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Submit a Late Shift

(1] Thu, Nov 2

Nice to see you,
Melissa!

No Active Shifts

When you're ready to begin, tap New Shift
below to get started

In the CareAttend app,
select “New Shift.”
Note: If you support more than one
individual, you'll need to select the
person you're entering time for.
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What service are you providing
for Raphina Gregory?

(O In-Home Respite Care
55150

(O Personalcare
T1019

(O Attendant Care per 15 min
s51.

Select the service you are
providing and tap “Next.”

Are you ready to provide Test
Shift for Raphina Gregory?

® start Shift

Select “Start Shift.”
Note: You must allow the shift to
run for at least one minute.

To submit a shift from a date in the past using CareAttend, follow the instructions below.

EANE N

. i
Active Shifts

George Crinchton

Qs 00:00:14

Personal Care
2 Tasks
Raphina Gregory

00 : 06 : 00

@ Eating

O Bathing

#= Shift Details

® End shit

If your service code requires
tasks, click “Shift Details” to
enter the tasks.

Select the tasks you
completed and then tap

“End Shift.”

If not required to submit
tasks, skip to step 6

continued on next page




&« Service Summary <« Make Adjustments <« Make Adjustments <« Make Adjustments

Please note that any adjusted times will

Start
Service Details have to be approved by your organization.

original Adjusted Reason for Adjustments

® 05:02 Too many, or unusual use of adjustments
T )y may result in additional training, guidance, Nov 2, 2023
i Thu, November 9, 2023 and oversight.

i Started shift 06:51

(O correction to recorded entry

i (O Incorrect Service Code
i & Raphina Gregory End
are Original Adjusted

: . Nov2,2023
@ 11:02 (O Forgot to Check In/Out
Thu, November 9, 2023 06:51 ® 06:06 OJ

() MyMember had an emergency

(O Device malfunction

*D Clear all adjustments

(O New Enroliment
(O 1live with the Member

(O The app was not working

@ Incorrect In/Out time

Enter Adjustments Save Changes

On the Service Summary Review the adjustments Adjust the Start Select the reason for the
screen, select “Make attestation and select and/or End dates and times. adjustment(s), then select
Adjustments.” “Enter Adjustments.” When finished, select “Save Changes.”

“Next.”
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continued on next page




Submit a Late Shift (cont’d)

< Service Summary Attsstaliod & Attestation

not in a hospital,
Service Details cility, or it ed during this shift. | Iattest the Client was not in a hospital.
s true and accurate of fagility, or incarcerated during this shift. |
. when services were performed. | " " attest that this shift is true and accurate of
® 05:02 . You are signing as Apple Pie.
understand | may not be paid if this time when services were performed. | attest that |
i Thu, November 9, 2023 goes over the Member's authorized may be subject to corrective action if this
i Started shift amount of service hours. | understand that

time goes over the Client's authorized
falsifying information is Medicaid Fraud. o g
26 Melissa Atis amount of service hours or over my Work

Week Limit. | understand that falsifying
Melissa Atis information is Medicaid Fraud

® 11:02

Thu, November 9, 2023 Apple Pie
Ended shift r

i 2= Personal L Care

Client Signature
Signature

i Unable to Obtain Client Signature
You are signingas

Review the Service Summary Tap inside the signature Use your finger or stylus to If the individual you provided services for
screen, then select box and sign your name. sign your name. can sign your electronic timecard, select the

“Sign.” The signature box will turn Select “Accept.” button to obtain the signature.

sideways on your screen. o _ _
If the individual is unavailable, select the

“Unable to Obtain Signature”
link below the button.

20250908 continued on next page




Approve the Shift

This section is be completed by the individual you are providing services for, or their representative. Once you end your shift on the device, the shift will need to be
approved.

Note: the signature is not required immediately and can be done later in the DirectMyCare web portal. However, skipping the signature step creates additional steps
in the process that may result in delayed payment. The most efficient way to complete your shift is to immediately sign on the CareAttend mobile app at the time of
submission.

& Member Summary Member Summary

Tap here to learn more.

Service Details

® 05:02
i Thu, November 9, 2023 |
i started shift | ® 6h Om
Q _

20 Melissa Atis

i = Persona L Care 5
i Signature
@ 11:02 You are signing as You are signing as Raphina Gregory.

Thu, November 9, 2023 member,
Ended shift Raphina Gregory

I attest the Member was not in a hospital,
facility, or incarcerated during this shift. |
attest that this shift is true and accurate
of when services were performed. | attest
that | may be subject to corrective action
if this time goes over the Member's
authorized amount of service hours or Shift submitted!

over my Work Week Limit. | understand

that falsifying information is Medlicaid Thank yout! Please return the device to
Fraud. L . Melissa Atis.

Signature Tap Here to Sign

You are signingas

Review the Scroll down, review the Sign your name in the signature The shift has now been
Service Summary attestation, then tap inside box, then select “Submit.” The approved and submitted.
screen for accuracy. the signature box. signature box will turn sideways on

your screen.
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