your device. (Fig. 08)
2. Open the CareAttend app and select the Sign In button. Fig. 08 Select your sign in method

3. On the Select your sign in method screen, select the circle next to Choose Care Attend If you don't see
Consumer Direct Care Network. (Fig. 09) YR i maitiodbelon:
-@- Select the Next button.
4. Sign in using your login information from the DirectMyCare Web Portal. O care Attend

5. After you log in, you will see a Welcome screen. Select Create Passcode. ,
. . .. . . .o Consumer Direct Care
-®-Enter in a six-digit passcode. The passcode cannot be six consecutive digits @) s
NOTE: Remember this passcode, you will need to enter it each time you log in. .
- - : - Fig. 09

Optional- If your device supports the feature, you may choose to enable Fingerprint

or Face Unlock:

-@- Select the Enable button if you would like to use the feature

-®- Select Skip for now if you do not want to enable the feature.

Location Services

6. On the Location Services Screen, click the Allow GPS button. (Fig. 10) Inor(ljner to func;ic_m properly. :
7. On the Save Battery Screen, select the Allow Motion Access button. T
8. Your account has been set up. Select the Get Started button.

For more detailed instructions for using the CareAttend app and other time entry Why s this needed?

methods, visit the Time and Mileage Entry Materials page in the IP Resources section Fig. 10

of our website.
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To Start a New Shift

Select the New Shift button. ~ Choose your Client. Select Test Shift. Select Start Shift.
Nice to see you, m‘;g‘; you caring What service are you You will see a running time clock
Pormal ' bl with the name of the Client that

. you selected.
@ F.eorge Crinchton

500201 @® Personal Care

Tio1e

~ Sydney Martinez
Y oeaat £ H

S00111 ~ Respite Care Are you ready to provide
Mo Active Shifts “ mnne Paersonal Care for George

When you're ready to begin, tap : ) Alex Ferreria . Crinchton?
New Shift below to get started ~ 544673 Test Shift

To End a Shift

Select the End Shift Button. View the Service Summary. Sign the attestation and select Submit.

Active shifts € Service Summary &« Attestation , . .
I, the Individual Provider, certify that H: yOU d ||ke a blgger Space to
Service Details the Client was not in a hospital. facility. 1 1 1
or incarcerated during this shift. | S I gn ’ tu rn your deVICe S |deWayS'
. certify that the times reported are a 1 1
@ 1116 AM true and accurate representation of Slgn' then rEturn the deVICe tO
{ Tue Junes.2021 when services were performed. | H R s H
i Started shift understand that falsifying information ItS O rlg I na | pOS It | O n tO S u b m It
s 2c P is Medicaid Fraud.
: l 12 = George Crinchton Your Name
OO O i = Personal Care
© Eating Vudévidual Provider Signatune @
i ®Bathing L
£ Shift Details @ 1 1: 1 6 AM
Tue. June 8 2021

NOTE: Test shifts will not count towards a Client’s total monthly hours. You will not be paid for any time you submit as a test shift.
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