CT TEMPUS
UNLIMITED, INC.

Opportunities for Independence

eTimesheet Instructions

The following eTimesheet instructions are contained in this section:

e eTimesheet-Sign-Up-Instructions (English)

e eTimesheet-Sign-Up-Instructions (Spanish)

e eTimesheets Submitting/Approving/Denying/Editing Time Instructions (English)

e eTimesheets Submitting/Approving/Denying/Editing Time Instructions (Spanish)

e eTimesheet-Password-Reset-Instructions (English)

e eTimesheet-Password-Reset-Instructions (Spanish)



eTimesheet Signup Instructions

What are Electronic Timesheets?

e Electronic Timesheets (eTimesheets) are an online tool where Consumers, Surrogates, and PCAs can submit
timesheets and view timesheet information

e eTimesheets are faster than sending timesheets by fax, mail, or email. They also lead to fewer timesheet
mistakes

e Using eTimesheets gives you the opportunity to get paid early! If you submit your eTimesheet and it is approved
on Sunday, you will be paid on Wednesday

e Get faster updates with eTimesheets. When you use eTimesheets, you will receive automated emails when your
timesheets are received and approved

e You can access eTimesheets here: https://timesheets.tempusunlimited.org/users/sign in

Tempus E-Timesheets

Log In

Email

Password

[ Remember me

Login |

Forgot your password?
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Step 1. Complete the eTimesheet Agreement

o To use eTimesheets, all parties (including the Consumer AND PCA) must complete an Electronic Timesheets
Agreement

e The agreement can be completed online through Paperworkr here: https://paperwork.tempusunlimited.org/

e If you prefer, you can complete the agreement form by filling it out, printing it, and signing it

e Download the Electronic Timesheets Agreement here:
https://tempusunlimited.org/wpcontent/uploads/2022/02/eTimesheets-UserAgreement-ENG-SPA-
02032022.pdf

Note: Consumers can find their consumer number by looking at their register. PCAs can find their unique ID on
the Consumer Payroll Register

Electronic Timesheets Agreement

I.  About The Electronic Timesheets Module

a.  The Electronic Timesheets Module is a web-based interface through which Consumers, Surrogates, Personal Care Attendants (PCAs)/Workers, and
Fiscal Intermediary staff can respectively view relevant timesheet information.

b. Consumers, Surrogates and PCAs/Workers will be able to use the system to both submit and approve timesheets electronically for payment by the
FiscalIntermediary.

C. A Consumer is not required to have a Surrogate in order 1o use the system. However, in cases where a Consumer does have a Surrogate and the
Consumer approves the Surrogate to have access to the Electronic Timesheets Submission Interface, both the Consumer and his/her Surrogate will have
identical abilities to enter and approve timesheets for payment.

Il TYerms and Conditions
By signing below, you are ogreeing to the following Terms ond Conditions:
a. The Consumer and/or Surrogale (if applicable) and the PCA/Worker each have o valid, separate e-moil address to which they have frequent access.

b. me Consumev and/or Sunogate (if apphcable) and the PCAIWockev ead' agree to maintain a volid separate e-moil oddress during the term of this
agreement and to notify Tempus Unlimited, Inc. of any changes to their e-mail addresses.,

C. The Consumer, his/her Surrogate (if applicable) and the PCA/Worker agree to use the Electronic Timesheets Submission Interface as a method of
submitting timesheets.

L. Signing this Agreement does not require you to only use the Electronic Timesheets Submission Interface. Other methods of submitting time,
such as faxing or mailing, are still acceptable.

d. Atimesheet may only be submitted electronically if the Consumer and/or Surrogate (If applicable) and the PCA/Worker have executed this
Agreement.

e, Anindividual Electronic Timesheets Agreement Is required for each Consumer and PCA/Worker relationship that chooses to use the Electronic
Timesheets Submission Interface.

i. This is true even if the Consumer or PCA/Worker is already using the Electronic Timesheets Submission Interface in another Consumer and
PCA/Worker relationship.

IIl.  Termination of the Agreement
. The Consumer, his/her Surrogate (if applicable) or the PCA/Worker may terminate this agreement at any time by submitting such request in writing
to Tempus Unlimited, Inc.

consumer printed Name:[_] 1111110010000 00 0000000000010 consumer»: LICICICICIC]
consumer e:maii: L] 1111101000000 0000O000000000000000000000
Consumer Signature: Dt ___-
surrogate princea name:[ ][ ][] 111110000 0100000000000000000000000
surrogate e-mait:[_] ][] ]I CIC100000000000000000000000000000

Surrogate Signature: Date:

peaworker printed Name: (1 [ 1111111100000 000000000 01 CIC] wast 4 signs o sse: CIC1C1C]
reaworker e-mai: 1111110101101 0000000000000 00O00O0O00O00O00000O0

PCA/Worker Signature: Date:
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Step 2. Send the Agreement to Tempus

e Once the agreement is completed and signed, send it to Tempus by mail, fax, or email

e You can also complete your agreement online through Paperworkr here:
https://paperwork.tempusunlimited.org/
e Tempus will create an account for everyone who submits a form

e If you are a consumer and submit your form then your account will be created, but your PCA(s) must still

submit their form, and vice versa

Note: /t typically takes a few days after the completed agreement is received to be able to proceed to step 3

Envie el acuerdo completado por
correo postal a:

Tempus Unlimited

600 Technology Center Drive
Stoughton, MA 02072

Envie el acuerdo completado por
fax al: 1-800-359-2884

Escanee y envie por correo electrénico el
acuerdo completado a
MAFMS@tempusunlimited.org

Complete el acuerdo en linea utilizando
Paperworkr

B il 2

Step 3. Activate Your Account

e Once Tempus receives the agreement, everyone who completed it will receive an email from

TempusETimesheets@annkissam.com

e This email includes instructions for activating the new account

e Each email will have an activation link which must be clicked to activate your account

IMPORTANT: The activation link is valid for only 24 hours, so it is important for everyone to pay attention to their email

inboxes after submitting the form

Note: If your activation link expires, you can call Tempus at (877) 479-7577 to request a new link

ectronic Timesheets Submission System is ready for you to access Click this link or copy and paste the following address into your

Once confirmed, you can sign into your account with the following credentials

Email I I

submitting timesheats electronically

Please do not reply to this email Instead. please call Tempus at B77-479-7577 if you have any questions about your account or about using the system To viev
ideos on the Electronic Timesheets system, click Th

ted Inc

ial and privileged information. if you are not the intended recipient, you are hareby notified that
closure, dissemination, distribution

i f dlately or by telephone at 8
attachments For further information regarding the privacy policy of Tempus Unlimited. Inc | please vis

nts is prohibited
recel §

f this commun (
www tempusunlimited org
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Step 4. Log In for the First Time

After clicking the activation link, you will be brought to the eTimesheets “Log In” page
1. Enter the email you used to sign up for eTimesheets
2. Enter the temporary password in the email you received from TempusETimesheets@annkissam.com

3. Click Log in

Tempus E-Timesheets

Log In
—e
C—1e
e

Step 5. Set Your Password

e After logging in for the first time, you will be brought to the ‘Terms of Service’ page
e Inthe New Password field, enter a new password that is at least 8 characters long.
e Type the same password again in the Confirm Password field

Note: The new password and confirmation password must match to continue

Terms of Service

Electronic timesheets user

Terms of Service USE OF USER ID AND PASSWORD

New Password

)
Confirm Password
Z) 1'have read an
ter—
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Step 6. Read and Review the Terms of Service

e Still on the ‘Terms of Service’ page, you need to read and review the Terms of Service of using eTimesheets
e After reading the Terms of Service, click the small box near the bottom of the screen to accept the terms of

service

e Click Submit at the bottom of the screen

« Signed in successfully

Terms of Service

Electronic timesheets user

Terms of Service

USE OF USER ID AND PASSWORD

1. If you register and/or set up an account on the Electronic Timesheets System interface, you will be
solely responsible for maintaining the confidenbality of your Registration Information. You may not

authorize others o use your Registration information. You may not sub-license, transfer, sell or assign
your Registration Information and/or this Agreement to amy
and void and shall be considered a material breach of this Agreement

2 You are solely responsibie for all usage or activity on your account including. but not imited to. use
of the account by any person who your Registration Information, with or without authorization, or
who has access to any computer on which your account resides or Is accessible

3. If you have reason 1o believe that your account is no longer secure (for example, in he event of a
loss, theft or unauthorized disclosure or use of your Personal Identifiable Information stored on the

Electronic Timesheets System Interface), you m
Information by using the appropriate update m
Interface, if avalable. or notfy Cerebral Palsy of Massachusetts

Please sel your password for your account here

New Password

Confirm Password

sesecsneanene

I ¢ | have read and accept the above terms of service I

third party. Any attempt 10 do so will be null
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Step 7. Start using eTimesheets!

e If you have completed the previous steps, you will have successfully logged into eTimesheets!

e Remember to talk to your PCAs, Consumers, and Surrogates (if applicable) to have them submit the agreement
and then activate their account if they haven’t already

e |[MPORTANT: If everyone does not submit their application and activate their account, no one will be able to
submit eTimesheets

e If you have any questions, you can view the eTimesheets training manual within the eTimesheets system. To

view the manual, you can visit this link

https://timesheets.tempusunlimited.org/timesheets/download training manual or

Click the Documents tab at the top of your screen

Click Training Manual on the left side of the screen

Click Download Training Manual

wN e e

Alternatively, you can call Tempus at (877) 479-7577

Tmmmw@lﬂsTM

Training Manual

I:c:." oad Training '<'5’43] 9

FAQs
What should I do if my activation link already expired, or | can’t find the activation email?
e You can call Tempus at (877) 479-7577 and request a new link is sent to you

Can | use eTimesheets if only | activate my account, but my PCA or consumer/surrogate did not activate their
accounts?

e You will not be able to use the system to submit, review, or approve timesheets. Remember to talk to everyone
involved and make sure they submit their agreement and activate their account

Are there any videos available to learn about eTimesheets?

e Yes! You find videos about eTimesheets on the Tempus website at https://tempusunlimited.org/etimesheet/

e  When will | get paid if | use eTimesheets?

o If your eTimesheet is submitted and approved on Sunday by 11:59pm and the PCA has direct deposit set up, you
will get paid on Wednesday

e There is an image on the next slide explaining the full payment schedule
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eTimesheets Payment Timeline

PCA Fl PAY SCHEDULE

SUN MON TUE WED THUR FRI SAT
PCA Pay
Period PCA 15 working
Begins (Week 1) =
(Day 1)
PCA Pay
PCA is working Period
(Week 2) = Ends
(Day 14)

'_]Q‘ m
Early Pay Early
eTimesheet Timesheets eTimesheet Payday by
Due Date Due by 4pm Payday Spm

Have questions? Contactus at (877) 479-7577 or MAFMS@tempusunlimited.org

IMPORTANT REMINDERS

o Timesheets are due by 4pm on the Monday after the pay period. Submit timesheets by portal, fax, email, mail,
or in-person.

e (Click here to learn more here about submitting timesheets

e PCAs are paid by 5pm on the Friday after the pay period, as long as timesheets were submitted accurately by
Monday at 4 PM.

e Every pay period is two weeks long. Pay periods start on a Sunday and end on a Saturday.
o Atimesheet cannot be submitted if it includes hours a PCA has not yet worked.
o At the end of each pay period, Consumers must submit a timesheet for hours worked by their PCAs.

eTIMESHEET INFORMATION

e Get paid earlier using eTimesheets! Click here to learn more about eTimesheets.

e Early Pay eTimesheets are due by 11:59pm on the Sunday after the pay period, to be paid by Wednesday
before 5pm. PCAs must have direct deposit to be paid early on Wednesday.
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¢Queé son las planillas electréonicas de horas trabajadas?

e Llas planillas electrénicas de horas trabajadas, o eTimesheets, son una herramienta en linea donde los
Consumidores, Representantes y PCA pueden enviar sus planillas de horas trabajadas y ver la informacion de las
planillas.

o Utilizar eTimesheets es mas rapido que enviar las planillas por fax, correo postal o correo electrénico. También
reduce los errores en las planillas de horas trabajadas.

e jUsar las planillas electrdnicas le permite recibir su sueldo antes! Si envia su planilla electrénica y esta es
aprobada el domingo, recibira su sueldo el miércoles.

e Obtenga actualizaciones mas rapidas con eTimesheets. Al utilizar eTimesheets, recibira correos electrénicos
automatizados cuando las planillas sean recibidas y aprobadas.

e Puede acceder a eTimesheets aqui: https://timesheets.tempusunlimited.org/users/sign in

Tempus E-Timesheets

Log In

Email

Password

[ Remember me

Login |

Forgot your password?
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Paso 1: Complete el Acuerdo de uso de planillas electronicas

Para usar eTimesheets, todas las partes (incluidos el Consumidor Y los PCA) deben completar un Acuerdo de
uso de planillas electronicas

Puede completar el acuerdo en linea por medio de Paperworkr aqui: https://paperwork.tempusunlimited.org/

Si lo prefiere, puede completar, imprimir y firmar el formulario del acuerdo para presentarlo

Descargue el Acuerdo de uso de planillas electrénicas aqui:
https://tempusunlimited.org/wpcontent/uploads/2022/02/eTimesheets-UserAgreement-ENG-SPA-

02032022.pdf

Nota: Los consumidores pueden consultar su registro para encontrar su numero de consumidor. Los PCA pueden
encontrar su numero de ID unico en el Registro de Nomina del Consumidor

Electronic Timesheets Agreement

I.  About The Electronic Timesheets Module

a.  The Electronic Timesheets Module is a web-based interface through which Consumers, Surrogates, Personal Care Attendants (PCAs)/Workers, and
Fiscal Intermediary staff can respectively view relevant timesheet information.

b. Consumers, Surrogates and PCAs/Workers will be able to use the system to both submit and approve timesheets electronically for payment by the
Fiscalintermediary.

C. A Consumer is not required to have a Surrogate in order to use the system. However, in cases where a Consumer does have a Surrogate and the
Consumer approves the Surrogate to have access to the Electronic Timesheets Submission Interface, both the Consumer and his/her Surrogate will have
identical abilities to enter and approve timesheets for payment.

Il.  TYerms and Conditions
By signing below, you are ogreeing to the following Terms ond Conditions:
a. The Consumer and/or Surrogate (if applicable) and the PCA/Worker each have o valid, separate e-moil address to which they have frequent access.

43

3 yurrogate, i OF WOrks LONNOL use the samt m Ooarel
b. The Consumer and/or Surrogate (if applicable) and the PCA/Worker each agree to maintain a vaolid separate e-moil address during the term of this
agreement and to notify Tempus Unlimited, Inc. of any changes to their e-mail addresses.
C. The Consumer, his/her Surrogate (if applicable) and the PCA/Worker agree to use the Electronic Timesheets Submission Interface as a method of
submitting timesheets.
I. Signing this Agreement does not require you to only use the Electronic Timesheets Submission Interface. Other methods of submitting time,
such as faxing or mailing, are still acceptable.
d. Atimesheet may only be submitted electronically if the Consumer and/or Surrogate (If applicable) and the PCA/Worker have executed this
Agreement.
e, Anindividual Electronic Timesheets Agreement Is required for each Consumer and PCA/Worker relationship that chooses to use the Electronic
Timesheets Submission Interface.
1. This is true even if the Consumer or PCA/Worker is already using the Electronic Timesheets Submission Interface in another Consumer and
PCA/Worker relationship.

IIl.  Termination of the Agreement

@ The Consumer, his/her Surrogate (if applicable) or the PCA/Worker may terminate this agreement at any time by submitting such request in writing
to Tempus Unlimited, Inc.

consumer printed name: ] ] 1111000000000 0000000000 consumer: 1L
censumer e-mait: (1111011010000 0O 0O00O00O0O0O0O0O0OO0O0OOOO0OOO00OOOOO0OO0OO

Consumer Signature: Date:

suregare princea name:[ ][] 1110110 000000000000000000000000000
surgate e-maii[ ][ 1111010010 0O00O0000000000000000000000040

Surrogate Signature: Date:

peamorker printed Name: ] 1111100000000 00000000000 s 4 giges o sse: (1 C1C]
reaworker e-mait L1 1110101000100 010000000 0O0O00O00O0O00OO00O0OO0OO0OO0O0O0O0O

PCA/Worker Signature: Date:
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Paso 2: Envie el Acuerdo a Tempus

e Unavez que haya completado y firmado el acuerdo, envielo a Tempus por correo postal, fax o correo
electronico
e También puede completar su acuerdo en linea por medio de Paperworkr aqui:
https://paperwork.tempusunlimited.org/
e Tempus creard una cuenta para las personas que envien un formulario
o Siusted es un consumidor y envia su formulario, entonces se creara su cuenta, pero su(s) PCA también
debe(n) enviar su formulario, y viceversa

Nota: Por lo general, lleva unos dias después de recibir el acuerdo completado para continuar con el Paso 3

Envie el acuerdo completado por
correo postal a:

Tempus Unlimited

600 Technology Center Drive
Stoughton, MA 02072

Envie el acuerdo completado por
fax al: 1-800-359-2884

Escanee y envie por correo electronico el
acuerdo completado a
MAFMS@tempusunlimited.org

Complete el acuerdo en linea utilizando
Paperworkr

BB 2

Paso 3: Active su cuenta

e Una vez que Tempus reciba el acuerdo, las personas que lo completaron recibiran un correo electrénico de
TempusETimesheets@annkissam.com

e Este correo electrénico incluye instrucciones para activar la nueva cuenta
e (Cada correo electrénico tendrd un enlace de activacién al que se debe hacer clic para activar su cuenta

IMPORTANTE: El enlace de activacién es valido solo durante 24 horas, por lo que es importante todos estén atentos a
su bandeja de entrada de correos electrénicos después de enviar el formulario

Nota: Si su enlace de activacion se vence, puede llamar a Tempus al (877) 479-7577 para solicitar un nuevo enlace

Hello,

Your account at the Tem
brow 1o access the sy

Once confirmed, you can sign into your account with the following credentials

tronic Timesheets Submission System is ready for you to access Click this link or copy and paste the following address into your

at will, and the system ubmitting timesheats electronically

nt or about using the system

ibited

commun

have
ion and any

attachments For further information regarding the privacy policy of Tempus L w tempusunlimited org
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Paso 4: Establezca su contraseia

e Después de hacer clic en el enlace de activacion, se le llevara a la pagina de ‘Terms of Service’ (Términos y
condiciones de servicios)

e Enel campo de New Password (Nueva contraseia), escriba una contrasefia que tenga al menos 8 caracteres.

[ ]

Escriba la misma contraseiia de nuevo en el campo de Confirm Password (Confirmar contrasefia)

Nota: La nueva contrasefia y la contraseina de confirmacion deben coincidir para poder continuar

" Signed in successfully

Terms of Service

Electronic timesheets user

Terms of Service USE OF USER ID AND PASSW D
] gist an W S8 D an a( ynt on - n eshee 11 1e e
| pforr ng t nt lity I R¢ rmat |
a e Py e yol egistration informa 3 ense transfer se a3
3 1 rmatl ZNA/o: Agree r 3 attempt e
] il be « eda breda f
) I¢ nsit I 3ge o0 v ( y 1 »ar J10. u
h nt ny person who t your Registration Information h h thorzation
as a t y computer of ( ur accou [ A
y ave r account 15 no longer secure e 1 the event of 3
f unaut L ur F na ifiabl f re n
! neshe Inter } romptly change e ] Jistrat
rmatl Sir e a3y priate {ate mecha nthe Ele Timeshes! e
rfa AV ] ( ( F A hu
Please sel your password for your a st here
New Password
Confirm Password
v have read and accepl the above terms of service

|[
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Paso 5: Lea y revise los Términos y condiciones de servicios

e Enla misma pdgina de ‘Términos y condiciones de servicios’, usted debe leer y revisar los Términos y condiciones
de servicios de uso de las planillas electrénicas

e Después de leer los Términos y condiciones de servicios, haga clic en la casilla pequeia que estd cerca de la
parte inferior de la pantalla para aceptar los términos y condiciones de servicios

e Haga clic en Submit (Enviar) en la parte inferior de la pantalla

« Signed in successfully

Terms of Service

Electronic timesheets user

Terms of Service USE OF USER ID AND PA

lease sel your password for your account here

New Password -

Confirm Password eeerssneranee

[,/ have read and accept the above terms of serv .'}l
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Paso 6: jComience a usar las planillas electrénicas!

e Siha completado los pasos anteriores, ihabra iniciado correctamente su sesién de planillas electrénicas!

e Recuerde que debe hablar con sus PCA, Consumidores y Representantes (si corresponde) para que envien el
acuerdo y luego activen su cuenta si ain no lo han hecho

e |IMPORTANTE: A menos que todas las personas envien su solicitud y activen su cuenta, nadie podrd enviar sus
planillas electrénicas

e Sitiene alguna pregunta, puede ver el manual de capacitacién para las planillas electrénicas incluido en el
sistema de eTimesheets. Para ver el manual, puede visitar este enlace
https://timesheets.tempusunlimited.org/timesheets/download training _manual, o

1. Haga clic en la pestafia Documents (Documentos) en la parte superior de su pantalla
2. Haga clic en Training Manual (Manual de capacitacion) en el lado izquierdo de la pantalla
3. Haga clic en Download Training Manual (Descargar el Manual de capacitacion)

e O puede llamar a Tempus al (877) 479-7577

o
W
W

Downioad Training Manu e

Preguntas frecuentes

¢Qué debo hacer si mi enlace de activacion ya se vencié o no encuentro el correo electrénico de activacion?
e Puede llamar a Tempus al (877) 479-7577 y solicitar que le envien un nuevo enlace

é¢Puedo usar eTimesheets si solo yo activo mi cuenta, pero mi PCA o el consumidor o el representante no han
activado su cuenta?

e Usted no podra utilizar el sistema para enviar, revisar o aprobar las planillas electréonicas. Recuerde hablar
con todas las partes y asegurese de que envien su acuerdo y activen su cuenta

é¢Hay videos disponibles para informarse sobre eTimesheets?

e iSil Encontrara videos sobre las planillas electrénicas en la pagina de Tempus en YouTube:
https://www.youtube.com/channel/UCag4 IN4wY4hYbzeORDr1zA/videos

é¢Cuando recibiré mi pago si uso eTimesheets?

e Sienvia su planilla electrénica y esta es aprobada el domingo antes de las 11:59 p.m. y el PCA tiene
configurado depdsito directo, se le pagara el miércoles

e En la siguiente diapositiva vera una imagen que explica el cronograma de pagos completo
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CRONOGRAMA DE PAGOS DE FI PARA PCA

DOMINGO LUNES MARTES MIERCOLES JUEVES VIERNES SABADO
Inicio del
periodo de Los PCA
pago de trabajan >
los PCA (Semana 1)
(Dia 1)
Fin del
Los PCA periodo de
trabajan > pago de
(Semana 2) los PCA
(Dia 14)

P

e

=

Vencamiento de

la planilla Presentar Dia de pago

electronica para  INERIIEEEGIGHS antes de las
pronto pago  ERECERCIIEY de planillas 5:00 p. m.

Dia de

pronto pago

¢Tiene preguntas? Comuniquese con nosotros al (877) 479-7577 o al MAFMS@tempusunlimited.org

RECORDATORIOS IMPORTANTES

e Las planillas de horas trabajadas deben enviarse antes de las 4:00 p.m. del lunes siguiente al periodo de pago.
Envie las planillas de horas trabajadas por el portal o por fax, correo electrénico, correo postal o en persona.

e Haga clic aqui para obtener mas informacién sobre cémo enviar sus planillas

e Los PCA reciben su sueldo antes de las 5:00 p.m. del viernes siguiente al periodo de pago, siempre que las
planillas se hayan enviado correctamente antes de las 4:00 p. m. del lunes.

e (Cada periodo de pago dura dos semanas. Los periodos de pago comienzan en un domingo y terminan en un
sabado.

¢ No se puede enviar una planilla si incluye horas que un PCA aun no haya trabajado.

e Al final de cada periodo de pago, los Consumidores deben enviar una planilla por las horas trabajadas por sus
PCA.

INFORMACION SOBRE LAS PLANILLAS ELECTRONICAS

e jReciba su sueldo antes con las planillas electrénicas! Haga clic aqui para obtener mds informacidn sobre las
planillas electrénicas o eTimesheets.

e Las planillas electrénicas de pronto pago se vencen a las 11:59 p.m. del domingo siguiente al periodo de pago
y se pagaran antes de las 5:00 p.m. del miércoles. Los PCA deben tener depdsito directo para poder recibir su
sueldo antes, el dia miércoles.
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eTimesheets - Submitting, Approving, Denying, and Editing

Using the eTimesheets System

This document includes instructions on how to use the eTimesheets system. It is broken up into
four unique sections:

1. Submitting a new timesheet

2. Approving an existing timesheet

3. Denying an existing timesheet

4. Editing an existing timesheet

You can click on any of the links above to be taken directly to the section you are most interested in
learning about!

Additional Resources:
For information on how to sign up for eTimesheets, click here
For information on how to reset your eTimesheets password, click here

Submitting a Timesheet in eTimesheets

This section includes instructions for submitting a new timesheet in the eTimesheets system.
The steps for entering time in eTimesheets are the same for PCAs, Consumers, and Surrogates (if
applicable).

Step 1. Log Into the eTimesheets Website

Go to the eTimesheets Website: https://timesheets.tempusunlimited.org/users/sign in
1. Enter the email you used to sign up for eTimesheets
2. Enter your password
3. Click Login

Note: If you forgot your password, you can find instructions for how to reset it here

Tempus E-Timesheets

Log In

E rrail

Passwaord

I—

| Remember me

Log in 9
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Step 2. Create a New Timesheet
After logging in, you will be taken to the “Listing Timesheets” page.

1. Scroll down and select the correct pay period (called “payroll schedule range”) for the
timesheet you want to enter

o If youare a PCA, you will have to select your Consumer as well
2. Click Create New Timesheet

Listing Timesheets

Crsplarying all 2 Trresheets

Convsumer Fay Penio Subrratied Siabus Diay Might FTO

b

[

I
=]
L]
§
]
L

Step 3. Select Your PCA

This will bring you to the “Creating New Timesheet” page. Scroll down to find the PCA and Enrollment
drop-down menus

1. Select the correct PCA / Consumer

2. Select the Enrollment for the timesheet you are creating

e  For MassHealth Standard Consumers, you should select the FFS — MH option

Consumer

PCA

Submission Date

Envoliment | FFS - MH (12/26/2021) vI (2]

Payroll Schedule Range 02/20/2022 to 03/05/2022

PTO
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Step 4. Enter the PCA Time | 1 of 2

While still on the “Creating New Timesheet” page, scroll down to find the table where you can enter in
the time the PCA worked during this pay period. Be sure to enter start and end times for the shifts the
PCA worked each day

Time should be entered as hours and minutes, and must follow the below rules:
e  All shifts must have a start and end time
o Night (midnight to 6am) and day (6am through 11:59pm) shifts must be entered separately

e  When entering Night hours, you must enter the Start and End times of the shifts, as well as the
total hours worked during a night shift in the Night column, enter a whole number to represent
the number of hours worked during a night shift (i.e., “2”)

e A night total is the number of hours worked during a night shift
WEEK 2
Start1 End1 Start2 End2 Start3 End3 Night

Sun. 03/15

Mon. 03/16

Tue. 03117

Wed. 03/18

Thu. 0319

Fri. 03/20  6a 5p

Sat. 03/21 T7:30a 12:45¢

Step 4. Enter the PCA Time | 2 of 2

Additional rules:
¢ |[f the time worked includes minutes, the hours and minutes must be separated by a colon
e For example, write “12:30pm,” not “1230pm”
e AM and PM can be written in upper case or lowercase, or just as “A” or “P”
e For example: “9AM,” “9am,” “9A,” and “9a” are all acceptable
e After you have entered all times for the pay period, click Create Timesheet at bottom of page

WEEK 2
Start1 End1 Start2 End2 Start3 End3 Night
Sun. 0315

Mon. 0316
Tue. 0317
Wed. 03118
Thu, 0319
Fri.03/20 6a 5p

Sat.

03/21 T:30a | 12:45¢

==
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Step 5. Approve Your Timesheet

After creating the timesheet, you will be taken to the “Showing Timesheet” page

1.

Scroll down and enter a phone number where you can be reached if there are any questions
about the timesheet
Type any notes you may have in the Comments box if needed

e Any comments made will be visible to the PCA, Consumer, and Surrogate (if applicable)
Check the box confirming you have received MassHealth PCA services and that you are not
enrolled in Adult Foster Care and/or Group Adult Foster Care
Click Approve Timesheet

Step 6. Other Party Reviews Your Timesheet

After approving your own timesheet, you will be brought to the “Showing Timesheet” page

1.

2.
3.
4

The timesheet will now appear as Waiting for Approval

Your PCA/Consumer/Surrogate (if applicable) will get an email alert to review the timesheet
The other party must login to eTimesheets to review your timesheet

Once the other party approves the timesheet, the timesheet will be submitted to Tempus for
review and processing

IMPORTANT: If the other party edits the timesheet, it will be sent back to you to approve again

v Timashist Waiting for PCA ADDRYE

Showing Timesheet

F——

Emplayer
Stitus  Wadng for PCA Agproval
Consumis Phone Numbee  502-555.5555
PCA Phana Husmber
Timechoot Source  E-Tevashasts
Las Updaned 02252022 01 14 pr
Payroll Schedule Rangs 02002027 10 03052022

PTO P

dl crparom mroamaTION
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Approving a Timesheet in eTimesheets

This section includes instructions for approving a timesheet that has already been created in the
eTimesheets system. The steps for approving a timesheet in eTimesheets are the same for PCAs,
Consumers, and Surrogates (if applicable)

IMPORTANT: Each person associated with a timesheet must approve it before it can be submitted for
payment

e If you created the timesheet, you should approve it immediately after creating it

e This is outlined in the How to Submit a Timesheet user guide

e If your PCA/Consumer/Surrogate (if applicable) creates a timesheet, you will receive an email
saying there is a timesheet waiting for your approval

e If any edits are made to the timesheet during the approval process, all involved parties will
need to approve the timesheet again before it can be submitted

Step 1. Log Into the eTimesheets Website

If you are not already logged in to eTimesheets, you will need to log in

1. Enter the email you used to sign up for eTimesheets
2. Enter your password
3. Click Login

Note: If you forgot your password, you can find instructions to reset it here

Tempus E-Timesheets

Log In

—eo
°

Remember me

=le

Step 2. Click the Link in the Email from Tempus

When you create or edit a timesheet, your PCA/Consumer/Surrogate (if applicable) will receive an email
saying there is a timesheet waiting for their approval

o The email will be sent from TempusETimesheets@annkissam.com and the subject will
be “A timesheet has been submitted for your approval.”

1. Click the first link in the email to go directly to the timesheet
2. [If that link expires, click the second link

e This link will let you log in to the eTimesheets system, where you will need to navigate
to the timesheet
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A timesheet has been submitted for your approwval

vedd, click hene 1o view i n a web browses
uf prevscy, Outhsok prevented subomatic dowsnload of some picbunes in ths mestige.

) ¥ there ave problerre with how this message is disp
Click hire 1o dovnbaad pictuies. To help protect yo

Extarnal Email - Use Cantion
Hello,
A timesheet has just been created of updated thar requides your approval o

Please visn thus lmk 1o view the umeshes

hstpsimeshects-iesting tempusunlimied. org

Please do not reply to this email Instead, please call Tempus at 877-479-7577 if yvou have any questions about your account or abowt using the system

If the above link is expired, sumply log into the svstem to view the timeshe

Best regards,
Tempus Unlimsted, Inc

Step 3. Review the Timesheet

After clicking the first link in the email and logging in, you will be brought to the “Showing
Timesheet” page where you can view information including:

e who the Consumer and PCAs are,
e phone numbers for the Consumer and PCA,
e who created the eTimesheet, and more

Review the timesheet and make sure it is correct. If it is not correct, you can edit the timesheet,
following the instructions here

1. Scroll down and review the information in the Listing Timesheet Line Items section
e This contains information regarding each shift, including the date, time, and length of

each shift

Listing Timesheet Line Items o

Consumar PCA Sarvica Howrs  Start Date and Tima End Data and Tims

Sparmow, Jack (FCGT)  Swann, Elimabeth DOOGM002534)  Day B:00 Mion, CR0E2020 - B:00AM  Mon, 00082020 - 4:00 PM 1
Sparrow, Jack (FCGT]  Swann, Elizabath POOC-H-2534]  Maghl 300 Wied, DGM12020 - 1:00 AM  WWad, 0311172020 - 4200 AM ]
Sparrcre, Jack (FCGT) Swann, Elcabath [XO0C-200-2534) Dy &:00 Wiad, 0312020 — 1:00 PM Wited, 03M 12020 - 700 PM 1
Sparrow, Jack (FOGT)  Swann, Elzabeth PO0GXE-2534)  Day 1:45 Thu, 031272020 = 315 PM Thu, 031252020 - 00 P 3
Sparrow, Jack (FCGT)  Swann, Elizabath DOOC-MK-2534]  Day 11:00 Fri, DAZ2020 — 6:00 AM Fri, 032002020 — 5:00 PM -4
Sparrcw, Jack (FCGT) Swann, Elzabath [XO0C-200-2534) Dy 595 Sad, 02172020 - 730 AM Sat, 012020 ~ 12:45 PM +y

2. On the left-hand side of the page, review the daily and weekly totals boxes to see how many
hours were worked each day and week
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Service il Wk Todal

Day 1545 115 3200
High e ] rars) J00
Tokal 18:45 118 35200
% Dally Totals
Dhart Dy High#
Tedal Total
Sun (08

Wian D30S B0

Tus 03H0 - -

Wed A1 B0 3:00

Step 4. Approve the Timesheet | 1 of 2
While still on the “Showing Timesheet” page, scroll down

1. Enter a phone number where you can be reached if there are any questions about the
timesheet
2. Type any notes you may have in the Comments box if needed
e Any comments made will be visible to the PCA, Consumer, and Surrogate (if applicable)
3. Check the box confirming you have received MassHealth PCA services and that you are not
enrolled in Adult Foster Care and/or Group Adult Foster Care
4. Click Approve Timesheet

Fiease enler & phone number al which vou uo-.—m.-'.f_ By & Tempus sialf meamber in the event fiad there are issuas wilh your limeahest

Erane Murmber

o® q

By sigring below, | cerif: under pain and penalty of perjury that | have received LiassiHeaith PCA services from the PCA during the Smes described

o this BEtity e al % Mot &g in Adult Faster Cane andier Group Adull Fester Cane

Step 4. Approve the Timesheet | 2 of 2

1. After you approve the timesheet, the “Showing Timesheet” page will be updated with a status in
green at the top of your screen

2. If the other party has already approved the timesheet, the status will be Approved by Both
Parties
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3. Once all parties have approved the timesheet, it will be submitted to Tempus and the status will
update to “Submitted”

You have now successfully approved the timesheet!

— o

Showing Timesheet

dl BASIC ERRORMATION
Consumer
PCA
Employer

Iila-.u.. Approsed By Bt Par

Consumer Phone Humber  508-558-5555

PCA Phone Mumber  S08-558.55m8

Timeshest Source  E-Timashesis

Last Updated (2252022 0137 piv
Byyproll Schedile Rangs

PTO Mo

il CREATCR INFORMATION

Bole BCA

Denying a Timesheet in eTimesheets
This section includes instructions for denying a timesheet in the eTimesheets system. The steps for
denying a timesheet are the same for PCAs, Consumers, and Surrogates (if applicable)

There are several reasons why you may need to deny a timesheet, including:

e |t was created in error

e You are a Consumer and your PCA creates a timesheet for a pay period in which they did not
actually work

e You accidentally create a duplicate timesheet

e You create a timesheet, and you realize your PCA or Consumer also created a timesheet for the
same pay period

IMPORTANT: Most issues with a timesheet (including incorrect hours, assigning the incorrect
PCA/consumer) can be fixed by editing, rather than deleting, a timesheet

Step 1. Log Into the eTimesheets Website
If you are not already logged in to eTimesheets, you will need to log in

1. Enter the email you used to sign up for eTimesheets
2. Enter your password
3. Click Login

Note: If you forgot your password, you can find instructions for how to reset it here
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Log In

Passwaord

| Remember me

9

(2]

Step 2. Find the Timesheet

After logging in, you will be taken to the “Listing Timesheets” page

Here you will see a list of the current and previous timesheets. This list shows each timesheet and the
associated Consumer and PCA, pay period, status, and more

Click Show on the timesheet you need to deny

Displaying all T Timeshesis

PCA

Swann

Swann,

Shwarin

Swanmn,

Swanmn

Swanm,

Swann

El@absath [XXX-XX-2534)
Elizabath [3006-XX-2534)
Elabath [x-xx-2534)
Elizabath [X04-XX-2534)
Elmabath [3xXx-xx-2534)
Elmabath (O0-XX-2534)

Elzabath [XXX-2-2534)

Pay Period

DEDER20E0 o 0212020
D2rZAr2020 b 03072020
D) bo A0 TI2020
MAZ2020 to 01/25:2020
DEEra0E] bo 022320020
D2MAr2020 bo 021242020

(72620230 to 2082020

Step 3. Deny the Timesheet | 1 of 2

Submitted

Wed, 0GMA2020
Wad, 0RMAE0H0

Thu, 0302020

Thu, 0302020

11:15 A0

= 1115 AM

-~ 815 AM

= H15AM

Status

Waiting tor PCA Approwal

Submitied

Suhmitied

Maw

Sutmitied

Daniad By Consumer

Submitied

200

8:00

24400

10:30

8:00

2245

045

3:00

This will bring you to the “Showing Timesheet” page. Scroll down on the page to continue denying the

Enter a phone number where you can be reached if there are any questions about the

Type any notes explaining why you are denying the timesheet in the Comments box
e Any comments made will be visible to the PCA, Consumer, and Surrogate (if applicable)

timesheet
1.
timesheet
2.
3.

Click Deny Timesheet
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Please enter a phone numbar st which vou o wached by 3 Tempus stalf membar in the event thad ffove arg isswes with your timoshoet
Phone Mumber.
IC—:r'nvu*Is Q

By signing Below, | canmify undes pain and pasalty of perury thal | have received MassHealih PCA services from the PCA dufing e mes dessribed
on this acthaly forme and | @m not enroled 3 t Foster Care sndlor Group Adult Foster Care
L
Approve Timesheet || Demy Timesheet

Ecil Timesheet
Baok 10 Timesnasats Index

Frirtar-frendy Format

Step 3. Deny the Timesheet | 2 of 2

1. After you deny the timesheet, the “Showing Timesheet” page will be updated with a status in

green at the top of your screen

2. The status of the timesheet will be updated to Denied by PCA/Consumer/Surrogate
3. The denied user will receive an email from TempusETimesheets@annkissam.com with the

subject, “Your timesheet has been denied.”

" Timasheat Danied Sy PCA

Showing Timesheet

il BASIC INFORMATION
Consumer
PCA
Employer

I Swus Denaed By PCA 9.

Consuner Phss Mumbsr  50E-G655. 6555

Your timesheet has been denied.

WD ¥ there are peotileme with how this mesage & displayed, chok here bo iew & in 8 we browss:
Click here 1o dewnkead pictures. To help pesbect yeur privacy, Qutleok prevested autemitic download of some pictures in this seisage

ExX Darnal Email Usa Cantion

Hello,

Your timesheet bas just been denied by vour PCA

Please vind thas bk to view the timeshest: hitpsfimeske

Please do not reply to this email Iesiead, please call Temgpus at 8774797377 if you have any questsons abowt your acoount or about using the sysiem.

Bewt regards,
Tempars Unlimsted, Inc

You have now successfully denied the timesheet
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Editing a Timesheet in eTimesheets
This section includes instructions for Editing an eTimesheet. The steps for editing an eTimesheet are the
same for PCAs, Consumers, and Surrogates (if applicable)

You may need to edit a timesheet for several reasons, including if someone:

e Entersincorrect times

e Selects incorrect dates

e Selects the incorrect consumer program

e Assigns the timesheet to the wrong PCA or Consumer

Step 1. Log Into the eTimesheets Website

® Go to the eTimesheets Website: https://timesheets.tempusunlimited.org/users/sign in

e Enter the email you used to sign up for eTimesheets
e Enter your password
e Click Login

Note: If you forgot your password, you can find instructions for how to reset it here

Tempus E-Timesheets

Log In

Password

Remember me

[=e

Step 2. Find the Timesheet
After logging in, you will be taken to the “Listing Timesheets” page
Here you will see a list of the current and previous timesheets. This list shows each timesheet and the
associated Consumer and PCA, pay period, status, and more
e Click Show on the timesheet you want to edit

Listing Timesheets

PCA Pay Pericd Submitted

= ghl
Dedgada, Nerma POCL-X00-8413 022072022 in 0ADE2022 Wailing for Consumer Approva 2100 o
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Step 3A. Edit the Timesheet

This will bring you to the “Showing Timesheet page” where you can view information including who the
Consumer and PCAs are, phone numbers for the Consumer and PCA, who created the eTimesheet, and

more

e Scroll down toward the bottom of the page and click Edit Timesheet

& Number

Commernts

Step 3B. Edit the Timesheet

This will bring you to the “Editing Timesheet” page. Scroll down a little bit, and you will see the same
table used for entering a timesheet. Because you are editing an existing timesheet, the table will be pre-
populated with times

1. You can leave a comment explaining any changes you make
e Any comments made will be visible to the PCA, Consumer, and Surrogate (if applicable)

WEEK 1

Comments

PTO

Start 1 End 1 Start 2 End 2 Start3 End3 Night

Step 3C. Edit the Timesheet

1. While still on the “Editing Timesheet” page, you will see the currently entered hours and shifts
throughout the week in a table

2. Make the necessary changes

By changing the times in the table, you can:

e Add or delete a shift
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e Change start and end times
e Enter or change night totals
e A night total is the number of hours worked during a night shift, which is from midnight to

6am
Comments
PTO
WEEK 1
Start 1 End 1 Start 2 End 2 Start 3 End 1 Night o
Sun. 02720
Mon. 02/21 || 8a 12p
Tue 02722
Wed. 02/23
Thu 02124
Sat 0228

Step 4. Save your Changes
Once you are finished making changes to the eTimesheet, scroll down and click Update Timesheet

After clicking Update Timesheet you will be brought back to the “Showing Timesheet” where it will
show that your Timesheet has been successfully updated

Thu. 03/19
Fri. 03/20 6a Sp
Sat. 03/21 7:30a  12:45¢

Lo e [

" Timesheet successfully updated
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Step 5. Approve your Changes

1.

Scroll down and enter a phone number where you can be reached if there are any questions
about the timesheet
Type any notes you may have in the Comments box if needed

* Any comments made will be visible to the PCA, Consumer, and Surrogate (if applicable)
Check the box confirming you have received MassHealth PCA services and that you are not
enrolled in Adult Foster Care and/or Group Adult Foster Care
Click Approve Timesheet

An email from TempusETimesheets@annkissam.com with the subject, “A timesheet has been submitted
for your approval” will be sent to the other party to let them know that a timesheet is waiting for their
approval

You have now completed editing an eTimesheet!
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eTimesheets — Envio, Aprobacion, Denegacion, e edicion

Como utilizar el sistema de eTimesheets

Este documento contiene instrucciones sobre cémo utilizar el sistema de las planillas
electrdénicas de horas trabajadas, o eTimesheets. Tiene cuatro secciones:

1. Cémo enviar una nueva planilla

2. CAomo aprobar una planilla existente

3. Como denegar una planilla existente

4. Como corregir una planilla existente

Puede hacer clic en cualquiera de los enlaces anteriores para ir directamente a la seccién en la que usted tenga
mas interés de informarse.

Recursos adicionales:
Para informarse sobre cdmo registrarse en eTimesheets, haga clic aqui
Para informarse sobre cdmo restablecer su contraseiia de eTimesheets, haga clic aqui

Como enviar una planilla con eTimesheets
Esta seccidn incluye instrucciones para enviar una nueva planilla de horas trabajadas en el
sistema de eTimesheets.

Los pasos para ingresar las horas en eTimesheets son los mismos para los PCA,
Consumidores y Representantes (si corresponde).

Paso 1: Inicie sesidn en el sitio web de eTimesheets

Visite el sitio web de eTimesheets: https://timesheets.tempusunlimited.org/users/sign in

1. Escriba el correo electrénico que utilizd para registrarse en las planillas electrénicas
2. Escriba su contraseiia
3. Haga clic en Log in (Iniciar sesion)

Nota: Si olvidod su contrasefia, puede encontrar las instrucciones para restablecerla haciendo clic aqui

Tempus E-Timesheets

Log In

Password

] Remember me
9

Forgol your password?
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Paso 2: Cree una nueva planilla

Después de iniciar la sesidn, se le dirigira a la pagina “Listing Timesheets” (Lista de planillas).

1. Desplacese por la lista y seleccione el periodo de pago correcto, llamado “payroll schedule range’

4

(duracién del cronograma de pagos) para la planilla que usted desee ingresar.
e Siusted es PCA, también debera seleccionar a su Consumer (Consumidor).

2. Haga clic en Create New Timesheet (Cree una nueva planilla)

Listing Timesheets

Desplarying all 2 Trmesheets

o STV Pay Peniod Saulrnitied

Payroll Schedule Range: | 0272002022 1o 020582022 v o
I::':_“o' I@
=0

Paso 3: Seleccione a su PCA

Ay Might FTO

Esto lo llevara a la pagina “Creating New Timesheet” (Como crear una nueva planilla). Desplacese hacia
abajo para encontrar los menus desplegables de PCA 'y de "Enrollment" (Inscripcidn).

1. Seleccione el PCA o el Consumidor correcto

2. Seleccione la opcion de Enrollment (Inscripcidn) para la planilla que esta creando
e Paralos Consumidores de MassHealth Standard, debe seleccionar la opcién FFS = MH

Consumer

PCA

Submission Date

Envoliment | s - MK (12262021) v] @)

pp—— P —

Payroll Schedule Range 02202022 to 03/05/2022

PTO

L1

Page 2 of 14



Paso 4A: Ingrese las horas del PCA

Mientras esté en la pagina “Creating New Timesheet” (Cédmo crear una nueva planilla), desplacese hacia abajo
para encontrar la tabla donde puede escribir las horas que trabajé el PCA durante este periodo de pago.
Asegurese de escribir cada dia el horario de inicio y de finalizacidn de los turnos de trabajo del PCA.

Se debe ingresar el horario en horas y minutos, y también se deben seguir los siguientes requisitos:

e Todos los turnos deben tener un horario de inicio y de finalizacion.

e Losturnos nocturno (de la medianoche a las 6am) y diurno (de las 6am a las 11:59pm) se deben ingresar
por separado.

e Cuando ingrese un horario nocturno, debe ingresar el horario de Inicio y de Finalizacién del mismo, y
también el total de las horas trabajadas durante el horario nocturno en la Night column (Columna de la
noche), escriba nimeros enteros para representar el nimero de horas trabajadas durante el turno
nocturno (p. €j., “2”)

o Eltotal del horario nocturno es el nUmero de horas trabajadas durante un turno nocturno.

WEEK 2
Start1 End1 Start2 End2 Start3 End3 Night

Sun. 03/15
Mon. 03/16

Tue. 0317
Wed. 0318

Thu. 03119

Fri. 03/20 6a Sp

Sat. 03/21 T:30a  12:45¢

Paso 4B: Ingrese las horas del PCA

Requisitos adicionales:
e Silas horas trabajadas incluyen minutos, deben separarse las horas de los minutos con dos puntos
o Porejemplo, escriba “12:30pm,” y no “1230pm”
e Se puede escribir AM y PM en mayuscula o en minuscula, o tan solo “A” o “P”
o Por ejemplo: “9AM”, “9am”, “9A” y “9a” son todas aceptables
e Después de ingresar las horas para el periodo de pago, haga clic en Create Timesheet (Crear planilla) en
el botdn al final de la pagina.

WEEK 2
Start1 End1 Start2 End2 Start3 End3 Night
Sun. 03/15
Mon. 03/16
Tue. 0317
Wed. 0318
Thu. 03/19
Fri. 03/20 Ba 5p

Sat.

0321 T7:30a 12:45¢

==
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Paso 5: Apruebe su planilla

Después de crear su planilla, se le dirigira a la pagina “Showing Timesheet” (Mostrar planilla).

1.

Desplacese hacia abajo y escriba el nimero de teléfono donde comunicarnos con usted si tuviéramos
preguntas sobre la planilla.
De ser necesario, escriba las notas que tenga en la casilla "Comments" (Comentarios).

e Todos los comentarios que haga seran vistos por el PCA, el Consumidor y el Representante (si

corresponde).

Marque la casilla para confirmar que recibe servicios de PCA de MassHealth y que usted no estd inscrito
en servicios de Cuidado temporal para adultos y/o Cuidado grupal temporal para adultos.
Haga clic en Approve Timesheet (Aprobar planilla)

Paso 6: Un tercero revisa su planilla

Después de aprobar su propia planilla, se le dirigira a la pagina “Showing Timesheet” (Mostrar planilla).

1.
2.

Ahora, la planilla estard en Waiting for Approval (En espera de aprobacion)

Su PCA o Consumidor o Representante (si corresponde) recibira un correo electrénico de alerta para que
revisen la planilla.

Dicho tercero debe iniciar una sesion en eTimesheets para revisar su planilla.

Una vez que el tercero haya revisado su planilla, esta sera enviada a Tempus para ser revisada y
procesada.

IMPORTANTE: Si un tercero corrige su planilla, se la volveran a enviar para que la apruebe nuevamente

Showing Timesheet

R —
Consumer

PEA

Employer

Last Updatad  02/25/2007 0114 pn
Payrall Schedule Range 0202072022 10 03052022

PTO N

b crEstos rurammaTION
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Como aprobar una planilla en eTimesheets

Esta seccidn incluye instrucciones para aprobar una planilla que ya ha sido creada en el sistema de
eTimesheets. Los pasos para aprobar una planilla en eTimesheets son los mismos para los PCA, Consumidores y
Representantes (si corresponde).

IMPORTANTE: Cada persona que esté relacionada con una planilla debe aprobarla antes de que pueda ser
enviada para el pago.

e Sjusted cred la planilla, debe aprobarla inmediatamente después de haberla creado.
o Esto seindica en la guia del usuario How to Submit a Timesheet (Cémo enviar una
planilla).
e Sisu PCA o Consumidor o Representante (si corresponde) crea una planilla, usted recibira un
correo electrénico indicando que hay una planilla en espera para su aprobacién.
e Sise hacen correcciones a la planilla durante el proceso de aprobacion, todas las partes
interesadas deberan aprobar la planilla nuevamente antes de que sea enviada.

Paso 1: Inicie sesidn en el sitio web de eTimesheets
Si aun no inicié una sesion en eTimesheets, deberd iniciarla.

1. Escriba el correo electronico que utilizé para registrarse en eTimesheets.
2. Escriba su contrasefia
3. Haga clic en Log in (Iniciar sesion)

Nota: Si olvidd su contrasefia, puede encontrar las instrucciones para restablecerla haciendo clic aqui

Tempus E-Timesheets

Log In

Remember me

9

Paso 2: Haga clic en el enlace incluido en el correo electrénico de Tempus

Cuando usted cree o corrija una planilla, su PCA o Consumidor o Representante (si corresponde) recibira un
correo electrdnico indicando que hay una planilla en espera para su aprobacion.

e Le enviardn un correo electrénico de TempusETimesheets@annkissam.com y el asunto sera: “A
timesheet has been submitted for your approval” (Se ha enviado una planilla para su aprobacién).
1. Haga clic en el primer enlace de su correo electrénico para ir directamente a la planilla.
2. Siel enlace caduca, haga clic en el segundo enlace
e Con este enlace podrd iniciar sesidn en el sistema de eTimesheets, donde deberd navegar
hasta su planilla
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A timesheet has been submitted for your approval

D ¥ there oo problems with how this message is displayed, click hers to view #n 2 web browses
Click hiere 1 downlbaad pictunes. T help protect your prevacy, Outlesk prevented subomatic dovenload of semie pictunes in this mescage.

Extarnal Email

Hello,

A timesheet has just been created or updated thar requires your approval o

Use Cantion

Please visit this lmk 1o view the timeshee

hatps-Vtimesheets-testing tempusunlimited ogg

Please do nat reply to this email. Instead, please call Tempus at 877-475-T577 if vou have any questions about your account or about wsing the system

If the above link is expired, simply log ino the svstem to view the timeshe

Best regards,
Tempus Unlimated, Inc

Paso 3: Revise la planilla

Después de hacer clic en el primer enlace del correo electrénico y de iniciar la sesién, se le dirigira a la

pagina “Showing Timesheet” (Mostrar planilla) donde puede ver informacidn como:

e quiénes son el Consumidor y los PCA,
e |os numeros de teléfono del Consumidor y del PCA,
e quién cred la planilla electrénica, o eTimesheet, y mucho mas

Revise la planilla y aseglrese de que esta correcta. Si no estd correcta, puede corregir la planilla,

siguiendo las instrucciones indicadas aqu/

1. Desplacese hacia abajo y revise la informacion en la seccidn Listing Timesheet Line Items (Lista

de datos de la planilla).

e Encontrara informacidn respecto a cada turno, incluida la fecha, el horario y la duracién

de cada turno.

I Listing Timesheet Line Items Io

Consumar PCA Sarvica Hours Start Date and Tima End Data and Timss
Sparmow, Jack (FCGET) Swann, Elzabeth PO0LM00-2534) Dray B:00 hion, ORTE2020 - &:00 A Mon, 03087020 - 4:00 PR
Sparrow, Jack (FCGT)  Swann, Elizabeth DOCC-KK-2534)  Naghl 3:00 Wied, DEM12020 - 1:00 &AM Wed, 031172020 — 4200 AM
Sparrorw, Jack (FCGT) Swann, El@abath [PO00-X-2034] Day &;00 Wigd, D31 12020 - 1:00 PM Wad, 03M172020 - 700 PM
Sparmow, Jack (FCGET) Swann, Elzabeth PO0LM00-2534) Dhay 1:45 Thu, 03120020 - 3:15 PM Thau, 051 22020 = 500 PM
Sparrow, Jack (FCGT)  Swann, Elizabeth POOC-X0C-2534)  Day 1100 Firi, Q02020 — 6:00 AM Fri. 032002020 - 5:00 PM
Sparrow, Jack (FCGT) Swann, Elgabath [PO00-X0-2034 ] Day 515 Sak, 032172030 - 730 AM Sat, DA12020 — 12:45 PM

%

4

2. Enelladoizquierdo de la pagina, revise las casillas de los totales diarios y semanales para ver
cuantas horas se trabajo cada dia y semana.
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Dhate

Sun 308
Man 0308
Tua 0310

e D311

% Dally Totals

Day
Total

G:00

Service Wil Wk Todal
Day 1545 1E15 200
Mg 300 e ] L

Total 18:45 1E16 3500

Highi
Tosal

3:00

Paso 4A: Apruebe la planilla

Mientras esté en la pagina “Showing Timesheet” (Mostrar planilla), desplacese hacia abajo

Paso 4B: Apruebe la planilla
1.

1. Escriba el nimero de teléfono donde comunicarnos con usted si tuviéramos preguntas sobre la

planilla.

2. De ser necesario, escriba las notas que tenga en la casilla "Comments" (Comentarios).

e Todos los comentarios que haga seran vistos por el PCA, el Consumidor y el Representante (si
corresponde).

3. Marque la casilla para confirmar que recibe servicios de PCA de MassHealth y que usted no esta
inscrito en servicios de Cuidado temporal para adultos y/o Cuidado grupal temporal para adultos.

4. Haga clic en Approve Timesheet (Aprobar planilla)

Después de que apruebe la planilla, la pagina “Showing Timesheet” (Mostrar planilla) se actualizara con

un estado en verde en la parte superior de su pantalla.

Si los terceros ya han aprobado la planilla, el estado serd Approved by Both Parties (Aprobado por

ambas partes)

Una vez que todas las partes hayan aprobado la planilla, esta sera enviada a Tempus y se actualizara el
estado a “Submitted” (Enviada)

iUsted ha aprobado correctamente su planilla!
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Showing Timesheet

& s camarion

Consumer

Consumer Phone Rumber
PCA Phone Humbar 505,
Timeshest Scurce  £7
LastUpdated 022520220137
Payroll Schedule Range

PO Mo

d CREATOR INFORMATION

Como denegar una planilla en eTimesheets

Esta seccidn incluye instrucciones para denegar una planilla en el sistema de eTimesheets. Los pasos para
denegar una planilla son los mismos para los PCA, Consumidores y Representantes (si corresponde).

Hay muchos motivos por los cuales usted puede denegar una planilla, incluidos:

e Se cred por error.

e Usted es el Consumidor y su PCA crea una planilla para un periodo de pago durante el cual el
PCA no trabajo.

e Usted cred un duplicado de la planilla por error.

e Usted crea una planilla, y luego se da cuenta de que su PCA o Consumidor también cred una
planilla para el mismo periodo de pago.

IMPORTANTE: La mayoria de los problemas en una planilla (incluidas las horas incorrectas,asignar al PCA o
Consumidor equivocado) pueden arreglarse corrigiendo la planilla, en vezde borrarla.

Paso 1: Inicie sesion en el sitio web de eTimesheets
Si aln no inicidé una sesion en eTimesheets, deberd iniciarla.

1. Escriba el correo electrénico que utilizé para registrarse en eTimesheets
2. Escriba su contraseia
3. Haga clic en Log in (Iniciar sesion)

Nota: Si olvidd su contrasefia, puede encontrar las instrucciones para restablecerla haciendo clic aqui

Tempus E-Timesheets

Password

Remember me

[=le
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Paso 2: Busque la planilla

Después de iniciar la sesion, se le dirigird a la pagina “Listing Timesheets” (Lista de planillas).

Aqui verd una lista de planillas actuales y anteriores. Esta lista muestra cada planilla y al Consumidor con el

PCA correspondiente, el periodo de pago, el estado, y mucho mas.
e Haga clic en Show (Mostrar) en la planilla que debe denegar.

Displaying all T Timeshesals

PCA Pay Pariod Submitted Status Drary Night PTO
Swann, Elzabath (0-00-2534)  DRUER2020 to D3E21/2020 Waiting for PCAApproval 3200 300

Swann, Elizabath POOCGK-2634) 022372020 to 03072020 Wed, 03ME2020 - 1115 AM  Submitied 8:00 Yos
Swarin, Eleabsrth (00X x-2534 ) D320 bo OO TV2020 Wad, 03MAETED - 1115 AM Submifted 2400 301

Swann, Elizabath PO0CG-2534)  01A22020 o 017252020 Maw 10:30 300

Swarn, Elzabath ((X--2534) DA bo OR300 Thu, NS00 - 815 AM Suhmitied .00 Yas
Swann, Elizabalh O-KX-2534) 020872020 o D2/22/2020 Daniad By Consurmer 2245 500

Swarn, Elzabath [XX-X-2834) 012020 bo D20OR2020 Thu, O3NEI020 — &:15 AM Suhmitied 045

Paso 3A: Deniegue la planilla

Esto lo llevara a la pagina “Showing Timesheet” (Mostrar planilla). Desplacese hacia abajo por la pagina para

denegar la planilla.
1. Escriba el nimero de teléfono donde comunicarnos con usted si tuviéramos
2. preguntas sobre la planilla.

3. Enlacasilla de "Comments" (Comentarios), escriba las notas que expliquen por qué esta denegando

esta planilla.

e Todos los comentarios que haga seran vistos por el PCA, el Consumidor y el Representante (si

corresponde).
4. Haga clic en Deny Timesheet (Denegar planilla)

Please anter a phone number &t which you

Phome: Numniber

.'o'F aChed Eya Tempus s membar i fie evenr thad e ame issUes with MOUF L@ Srear

ceived MassHealth PCA services from the PCA duning e times desoribed

¥
=
i
i
[
w
i*
i

By signing below, | certy under pain and pasalty

on this acthgy forme and | @m not enrplad

===
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Paso 3B: Deniegue la planilla

Después de que deniegue la planilla, la pagina “Showing Timesheet” (Mostrar planilla) se actualizard con un
estado en verde en la parte superior de su pantalla.

El estado de la planilla se actualizara a Denied by PCA/Consumer/Surrogate (Denegado por PCA,
Consumidor o Representante)

El usuario que sea denegado recibird un correo electrénico de TempusETimesheets@annkissam.com con el
asunto: “Your timesheet has been denied” (Su planilla ha sido denegada).

Showing Timesheet

l, BASIC INFORPARTEON

Consumer

Consumer Phcss Mumbser 5025555555

Wour timeshest has been denied.

e dowrlosd of sorme pctuies in thh sisige

[Extarnal Email Usa Cautlion

Hello,

Your timesheet bas just been denied by vour PCA

Please vind thas bnk to view the imeshest: hifps hmesheetz-Sertme temposunhmated, org tmeshesis 1078427
Plzase do not reply to this email Iestesd, please call Tempus at 8774797577 if you have any questions abowt your account or about wsing the system.

Besat regasds
Tempus Unbimaed, Ine

iUsted ha denegado correctamente su planilla

Como corregir una planilla en eTimesheets

Esta seccidn incluye instrucciones para Corregir una planilla electréonica o eTimesheet. Los pasos para corregir
una planilla electrdnica son los mismos para los PCA, Consumidores y Representantes (si corresponde).

Hay muchos motivos por los cuales es posible que usted deba corregir una planilla, incluido si alguien:
e Ingresa horarios equivocados
e Selecciona las fechas equivocadas
e Selecciona el programa equivocado del consumidor
e Asigna la planilla al PCA o Consumidor equivocado
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Paso 1: Inicie sesidn en el sitio web de eTimesheets

Visite el sitio web de eTimesheets: https://timesheets.tempusunlimited.org/users/sign in

1. Escriba el correo electrénico que utilizé para registrarse en eTimesheets
2. Escriba su contraseiia
3. Haga clic en Log in (Iniciar sesion)

Nota: Si olvidd su contrasefia, puede encontrar las instrucciones para restablecerla haciendo clic aqui

| Remember me

9

Paso 2: Busque la planilla
Después de iniciar la sesion, se le dirigird a la pagina “Listing Timesheets” (Lista de planillas).

Aqui verd una lista de planillas actuales y anteriores. Esta lista muestra cada planilla y al Consumidor con el
PCA correspondiente, el periodo de pago, el estado, y mucho mas.

e Haga clic en Show (Mostrar) en la planilla que desea corregir.

Listing Timesheets

Period Submitbed Status Diay Might PTO

Dedgada, Nord [POOC-)00-0413 02072022 o 03062022 Waiting fior Consumer Approwva Fali o

FCA Fay
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Paso 3A: Corrija la planilla

Esto lo llevara a la pagina “Showing Timesheet” (Mostrar planilla) donde podra ver la informacién como

quiénes son el Consumidor y los PCA, los nimeros de teléfono del Consumidor y del PCA, quién creé la
planilla eTimesheet, y mucho mas.

1. Desplacese hacia la parte inferior de la pagina y haga clic en Edit Timesheet (Corregir la planilla).

Fled e ander & phone number af wiich pou can be mached By 8 Tempuz slalf mamber in he svent hal theve ane issies wilh pour timeshesl
Erone Nymroer

Comments
By signing below, | cerfify under pain and penaity of perjury that

that | have received MassHealth PCA servioes from the PCA during the Gmes desaribed

on ithis activity form. and | am not e

i

Care andior Group Adull Foster Care

Paso 3B: Corrija la planilla

Esto lo llevara a la pagina “Editing Timesheet” (Corregir la planilla). Desplacese un poco hacia abajo y vera la

misma tabla que utilizé para ingresar una planilla. Debido a que usted esta corrigiendo una planilla ya
existente, la tabla estard rellenada con horarios.

1. Puede dejar un comentario explicando los cambios que haga

e Todos los comentarios que haga seran vistos por el PCA, el Consumidor y el Representante (si
corresponde).

Comments

PTO

WEEK 1

Start 1 End 1 Start 2 End 2 Start3 End 3 Night

Mon. 0221  8a 12p

Page 12 of 14



Paso 3C: Corrija la planilla

1. Mientras esté en la pagina “Corregir la planilla”, vera en una tabla las horas y los turnos ingresados

actualmente durante la semana.
2. Haga los cambios que sean necesarios.

Al cambiar los horarios en la tabla, usted puede:

e Agregar o borrar un turno

e Cambiar los horarios de inicio y finalizacién

e Ingresar o cambiar los totales del horario nocturno
El total del horario nocturno es el nimero de horas trabajadas durante un turno nocturno,

Night o

o)
desde la medianoche hasta las 6 de la mafiana.
Comments
PTO
WEEK 1
Start 1 End 1 Start 2
on. 02/2 =F] 12p
ed. 02/23
Thu. 02/24

Paso 4: Guarde sus cambios

Una vez que haya terminado de hacerle cambios a la planilla eTimesheet, desplacese hacia abajo y haga clic en

Update Timesheet (Actualizar planilla)

e Después de hacer clic en Update Timesheet (Actualizar planilla) volverd a “Showing Timesheet”
(Mostrar planilla) donde le mostrara la Planilla que ha sido actualizada correctamente.

Thu. 03/19
Fri. 03/20 6a Sp
Sat. 03/21 | 7:30a | 12:45¢
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Paso 5: Apruebe sus cambios

1. Desplacese hacia abajo y escriba el nimero de teléfono donde comunicarnos con usted si

tuviéramos preguntas sobre la planilla.

2. De ser necesario, escriba las notas que tenga en la casilla "Comments" (Comentarios).

e Todos los comentarios que haga seran vistos por el PCA, el Consumidor y el Representante (si
corresponde).

3. Marque la casilla para confirmar que recibe servicios de PCA de MassHealth y que usted no estd

inscrito en servicios de Cuidado temporal para adultos y/o Cuidado grupal temporal para adultos.
4. Haga clic en Approve Timesheet (Aprobar planilla)

A 2e ey & phone numBar &f wiich you L.o‘::\.-'.:'. by & Tempus Saff mamber in the Svent hal there ans Ssuss with your limeshest
S —— x]_v-_--l

a®

By sigrin ow, | oerSf under pain and penalty of p
By signing below, | cerdifc under pain and penalty of pe

Se enviara un correo electronico de TempusETimesheets@annkissam.com con el asunto: “A timesheet has been
submitted for your approval”

(Se ha enviado una planilla para su aprobacién) a la tercera parte para informarle
gue hay una planilla a la espera de su aprobacion.

iUsted ha terminado de corregir una planilla en eTimesheet!
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Resetting Passwords in eTimesheets

This document includes instructions for how to reset your password in the eTimesheets system.

Please note that to reset your password, you must already have set up an eTimesheets account. To learn

how to set up an eTimesheet account, click here.

Step 1. Go to the eTimesheets Website

e Go to the eTimesheets Website at: https://timesheets.tempusunlimited.org/users/sign in

e Click Forgot your password?

Log In

Email
Password
Remember me

Login

I: orgol your rcm\mb/

Step 2. Enter Your Email

You will be taken to the 'Forgot your password' page
1. Enter the email address you used with the eTimesheets system
2. Click Send me reset password instructions

Forgot your password?

Please enter below your email address that is registered with this system
example@gmail.com| 6

Send me reset password instructions e

Login
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Step 3. Check Your Email

You will get an email within a few minutes from TempusETimesheets@annkissam.com with the

subject line: “Reset password instructions”

This email will ask you to set up a new password. Click the Change my password link in the

email

Note: The link to reset your password is only active for 6 hours. If you are unable to set a new
password within 6 hours, you will need to request a new reset link by following steps 1 & 2 again

Hello,

You have requested 1o change sword in the system. You can do this by clicking on the link below
IChange my passwaord
Please log into the system and change your password. For security reasons, this link is only valid for 8 hours

If you are not able to log into the system in the next 6 hours, you will need 10 request a new password reset link

Please do not reply to this emall. Instead, please call Tempus at 877-479-7577 if you have any questions about your account or
about using the system.

Best regards.
Tempus Unlimited, Inc

Step 4. Make a New Password

After clicking the link in your email, you will be taken to the “Change your password” page

1.

Enter a new password that is at least 8 characters long

2. Type your new password again in the Confirm new password field

3.

Note: The new password and confirmation password must match exactly

Click Change my password

Your password is now successfully changed, and you can login to eTimesheets!

Change your password

New password

(8 characters minimum)

Confirm new password

| ] ©®
I Change my password I 9
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Como restablecer la contraseiia de las planillas electronicas

Este documento contiene instrucciones sobre cdmo restablecer su contrasefia en el sistema
de las planillas electrénicas de horas trabajadas o eTimesheets.

Por favor, tenga en cuenta que para restablecer su contraseiia, ya debe haber configurado una
cuenta de eTimesheets. Para obtener informacidn sobre cémo configurar una cuenta para las
planillas electrénicas, haga clic aqui.

Paso 1: Vaya al sitio web de las planillas electrénicas

e Vaya al sitio web de eTimesheets en: https://timesheets.tempusunlimited.org/users/sign in
e Haga clic en Forgot your password? (¢ Olvidd su contrasefia?)

Log In

Email
Password
Remember me

Log In

I Forgol your § !'::,‘\.u\!v/

Paso 2: Escriba su correo electrdnico

Se le dirigira a la pagina 'Olvidd su contrasefia’

1. Escriba la direccién de correo electrénico que utilizé con el sistema de eTimesheets
2. Haga clic en Send me reset password instructions (Enviarme instrucciones para restablecer la
contrasefa)

Forgot your password?

Please enter below your email address that is registered with this system
example@gmail.com| o

Send me reset password instructions I e

Login
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Paso 3: Revise su correo electronico

En pocos minutos, recibira un correo electrénico de TempusETimesheets@annkissam.com
con el asunto: “Reset password instructions” (Instrucciones para restablecer su contrasefia)
Este correo electrénico le pedird que establezca una nueva contrasefia. Haga clic en el enlace
Change my password (Cambiar mi contrasefia) desde su correo electrénico

Nota: El enlace para restablecer su contrasefia solo estard activo por 6 horas. Si en esas 6 horas
usted no puede establecer una nueva contrasefia, tendra que solicitar un nuevo enlace y vuelva
a seguir los pasos 1y 2

Hello,

You have requested 1o change sword in the system. You can do this by clicking on the link below

Change my password

Please log into the system and change your password. For security reasons, this link is only valid for 6 hours
if you are not able to log into the system in the next 6 hours, you will need 1o request a new password reset link

Please do not reply to this emall. Instead, please call Tempus at 877-479-7577 if you have any questions about your account or
about using the system,

Best regards
Tempus Unlimited, Inc

Paso 4: Establezca una nueva contraseia

Después de hacer clic en el enlace de su correo electrénico, se le dirigira a la pagina “Change
your password” (Cambiar su contrasefia)

Escriba una nueva contrasefia que tenga al menos 8 caracteres

Escriba otra vez su nueva contrasefia en el campo de Confirm new password (Confirmar nueva
contrasefa)

Nota: La nueva contrasefia y la contrasefia de confirmacion deben coincidir exactamente

Haga clic en Change my password (Cambiar mi contrasefia)

iSu contrasefa se ha cambiado con éxito y puede iniciar la sesion en eTimesheets!

Change your password

New password

(8 characters minimum)

| ] ©

Confirm new password

| ] ©®
lChange my password ] e
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