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Go to DirectMyCare.com. Sign in to the web portal by entering your email address and password. Select Log In to go to the

home page.
Shifts in Saved Status e
1. Tochange or delete a saved shift, select the Needs ® Time Entry —
Review box (Fig. 01).
2. Select View on the shift you want to change (Fig. 02). o
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3. You will see the shift details screen. You can adjust Tasks, EVV %
Exception Reason, and Time-In/Time-Out (Fig. 03).
4. You cannot change the Service Code or the Shift Date. You will Info
need to DELETE the saved shift and create a new one (Fig. 03). ) SAVED 0.25h
e (Choose the SUBMIT button. Your shift will be sent for approval Participant
and payment (Fig. 03) EMUMET OReFITL
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Shifts in Rejected Status

1. Select the Needs Review box (Fig. 04).
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2. Select View on the shift you want to change (Fig. 05).
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3. You can adjust Tasks, EVV Exception Reason, and Time-In/ %
Time-0ut (Fig. 06).
e (Choose the info icon to see why it was rejected (Fig. 06). Olnfo
* You cannot change the Service Code or the Shift Date. You FEIEE] x REJECTED 2h
will need to DELETE the saved shift and create a new one (Fig.
06) Participant
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4. Choose the SUBMIT button. Your shift will be sent for approval 1752519 e
and payment. Selecting UPDATE will NOT send the shift for s no
approval and payment (Fig. 06). Attendant Services
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Shifts in Ready to be Paid Status

Shifts in a Ready to be Paid status can ONLY be deleted. EHDIRECTMYCARE .
Shift details cannot be changed. # Home X s
1. To delete a Ready to be Paid shift, choose Time Entry = raa
(Flg 07) @ Contact Us
2. Choose View on the shift you want to delete (Fig. 08).
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3. Toremove the shift, choose DELETE (Fig. 09).

4. In the popup, use the drop-down menu to choose a reason why you are deleting the shift. Then choose REMOVE (Fig. 10).
e |f needed, submit a new shift with the correct information.
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EVV Exception Reason _ Once this entry is removed, it will no longer be visible in the DirectMyCare
My phone or tablet was not working web portal. The entry will not be paid. To continue, choose a removal
reason and click 'Remove.” Removal may take several minutes to
Timedn complete.
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