Quick Start Guide

For Approving a Long or Short Shift

To approve a long or short shift, please follow the following steps:

1 Step 1 - Find the Shift to Approve

The timesheet page display starts on the current Pay Period. If you need to
see a different period, you can find the timesheet that you want by following

the instructions below:

1. Click on the dates in the Pay Period box to see a calendar and find the

period you want.

Timesheets

Pay Period

4 05/14/2023 - 05/27/2023 >

Hello, Anne Smith consum G LLIET

< 05/14/2023 - 05/27/2023 >

A 3 pay period(s) with incomplete timesheet(s)

2. When the calendar displays, select the date of the Pay Period you

are looking for.
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3. Click the Done button at the bottom of the calendar.
4. Click the Edit [#] icon under the Action column.

Note: The “Legend” at the
bottom of the box tells you what
each colored date means.

5. You can then view the days within the selected Pay Period.

If you need detailed help, visit TempusUnlimited.org/EVV-support

and see the “Viewing a Timesheet” Quick Start Guide.
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https://tempusunlimited.org/EVV-support/

2 Step 2 - Open the Timesheet

Open the timesheet that corresponds to the shifts that were logged for a
short period of time (less than 15 minutes) or a shift that is longer than 24
hours.

These shifts are specifically indicated with an orange exclamation mark.

) "
* Services Portal

Pay Period: 09/03/2023 - 09/16/2023 [ n [ Apprave Al Shifts o

Sun, 09/03/2023  O7:00 AW 0TI0Z AR i regular o0 oh ozm oh 15m

Mon, 03/04/2023
Tue, 09052023
Wed, 09/06/2023
Thu, 09/07/2023
Fri, 09/08/2023

Sar, 09/09/2023

Sun, 08M0/2023
Meon, 0%/11/2023

Tue, 03{12/2023

Wed, 03/13(2023  10:48 AW 10,48 AN Start: Home regular - 4 0h 00m B ( e |
End: Home

Thu, 09]14/2023
Fri, 03/15/2023

5ar, 09f16/2023
Total Approved Pay Period Hours  Oh 15m —
Total Benled Hours  Oh DIm

< Back to Timesheets
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3 Step 3 - Click Approve \

Click on the Approve button to approve this shift.

rtal

Timesheet for Arindam PCA (PCA#0 )

Pay Period: 09/03/2023 - 09/16/2023 Approve Allhifis | | Add Shite
©  toca - " o Compliant P J— Action

Sun.09/03/2023 0700 AM 07:02 AM i:r.L;‘Hume regular e 0 Oh ozm oh 15m e

Mo, 020412021
Tue, D9(05/2023
Wed, D3/06/2023
Thu, 09/07/2023
Fr. 09082023

Sag, 09f09/2023

Sun. 09/10/2023
Mo, 081742023

Tue, 09/12/2023

Wed, 031302023 10:48 A 10:48 AN Start: Home  regular - .00 00m on oom m
L Approve
End: Home

Thu, 0814/202%
Fri, 09/16/2023
Sat, 03/16/2623

Total Approved Pay Period Hours  h 15m
Tatal Benled Hours ah 00m

o

4 Step 4 - Approve Shift Message

J

A new pop-up message will be displayed that will warn you that this shift
is either less than 15 minutes or longer than 24 hours.

Confirmation of the approval is required. Choose the exception type and
the reason for the exception.

Approve Shift X

A Tatal duration far this shift i less than 15 mirutes. Pieass %
connplitie the Falkwing fiekls 1 sgpeoee The shil,

Excaption “fequiea

J
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5 Step 5 - Select the Exception \

Choose the appropriate Exception from the drop-down list.

Approve Shift X

A Total duration for this shift is less than 15 minutes. Please X
complete the following fields to approve the shift.

Exception *Required

v Select... ]
Missed or incorrect check infcheck out
Other modification required
Technology issue

T

Comments

Limit to 500 characters.

Cancel Confirm Approval

6 Step 6 - Select the Reason for the Exception

Depending on the Exception selected from the drop-down list, the
Reason for the Exception will vary.

Choose the appropriate reason from the drop-down list.

Approve Shift X

A Total duration for this shift is less than 15 minutes. Please X
complete the following fields to approve the shift.

Exception *Required

Technology issue v

Reason for Exception *Required

v Select... ]

Device died or turned off during visit
Device not working properly

Issue with Wi-Fi/Data service

Lost device

™

No device available
Other

Cancel Confirm Approval

J
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[ Step 7 - Click Approve

Click the Confirm Approval button after selecting drop downs.

Approve Shift X

A This shift is part of a split visit starting on X
11/18/2023 04:19 PM and ending on 11/19/2023
09:02 PM.

Total duration for this split visit exceeds 24 hours.
Please complete the following fields to approve
the shift.

Exception *Required

Technology issue v

Reason for Exception *Required

Device not working properly v

Comments

Limit to 500 characters.

Cancel Confirm Approval

8 Sstep 8 - Shift is Approved

The shift is now approved.

Firgilar « O fth 2 fin i v A Deny |

Total Apprcved Fay Period Hours  0h 15m
Tofal Denied Hours  Oh 20m

Subsnit Timeshiat

You can now approve a long or short shift using the EVV Portal.



