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In this section, we will review how to create your new CareTime account as a Participant.

1 Navigate to: Participant Registration
https://careportal.caretimeapp.com/#/auth/login

2 Click “Register”

CarePortal

Welcome back, login to your family portal.

Forgot Password 7

f egister

3 Click the option for
“Select if you are a consumer/client”

O Select if you are an employee/caregiver @ bu are a consumer/client

p— v

2

Employees/caregivers are those Consumers/Clients are those

that provide care receiving care provided by a
caregiver.

EMPLOYEE/CAREGIVER CONSUMER/CLIENT

4. Click “Next”

) —
s

Employees/caregivers are those Consumers/Clients are those
that provide care. receiving care provided by a
caregiver

EMPLOYEE/CAREGIVER CONSUMER/CLIENT

©
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Enter your email that you'd like to
register with and click "Submit".

VERIFICATION FINISH

Identity verification

Please enter your Consumer/Client Email and click submit to verify your details.

CAREPORTALDEMU-I@GMAIL‘COM I @

You will receive an email with a verification
code. Open the email and copy the code.

Email verification

(L CARETIME

D

Hi DONALD TEST,
Above is your verification code for Caretime Familyportal registration process

Enter the code from the email
into the verification field.

Email verification

NOTE: If you receive an error at this
point that the email is not on file,
follow up with Premier to update your
email on file. You will not be able to
register until it is updated.

Click “Verify”

Email verification

751935

)
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9

10

11

Click “Next”

Email verification

Enter in the password that you want to set for
your CarePortal login. Once you enter it, click
"Submit". Then click "Go to Login"

You are almost done! CAREPORTALDEMO+1@GMAIL.COM will be your username.
Please enter password to complete the registration process.

Username: CAREPORTALDEMO+1@GMAIL.COM

ﬂ Go to Login Page

Once you're back on the log in page, enter your log in information
and click "Login". Your username is the email you used to register
and the password is the one you just created.

CarePortal

Welcome back, login to your family portal.

\ careportaldemo~1@gmail.com l

Forgot Password ?
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In this section, we will walk through the steps for how to add a family member. Family

members can help you navigate CareTime and EVV use.

Navigate to:
https://careportal.caretimeapp.com/#/family-members/all

2 Click “Add member”

L. 2 DONALDTEST~

Add m| mber

Add a Family Member

-
Name Login Allowed Relationship
3 Enter the details for the family member
including their name, email, relation, and
enter a password for them.
N
[ ( )
[
[
FULL NAME ‘ Emily Test
[
[ E-MAIL [ careportaldemo+2@gmail.com
7N
RELATION ‘ )
N
PASSWORD ‘
I —— E-MAIL ‘ careportaldemo+2@gmail.com
G iGET RELATION l Daughter]
P an
PASSWORD ( )
p =
CONFIRM PASSWORD ‘
ALLOW LOGIN G

PERMISSIONS Add Timecard
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4_ Next select what permissions you want to give the family member. The
permissions available are the ability to add and edit timecards, add a family
member, and view family members.

PASSWORD ‘ ‘

CONFIRM PASSWORD ‘ ‘

ALLOW LOGIN ﬁ

PERMISSIONS Edit Timecard dd Family Member View Famiy Members

STATUS ﬁ

PASSWORD ‘ ‘

CONFIRM PASSWORD ‘ ‘

ALLOW LOGIN [ v ¢

PERMISSIONS Add Timecard £33 Family Member View Family Members

STATUS X

PASSWORD | ‘

CONFIRM PASSWORD ‘ ‘

ALLOW LOGIN ﬁ

PERMISSIONS A/: View Family Members

STATUS ﬂ
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5 Once you have completed the set up you
want for the family member, click "Save".

& == &=

The family member will then receive an email
notifying them of their new CarePortal
account and password.

Hi Emily Test,
An Account has been created for you on CarePortal. Please use your email as the username and demo123 as the

Click on this link to login to your account https://carepo| @ eapp.com/

Thank you,
Caretime Team

(- CARETIME

7 After adding the family member, if you need to change
details or permissions, you can always click on the pencil
icon to edit the family member.

voemwrievr = ecarelime ea elcased update Une, please e your caregiver/PA update their app
For the best performance, the app should be updated.
@ FAMILY MEMBERS
FAMILY MEMBERS
(O TIMESHEETS
Filter by Email / Name
SCHEDULES
O CcHaT Action Status Email
Active caraportsldemo=2@gmail.cor
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In this section, we will walk through the steps to add a new

timecard to an existing timesheet. Add a Timecard

In order for you to add a timecard for a Direct Care Professional (DCP) in CarePortal, Premier
must create the relationship, so the DCP will show up in your dropdown.

If you do not see the Direct Care Professional in the dropdown, contact Premier to add them.

Navigate to:
https://careportal.caretimeapp.com/#/dashboard

2 Click “TIMESHEETS”

CAREPORTAL @

/- DASHBOARD T The CareTime mob
For the best perfor

© FAMILY MEMBERS ‘

DASHBOARD
(DT E

SCHEDULES

CURRENT PA)
3 Click “ADD”
)
0/08/2023 to 10/21/2023 | = |
4 Select the Direct Care Professional that you want to add the timecard for.
Add Timecard
EMELOVERS Ndme: SLENERmE NOTE: If you do not see the Direct
b = ML et Care Professional in the dropdown
DUCKDONALD O == to add the shift, contact Premier to
add them.
Start Date Start Time
01-31-2023 M 10 : 02
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Enter in the Start Date and Time and the
End Date and Time for the Timecard.

Start Date Start Time
Start Date == 21005 10 02
/ End Date End Time
End Date
Start Date Start Time
01-31-2023 21 10 02
End Date < Jan s 22023 2 > End Time
0131202 SU Mo Tw We Th A Sa | 10 02
1 4 5 6 7T
8 12 13 14
Authorizatia 15 16 18 13 20 21 Activity Code:
Select Auth 22 23 24 25 26 21 8 v Select Activity Code
—
Start Date
01-10-2023 1] 02 PM
g
Start Time
08 . od i
End Date End Time
01-31-2023 10 02
End Date
End Date End Time
01-31-2023 i1 10 02
€ |dan & |2023 & | D>
Su Mo Tu We Th F Sa
Authorizatio 1 2 4 5 6 7 Activity Code:
Select Auth 8 12 13 14 v Select Activity Code
15 16 18 19 20 21
End Date End g Duration
0
01-10-2023 £ 0 02 14.03
End Date End Time Duration
Start Date Start Time
10312023 = 12 05
End Date End Time Duration
10-31-2023 = 03 05 3
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6 Enter the Activity Code and Reason Code into the Timecard.

Authorization: Activity Code:

Select Authorization - Select Activity Code

Reason Code:

Select Reason Code Notesrq Activity Code:
Select Activity Code ‘ -
i IRIS 55120 KX CHORE SERVICE LIVE-IM (25) “
Reason Code:

Select Reason Code / - IRIS 55120 U1 CHORE SERVICE NON LIVE-IN (26) I

: s
1-W1 - Caregiver Error IRIS 55125 KX ROUTIME SHC LIVE-IN (1)
2-W1 - Member Unavailable IRIS 55125 SHC LIVE-IN (EVV NON LIVE-IN) (4)
3-WI1 - Mobile Device Issue IRIS 55125 U1 52 SUPERVISION SHC NON LIVE-IN (8)
4-WI1 - Telephony Issue IRIS 55125 U1 KX ROUTINE SHC NOM LIVE-IN EVV (2) ﬂ

5-W1 - Member Refused verification

T-W1 - Migsing in sysiem

Activity Code is the type of service you received.

Reason Code is the reason why you are adding
the shift - e.g. "Caregiver error" might be used
when a Direct Care Professional forgot to clock in
and out for the original shift.
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7 Once you have entered all the details, click "Add Timecard"

v SETECTACUVILY COUE v

X w RC:1

Add Ti secard

8 If there are any overlaps or errors, CarePortal will alert you. An overlap occurs
when one shift has not yet ended and another shift has started resulting in
some of the hours overlapping with each other.
o Tofix the errors, click "No, Close" and update the timecard to resolve
the error (such as an overlap).

Timecard Overlap detected!!!

Still, You want to submit the timecard?.

Date IN ouT Client Employee
01/10/2023 10:43 AM 10:53AM WILLOWS, TEST DUCK, DONALD
01/10/2023 02:46PM  02:48PM WILLOWS, TEST DUCK, DONALD
01/10/2023 03:38PM  03:41PM WILLOWS, TEST YEREMN, MARIA

' 1 of 2 Warning Yes, Next ‘

timecard was added successfully. If there is an overlap detected and you
select ‘Yes, Next’, you will see a message indicating that the timecard was
added successfully. As a reminder, overlapping shifts may not be paid due to

duplicate hours.
(ol Jm |

9 If there are no overlaps detected, you will see a message indicating the
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In this user guide, we will walk through the steps for participants
to approve their workers’ timesheets.

Approve a Timecard

Navigate to:
https://careportal.caretimeapp.com/#/timelog

2 To approve the timecards for a particular pay period, Click on “TIMESHEETS”.

CAREPORTAL <)

DASHBOARD Filter by Name

FAMILY MEMBERS

A
©

Approval Pending @@ Edit neede
(© TIMESHE as)

Column Options

SCHEDULES

D cHAT Action Approval
- SRR
3 Navigate to the pay period that you are looking to

approve by using the arrows in the top right corner.

ADD © &
| Viewin your browser Timezone (default @ 01/22/2023 to 02/04/2023 ’ ') ’
Expand
4 Once you open the timesheet to approve, first e-sign the
timesheet by checking the box by "Click here to E-Sign".
Total Hours Difference Approval Action

- F i) he,e toE-Sign.
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5 Click “Approve”.

6

Page 14 of 22

Total Hours Difference Approval Action
7. -Si y W1 WS, TEST
27.50 (2750 ] E-signed by WILLOWS, TES R

A pop up will appear asking you to confirm the approval. Click "Yes, Approve".
The visits on the sheet will then show as "Approved for Payroll"

Are you sure?

You want to Approve the timecard(s) for payroll?

CareTime Guide PremierFMS
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In this user guide, we will review how to edit a timecard
in the CareTime portal.

Edit a Timecard

1 Navigate to:
https://careportal.caretimeapp.com/#/dashboard

2 Click "TIMESHEETS" to review the timecards for your Direct Care Professional.

CAREPORTAL (<)

4\- DASHBOARD { Thed
Fortl

© FAMILY MEMBERS

= TS = DASH

SCHEDULES CUR

3 Navigate to the pay period that you are looking to edit
visits within by using the arrows in the top right corner.
==~ wiLLOWS, TEST ~

View in your browser Timezone (default) @ S N P A !

4 To edit the selected visit, click on the pencil icon on the visit.

Column Options

. Action Approval CLIENT EMPLOYE|
Pencil
Icon ® 4 Nttt Famratl APPROVALS, CAREPORTAL
6 APPROVALS, CAREPORTAL
@® ¢ [ — APPROVALS, CAREPORTAL
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5 Make the edits you need to the timecard. You can edit the start
and end date or time. Enter a Reason Code for the edit. If
needed: Add a note about the visit.

Start Date Staggamng
01-17-2023 iz “ 22
R

End Date End Time Duration
Start Date Start Time
End Date End Time Duration
01-
Start Time
2 @ = E
End Time Duration
13 s 01 s 24 -6.97
Reason Code: A

[}ei.ect Reafhn Code a Notes related to this entry
-
1-AZ - Caregiver Error :

2-AZ - Member/Designee Unavailable to Verify

3-AZ - Mobile Device Issue

6 Once you have completed the edits you want to make, click
"Update". The changes will be applied to the Timecard.
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In this user guide, we will walk through the steps to review

and approve an edited timecard that you previously approved. Approving Changes

to Previously

1 Navigate to: Approved Timesheets
https://careportal.caretimeapp.com/#/auth/timelog

2 Navigate to the timesheet that you want to either make an edit on or add a new
shift. Since the timesheet was already approved, all of the timecards will show as
“Approved for Payroll”. Click the pencil icon on a timecard to edit or click “Add”
in the top right corner to add a new timecard.

B

To Add
Timecard

ZONE: CP
TO Edit Action Approval CLIENT EMPLOYE
Timecard ® s APPROVALS, CAREPORTAL
e APPROVALS, CAREPORTAL
@& APPROVALS, CAREPORTAL
3 Once you have completed entering the information to edit the timecard

click “Update”. The changes will be applied to the timecard.
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4_ A warning message will pop up to remind you that since the timesheet was already
approved that you must go and individually approve the newly edited timecard in order for it
to show as approved. If you want to go through the change, click "Yes, Edit Timecard". If you
want to add a timecard, “Yes, Add Timecard”.

If editing a Payroll for this period has already been approved. Please verify you want to submit these changes.
timecard, click You will still need to approve this timecard for payroll.

“Yes, Edit \ N
Timecard) ‘

Yes EditTin ecard

Payroll already approved !!!

If adding a
timecard, click Payroll for this period has already been approved. Please verify you want to submit these change
“Yes. Add You will still need to approve this timecard for payroll.

Timecard” \ -
\ fes, Add Timecard

"Completed Visit" rather than "Approved for Payroll". An orange circle with an exclamation
point will show on the timecard to alert you that the timecard is unapproved.

5 Once you have confirmed, the newly edited or added shift will show on the timesheet as a

Action Approval CLIENT CAREGIVERS
Orange
E dlt @ & Approved for Payroll APPROVALS, CAREPORTAL SAMPLE CAREGIVER
Circle
@ s 0 Complete § Visit ' APPROVALS, CAREPORTAL SAMPLE CAREGIVER
@ & Approved for Payroll APPROVALS, CAREPORTAL SAMPLE CAREGIVER
6 In order to approve that timecard, click on the orange icon.
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7 Click “Yes, Approve” to approve the timecard.

Are you sure?

You want to Approve the timecard(s) for payroll?

m

Once you have approved the timecard, the status of the
timecard will show as "Approved for Payroll",

Action Approval CLIENT CAREGIVERS

@ & [P — APPROVALS, CAREPORTAL SAMPLE CAREGIVER
@ & ' APPROVALS, CAREPORTAL SAMPLE CAREGIVER
® & [ Approved for Payrol ] APPROVALS, CAREPORTAL SAMPLE CAREGIVER

/You will need to approve any timecards that Premier adds through CareTime. \

If the timecards are added before you approve the timesheet, you will be able
to edit and approve as normal.

If Premier adds timecards after you approved the timesheet, you will need to
Qpprove the individual timecard following the seven steps in this Guide. /
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In this user guide, we will review how to create

vour new CareTime account as a worker. . .
Direct Care Professional

Navigate to: Registration
https://careportal.caretimeapp.com/#/auth/login

2 Click “Register”
CarePortal

Welcome back, login to your family portal.

3 Click the option for
“Select if you are a employee/caregiver”

@d if you are an employee/caregiver O Select if you are a consumer/client

2

Employees/caregivers are those Consumers/Clients are those
that provide care receiving care provided by a
caregiver.

4. Click “Next”

-’

Consumers/Clients are those
receiving care provided by a

caregiver.

CONSUMER/CLIENT

Q
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5 Enter your email that you'd like to
register with and click "Submit".
°
VERIFICATION

Identity verification

Please enter your Employee Email and click submit to verify your details.

- Q

6 You will receive an email with a verification
code. Open the email and copy the code.

Email verification

(X CARETIME

34

Hi JOHN DOE,
Above is your verification code for Caretime Familyportal registration process

7 Enter the code from the email
into the verification field.

Email verification

8 Click “Verify”.

Email verification

‘ 344936 ‘

©
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9 Click “Next”
|

1 O You will be prompted to create a password;
enter a password for your CarePortal account.
Click "Submit" and then "Go to Login Page".

You are almost done! CAREPORTALDEMO+1@GMAIL.COM will be your username.
Please enter password to complete the registration process.

Username: CAREPORTALDEMO+1@GMAIL.COM

ﬂ Go to Login Page

]_1 Once you're back on the log in page, enter in your
log in information and click "Login". Your username
is the email you used to register and the password
is the one you just created.

CarePortal

Welcome back, login to your family portal.

l careportaldemo~1@gmail.com l

Forgot Password ?
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