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Purpose

This User Guide has been created to provide an overview and step by step instructions
for In-Home Supportive Services (IHSS) and Waiver Personal Care Services (WPCS)
Providers to follow when using the Electronic Services Portal (ESP). The ESP is
designed to be easy to use. The purpose of this User Guide is to help providers gain
understanding of the tools available to them in the ESP and to learn how to easily use
these tools, such submitting timesheets electronically, at their convenience.

Electronic Services Portal

The Electronic Services Portal (ESP) is a self-service website that allows providers to
submit timesheets electronically. In addition to submitting timesheets, providers are
also able to:

e View timesheets and payments

e Submit sick leave claims

e Submit Career Pathways Training Time and Incentive claims
e Enroll, cancel, and change their direct deposit

e Request supplemental timesheets

e Check-in and check-out for each workday per recipient

Overview: IHSS Electronic Services Portal User Guide

Throughout this User Guide, you will learn how to navigate the ESP and access each
menu. The three main menus within the ESP for providers are:

e Timesheet Entry
e Financial
e Resources

The Timesheet Entry menu consists of three options: Timesheets, Travel Claims, Sick
Leave Claim, and Career Pathways. Under the Timesheets option, you can enter time
for your hours worked and/or request for a Supplemental Timesheet. Under the Travel
Claims option, you can fill out a travel claim form to receive travel pay if you work for
multiple recipients and is traveling between the recipients’ homes. Under the Sick
Leave option, you can fill out a request for sick leave form electronically, to receive
paid sick leave. Under Career Pathways, you can fill out a training time and incentive
claim form to be compensated for time spent attending and completing training courses
for skill development. Upon completing one or more training pathways and providing
specialized care to a recipient, providers may also qualify for incentive payments.
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The Financial menu consists of three options: Payments, Live-In Provider, Direct
Deposit, and Taxes. Under the Payments option, you can view your recent payments,
perform a payment search, and view your sick leave claim history. Under the Live-In
Provider option, you can self-certify as a live-in provider and/or cancel your live-in
certification. Under the Direct Deposit option, you can enroll in direct deposit, change
your bank account, cancel your direct deposit, and view your direct deposit requests.
Under the Taxes option, you can view copies of your W-2 forms directly through IHSS
ESP on the W-2 Forms screen. This does not change how you receive original W-2
forms. You would continue to be mailed paper copies of your W-2 form if you earned
taxable income.

The Resources menu consists of the What’s New and Training drop-down items.
These two items are resource tools that can help you easily access useful information
about the IHSS/WPCS Program and the ESP.

To learn more about these menus, please follow the step-by-step instructions below.
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IHSS Electronic Services Portal: Time Entry — Timesheets

The Time Entry menu in the ESP has a ‘Timesheets’ option that allows you to Enter
Time or Request for a Supplemental Timesheet in the ESP. This section will show you
how to:

Access your timesheets

Enter time on your timesheets

Submit your timesheets for recipient review
Request for a Supplement Timesheet

Before you begin, you must have the following information available:

e Your ESP Username
e Your ESP Password

Note: For more information regarding ESP registration, please see: Registration
FAQs on the ESP website.

Let’s Get Started!

How to Access Your Timesheets in the ESP:

1. Access the IHSS ESP website at www.etimesheets.ca.gov.

2. Enter your ESP Username, Password, and select ‘Login.’
Note: If you forget your login information, you can reset your Username and
Password by selecting the Forgot Username or Password link. You will receive
an email link to reset your username or password. Follow the instructions in the
email. See Figure 1.
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I:I[:] ELECTROMIC SERVICES PORTAL

Login to Your Account Registration
Register for the IHSS Website to:
User Mame
User Marme s case sencive « View your timesheet and payment statuses
:> = Enter and submit timesheets

O nemember Me - No longer mall paper imesheets
= Request additional imesheets

Password = Enrodl in direct deposit

FPasedid & ciis Sendive

[—_'l> * Claim sick leave

=1~

¥ phu s BADENE FERDIACE oriac] T Encrons: Tmsthes! Hep Do 5 1-855-176-TDESE
(=it oonon £)

R

Figure 1 — Login Scren

3. Once you log in to your ESP account, you will be on the Provider Home screen
(Figure 2).
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WM, SSs ELECTRONIC SERVICES PORTAL

Time Entry - Financial - Resources -

@ CHECK-NIOUT ) ﬁ TIMESHEET ENTRY )

RECENT PAYMENTS © WHAT'S NEW
) M R

RECIPIENTS LINKS AND REMINDERS

TestMuzio TestRodefer Status; Walling for Payment @

=
Motice on Collechion El'

Figure 2 — Provider Home screen

There are three ways you can access your timesheets (Figure 3):

1. Select the Time Entry menu in the navigation bar, then in the drop-down list,
select the Timesheets link and click on Enter Time, or

2. Click on the Timesheet Entry Link, or

3. Click on the blue arrow to the right of the recipient’'s name that you would like
to enter your hours worked.
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Time Entry - Financial -

ﬁ. TIMESHEET ENTRY sl 9 ) @ RECENT PAYMENTS

RECIPIENTS LINKS AND REMINDERS

TestLenlus Testaranam B M Etang o Fe 3@@

]

Py Policy 14 Mot on Collechion 5

Figure 3 — Provider Home Screen — Accessing Timesheet options

Note: Selecting the Time Entry drop-down option (option 1) or Timesheet Entry
(option 2) link will take you to Recipient Selection screen (figure 4) and you will be
able to see all the recipients that you work for.

Note: If you select option 3, by clicking on the blue arrow to the right of the
recipient’s name, you will be taken directly to the Timesheet Entry screen (figure 6),
where you can begin entering time for the selected recipient.

4. Once you are on the Recipient Selection screen you will see a list of all the
recipients that you work for. In this example (figure 4), we have one recipient. On
this screen, you can also see information on your Most Recent Payment. For
example, the amount on your paycheck, the Status of your payment, and the Pay
Period for which you received your payment.

To continue to access your timesheets for this recipient, click on the blue arrowon
the right side. If you have multiple recipients, select the blue arrow next to the
recipient for whom you want to enter your hours worked.
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:= IHSS ELECTRONIC SERVICES PORTAL

Tire Enlry = Financial -

Reciplent Selection

TestLenius TestKaranam ®<

Racipient 1D

Most Recent Payment
Statuy; Wating for Payment Pay Period: 1162020 - 1153000

Amount 513241 Timasheet Type: [MHSS

Figure 4 — Timesheet Entry: Recipient Selection screen

Note: If you have not submitted an IHSS and WPCS Program Live-In Self
Certification Form for Federal and State Wage Exclusion (SOC 2298), you will be
asked if you live with your recipient each time you access a timesheet for the first
time for a particular pay period. The pop-up message will appear:

Action Required

Did you live with TestLenius TestKaranam between Nov 1, 2022 and Nov 15,

20227

Figure 5 — Live-In Provider pop-up message

If you do reside with your recipient, select the “Yes” button and then you will be
taken to the Timesheet Entry screen for the recipient.

For more information on Live-In Provider Self-Certification, please see the IHSS
Electronic Services Portal: Financial — Live-In Provider section of this user guide.

How to Enter Time on Your Timesheets in ESP:

Before you begin, some things to remember:
Page 10 of 104 (rev. 06/2023)
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¢ Non-Live-In Providers and Live-In Providers timesheets will appear slightly
different.

e When a Non-Live-In Provider enter time, an EVV Timesheet will appear with
the EVV mandated fields: Start Time, Start Location, End Time, and End
Location.

e When a Live-In Provider enter time, a non EVV Timesheet will appear with
only the hours worked.

Let’s Get Started!

5. After using any of the previously demonstrated ways to access the timesheets,
you will be taken to the ‘Timesheet Entry’ screen (figure 6) for the selected
provider. On the left side of the screen, you will be able select a timesheet from
the drop-down box.

« Timesheet Entry

TestLenius TestKaranam

Pay Period - Payment Type

Mow 1, 2022 - Nov 15, 2002 | IHSS »] <:|

Timesheet Nurmber: 4000442115
Status: Time Eniry in Progress
Status Date: 10292022

Available Hours for Nevember: 1T(H) S3(M)

Workweek 1 a
Workweek 2 e
Workweek 3 (v

Timesheet Total: 00{H) 0O(M)

Submil Timasheel

Privacy ram,.:!;E Motice on Collection

Figure 6 — Timesheet Entry screen

e Please note: There may be multiple timesheets if you work for both WPCS and
IHSS or if you have not submitted timesheets for prior pay periods. Select the
timesheet for the pay period you wish to enter time.
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6. On this screen you will be able to see the Timesheet Number, the Status, as well
as the Status Date. This screen also shows the available hours for the month.

Below the Available Hours, you can see the workweeks that are a part of this pay

period, and just below the workweeks, is a Timesheet Total. There, you will see a
total for all the time you have entered and saved for this pay period.

:> & Timesheet Entry

TestLenius TestKaranam

Pay Period - Payment Type <:|

| nov1z022-nov1s 2022188 ] <:|

Timesheet Number: 4000442115
:> Status: Time Enlry in Progress

Status Date: 10/29/2022

|:> Available Hours for November: 17(H) S3(M)

Workweek 1 [
:> Workweek 2 hd
Workweek 3 (v

Timesheet Total: B0{H) 0B(M)

Submit Timasheaeal

Matice on f:-ﬂll:l:llLTIE

Privacy F‘I:Hr-:g;E

CDSS

—
Figure 7 — Pay Period-Payment Type and Workweek

7. Now, it is time to enter the hours worked for this recipient. To do this, select the

drop-down arrow for the workweek you would like to enter hours for. This will
expand the workweek in the Time Entry Screen.
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& Timesheet Entry

TestLenius TestKaranam

Pay Periad - Paymant Type

[ Mov 1, 2022 - Nov 15, 2022 | IHES =

Timesheet Number: 4000442115
Status: Time Eniry in Progress
Status Date: 10/29/2022

Available Hours for Novembaer: 17(H) 53{M)

Workweek 1 |:'> [
Weorkweek 2 N
Workweek 3 (v

Timesheet Total: 00{H) BO[M)

Submil Timashesal

Privacy F‘ulr-':_.rB Molice on Collection

CDSS
——
Figure 8 — Timesheet Entry — Expanding Workweek 1

Time Entry for Non-Live-In Provider Timesheets:

1. After expanding a workweek segment, it will display each day individually. You
will complete the following information for each workday of the workweek:
Hours, Minutes, Start Time, Start Location, End Time, and End Location. You
can enter the Hours Worked daily or at the end of the pay period to enter all
your time. See Figure 9.

Note: Below is a sample of an EVV timesheet for Non-Live-In Providers.
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Waorkweek 1 o
Sunday 30 Oct

Hours Waorked: 00{H) DO(M)

Manday 31 OCt

Hours Worked: 00(H) O0(M)

Tuesday 1 Mow

Hours Minutes Start Tirme Start Location End Time End Locatian

[-'-'2 ] [u: ] [ 0040 A @D ] [ Heme - 12:40 PR (D I I Home '-] »

Wednesday 2 Mov

Hours KMinutes Start Time Start Location End Timea Emnd Location
[-:1 ] [ o ] [ o100 B 0 ] [ communzy  «] | 02-00 PR @ | | communiy  ~] ¢

Thursday 3 Mow

Hours Minutes Start Time Start Location End Time End Laocatian

I 3 I | oo | l:;E 00 AN B J | Hame -] | D00 AW (0 | [ communty — ~] x
Friday 4 Moy

Howurs Minutes Start Time Start Location End Time End Location

[ o1 | | an ] [ 04:00 P I [ ity rI 0500 P I I Home -‘-I }(

Saturday 5 Mow

Howrs Minutes Start Time Start Location Emd Time Emnd Location
= 1 [ ] [— =] I 1 o) | 7] x

Frevioushy Clalmed Hours: DO{H) 0[]

Workwesk Total: OWH) QM)

Workweek 2 L

Figure 9 — Non-Live-In Provider EVV Timesheet Entry

Note: Hours Worked is the hours and minutes that were worked that day.
Start Time is the time you begin providing services on that day.

Start Location is the location where the first service is provided on that day;
(your check-in location).

End Time is the time the last service is completed for that day.
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End Location is the location the last service is completed for that day; (your
check-out location).

The location options available are — Home or Community

e Home is where services were provided in the recipient’s home.

e Community is where services were provided outside of the recipient’s home.

When entering time for a specific day, all fields require an entry for that day. You
will receive prompts informing you if you made an error while filling out your
timesheet such as:

e Hours entry cannot be greater than 24

e Minutes entry cannot be greater than 59

e Hours worked cannot be greater than time at location.

2. After you have entered all hours worked for the workweek, click on the ‘Save’
button to save your time entry for that week (Workweek 1). Once you saved
your timesheet entry, your Workweek Total will adjust to the total hours worked
for that workweek. In the example below, a total of 7 hours worked were
recorded for Workweek 1; Therefore, the Workweek Total will display 7 hours.
See Figure 10.
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‘Workweek 1 ey
Sunday 30 Ot

Hours Worked: DO0{H] DO

Moenday 31 Oct

Hours Worked: O0(H) D000}

Tuesday 1 Mowv

Heurs Pimwtes Start Tirme Start Location End Time End Locatian

[ux ] [u: ] [ 10040 AM @ ] Herne - | 12:40 PR & I I Homre '-] 4

Wednesday 2 Mow

Hours Minutes Start Time Start Location End Time End Location
l-31 ] [ o0 ] [ 0100 P @ I [ Comimnity vI 0200 P @ I Community --] e

Thursday 3 hMow

Houwrs Minutes Start Time Start Location End Time End Location

I 3 I | [1}+] I I 0600 A D J I Home "I Ee00 am @ | Community "I b4
Fricay 4 Moy

Howurs Minutes Start Time Start Location End Time End Location

[ o1 | aa ] [ 04:00 PR & I [ LMty rI | 05 00 P I [ Hame vl b

Saturday 5 Mowv

Howurs Minutes Start Time Start Location End Time End Location

e o O e [ oI e 3

Previously Claimed Hours: DD[H) 00{M)

I Workweek Total: 0T(H) 00{M) I

Workweek 2

Figure 10 — Save button and Workweek Total

To enter time for the remaining workweeks for this timesheet, select the drop-down
arrow to expand workweek and follow the same steps above. Once you have entered
all your hours worked for the timesheet, you are ready to submit your timesheet for
approval. Proceed to How to Submit Provider Timesheets for Approval section for more
information.
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Time Entry for Live-In Provider Timesheets:

Beginning January 01, 2021, IHSS/WPCS Providers who reside in the same household
as the recipient(s) they serve, will not be required to complete the EVV mandated fields
(Start Time, End Time, and Location). Live-in providers will only need to complete the
Hours Worked fields.

When a Live-In Provider enter time on their timesheet, a non EVV Timesheet will
appear with only the hours worked. You will only be required to enter the Hours
Worked for each workday during the workweek. See Figure 11.

Note: Below is a sample of a non EVV timesheet for Live-In Providers

Workweeak 1 —~

I HOURS WORKED I

29 Jul o0 00
MM

30 Jual o0 00
TLIE

31 Jual oo o0
VWED

1 Aug 10 30
THL

2 Aug 09 [414]
SLE

3 Aug 10 30
SAT

4 Aug 09 (+14]

m WORKWEEK TOTAL: 39h 00m

Workweek 2

(

Workweaek 3

(

TIMESHEET TOTAL: 39h 00m Submit Timeshaat

Figure 11 — Live-In Provider Non EVV Timesheet sample

1. After you have entered all hours worked for the workweek, click on the ‘Save’
button to save your time entry for that week. Once you saved your timesheet
entry, your Workweek Total will be updated with the total hours entered for that
workweek. In the example below, a total of 39 hours worked were recorded for
Workweek 1; Therefore, the Workweek Total will display 39 hours. See Figure
12.
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Wor Mweaal 1 =~
FCFLIRE S WO [

#18 (14 L
Pl R
q5 Baall (14 ] LEE]
LR
1 Bl [1.14] (SR
W LS
LTI 10 %0
THLS
& i Lk (AR
[ R E1 ]
¥ Pasgy L14] L 5h ]
BT
A Mouga 1 1] o
“<:| WA W D TERTAL @ 585 G
WA bl L
Wi bl OB R

TIME SHEET TOTAL: 306 00w m

Figure 12 — Live-In Provider Non EVV Timesheet sample — Save button

Note: Providers can self-certify as a live-in provider on the ESP, or by completing
form SOC 2298: IHSS Program and WPCS Program Live-In Self-Certification Form
for Federal and State Tax Wage Exclusion. Once certified, the EVV fields will no
longer appear on timesheets for recipients with whom the provider resides. For
more information on Live-In Provider Self-Certification, please see the IHSS
Electronic Services Portal: Financial — Live-In Provider section of this user guide.

2. To enter time for the remaining workweeks for this timesheet, select the drop-
down arrow to each workweek and follow the same steps above. Once you have
entered all your hours worked for the timesheet, you are ready to submit your
timesheet for approval. Proceed to How to Submit Your Timesheets for
Recipient’s Review for more information.

How to Submit Your Timesheets for Recipient’s Review:

1. If you've verified the time entered is correct and you are ready to submit your
time, then click on the Submit Timesheet button. See Figure 13 & 14.
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Note: If you submit a timesheet before the end of a pay period, a pop-up
message will display:

This timesheet is being submitted before the end of a pay period. This
timesheet will be processed on the first business day of the upcoming pay
period.

Note: You will submit your timesheets for recipient’s review the same way for
Non-Live-In and Live-In Providers.

Wenthwnah 1 o
Sunday M Oct

Hours Warked: O000H]) OO(RE)

Monday 31 Ocf

Haurs Worked: 000H) OO(R)

Tossday 1 Mow

Haurs Minules Start Time Siart Location End Time End Location
[ X2 I [ 0o ] [ 0-E0 ABA 0D I Home - l $3-50 PR | I Pr— =]

Wednesday 7 Now

Hours Minutes Start Time Start Location

l:- I l,_ ] [;_.. 50 Pl I [ semmuns -]

Thursday 3 Mow

Hours Minutes Start Time Start Location End Time End Location

C 1 =) [F== 9] fome ) [mwa o] [Commme ) x

Friday 4 Mov

Heurs Minutes Start Time Start Locaticn End Location
[ 1] ] l,.: ] l.:.; 60 BrA D ] | Comruniey - | PO -I e
Saturday 5 Mo
Haurs Minutes Start Tirme Start Lecation End Time End Location
o0 oo - & - R — - -
t_J =] | ] — = | ] — -
Praviously Claimed Hours: DOH) SO(M)
Woriaesk Total: O7(H) 00{M)
Warkweeh 2 "
‘Warkwesk 3 s
Timeshael Total: 0T (H) OO
r

Figure 13 — Submit Timesheet button for EVV timesheet
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W orkwesak 1 -~
HOURS WORKED

SLUIMN

Z9 Jul oo o0
AL 3
W el oo o0
TLN
sl (2] o0
VA [
1 Ang 10 115}
THILI
& foag oD o0
(L]
3 A 10 30
SAT
A Mg o9 o0
YWorkweek & T
W o b L

TIME SHEET TOTAL: 39h 00m |—>m

Figure 14 — Submit Timesheet button for Non EVV Timesheet

2. Once you select the ‘Submit Timesheet’ button on the ‘“Timesheet Entry’ screen,
you will be taken to the ‘Electronic Signature’ screen where you can
electronically sign the timesheet. See Figure 15.

Skip To Content

*

= IHSS ELECTRONIC SERVICES PORTAL Lo - Lo

Time Entry - Financial - Resources -

|:> Electronic Signature

Please electronically sign your timesheet for 06/16/2021 - 06/30/'2021 IHSS

| declare that the information on this timesheet is true and correct. | understand that any false claim may be prosecuted under Federal and State laws and that if convicted of fraud, | may also be subject to civil
penalties :

I, HOLLY BANYANTREEZ, agree to the terms above

Electronically Sign Timesheet & Submit for Recipient Review [ Cancel Submit ]
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Figure 15 — Electronic Signature screen

3. After successfully submitting your timesheet, you will be taken to the Electronic
Signature screen. On this screen you will read the declaration paragraph and
then check the Agree to Terms box that you agree to the terms. See figure 16.

Please note that you will not be able to submit your timesheet for recipient
review without checking the Agree to Terms box.

If you changed your mind or made a mistake, there is still time to fix it. You can
select the Cancel Submit button and make your changes.

However, if everything is true and correct, you may select the Electronically Sign
Timesheet & Submit for Recipient Review button.

Skip To Content

=@ IHSS ELECTRONIC SERVICES PORTAL tovsmamer - Gl Bl

Time Enfry - Financial ~ Resources -

Electronic Signature

Please electronically sign your timesheet for 06/16/2021 - 06/30/'2021 IHSS

:> | declare that the information on this timeshest is true and correct. | understand that any false claim may be prosecuted under Federal and State laws and that if convicted of fraud, | may also be subject to civil
penalties

|:> I, HOLLY BANYANTREEZ. agree to the terms above ! ! | |

Electronically Sign Timesheet & Submit for Recipient Review [

Cancel Submit ]

Figure 16 — Electronic Signature screen

4. After you have submitted your timesheet for recipient review, you will see apop-
up message letting you know that:

“The timesheet information has been submitted. An email has been sent to the
Recipient requesting electronic review of this timesheet.” See Figure 17.

Select the ‘OK’ button. You’ve successfully submitted your timesheet for
recipient’s review, and you will be taken to the Provider Home screen.

Reminder emails will be sent periodically to your recipient to remind them they
have a timesheet to approve.
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The timesheet information has been submitted. An email has been
sent to the Recipient requesting electronic review of this
timesheet.

Figure 17 — Timesheet submission pop-up button

Note: If you realize that you made a mistake after submitting your timesheet for
recipient review, you may still be able to fix it if your recipient has not yet approved
the timesheet. You can contact your recipient and have them reject your
timesheet(s) for the pay period(s) that you need to update. Once your recipient
rejects your timesheet(s), you will receive an email informing you that you may
update and resubmit your timesheet(s) online.

5. Once you’re back on the ‘Provider Home’ screen (Figure 18), you can enter time
for any additional timesheets. If there are no additional timesheets, you can log
off the ESP.

S |HSS ELECTRONIC SERVICES PORTAL = _. :

Time Entry - Financial - Resources -

WHATS NEW

RECIPIENTS LINKS AND REMINDERS

TestMuzio TestRodefer Status: Waling for Payment @

Frivacy Policy B HMotice on Collection D

Figure 18 — Provider Home screen
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How to Request the Supplemental Timesheet:

Another tool that is available for you under the ‘Time Entry — Timesheets’ menu is the
option to request the Supplemental Timesheet within the ESP. The Supplemental
Timesheet is necessary under the following conditions:

¢ |t allows you to claim additional hours when a previous timesheet for a pay
period has already been processed.

¢ |s necessary when you’'ve completed your original bi-weekly timesheet and finds
more hours are owed from what was submitted.

To begin the Request Supplemental Timesheet process:

1. Select the ‘Time Entry’ menu in the navigation bar, then select the ‘Timesheets’
drop-down option and click on ‘Request Supplemental Timesheet.” See Figure

19.
Skip To Content
= m IHSS ELECTRONIC SERVICES PORTAL 2 vy taraniesz ~ Ccomius B Logou
- Time Entry - Financial - Resources -

|:> Tmesneets | EnterTime

Request Supplemental Timesheet

Travel Claim

RECENT
PAYMENTS

Sick Leave Claim |

E,:} WHAT'S NEW >

RECIPIENTS LINKS AND REMINDERS

CHAD OLIVETREEZ HSS Provider Resources

Waiting for Payment
HSS Recipient Resources

Privacy Policy & | CDSS | Notice on Collection @
a——

Figure 19 — Provider Home screen — Request Supplemental Timesheet option

2. You will be taken to the ‘Request Supplemental Timesheet’ screen where you
will choose the recipient you are requesting supplemental timesheet for, select
the timesheet type, either IHSS or WPCS, select the service period, and then
click on ‘Request Supplemental Timesheet’ button to continue. See Figure 20.

Note: If you do not want to move forward with the request, click on the ‘Cancel
Request’ button.
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Time Entry - Financial - Resources -

Request Supplemental Timesheet

Chaose Recipisnt
CHAD CUNETREEZ e < ]

Supplemental Timesheet Type

IHES R < ]
Select Service Period
May wr| | o Wl mIn W < |

Request Suppiemental Timesheat

Pravacy Poicy

Molice on Colleg r:l:i'lE

Figure 20 — Request Supplemental Timesheet screen

3. After selecting the ‘Request Supplemental Timesheet’ button on the ‘Request
Supplemental Timesheet’ screen, your Supplemental Timesheet will be
generated, and you will be taken to the ‘Supplemental Timesheet Generated’
screen. You've successfully generated a Supplemental Timesheet. Click on the
“Continue to Supplemental Timesheet” button to continue. See Figure 21.

Note: /f the information you entered is incorrect, you will get a message that

your Supplemental Timesheet could not be generated and will display the
reason. You can call your local IHSS office for assistance.
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!= IHSS ELECTRONIC SERVICES PORTAL 2 ' L

Time Entry - Financial - Resources -

Supplemeantal Timesheets

[ >‘mur supplemental timesheet has been generated.

Supplemental Timesheet: 080172021 Mo 6182021 HES - Supplemental
Timesheat Number: $000307835

Continue o Supplermental Tmeshest < ]

» ]
Ervacy Polcy & [obce on Coliecion &

Figure 21 — Supplemental Timesheets generated screen

4. You will be taken to back to the Time Entry — Timesheet screen for the
supplemental timesheet that was generated.

Note: If you have not filed a Live-In Certification with a recipient and you are
subject to EVV reporting, you will be prompted with the Live-In Pop-up message
that states, “Do you live with the recipient?” when clicking on the “Continue to
Supplemental Timesheet.” See figure 22.

Do you live with this recipient?

Figure 22 — Live-In Pop-up message

Once the ‘Yes’ or ‘No’ button is selected, you will be taken to the Supplemental
Timesheet on the Timesheet Entry screen for the recipient.

Congratulations! You are now able to successfully access your timesheet, enter time

on your timesheet, submit your timesheet for recipient’s review, and request the
Supplemental Timesheet using the ESP.
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IHSS Electronic Services Portal: Time Entry — Travel Claim

The Time Entry menu in the ESP has a ‘Travel Claim’ option that allows you to enter
travel claim time and submit a Travel Claim form (SOC 2275) electronically for Travel
Pay. You can receive travel pay if you work for multiple recipients and you travel from
one recipient’s home to another during the same day. This section of the guide will
show you how to:

e Access the Travel Claim screen
e Enter travel claim time
e Submit travel claims for processing

Before you begin, you must have the following information available:

e Your ESP Username
e Your ESP Password

Note: For more information regarding ESP registration, please see: Registration
FAQs on the ESP website.

Let’s Get Started!

How to Access Travel Claim in the ESP:

1. Access the ESP website at: Electronic Services Portal

2. Log in to the ESP using your username, password, and select ‘Login.’
Note: If you forget your login information, you can reset your Username and
Password by selecting the Forgot Username or Password link. You will receive
an email link to reset your username or password. Follow the instructions in the
email. See Figure 1.

3. Once you log in to your ESP account, you will be on the Provider Home screen.
Click on the ‘Time Entry’ menu in the navigation bar, then select the “Travel
Claim’ drop-down option. See Figure 23.
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== IHSS ELECTRONIC SERVICES PORTAL  =rsmmseer - o Conss 55

‘ Time Eniry - Financial - Resources -

RECENT
PAYMENTS

E[:] WHATS NEW

Eincacy Pol iy a» i Bt o Colkection

Figure 23 — Time Entry menu — Travel Claim drop-down option

Note: Selecting ‘Travel Claim’ from the drop-down option, will take you to the
‘Travel Claim Recipient Selection’ screen, where you will see a list of the
recipients you work for that has an active workweek agreement with travel
claims and the number of unsubmitted travel claims available for submission.
See Figure 24.

Note: If there are no unsubmitted travel claims and there is not currently an
active travel claim record with the recipient, then the recipient will not display.

4. To access your travel claim(s), select the blue arrow for a recipient with a travel
claim available. To learn more about Travel Claims, click on the Travel Claims
FAQ PDF link located on the right side of the screen. See Figure 24.

Completing this step will lead to How to Enter Travel Claim Time in ESP.
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0 Travel Claims Available
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Recipient ID:
7 raves caams vasave ] ==

Figure 24 — Travel Claim Recipient Selection

How to Enter Travel Claim Time in the ESP:

After selecting a recipient from the Travel Claim — Recipient Selection screen, you will
be taken to the ‘Travel Claim Entry’ screen. On this screen, you will be able to see the
Pay Period — Payment Type, Travel Claim Number, the Status, the Status Date, and
the Travel Weeks. See Figure 25.

€ Travel Claim Entry
CHAD OLIVETREEZ

Pay Period - Payment Type <::I
Use the dropdovim ména 1o selac] 3 different pay period
080 2020 - 0852020 WPCS S

|:> Travel Claim Number

Status: Time Eniry in Progress
Status Date: 093002020

|:{> Travel Week 1 W
Travel Week 2 v
Travel K W

Figure 25 — Travel Claim Entry

To begin the time entry process for Travel Claims, you will need to:
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1. Select the Pay Period - Payment Type, either IHSS or WPCS, by using the
drop-down menu to select a different pay period, and then select the drop-down
arrow to the corresponding Travel Week to expand the week. See Figure 26.

Note: The Pay Period - Payment Type drop-down displays and defaults to the
unsubmitted travel claim for the current pay period.

4= Travel Claim Entry
CHAD OLIWVETREEZ

Pay Period - Payment Type
Ut he dropdosmn meny 10 seiad] 5 afferent piy penod

RO F0F0 - CRASFOI0 WPLS '\-.f< |
Travel Claiem Murmber

Status: Teme Enfry in Projress
Status Dade: 0930020

[ _':>Tu-t|'ﬂm1 = <: q

[=]

.- =]
— =] (=]
Bl 14 [eo] [eo]

PREVIOUSLY CLAMED HOURS: 01h Jim
WORKWEEK TOTAL: 01k J5%m

Figure 26 — Travel Claim Entry — Workweek Expanded

2. After expanding a travel week, it will display each day individually. You will
enter Hours (HH) and Minutes (MM) traveled in the time entry boxes and then
select the ‘Save’ button to save your time entry for that week. Once you saved
your travel week entry for the selected week, your Workweek Total will adjust to
the total hours of travel time entered for that workweek. See Figure 27.
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Pay Period . Payment Type
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RO 00 - ORALTOI0 WPL S
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Status: Tere Entry m Progress

Status Date: 05302020

Travel Weel 1

DATE

TUE SDAY
1 Sap

WEDNE SDAY
1 e

THUR SOAY
3 S

SATURDAY
L Sap

o=

S

HOURS MINUTE s<}' ]

=] (=]
=] (=] <=
=] (=]

PREVIOU SLY CLAMED HOURS: G1h 35m

WORKWELK TOTAL: ¢1h Jim

Figure 27 — Travel Claim Entry — Time Entry Box

3. To enter time for the remaining travel weeks for this travel claim, you will follow
the same steps by selecting the drop-down arrow to the corresponding travel
weeks. Once you have entered all your hours traveled for the travel claim, you
are ready to submit your travel claim for processing. Proceed to How to Submit
Your Travel Claim in the ESP for more information.

How to Submit Your Travel Claim in the ESP:

1. After entering all your traveled hours for your selected pay period and reviewing
all the hours entered on the travel claim are correct, you will need to select the

‘Submit’ button. See Figure 28.
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sy (=] [

FRIDAY o e
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SATURDAY =
20 Jun e s

PREVIOUSLY CLAIMED HOURS: 00h 00m
WORKWEEK TOTAL: 00h 00m

Travel Week L
2

Travel Week L

-
&l

Travel Claim Total: 00h 00m [ D@

Figure 28 — Travel Claim Entry screen — Submit button (mobile view)

2. Once you select the ‘Submit’ button on the “Travel Claim Entry’ screen and there
is NO travel claim warnings, you will be taken directly to the “Travel Claim
Electronic Signature’ screen where you can electronically sign the timesheet.
See Figure 29.

Note: If after selecting the ‘Submit’ button and there ARE travel claim warnings,
you will be taken to the Travel Claim Validation Pop-up. See Figure 32 for
details.
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3.

[——>| Travel Claim Electronic Signature

By marking the checkbox and submitting, you are
electronically signing the Travel Claim. By selecting the
cancel button, you will be directed back to the Travel
Claim Entry screen

Travel Claim for 09/01/2020 - 09/15/2020
IHSS

Please electrenically sign your travel claim for

1. I iceratand and agree that any falae
claim relating to this travel claim form may be prosecuted
undar Faderal and State laws and if convicted of fraud, | may
also be subject 1o civil penalties. By signing as the provider, |
declare that the travel time claimed on this travel claim form
Is true and cormect,

Sign and Submit
[ Cancel J

Figure 29 — Travel Claim Electronic signature screen (mobile view)

If you are sure the hours submitted are correct, you must complete the following

steps on the ‘Electronic Signature’ screen (Figure 30):

¢ Read the statement in which you indicate the travel claim form is true and
correct.

¢ Select the checkbox stating that you agree to the Declaration terms.

e Select the ‘Sign and Submit’ button to capture that you’ve electronically sign
the submitted travel claim.

Note: If you are not sure the hours submitted is true and correct, you may select

the ‘Cancel’ button to double check the hours and you will be taken back to the

Travel Claim Entry screen.
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Travel Claim Electronic Signature

2y marking the checkbox and submitting, you are
electronically signing the Travel Claim. By selecting the
cancel button, you will be directed back to the Travel
Claim Entry screen.

Travel Claim for 09/01/2020 - 09/15/2020
IHSS

Please electronically sign your travel claim for

|::> 1, I vciorstand and agree that any false
claim relating to this travel claim form may be prosecuted
under Federal and State laws and if convicted of fraud, | may
also be subject to civil penalties. By signing as the provider, |
declare that the travel time claimed on this travel claim farm
Is true and correct,

Sign and Submit
[ Cancel J

Figure 30 — Travel Claim Electronic Signature screen (mobile view)

=
=

4. Once your electronic signature has been captured, you will see a pop-up
message that states, “Your travel claim information has been accepted.” See
Figure 31. Select the ‘OK’ button. You’ve successfully submitted your travel
claim for processing, and you will be taken to the Provider Home screen.

Your travel claim information has been accepted.

Figure 31 — Travel Claim Electronic Signature pop-up message

Note: If after selecting the ‘Submit’ button and there ARE travel claim warnings
you will be taken to the Travel Claim Validation Pop-up. This warning message
will prompt you to modify the travel claim if applicable. You can choose to
continue submitting your travel claim or you can cancel submit to edit the travel
claim (Figure 32).
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Flease Note:

You can conlinwe submitling your travel claim of you can cance| submit to edit the travel
clairm

Hours are enténed for datés no longer eligible for paymenl. These hours will not bé paid

» Mo Service hours were paid for this recipient so travel time claimed in workweek 2 will not

b paid
Cancel

Figure 32 — Travel Claim Validation pop-up message

I:Dr Continue Submitting Travel Claim

Note: If you choose to select the ‘Continue Submitting Travel Claim’ button, you
will be taken to the Travel Claim Electronic Signature screen where you can
complete the last few steps in successfully submitting your travel claim for
processing. See Figure 30 for more information.

Congratulations! You are now able to successfully access your travel claim, enter time
on your travel claim, and submit your travel claims for processing using the ESP.
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IHSS Electronic Services Portal: Time Entry — Sick Leave Claim

The Time Entry menu in the ESP has a ‘Sick Leave Claim’ option that allows you to
view available sick leave hours and claimed sick leave hours for the current fiscal year.
You can also submit a sick leave request electronically for paid sick leave. You can
become eligible for paid sick leave after working 100 hours of providing authorized
services for an IHSS recipient after their initial hire date. This section of the guide will
show you how to:

e Access the Sick Leave Claim screen
e View available and claimed sick leave hours
e Submit a Sick Leave Claim request electronically

Before you begin, you must have the following information available:

e Your ESP Username
e Your ESP Password

Note: For more information regarding ESP registration, please see: Registration
FAQs on the ESP website.

Let’s Get Started!

How to Access/View Sick Leave Claim in the ESP:

1. Access the ESP website at: Electronic Services Portal

2. Log in to the ESP using your username, password, and select ‘Login.’
Note: If you forget your login information, you can reset your Username and
Password by selecting the Forgot Username or Password link. You will receive
an email link to reset your username or password. Follow the instructions in the
email. See Figure 1.

3. Once you log in to your ESP account, you will be on the Provider Home screen.
Click on the ‘Time Entry’ menu in the navigation bar, then select the ‘Sick Leave
Claim’ drop-down option. See Figure 33.
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Figure 33 — Time Entry — Sick Leave Claim drop-down option

Selecting ‘Sick Leave Claim’ from the drop-down option, will take you to the ‘Sick
Leave Claim’ screen, where you will be able to view the Sick Leave Time, Available
Hours, and Claimed Hours for the current fiscal year. See Figure 34.

Sick Leave Claim <]

Select pay penod and recipient name to begin Sick
Leava clam

SIK Ledve Nours can anly e submalled par pay
pafid

Slck Leave Time - Current Fscal Year 20152018 <Lr ]
Axgilable Howry; 160 0m
Claimed Hours: 00k 00

Pay Period
Sedact T
Reciplent
Salpct L

Figure 34 — Sick Leave Claim screen — Current Fiscal Year
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Note: If you accessed the ‘Sick Leave Claim’ screen during the calendar month of July
and you have Available Sick Leave Hours for the prior fiscal year, the ‘Sick Leave
Claim’ screen will also display the Available Hours for that fiscal year along with the
Corresponding Claimed Hours. For example, if you were sick on 6/30/2018 and you
have Available Sick Leave Hours, you can still claim sick leave for 06/30/218 in the
new fiscal year, July 2019. See Figure 35.

Sick Leave Claim <}:|

Soloct pay per Cipignt to bogin Si
gloct pay perod and regipient name gin Sick

aave claim
Sick |eawe hours can anly be suhmitied per pay
P
Sick Leave Time - Curienl Fecel Yeas 20172018 < |

Available Hours: 16h 00m
Claimed Hours: 00h O0m

Slck Leave Time - Current Frd @l Year 20102019
Avallable Hours: 160 00m
Clalmed Hours: 00h 00m

Pay Peried

alacl Y
Recipient

Salect S

T

Figure 35 — Sick Leave Claim screen — Current and Prior Fiscal Year

How to Submit a Sick Leave Claim in the ESP:

4. After accessing the ‘Sick Leave Claim’ screen, to begin your Sick Leave Claim
request, select the pay period and the recipient you were working for that pay
period from the drop-down menu and then click on the “Next” button to navigate
to the ‘Sick Leave Claim Time Entry’ screen. See Figure 36.
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Figure 36 — Sick Leave Claim screen — Pay Period and Recipient selection

5. Once you click on the ‘Next’ button, you will be taken to the ‘Sick Leave Claim
Time Entry’ screen where you will complete the following information (See

Figure 37):

e Enter your sick dates under ‘Absence Date’ text box,

e Enter your hours and minutes for each day you were absent, but eligible to

work for the selected Pay Period and selected Recipient.

e Then click on the ‘Add’ button to save your hours/minutes claimed and entry

date.
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Sick Leave Claim Time Entry: GSBA QDSWOMN

Pay Period; 07012018 - DTNS2018

Bovailable Howrs: 035 00m
Clalmed Fowrs: 130 00m

Status: New
Status Date: 077242018

Enter the date and tme of your absence. Chick the Add byuiton i add your absence. Click Submit Claim bution o finaloe all clanms

Abssnce Date Total Time Requesied

Howrs | 00 | Minutes 00 “< |

> o o
Claimed AbS#nce

To maks changes 1o clasmed hours below. click the biue Claimed hours link for the Absence Dals you want 1o changs, or delsie by clickng tha red X

Absencs Dale Absencs Hoars o=t

=)

Figure 37 — Sick Leave Claim Time Entry screen (Prior to time entry)

Note: Each date entry that you create will display in the ‘Claimed Absence’ area
of the screen and you will be able edit the hours/minutes claimed for that date or
delete that entry all together. See Figure 38.

If you need to edit the claimed hours, click on the blue ‘Claimed hours’ link for
the Absence Date you want to change, or delete by clicking the red X. See
Figure 38.

If you want to cancel your entire entry, click on the ‘Cancel’ button and you will
navigate back to the Sick Leave Claim screen. See Figure 38.

If you do not need to make any changes, proceed by clicking on the ‘Submit
Claim’ button (Figure 38) and you will be taken to the ‘Sick Leave Claim
Signature’ screen where you can electronically sign the timesheet. See Figure
39.

Note: You will not be able to submit a claim that exceeds the available hours.
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Figure 38 — Sick Leave Claim Time Entry screen (After time entry)

6. Once you are at the ‘Sick Leave Electronic Signature’ screen, you must
complete the following steps (Figure 39):
¢ Read the statement to acknowledge that the information provided is true and
correct.
e Select the checkbox stating that you agree to the statement.
e Select the ‘Sign to Submit for Payment’ button to capture that you've
electronically sign the submitted Sick Leave claim.

Note: If you are not sure the hours submitted is true and correct, you may select

the ‘Cancel’ button to double check the hours/dates and you will be taken back
to the ‘Sick Leave Claim Time Entry’ screen.
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N

K .
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Figure 39 — Sick Leave Claim Electronic Signature

7. Once your electronic signature has been captured, you will see a pop-up
message that states, “Your Sick Leave claim for MM/DD/YYYY-MM/DD/YYYY
has been submitted for payment.” See Figure 40. Select the ‘OK’ button. You've
successfully submitted your Sick Leave claim for processing, and you will be
taken to the Provider Home screen.

Your Sick Leave claim for 03/01/2021 - 03/15/2021 has been
submitted for payment

Figure 40 — Sick Leave Claim Electronic Signature Confirmation pop-up

IHSS Electronic Services Portal: Time Entry — Career Pathways

IHSS and WPCS Providers who have completed provider enroliment are eligible to
register for the IHSS Career Pathways Program and can be compensated for time
spent attending and completing training courses for skill development.

Upon completing one or more training pathways and providing specialized care to a
recipient, providers may also qualify for incentive payments.

In order to submit a claim to receive payment for attending courses, IHSS/WPCS
Providers must:
1. Register and complete a class in one of the five IHSS Career Pathways Training
Programs:

a. General Health/Safety
b. Adult Education
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c. Cognitive Impairments Behavioral Health
d. Complex Physical Care Needs
e. Transition to Home/Community Living

2. Have access to the IHSS ESP website
3. Be registered with the ESP and login with your current IHSS account

Before you begin, you must have the following information available:

e Your ESP Username
e Your ESP Password

Note: For more information regarding ESP registration, please see: Registration
FAQs on the ESP website. For information regarding Career Pathways registration,
please visit the IHSS Career Pathways Program page and select the Registration
Guide link.

Let’s Get Started!

How to Access/View Career Pathways in the ESP:

1. Access the ESP website at: Electronic Services Portal

2. Log in to the ESP using your username, password, and select ‘Login.’
Note: If you forget your login information, you can reset your Username and
Password by selecting the Forgot Username or Password link. You will receive
an email link to reset your username or password. Follow the instructions in the
email. See Figure 1.

3. Once you log in to your ESP account, you will be on the Provider Home screen.
Click on the ‘Time Entry’ menu in the navigation bar, then select the ‘Career
Pathways’ drop-down option. See Figure 41.

Timesheets 4

Travel Claim

Sick Leave Claim

Career Pathways

[% RECENT
PAYMENTS

Figure 41 — Time Entry — Career Pathways drop-down option
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How to submit a Career Pathways Training Time Claim:

1. Select “Training Time” in the Career Pathways Claim Type drop-down menu and
the recipient you wish to submit the claim for. If you work for multiple recipients,
you may choose which recipient you wish to associate with the Career
Pathways training course. Select “Next” to proceed. See Figure 42.

Time Entry ~ Financial ~ Resources -~

Career Pathways Claim Type

To begin, select a Career Pathways claim type and a recipient name.

Career Pathways Claim Type*

Training Time - —

Recipient”

Bob Oaktreez v

Next Cancel Request

Figure 42 — Career Pathways Claim Type screen

2. Follow the on-screen instructions to select the pay period when the training
occurred and enter the training time claim information, which can be found on
the certificate or proof of completion and/or class registration confirmation. To
complete this screen, select the Career Pathway from the drop-down menu
(e.g., General Health/Safety, Adult Education, Cognitive Impairments Behavioral
Health, Complex Physical Care Needs, Transition to Home/Community Living),
and enter the Class Number, Class Name, Training Date, and the Hours and
Minutes spent in training. If more than one training class was completed in the
pay period, select the “Add New” button to add additional training time rows.

Once all required information has been entered, select “Submit Claim” to
continue. See Figure 43.
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& Add Training Time Claim

Bob Oaktreez

To enter your training time, please select a pay period. The training date{s) entered must be within the pay penod selected
Pay Period

Feb 1, 2022 - Feb 15, 2022 - l _

Enter the Career Pathway, Class Number, Class Name, Training Date and Time that corresponds to the classes you would like to submit on this claim. To enter mare than one training date, click the Add New link. Complete each row prior to adding a new one. Use the
Delete link 1o remove a row from the claim. Click the Submit Claim button when you are ready to finalize the claim

Training Time Claim A
Training Time 1
Career Pathway” Class Number® Class Name’ Training Date* Minutes

Hours

* m " 1

Submit Claim
Figure 43 — Training Time Claim Information screen
3. The final step is the Electronic Signature. If the information you are submitting
is correct, select the “Agree to” statement box and then select the “Sign and
Submit” button. If an error was made or you need to enter additional
information, select the “Cancel” button.
Time Entry ~ Financial « Resources ~ -
Electronic Signature

Please electronically sign your Training Time Claim
| understand and agree that any false claim relating to this Training Time Claim may be prosecuted under Federal and State laws and if convicted of fraud, | may also be subject to civil penalties. By signing as
the provider, | declare that the training time claimed on this Training Time Claim is true and correct

Once you sign this claim it will be submitted for review and you will not be able to make changes.

I lim Qaktreez, agree o the statement above.

1

Figure 44 — Electronic Signature screen

Selecting the “Sign and Submit” button submits your training time claim for review.
Your attendance of training will be verified. CDSS staff will review all Career Pathways
claims as they are submitted. Once reviewed and approved, your training time claim
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will be sent for payroll processing. You will receive an informational e-mail notification
stating that your training time claim(s) have either been approved for payment or
rejected.

Congratulations, you have completed the training time claim entry using the ESP.

Training Time Claim Payment Details

Providers can view the status of their Training Time Claim on the ESP through the
Recent Payments and Payment Search screens once it has been submitted. They can
also view details of each class they submitted a claim for in the Training Time Claim
Details section.

| Recent Payments

Thease payment requests have beaen submitted in the last 14 days
You can find older paymants by using the Paymenl Sea

Pay Period | Payment Type

Mlar 1, 2022 - Mar 15 2022 | Tl.iill'rg Tirmn -

Payment Overview >
Reciplent Name: Reciplent ID: 1062112

Payment Type: Training Time Claim Claimed: 02.02

Pay Period: 03012022 - 031520322 Submit Date: 02012022

Seanus: YWaiting for Payment — Staqus Date: 190172032

! Met Amount: $0.00

Payment Datails

Training Time Claim Details S ~

Clabm Mumiber: 130593382

Training Time 1 L

Career Pathway: Adull Education
Class Numbasr: 2 Class Morme: 2

Training Date: 03022032 Houwrs Claimad: 02 02

Figure 45 — Training Time Claim Details
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How to Submit a Career Pathways Incentive Claim:

Providers may also qualify for incentive payments upon completing one or more
training pathways and providing specialized care needs to a recipient. Specialized
care needs may include, but not limited to assistance with transfers, ambulation,
paramedical, and protective supervision related to mental impairment.

1. Access the IHSS ESP website and log in using your ESP username and
password. See Figure 1.

2. Select the “Career Pathways” option in the Time Entry menu. See Figure 41.

3. Select the incentive type from the Career Pathways Claim Type drop-down
menu and the recipient you wish to submit the claim for. The following
incentives will appear under the Career Pathways Claim Type drop down menu:
e Training Incentive (Type 1)

e One-Month Assignment Incentive (Type 2)
e Six-Month Assignment Incentive (Type 3)

The incentive payment types descriptions are as follows:
e Type 1 - provider can be paid for:
o Completing 15 hours of training in the General pathways, or
o Completing 15 hours of training in the Specialized Skills pathways.
e Type 2 - provider can be paid for:
o After completing 15 hours of training in a Specialized Skills pathway,

and,

o Working for an existing or new recipient who needs that Specialized
Skills care, and,

o Providing care for 40 authorized hours in the first month of services.

e Type 3 - providers can be paid for:

o After completing Incentive Payment “Type 2”, and,

o Providing care for 40 authorized hours per month for at least 6 months
for that same recipient.

In this example, the Training Incentive type was selected. Select Next to proceed. See
Figure 46.
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Time Entry - Financial - Resources -

Career Pathways Claim Type

To begin, select a Career Pathways claim type and a recipient name

Career Pathways Claim Type®

I Training Incentive - l _

Recipient’

I Eob Oaktreez - l _

Figure 46 — Career Pathways Claim Type

4. Select the Career Pathway where you meet the requirements to submit your
Incentive Claim. Once a selection is made, the Electronic Signature section will
display. If the information you are submitting is correct, select the “Agree to”
statement box and then select the “Sign and Submit” button. See Figure 47.

Time Entry - Financial - Resources -

Incentive Claim Entry
Bob Oaktreez
To qualify for a Training Incentive payment, you must have completed 15 hours of training in the selected Career Pathway.

Career Pathway

Adult Education - ] _

Electronic Signature:
Please electronically sign and submit your Training Incentive claim. Once you submit this claim, it will be submitted for review and you will not be able to make changes.

|, Jim Oaktreez, understand and agree that any false claim 1o this incentive may be prosecuted under Federal and State laws, and if convicted of fraud, | may also be subject to civil penalties. By signing as
I:ne provider, | declare that the infarmation on this claim is true and correct

Sign and Submit

Figure 47 — Incentive Claim Entry screen
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Selecting the “Sign and Submit” button submits your incentive claim for review. Your
attendance of training will be verified. CDSS staff will review all Career Pathways
claims as they are submitted. Once reviewed and approved, your incentive claim will
be sent for payroll processing. You will receive an informational e-mail notification that
your incentive claim(s) have either been approved for payment or rejected.

Congratulations, you have completed the incentive claim entry using the ESP.

Incentive Claim Payment Details

Providers can view the status of their Incentive Claim on the ESP through the Recent
Payments and Payment Search screens once it has been submitted. They can also
view details of each class they submitted a claim for in the Training Time Claim Details
section.

Recent Payments

These payrment requests have been submitted in the last 14 days
You can find older payments by using the Payment Search

Pay Period | Payment Type

Sep 1. 2022 - Sep 15, 2022 | Training Ince... ~

Payment Overview S
Recipient Name: | : Recipient ID:

Pay Period: 0%01/2022 - 091572022 Submit Dave: 09072022

Status: Submitted Status Date: 09/08/2022

Payment Type: Training Incentive Claim

Met Amount: 20.00

Payment Details

Incentive Claim Details S

Claim Number: 13094668 Career Pathway: Adult Education

Figure 48 — Incentive Claim Payment Detail screen
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For assistance with the ESP and entering Career Pathways training and incentive
claims, please contact the IHSS Service Desk at 1-866-376-7066. To learn more about
the Career Pathways Program and to view and register for classes please visit the
CDSS Career Pathways website at https://www.cdss.ca.gov/inforesources/cdss-
programs/inss/ihss-career-pathways-program. Questions regarding the Career
Pathways courses should be directed to the training providers.

Congratulations! You are now able to successfully access the Sick Leave Claim
screen, view Available and Claimed Sick Leave hours, submit a Sick Leave Claim
request, and submit a Training Time and Incentive Claim using the ESP.
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IHSS Electronic Services Portal: Financial — Payments

The Financial menu in the ESP has a ‘Payments’ option that allows you to view the
payment status and payment information for timesheets. This section will show you
how to:

View recent payments

Search for a payment

Request a copy of processed timesheets via email
View Sick Leave Claim History

Before you begin, you must have the following information available:

Your ESP Username

Your ESP Password

The provider’s 9-Digit Provider Number (If you do not have the Provider
Number, you will need to reach out to your provider for the information or
contact your local county office.)

Note: For more information regarding ESP registration, please see: Registration
FAQs on the ESP website.

Let’s Get Started!

How to View Recent Payments in the ESP:

1.

Access the ESP website at: Electronic Services Portal

2. Log in to the ESP using your username, password, and select ‘Login.’

Note: If you forget your login information, you can reset your Username and

Password by selecting the Forgot Username or Password link. You will receive

an email link to reset your username or password. Follow the instructions in the

email. See Figure 1.

Once you log in to your ESP account, you will be on the Provider Home screen

(Figure 41). There are two ways you can access your recent payments to

review:

e Select the ‘Financial’ menu in the navigation bar, then select the ‘Payments’
drop-down option, then ‘Recent Payments,’ or

e Click on the green ‘Recent Payments’ link.
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E[:} WHATS NEW

RECIPIENTS LINKS AND REMINDERS

Weating fiow Payment

- 1
Fnvacy Pty & Pictice on Colesion

Figure 49 — Provider Home screen — Payments drop-down option

Note: Selecting the ‘Payments — Recent Payments’ drop-down option and ‘Recent
Payments’ link will take you to the ‘Recent Payments’ screen. The ‘Recent
Payments’ screen will display the Payment Overview, Payment Details, and
Timesheet Details submitted in the last 14 calendar days. See Figure 50.

To view details of your recent payments, you will need to:

4. Select the pay period and the timesheet type, either IHSS or WPCS, by using
the drop-down box and then select the drop-down arrow located on the right
side of the screen to expand the view for the Payment Overview, Payment
Details, and Timesheet Details (Figure 50).
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Financial -

Time Entry -

Resources -

Recent Payments

These paymend requests have been submitied in the last 14 days
Yiou can find okder payments by using the Fa I

Pay Period | Payment Type

| Jul 1, 021 - Jull 15, 2021 | IHSS -| < |
Payment Overview | > e
Payment Detalls [ > s
Timesheet Details [ > >

Figure 50 — Recent Payments screen

When you expand the view for the Payment Overview, Payment Details, and
Timesheet Details, you will be able to see detailed information for each item as shown
below (Figure 51, Figure 52, & Figure 53):

Recent Payments

These payment requests have been submitied in the st 14 days
iou can find cider payments by using the Fayment |

Pay Period | Payment Type

[ Jul 1, 2021 - Jul 15, 2021 | IH3S 'r]

Payment Overview <:|

Recipiant Name: CHAD QOLIVETREEL Recipbant ID: 1216501

Payment Type: IH53 Claimed: 00:00
Pay Period: OT/012021 - 071 52021 Submii Dabe: 07162021
Stabus: Status Date: 07162021

Net Amount: 5000
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Figure 51 — Payment Overview expanded view

Payment Details <:

Warrant Number:
Hours Submitted: D000
Crvertime Hours: 00.00

Earnings Statement

Earnings
Regular
Overtime
Total Gross

Nat Pay

Deductions
Federal
State

FICA
Medicare
SDIDIEC

Total Deductions

Issue Date:
Total Haurs Paid: 00:00

Hours Mot Paid: 00000

‘fear-to-Date

S0.00

50.00

50.00

50.00
Current ‘fear-to-Date
£0.00 $0.00
5000 50.00
S0.00 $0.00
5000 $0.00
50.00 50.00
50.00 50.00

Figure 52 — Payment Details expanded view
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Timeszheet Details <_—'| |:'_:> Sl

Timesheet Number: 4000365870
Signature Method: Dnline

Provider Signed: 07152021 Recipient Signed:

Workweek 1 |.—-'> ~
Date Hours Worked Start Time End Time Location
S LmEay
s 0000 N4 M NI
21 Jun
Monday . . . ,
38 Jun RO L U MU P
Tuesda
iy 0000 MiA A A
29 Jun
Wednesday
i 00000 M NA PMIA
30 Jun
'F'”r"":l""' 0000 0500 AM 10,00 AM Home
ik
Fnday
Lo 060 WA MiA A
2 Jul
Saturday
! 0000 A MiA NIA
3 Jul

Workweek Total: 00:00

Workweek 2 [ > "t

Workweek 3 | > Wt

Figure 53 — Timesheet Details expanded view

How to Search for Payments Older than 14 Days:

If you would like to search for older payments that have been submitted over 14 days,
there are two ways:

¢ Navigate to the Recent Payments screen and click on the ‘Payment Search’ link
located at the top of the screen (Figure 54) or,

¢ Navigate to the Provider Home screen, select the ‘Financial’ menu in the

navigation bar, then select the ‘Payments’ drop-down option, and then ‘Payment
Search’ (See Figure 55).
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Time Entry - Financial - Resources -

Recent Payments

These payment requests have been submitted in the kst 14 day
¥ou can find older payments: by using they Favment Sear %

Pay Period | Payment Type

I Jul 1, 2021 - Jul 15, 2021 | IHSS -]
Payment Overview st
Payment Details N
Timesheet Details st

Privacy Palicy & CDSS Notice on Collection &
Figure 54 — Recent Payments screen — Payment Search link

= @ IHSS ELECTRONIC SERVICES PORTAL : : .

Time Endry - ‘ Financial - Resources -
. o | rscent Paymneses

* TIMESHEET [% RECENT
' ENTRY PAYMENTS

RECIPIENTS LINKS AND REMINDERS

Figure 55 — Provider Home screen — Payment Search drop-down option

After using any of the previously demonstrated ways to access the Payment Search
screen, begin your payment search by:

1. Enter the first day of the pay period date by: MM/DD/YYYY and click on the
‘Search’ button. See Figure 56.
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= IHSS ELECTRONIC SERVICES PORTAL 2 - .

Time Enkry - - Resources -

Payment Search

Enter the first day of a pay period:

== e

| e
Frvady Fy i-_\'Ll' AR O Lol r||'—r

Figure 56 — Payment Searcﬁ — Pay Period Entry

Once you click on the search button, the search results will appear for your selected
pay-period, and you will see a list of all the recipients you work for during that pay
period if you work for multiple recipients.

2. To view the payment details, click on the ‘View Payment Details’ button (Figure
57) and then select the drop-down arrow located on the right side of the screen
to expand the view for the Payment Overview, Payment Details, and Timesheet
Details. See Figure 58.

I

!= IHS5 ELECTRONIC SERVICES PORTAL

Time Entry = Flnancial - ReEsources -

Paymeni Search
Ertar tha firet day of & pay parisd
ALEE000 m
Search results for pay period 110172020 - 11/1572020:

CHAD OLIVETREEZ

Baspepet 10 3T Tmipghapal MumBer JLHLCGE]
Clgimmpa (150K Pargmert Tyge! IHE5
T R e Tt ety Base: 11770

ST O (Y 5

Figure 57 — Payment Search screen — View Payment Details button
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« Payment Details

Payment Overview < | [ > M
Reciplent Name: CHAD OLIVETREEZ Reciplent I0: 1316301

Payment Type: IH55 Claimed; (300

Pay Period: 11/012020 - 11152020 Submit Date: 11172020

Status: Waiting for Payment Status Date: 111772020

Net Amount; 312365

—

Payment Datails [ > w
Timesheet Datails [ > e

Figure 68 — Payment Details screen — View Payment Details button

How to Request an Email Copy of Timesheets in the ESP:

At the Payment Details screen (Figure 58), you have the option to request for an
electronic copy of your timesheet via email.

1.

To request an electronic copy of your timesheet via email, you must locate the
‘Email Copy’ button on the ‘Payment Details’ screen (after completing a
payment search) and then click on the ‘Email Copy’ button. See Figure 58.

Note: Once you click on the ‘Email Copy’ button, you will see a pop-up message
that states, “A copy of this timesheet will be sent to <provider’s email>. If you
need to change your email address, please contact your County IHSS Office or
the IHSS Service Desk for providers and recipients at 1-866-376-7066.” See
Figure 59.

Click on ‘Send’ to send a copy of the timesheet to the indicated email address.
Your request has been accepted, the pop-up message will disappear, and you
will remain on the same screen.

Note: Click on ‘Cancel’ if you do not want to proceed with the request.
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A copy of this timesheet will be sentto < recipient's email > . If you need
to change your email address please contact your County IHSS Office or the
IHSS Service Desk for providers and recipients at 1-866-376-7066.

Figure 59 — Email Copy message pop-up screen

How to View Sick Leave Claim History:

Another tool that is available for you under the ‘Financial — Payments’ menu is the Sick
Leave Claim History option in the ESP. The Sick Leave Claim History option allows you
to view all Sick Leave claims submitted in the current and prior fiscal years, along with
detail payment information for each claim.

To view the Sick Leave Claim History:

1. Select the ‘Financial’ menu in the navigation bar, then select the ‘Payments’
drop-down option, and then click on ‘Sick Leave Claim History.” See Figure 60.

= m IHSS ELECTRONIC SERVICES PORTAL P P o

Tirme [rlr_nl,l = ‘ Financial -

71 TIMESHEET WHAT'S NEW
1"'-—-) ENTRY >

RECIFIENTS LINKE AND REMINDERS

~ et - ]
Prvacy Polcy Moo on Coliecion ="

Figure 60 — Provider Home screen — Sick Leave Claim History drop-down option

After clicking on the ‘Sick Leave Claim History’ option, you will be taken to the ‘Sick
Leave Claim History’ screen where you will see the name(s) of the recipient(s) that you
submitted the Sick Leave claim(s) for. If you work for multiple recipients and submitted
multiple Sick Leave Claims, you will see a list of recipients. The example below
displays one recipient.
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2. Expand the recipient list to view the Pay Periods/Sick Leave claims for the
selected recipient by clicking on the blue arrow on the right side of your screen.
See Figure 61.

Time Entry = Financial = Resowrces =

Sick Leave Claim History

CHAD OLIVETREEZ [ > w

Figure 61 — Sick Leave Claim History screen

After expanding the recipient list, you will see the Pay Periods/Sick Leave link:
MM/DD/YYYY-MM/DD/YYYY and claimed hours: HH: MM.

3. Select the Pay Periods/Sick Leave claim link: MM/DD/YYYY-MM/DD/YYYY and
you will be taken to the details of the sick leave claim and the associated
payment for the selected recipient. See Figure 62 and Figure 63.

Time Entry - Financial -

Sick Leave Claim History

CHAD OLIVETREEZ A

05012021 - 0SHS2021 < ] Claimed: 16h 00m

Figure 62 — Sick Leave Claim History — expanded recipient view
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Time Entry - Finaméial - Resources -

£ Sick Leave Claim History: CHAD OLIVETREEZ

Crvervitw s
Pay Period - Sick Leawe: 05012021 - D550

Sick Leave Claim Number 301504556

Hicuars: Claimned: 1 £h 00m

Houars: Paid- 15h O0m

Houars: ot Paad: (o G0m

Made of Entry:Onirs

Clairm Status:Prooessed

Seatus Do 05072001

Paymant Details e
‘Warrant Number: S9H 00

Isswe Dabe: 06102021

Direct Depasit:yes

Payment Status:

Earnings Statemant

Current
Sick Leave Pay £202 00
Tatal Gross 323200
Total Deductons L¥liEr
Nal Pay 3211.48
Claém Details L
Sick Dates HOurs Claméd
05011201 16R 00m
Messages ~

Figure 63 — Overview Payment Details, Claim Details, and Messages expanded view

Congratulations! You are now able to successfully navigate and view the Recent
Payments, Payment Search, and Sick Leave Claim History using the ESP.
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IHSS Electronic Services Portal: Financial — Live-In Provider

The Financial menu in the ESP has a ‘Live-In Provider’ option that allows IHSS/WPCS
live-in providers a method to manage Live-In Provider certifications for Federal and
State Income Tax Exclusion. Providers can electronically complete and submit both
the IHSS and WPCS Program Live-In Self-Certification Form for Federal and State Tax
Wage Exclusion (SOC 2298) and the IHSS and WPCS Program Live-In Self-
Certification Cancelation Form for Federal and State Tax Wage Exclusion (SOC2099)
by using the ‘Live-In Provider’ option in the ESP. The ‘Live-In Provider’ option consists
of two items: Live-In Certification and Cancel Live-In Certification. This section will
show you how to:

o Self-Certify as a Live-In Provider
e Cancel your Live-In Certification
e Access Timesheet for Live-In Certification

Before you begin, you must have the following information available:

e Your ESP Username

e Your ESP Password

e The provider’s 9-Digit Provider Number (If you do not have the Provider
Number, you will need to reach out to your provider for the information or
contact your local county office.)

Note: For more information regarding ESP registration, please see: Registration
FAQs on the ESP website.

Let’s Get Started!

How to Self-Certify as a Live-In Provider in ESP:

1. Access the ESP website at: Electronic Services Portal

2. Log in to the ESP using your username, password, and select ‘Login.’

Note: If you forget your login information, you can reset your Username and
Password by selecting the Forgot Username or Password link. You will receive
an email link to reset your username or password. Follow the instructions in the
email. See Figure 1.

3. Once you log in to your ESP account, you will be on the Provider Home screen.
Click on the ‘Financial’ menu in the navigation bar, then select the ‘Live-In
Provider’ drop-down option, and then click on ‘Live-In Certification.” See Figure
64.
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Figure 64 — Provider Home screen — Live-In Certification option

You will be taken to the Live-In Provider Self-Certification screen where you will see a
‘select a recipient’ drop-down menu of the list of active, eligible recipients.

4. Select the recipient from the drop-down list that you live with and wish to self-
certify for. See Figure 65.

Note: The recipient drop-down list will not display the names of recipients for
whom the provider already has a Live-In Provider Self-Certification. If there are
no available recipients to choose from, the following message will display:
“There are no recipients available for you to certify with as a Live-InProvider. If
you feel this is not correct, please contact your county.”
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Live-in Provider Self-Certification

In completing 1his Self-camificaton, & provioer ving with & recipient ey provide senvices for will have ther IMS5 andion WRPCS wages exciuded rom persondl intoms axes. To get

moee indormation visit CRES Live-lr il Sel-Carnlcanon Inkmation
“Mote: I you have aeady cerlified 25 a Ive-in provides Sor a recipient, the reciplent's name will not be isied below

Recipient you live with;

Seiect 3 Recipent ~ <:|

Electronic Signature:

Piease clectronically sign and submit your Live-in Frovider Self-Cenficabon

By marking e checkbox and submitling. you ane certfying that the wages you recenve Tor providing IHSS andfor WIRCS senvices 1o the recipient named above will be exchuded from
wour federal and siate personal income faxes

|, HOLLY BANYANTREEZ, under penalties of pedjury, dediare mat | am a provided receiving payments under the IHES andion WPCS programs for cae | provide bo the reCipesnt
named above wh Ives with me in the same home

Matice cn Cobechion &5

Figure 65 — Live-In Provider Self-Certification screen — Recipient drop-down menu

5. Once you select a recipient from the drop-down list, you must complete
the following steps (Figure 66):
¢ Read the statement in which you indicate that the self-certification process is
true and correct.
e Select the checkbox stating that you agree to the Declaration terms.
e Select the ‘Sign and Submit’ button to capture that you’ve electronically sign
and submit your Live-In Provider Self-Certification.

Note: If you do not want to move forward with the Live-In Provider Self

Certification process, you may select the ‘Cancel’ button and you will be taken
back to the ‘Provider Home’ screen.
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Live-in Provider Self-Certification

Im compleding this seif-cemscaton, a provider IVing wih a recipient they provice senices ion will have their IH33 andion WPCS wages excluced from personal income taxes. To get
miang information visit COSS Lve-In Provides Se8-Cemscalion Inssmation

“Mote: If you hawe already cerlified as a Irde-in proidier Bor @ necipient, e recipient’s name will not De lsbed below.

Recipient you live with:

CHAD OLIVETREEZ Ly <:I

Electronic Signature:

Flease secironically sign and submi your Live-in Frovider Seif-Cemification

By mariing the checkbox and submitting. you are cerlifying that the wages you recesve Tor providing IHSS andior WIPCS senices to the recipient named above will be excluded fom
your federal and state personal ncome faxes

HOLLY BANYANTREEZ, under penaities. of perjury, declare that | am a provider neceking payments: undes the IHSS andior WPCS programs for cane | provide bo thae rnecipier
named abowe whi Ilves with me in the same home

Sign and Submit Cancel

picy 5 CDS5 Motice on Collection (5

Figure 66 — Live-In Provider Self-Certification screen — Electronic Signature

Once your electronic signature has been captured, you will see a pop-up message that
states, “Your Live-In Provider Self-Certification has been submitted. A confirmation
email will be sent once processing is complete.” See Figure 67. Select the ‘OK’ button
and you will be taken to the Provider Home screen.

Your Live-In Provider Self-Certification has been
submitted. A confirmation email will be sent once
processing is complete.

Figure 67 — Live-In Provider Self-Certification Electronic Signature Confirmation pop-up

How to Cancel Live-In Provider Certification in ESP:

Providers have the option to cancel their Live-In status with a specific recipient in the
ESP under the Financial menu, Live-In Provider — Cancel Live-In Certification option.

To begin the cancellation process:

1. Access the ESP website at: Electronic Services Portal
2. Log in to the ESP using your username, password, and select ‘Login.’
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Note: If you forget your login information, you can reset your Username and
Password by selecting the Forgot Username or Password link. You will receive
an email link to reset your username or password. Follow the instructions in the
email. See Figure 1.

3. Once you log in to your ESP account, you will be on the Provider Home screen.
Click on the ‘Financial’ menu in the navigation bar, then select the ‘Live-In
Provider’ drop-down option, and then click on ‘Cancel Live-In Certification.” See
Figure 68.

== IHSS ELECTRONIC SERVICES PORTAL Ll it - A el HLaz

Y TIMESHEET
ENTRY

RECIPIENTS LINKS AND REMINDERS

By Poivy B8 L | hH Mot on Coection B

Figure 68 — Provider Home screen — Cancel Live-In Certification

You will be taken to the ‘Cancel Live-In Provider Self-Certification’ screen where you
will see a ‘select a recipient’ drop-down menu of the list of active, eligible recipients.

4. Select the recipient from the drop-down list that you no longer live with and wish
to cancel the self-certification for. See Figure 69.

Note: The recipient drop-down list will only display the names of recipients for
whom the provider has a Live-In Provider Self-Certification. If there are no
available recipients to choose from, the following message will display: “There
are no recipients available for you to cancel certification with as a Live-In
Provider. If you feel this is not correct, please contact your county.”
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Cancel Live-In Provider Self-Certification

I completng this setl-cerification cancelation, 8 provider no anger Iving with a recipient they provide sendces Tor will have personal income 1axes deducted from neir IS5 and/or
WPCS wapes. To get mone information visit COES Live-in Proviger Sell-Cemscaiic [L24 1% 1G]

“Mote: I you hawe not certiied as a lve-in provider 1or a recipient, the recipeent’s name will not De lished beiow

Recipiant you no longer live with;
Setect @ Reciplent v] <:|

Ebectronic Signatuns:

Please electronicaly sign and submil your Live-in Provider Sel-Cenification cancellation

By marking the checkioy and submitiing, you ane confimning that the wages you receive for providing IHSS andior WPCS senvices 10 the recipient named above will no longer be
enmcluded from your iederal and siabe personal income {aces

HOLLY BAMYANTREEZ, declare that | nd longer Iive with the recipient named above and woukd lioe 10 remoee the exisiing Self-Certification for the exciusion of my IHESWWPCS
wages from federal and stale personal income tames

Cancel

i

Figure 69 — Cancel Live-In Provider Self-Certification screen — Recipient drop-down
menu

5. Once you select a recipient from the drop-down list, you must complete

the following steps (Figure 70):

¢ Read the statement in which you indicate that the cancel self-certification
process is true and correct.

e Select the checkbox stating that you agree to the Declaration terms.

e Select the ‘Sign and Submit’ button to capture that you’ve electronically sign
and submit the cancellation of your existing Live-In Provider Self-
Certification.

Note: If you do not want to move forward with cancelling your Live-In Provider

Self Certification, you may select the ‘Cancel’ button and you will be taken back
to the ‘Provider Home’ screen.
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Cancel Live-in Provider Self-Certification

In compigting this seli-cerification cancefiation, i provides R langes Iing with 2 recipient they provide senvices for will have personal ncome taxes deducted from Sheir IHSS andior

WPLS wages. To get mone informaticn visit COES Live-in Frovider Seti-Certification

“Mate: I you have nol certified a5 a ve-in proavider 1o a recipient, the recipient’s name will nol be ksied below

Recipient you no longer iive with:
CHAD OUVETREEZ ~ <::|

Electronic Signature:

Flease elacironically sign and submit your Live-in Provider Sef-Certification canoeiaton

By marking the checkbon and submitting, you anz confirming thal the wages you recene for providing 1HSS andior WPCS senvices i the necipient named above will no longer be
exciuded from your federal and state personal income 12oes

E. HOLLY BANYANTREEZ declare tha | nd longer Inwe with the recipiend named above and would Bke: b remove: the existing Sei-Cenmcation Tor the exchison of my IHSSWPCS
‘wages om federal and stabe personal iInCome: fanes

Sign and Submat Cance

CD55
Figure 70 — Cancel Live-In Provider Self-Certification screen — Electronic Signature

Once your electronic signature has been captured, you will see a pop-up message that
states, “The cancellation of your Live-In Provider Self-Certification has been submitted.
A confirmation email will be sent once processing is complete.” See Figure 71. Select
the ‘OK’ button and you will be taken to the Provider Home screen.

The cancellation of your Live-In Provider Self-
Certification has been submitted. A confirmation
email will be sent once processing is complete.

Figure 71 — Cancel Live-In Provider Self-Certification Electronic Signature Confirmation
pop-up

Timesheet Access for Live-In Certification

When you access a timesheet for the first time for a pay period, the ESP will allow you
to self-certify. If you have not submitted an IHSS and WPCS Program Live-In Self-
Certification Form for Federal and State Wage Exclusion (SOC 2298), you will be
asked if you live with your recipient each time you access a timesheet for the first time
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for a particular pay period. The pop-up message will appear in different scenarios listed
below:

1. When you access a timesheet for the first time by selecting the Recipient Name
Link on the Home screen and an SOC 2298 is not on file, a pop- up message
will appear (Figure 72) to allow you to self-certify that you live with your
recipient. The following message will appear:

Do you live with this recipient?

Do you live with this recipient?

Figure 72 — Live-In Provider pop-up message — Recipient Name Link on the Home
screen

2. When you select another timesheet from the Time Entry drop-down menu and
an SOC 2298 is not on file, a pop-up message will appear (Figure 73) to allow
you to self-certify that you live with your recipient. The following message will
appear:

Do you live with this recipient?

Do you live with this recipient?

Figure 73 — Live-In Provider pop-up message

3. When you access a timesheet for the first time by selecting the blue arrow next to
a recipient's name on the Recipient Selection screen (Figure 74) and an SOC
2298 is not on file, a pop-up message will appear to allow you to self-certify that
you live with your recipient. The following message will appear:
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Do you live with this recipient?

Time Entry: Reciplent Selection <

RECIPIENT NAME
Recipient ID: Q000000
Mot Recent Payment | @

Period 051672018
018 IH55 Advance Pay

Amount Advance Pay Do you live with this recipient?
RECIPIENT NAME

Recipiont 10z 000000

Most Recent Paymaent I @

Amount Status Pay Period

Figure 74 — Recipient Selection Screen and Live-In Provider pop-up message

After using any of the previously demonstrated scenarios to access a timesheet, you
will select ‘Yes’ or ‘No’ to the pop-up message, “Do you live with this recipient?” See
Figure 75.

Do you live with this recipient?

Figure 75 — Live-In Provider pop-up message — Yes or No option

If you select ‘Yes’ to the pop-up message, “Do you live with this recipient?”, a non EVV
timesheet will appear with only includes the Hours Worked will display (Figure 76).
Once you made your selection, ESP will not ask this question again for the same pay
period for this recipient.

Note: Below is a sample of a Live-In Provider non EVV timesheet.
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Figure 76 — Live-In Provider Non EVV Timesheet sample

If you select ‘No’ to the pop-up message, “Do you live with this recipient?”, an EVV
timesheet which includes Start Time, End Time, and Location will display (Figure 77).
Once you made your selection, ESP will not ask this question again for the same pay

period for this recipient.

Note: Below is a sample of a Non-Live-In Provider EVV timesheet
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Figure 77 — Non-Live-In Provider EVV Timesheet sample

Congratulations! You are now able to successfully self-certify as a Live-In Provider,
cancel your Live-In Certification and access your timesheet for Live-In Certification.

For additional information regarding Live-In Provider Self-Certification, visit CDSS Live-
In Provider Self-Certification Information.
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IHSS Electronic Services Portal: Financial — Direct Deposit

The Financial menu in the ESP has a ‘Direct Deposit’ option that allows you to enroll in
direct deposit and update/view your direct deposit requests. The Direct Deposit option
consists of two items: Direct Deposit Entry and Direct Deposit Requests. This section
will show you how to:

Before

Enroll in Direct Deposit

Change your bank account
Cancel Direct Deposit

View your Direct Deposit requests

you begin, you must have the following information available:

Your ESP Username

Your ESP Password

The provider’'s 9-Digit Provider Number (If you do not have the Provider
Number, you will need to reach out to your provider for the information or
contact your local county office.)

Note: For more information regarding ESP registration, please see: Registration
FAQs on the ESP website.

Let’s Get Started!

How to Enroll in Direct Deposit in the ESP:

1.
2.

Access the ESP website at: Electronic Services Portal

Log in to the ESP using your username, password, and select ‘Login.’

Note: If you forget your login information, you can reset your Username and
Password by selecting the Forgot Username or Password link. You will receive
an email link to reset your username or password. Follow the instructions in the
email. See Figure 1.

Once you log in to your ESP account, you will be on the Provider Home screen
(Figure 78). Select the ‘Financial’ menu in the navigation bar, then select the
‘Direct Deposit’ drop-down option, and then click on ‘Direct Deposit Entry.’
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Figure 78 — Provider Home screen — Direct Deposit Entry drop-down option

4. You will be taken to the ‘Direct Deposit’ screen where you will see three direct
deposit options listed. To enroll in direct deposit, select the ‘NEW’ option, then
click on the ‘Next’ button. See Figure 79.

Note: If you do not want to want to enroll in direct deposit, click on the ‘Cancel’
button and you will be taken to the Provider Home screen.

Direct Deposit

Select Your Direct Deposit Option

Flease select an opticn betow ba el us what you wand o do. Select NEW 1o enincll in Diresct Deposil, or CHAMGE o change your bank account, of CANCEL 1o canced Direc! Depost
Mabh: oL will repd voUuT Danking information o reguest 8 ey of change an existing Direct Deposk

To prevent fraudulent transactions this sysbem caphures and tracks system information abouwt the users who add or make changes to their Direct Deposit accounts. B you
da not want pour infedmation o be recorded, pledds complebé and mail the IH 55 Provider Diredt Deposit EnmlimentiChange'Cancellation Foim (SO0 829

Select one oplion biow to begin vour Direct Deposi reguest

I [E] mEW: By seiecting tis option, | hereby auhonze the Stale Conlrolers CMce 1o rectly depasst my pay warrants i my personal bank acoount | <:|

CHANGE: By sekcting this option, | hereby auinonze the Sale Controlers OMoe 10 change my Dinecl Depsit i mmy néw personal Dank acoount

CANCEL: By sdecting ihis opbon, | henaby cancel ity Dinsct DEE BUFIZENON

Mexd

Pivacy Polcy U

Figure 79 — Direct Deposit screen — NEW option

Page 73 of 104 (rev. 06/2023)



B iHss

IN-HOME IHSS Electronic Services Portal (ESP)
SUPPORTIVE SERVICES Provider User Guide

After selecting ‘NEW’ and clicking on the ‘Next’ button, you will be taken to the ‘Direct
Deposit Recipient Selection’ screen where you will see a list of the recipient(s) you
work for. If you work for multiple recipients, you will see all their names listed. The
example below lists one recipient.

5. Select the recipient that you would like to enroll in direct deposit for by checking
on the box next to the recipient’s name and then click on the ‘Next’ button. See
Figure 80.

Note: If you do not want to want to enroll in direct deposit, click on the ‘Back’
button you will be taken to the Direct Deposit screen.

= IHSS ELECTRONIC SERVICES PORTAL " :

Direct Deposit Reciplent Selection

Select the Recipient(s) for Your Direct Deposit Request

CROGES 800 oF MOEn MecipRents dor T reguested action Yo Dreo! Depass request il ony Spohy 10 1 mogentis) vou e

htce oo Coliecien B

Figure 80 — Direct Deposit Recipient Selection screen

6. Next you will be taken to the ‘Direct Deposit Bank Details’ screen (Figure 81)
where you will enter your bank information by completing the following fields and
then select the ‘Next’ button to continue:

e Select the type of account, either Checking or Savings

e Enter your routing number in the text box
Note: The bank name will populate in the bank name text box after you enter
the routing number.

e Enter your account number in the text box

e Confirm your account number by re-entering your account number in the text
box

Note: If you do not want to move forward, you can select the ‘Back’ button and
you will be taken to the Direct Deposit Recipient Selection screen.
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Figure 81 — Direct Deposit Bank Details screen

After selecting ‘Next’ to continue, you will see a pop-up message that states, “To
prevent fraudulent transactions, this system captures and tracks system information
about the users who add or make changes to their Direct Deposit accounts. If you do
not want your information to be recorded, please complete and mail the IHSS Provider
Direct Deposit Enrollment/Change/Cancellation Form (SOC 829).” See Figure 82.

7. Select the ‘OK’ button if you would like to continue and you will be taken to the
‘Direct Deposit Electronic Signature’ screen where you can electronically sign
the direct deposit request. See Figure 83.

Note: If you do not want to move forward, you can select the ‘Back’ button and
you will be taken to the Direct Deposit Bank Details screen.
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To prevent fraudulent transactions this system captures and tracks system
information about the users who add or make changes to their Direct Deposit
accounts. If you do not want your information to be recorded, please complete and
mail the IH5S Provider Direct Deposit Enroliment/Change/Cancellation Form (SOC
829).

=N

Figure 82 — IP Address capture warning with OK and Cancel pop-up

8. At the ‘Direct Deposit Electronic Signature’ screen (Figure 83), you must
complete the following steps:
e Read the terms of the Declaration statement which you indicate the
statement is true and correct.
e Select the checkbox stating that you agree to the terms.
e Select the ‘Electronically Sign Request & Submit for Processing’ button to
capture that you’ve electronically sign the request.

Note: If you do not want to move forward with the request, you may select the
‘Cancel Submit’ button.

Direct Deposit Electronic Signature

Please electronically sign your request to start Direct Deposit for the below Reciplent(s):
CHAD OLIVETREEZ
Bank Infarmaticn You Emered

Type of Ascowst Crecking
Eaubrg Mumiser

Eizmunt Numbss
Bwnk e T Chakan 1 Crsal Lin

Wiai il Conling B s Dapsr oheci by mad unil your et Dapoak acooun A hesn sslatianad. Meacs nola, ©o5n e U b0 30 naleadar A5 afer T dals of o st 10 slat Dinnt Dopdt
WA W B VB w reCEh 3N amal walh sore rsgiahon

By SEgRENg FOU BIRNOWRRIgE ThE U wil ROl BEnd PO Of M 0o Rexd B0 vour Gink 10 Bnoinhed Bank dulsde M LS

HOLLY BANYANTEREET aared in M s abne
N

Figure 83 — Electronic Signature screen

Once your electronic signature has been captured, you will see a pop-up message that
states, “Your Direct Deposit request has been submitted for further processing. No
additional action is required by you.” See Figure 84. Select the ‘OK’ button. You've
successfully submitted your direct deposit request for processing, and you will be taken
to the Provider Home screen.
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Your Direct Deposit request has been
submitted for further processing. No
additional action is required by you.

Figure 84 — Direct Deposit Confirmation screen

How to Change Your Bank Account for Direct Deposit in the ESP:

Providers have the option to change their bank account for direct deposit in the ESP
under the ‘Direct Deposit Entry’ item. To change your bank account for direct deposit:

1. You must be on the ‘Direct Deposit’ screen within the ESP. On this screen, you
will see three direct deposit options listed. To change your bank account, select
the ‘CHANGE’ option, then click on the ‘Next’ button. See Figure 85.

Note: If you do not want to make changes to your bank account, click on the
‘Cancel’ button and you will be taken to the Provider Home screen.

Direct Deposit

Select Your Direct Deposit Option

Please sesect an option below 10 1ol us what you want o do. Select NEW o enmdl in Disect Depost. or CHANGE o change your bank acoount, or CANCEL to cancel Direct Deposit
Neorte: You will need your Danking information [o request a new of changs an existing Cirect Deposil

To prevent fraudulent transactions this system captures and tracks system information about the wsers who add or make changes to thesr Direct Deposst accounts. If you
do ol wWant your inlermation to be reconded, please complete and mail the IHES Provider Direct Deposi Enmoliment/Changa/Cancellason Farm (S0 §29)

Seled] ane oplon Dl 10 Begn youl Dined Depasil request

HEW: By sekeciing ihis oplion, | hereby authorize the State Controlers. OMoe 1o directly deposi my pay warrants omy personal bank account

(] cHaNGE: By selecting mis opmon, | hereby aulhonze Me Siale Coniralers OMce 10 change my Drect Depost 1o ATy new personal bank sccount <l1:|

I

Mexi Carmoel

CAMCEL: By selcting the option, | henety candel my Dinact Deposi authodizaton

Bracy Pabey [ Molice on Coection &5

Figure 85 — Direct Deposit screen — CHANGE option

After selecting ‘CHANGE’ and clicking on the ‘Next’ button, you will be taken to the
‘Direct Deposit Recipient Selection’ screen where you will see a list of the recipient(s)
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you work for. If you work for multiple recipients, you will see all their names listed. The
example below lists one recipient.

2. Select the recipient(s) that you would like to the changes to by checking on the
box next to the recipient’'s name and then click on the ‘Next’ button. See Figure
86.

Note: If you do not want to want to enroll in direct deposit, click on the ‘Back’
button you will be taken to the Direct Deposit screen.

= IHSS ELECTRONIC SERVICES PORTAL iy :

Direct Deposit Reciphent Salection

Salect the Reciplent{s) for Your Direct Deposit Request

Clii 800 OF Mo recipiants 1or T roguesied action. Your Dieect Dapass request wil only apohy b T fempeentis) you seiec]

Figure 86 — Direct Deposit Recipient Selection screen

3. Next you will be taken to the ‘Direct Deposit Bank Details’ screen (Figure 87)
where you will enter your bank information by completing the following fields and
then select the ‘Next’ button to continue:

e Select the type of account, either Checking or Savings

e Enter your routing number in the text box
Note: The bank name will populate in the bank name text box after you enter
the routing number.

e Enter your account number in the text box

¢ Confirm your account number by re-entering your account number in the text
box

Note: If you do not want to move forward, you can select the ‘Back’ button and
you will be taken to the Direct Deposit Recipient Selection screen.

Page 78 of 104 (rev. 06/2023)



B 1Hss

E- IN-HOME IHSS Electronic Services Portal (ESP)
J SUPPORTIVE SERVICES Provider User Guide
Direct Deposit Bank Details

Enter Your Bank Information
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Figure 87 — Direct Deposit Bank Details screen

After selecting ‘Next’ to continue, you will see a pop-up message that states, “To
prevent fraudulent transactions, this system captures and tracks system information
about the users who add or make changes to their Direct Deposit accounts. If you do
not want your information to be recorded, please complete and mail the IHSS Provider
Direct Deposit Enrollment/Change/Cancellation Form (SOC 829).” See Figure 88.

4. Select the ‘OK’ button if you would like to continue and you will be taken to the
‘Direct Deposit Electronic Signature’ screen where you can electronically sign
the direct deposit request. See Figure 89.

Note: If you do not want to move forward, you can select the ‘Back’ button and
you will be taken to the Direct Deposit Bank Details screen.
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To prevent fraudulent transactions this system captures and tracks system
information about the users who add or make changes to their Direct Deposit
accounts. If you do not want your information to be recorded, please complete and
mail the IH5S Provider Direct Deposit Enroliment/Change/Cancellation Form (SOC
829).

=N

Figure 88 — IP Address capture warning with OK and Cancel pop-up

5. At the ‘Direct Deposit Electronic Signature’ screen (Figure 81), you must

complete the following steps:
e Read the terms of the Declaration statement in which you indicate the
statement is true and correct.
e Select the checkbox stating that you agree to the terms.
e Select the ‘Electronically Sign Request & Submit for Processing’ button to
capture that you’ve electronically sign the request.

Note: If you do not want to move forward with the request, you may select the
‘Cancel Submit’ button.

Direct Deposit Electronic Signature

Please electronically sign your request to change Direct Deposit for the below Recipient(s):

CHAD OLIVETREEZ

Bank Information You Entered
Tiipes o Acosunt: Chediing

Roidting Meisbes 321175380

Actour Numssd. " 2550

Wank Nam# T Caoicden 1 Cracht Linkr

WO CUmeen aoround wil D cancakad within 5 busingess days aher Me date of your request it may Sl up o 3 Calenoar days after ihe dans of your request i stan Dinect Deosd wilh your new socount
Wi WAl TR DEped (ks b el UNTD {00 iy Diect Depios i Accdint has been esiabished You @i recese a0 emall with mofe nlommaton

By BQning v acimomiadns Mal youn wil no] send 100% of Sumds Geposilad 10 your bank 1o anofer bark sultide e US

HGOLLY BANYAMTREE?, Bged 10 M 16 Sl
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Figure 89 — Direct Deposit Electronic Signature screen

Once your electronic signature has been captured, you will see a pop-up message that
states, “Your Direct Deposit request has been submitted for further processing. No
additional action is required by you.” See Figure 90. Select the ‘OK’ button. You've
successfully submitted your direct deposit request for processing, and you will be taken
to the Provider Home screen.
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Your Direct Deposit request has been
submitted for further processing. No
additional action is required by you.

Figure 90 — Direct Deposit Confirmation screen

How to Cancel Direct Deposit in the ESP:

Providers have the option to cancel their direct deposit in the ESP under the ‘Direct
Deposit Entry’ item. To cancel your direct deposit:

1. You must be on the ‘Direct Deposit’ screen within the ESP. On this screen, you
will see three direct deposit options listed. To cancel your direct deposit, select
the ‘CANCEL’ option, then click on the ‘Next’ button. See Figure 91.

Note: If you do not want to cancel your direct deposit, click on the ‘Cancel’
button and you will be taken to the Provider Home screen.

Direct Deposit

Select Your Direct Deposit Option

Please sebect an oplion Beiow 10 bl 1S whal you want i do. Seiec NEW o enrol in Diect Deposi, of CHANGE [ changs your Bank account, of CAMCEL 1o cancel Direct Depost
Mote; You will nead your baniing iInfammalion to requEest a new of change an existing Dinect Deposit

To prevent fraudulent transactions this system captures and tracks system information about the users who add or make changes to their Direct Deposit accounts. i you
a5 Aol want your InfSimation 1o be etoided, pledds completé dnd mal the |HS S Provided Direct Depotit EnfolimertiChange/Cancellabon Farm (500 B29).

Seiec one option Delow to Degin your Direct Deposit request

NEW: By selecting this option, | hensby authorize the Siale Controlier's OSice to directly Jeposil my pary wananis 10 my personal bank account

CHAMGE: By selecting this oplion, | hereby authorioe the Stale Conlrolier’s Office b change my Direct Deposit 1o my new persanal bank accoun

l

Mext Cancel

[E] canceL: By seiecting this aption, | Reretry cancel my Direct Deposit authonzation |<:|

Privacy Pocy [ L3O Molice o Collaction (55

Figure 91 — Direct Deposit screen — CANCEL option

After selecting ‘CANCEL’ and clicking on the ‘Next’ button, you will be taken to the
‘Direct Deposit Recipient Selection’ screen where you will see a list of the recipient(s)
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you work for. If you work for multiple recipients, you will see all their names listed. The
example below lists one recipient.

2. Select the recipient(s) that you would like to cancel the direct deposit for by
checking on the box next to the recipient’s name and then click on the ‘Next’
button. See Figure 92.

Note: If you do not want to want to cancel the direct deposit, click on the ‘Back’
button you will be taken to the Direct Deposit screen.

= IHSS ELECTRONIC SERVICES PORTAL iy ,

Firancial -

Direct Depasit Reciplent Selection

Salect the Recipient(s) for Your Direct Deposit Request

CRHED SN OF Moee el pients tor T neguegled action vour Diredl Doposs request wil oniy apoy [0 5 roopeeniie) you ssiec]

Figure 92 — Direct Deposit Recipient Selection screen

After selecting ‘Next’ to continue, you will see a pop-up message that states, “To
prevent fraudulent transactions, this system captures and tracks system information
about the users who add or make changes to their Direct Deposit accounts. If you do
not want your information to be recorded, please complete and mail the IHSS Provider
Direct Deposit Enrollment/Change/Cancellation Form (SOC 829).” See Figure 93.

3. Select the ‘OK’ button if you would like to continue and you will be taken to the
‘Direct Deposit Electronic Signature’ screen where you can electronically sign
the direct deposit request. See Figure 94.

Note: If you do not want to move forward, you can select the ‘Back’ button and
you will be taken to the Direct Deposit Bank Details screen.
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To prevent fraudulent transactions this system captures and tracks system
information about the users who add or make changes to their Direct Deposit
accounts. If you do not want your information to be recorded, please complete and
mail the IH5S Provider Direct Deposit Enroliment/Change/Cancellation Form (SOC
829).

=N

Figure 93 — IP Address capture warning with OK and Cancel pop-up

4. At the ‘Direct Deposit Electronic Signature’ screen (Figure 86), you must

complete the following steps:
a. Read the terms of the Declaration statement in which you indicate the

statement is true and correct.
b. Select the checkbox stating that you agree to the terms.
c. Select the ‘Electronically Sign Request & Submit for Processing’ button to

capture that you’ve electronically sign the request.

Note: If you do not want to move forward with the request, you may select the
‘Cancel Submit’ button.

Direct Deposit Electronic Signature

Please electronically sign your request to cancel Direct Deposit for the below Recipient(s):
CHAD OLIVETREEZ

Your reguest will be probessed within 5 Dusiness days after e date of your reguest. Onee canceked you will Degin 10 receive paper checks. oy mail for ese recipients.

By signing you ane conlfiming your desre b0 canced Diredt Deposit

. HOLLY BANYANTREEZ, agres to the terms above

h 7

Figure 94 — Direct Deposit Electronic Signature screen

Once your electronic signature has been captured, you will see a pop-up message that
states, “Your Direct Deposit request has been submitted for further processing. No
additional action is required by you.” See Figure 95. Select the ‘OK’ button. You've
successfully submitted your direct deposit request for processing, and you will be taken

to the Provider Home screen.
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Your Direct Deposit request has been
submitted for further processing. No
additional action is required by you.

Figure 95 — Direct Deposit Confirmation screen

How to Review Your Direct Deposit Request in the ESP:

1. Access the ESP website at: Electronic Services Portal

2. Log in to the ESP using your username, password, and select ‘Login.’
Note: If you forget your login information, you can reset your Username and
Password by selecting the Forgot Username or Password link. You will receive
an email link to reset your username or password. Follow the instructions in the
email. See Figure 1.

3. Once you log in to your ESP account, you will be on the Provider Home screen.
Select the ‘Financial’ menu in the navigation bar, then select the ‘Direct Deposit’
drop-down option, and then click on ‘Direct Deposit Requests.” See Figure 96.
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E::} WHATS NEW
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e

Figure 96 — Provider Home screen — Direct Deposit Requests drop-down option

You will be taken to the ‘Direct Deposit Request’ screen where you will see all Direct
Deposit Requests that you’ve submitted, the name of the recipient(s), and the date of
the request. Each request type (NEW, CHANGE, CANCEL) are grouped together
displaying the most recent request first in the list. If no request is made, then the list will
be empty.
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4. To expand the view of each request type, click on the blue arrow on the right
side of your screen. See Figure 97.

Note: To return to the Provider Home screen, click on the ‘Cancel’ button.
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CHAD OLNVETREEZ - Regues! Sutwmfisd on 1201 12020
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Figure 97 — Direct Deposit Request screen

Congratulations! You are now able to successfully enroll in direct deposit, change your
bank account, cancel direct deposit, and view your direct deposit requests in the ESP.

IHSS Electronic Services Portal: Financial — Taxes

You have the ability to view copies of your W-2 forms directly through IHSS ESP on the
W-2 Forms screen. This does not change how you receive original W-2 forms. You will
continue to be mailed paper copies of your W-2 form if you earned taxable income.

How to View Your W-2 Forms in the ESP:

1. Access the ESP website at: Electronic Services Portal

2. Log in to the ESP using your username, password, and select ‘Login.’
Note: If you forget your login information, you can reset your Username and
Password by selecting the Forgot Username or Password link. You will receive
an email link to reset your username or password. Follow the instructions in the
email. See Figure 1.

3. Once you log in to your ESP account, you will be on the Provider Home screen.
Select the ‘Financial’ menu in the navigation bar, then select the ‘Taxes’ drop-
down option, and then click on ‘W-2 Forms’ See Figure 98.
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Skip To Content
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Figure 98: Provider Home screen — Taxes drop-down option
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4. Select a Tax Year using the drop-down menu.
=™ IHSS ELECTRONIC SERVICES PORTAL

Welcome, Tesimcneal!

Time Enlry = Fimancial -
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Figure 99: W-2 Forms screen — Tax Year drop-down menu

5. Click on the View W-2 button to view the W-2 for that recipient.
a. A pdf will open that you can view, save, or print.
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Figure 100: W-2 button screen

This concludes how to access and view your W-2 forms using the ESP.
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IHSS Electronic Services Portal: Resources

The Resources menu in the ESP provides guidance to ESP users regarding the latest
news, regulations, and trainings related to the IHSS/WPCS Program and ESP updates.
The Resources menu consists of two items:

e What's New
e Training

This section will show you how to navigate and access current news regarding the ESP
and IHSS/WPCS Program, frequently asked questions, and training materials within
the Resources menu.

Before you begin, you must have the following information available:

e Your ESP Username
e Your ESP Password

Note: For more information regarding ESP registration, please see: Registration
FAQs on the ESP website.

Let’s Get Started!

How to Access Resources in the ESP:

1. Access the ESP website at: Electronic Services Portal

2. Log in to the ESP using your username, password, and select ‘Login.’

Note: If you forget your login information, you can reset your Username and
Password by selecting the Forgot Username or Password link. You will receive
an email link to reset your username or password. Follow the instructions in the
email. See Figure 1.

3. Once you log in to your ESP account, you will see the ‘Resources’ menu in the
navigation bar. Click on the ‘Resources’ menu and the three drop-down items:
What’s New and Training will appear. See Figure 101.

Note: There is also a ‘What’s New’ link you can click on to access the ‘What’s
New’ information.
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Figure 101 — Resources menu — Drop-down items

Selecting any of these items/link (What’s New, Training, What’s New link) will take you
to the detail information screen for each item as shown below (Figure 102 & Figure
103):

Skip To Content

E = IHSS ELECTRONIC SERVICES PORTAL Welcome, Testmeneal!
& Account Information _Message Center Y. Contact Us 5] Logout

Time Entry ~ Financial ~ Resources ~
What's New

[ o2/07/2023: ESP Message Center v

B 1021/2022: View Special Payments on ESP Payment Screens L

[ 09123/2022: IHSS Career Pathways v

[ 09/23/2022: What's New Notifications v

B 03125/2022: ESP Notifications available via Text IMessage L

[ 03/05/2022: View W-2 Tax Forms on ESP v

B 11192021 Update your Contact Information v

Privacy. Pcl\(:y_Z CDSS Notice on Col\ectionZ

Figure 102 — What’s New details screen
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Skip To Content

E: IHSS ELECTRONIC SERVICES PORTAL Welcome, Testmcneal!

& Account Information Message Center . Contact Us 2] Logout

Time Entry - Financial ~ Resources ~

Training

The following links will direct you to lessons and informational handouts created for providers and recipients.

IHSS Electronic Service Portal Help

IHSS Provider Resources: Online Direct Depasit&

IHSS Provider Resources: Paid Sick Leave &

How to Change Preferences and Preferred Language

How to Request Email Copies of Timesheets

How to Update Your Contact Information

How to View Your W-2 Form

How to Setup Text Notifications

Privacy Poiicy @ CDSS Notice on Callection®

Figure 103 — Training details screen

Congratulations! You are now able to successfully navigate and access the Resources
menu using the ESP.
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IHSS Electronic Services Portal: Check-In and Check-Out

The EVV System has been updated into the existing In-Home Supportive Services
(IHSS) Electronic Services Portal (ESP) and Telephone Timesheet System (TTS) to
electronically confirm geo-location when providers check-in and check-out of each
workday. You can check-in and check-out of each workday using any of the following
systems: ESP, IHSS EVV Mobile App, TTS.

This section describes how to check-in and out using the ESP for Non-Live-In
IHSS/WPCS Providers.

Things to know before you check-in and check-out:

At the start and end of each workday, providers who do not reside in the
same household as the recipient(s) they work for, or non-live-in providers, are
required to check-in and check-out by entering the Location (Home or
Community), and Program Type (IHSS or WPCS — if applicable).

Your location is not being tracked throughout the day. Geo-location will only
be electronically confirmed at the time a provider checks in and checks out
when selecting ‘home.’

Non-Live-In IHSS/WPCS providers who provide IHSS and WPCS services to a
recipient that is associated with both IHSS and WPCS programs, will be
required to check-in & check-out for both programs separately.

The check-in and check-out information entered on the ESP and the IHSS EVV
Mobile App will auto-populate on your electronic timesheet.

You can update and correct your electronic timesheet before submitting your
timesheet for review under Timesheet Entry.

There are no penalties if an error is made during check-in and check-out.
Providers can fix entries all the way up to when they submit their timesheet to
their recipient for approval.

Providers will electronically submit their timesheets the same way they do today,
through the ESP and/or the TTS.

Providers are still paid for hours worked not time between check-in and check-
out.

There are no impacts to recipients. The check-in/check-out requirement does
not change recipient’s services or how you provide them.

Let’s Get Started!

ESP Check-In/Check-Out Requirements

To check-in/check-out using the ESP, Non-Live-In IHSS/WPCS Providers must:

Access the ESP website at: www.etimesheets.ihss.ca.gov.
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o Be registered with the ESP and login with your current IHSS Account.
e Utilized any internet enable devices such as a smartphone or tablet.

How to Access the Check-in/Check-out function in the ESP:

1. Access the ESP website at: Electronic Services Portal

2. Log in to the ESP using your username, password, and select ‘Login.’
Note: If you forget your login information, you can reset your Username and
Password by selecting the Forgot Username or Password link. You will receive
an email link to reset your username or password. Follow the instructions in the
email. See Figure 1.

3. Once you log in to your ESP account, you will be on the Provider Home screen.
See Figure 104.

How to Check-in in the ESP

4. On the Provider Home screen, you will select the Check-In/Out link. See
Figure 104.

™S 1SS ELECTRONIC SERVICES PORTAL

Y (7)) cHEckawour ﬁ TIMESHEETENTRY

@ RECENT PAYMENTS > WHATS NEW >

RECIPIENTS LINKS AND REMINDERS
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Figure 104 — Provider Home screen — Check-In/Out link

5. You will be taken to the Check-In/Out screen and will be asked to select the
action you want to take: Check-In or Check-Out. To check-in, click on the
Check-In link. See figure 105.

Skip To Content

!=IHSS ELECTRONIC SERVICES PORTAL & Holy Banyanireez. * . contact us &) Loggu

Time Entry - Financial - Resources -

Check-In/Qut

Select an action you want to take:

Check-Out

Privacy p,—,.,,-_.!.IZ alice on Collection

Figure 105 — Check-In/Out scree

6. The ESP requires your location services to be enabled in order to Check-In/Out.
You will need to select “Enable” in order to continue. If you select “Not Now,” a
warning message will display. See figure 106:

This app requires the location services to be turned on in order to check in/out.
Please enable the location services to proceed.
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Enable Your Location

@

This app requires the location services
to be enabled in order to check infout.

Figure 106 — Enable location pop-up message

7. After you select “Enable,” you will be asked to allow “ihss.ca.gov” to know your
location. In order to continue, you must select “Allow.” If you select “Block,”
you will not be able to proceed with the Check-In process. See figure 107.

NOTE: Your location is not being tracked. Geo-location is only confirmed at time
of check in and out to verify that you are at the recipient’s home.

ihss.ca.gov wants to

Q@  Know your location

|::> Allow

Figure 107 — Location pop-up message
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8. On the Check-In screen, you will see the name(s) of the recipient(s) that you
work for. You will need to select the recipient you want to check-in for, select
the Location: Home or Community, select Program Type: IHSS or WPCS (*if
applicable), and then click on the Check-In button.

If a recipient is enrolled in one program (either IHSS or WPCS), the Program
Type will not be displayed. In this example, the recipient is only enrolled in one
program; therefore, the program type option is not displayed. See figure 108.

= m IHSS ELECTRONIC SERVICES PORTAL : ; .

Time |':F||I'j' - Resources -

& Check-n

Select a Recipient to check in:

Privacy Pokcy &

Figure 108 — Check-in screen

*If a recipient is enrolled in both IHSS and WPCS, the option to select a Program Type:
IHSS or WPCS will display. You will need to select the Program Type: IHSS or
WPCS in order to check-in. See figure 109.
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Select a Recipient to check-in:

‘ Recipient A Q000000 ‘

Select a Program Type:

oo )[ore ]

Location:

® Home

() Community

Figure 109 — Check-in screen displaying Program Type

ESP Check-In Fields:

The definitions for each field are as follow:
Program Type: Identifies what program you work for — IHSS or WPCS.
Location: The location of where the service begins for that workday.

The location options available are — Home or Community

e Home: Services were provided in the recipient’'s home
e Community: Services were provided outside of the recipient’'s home

9. Once you click on Check-In, a pop-up message will appear. See figure 110.
Select “YES” to confirm that you want to check-in for the selected recipient.

‘ Are you sure you want to check in for the below Recipient?

CHAD OLIVETREEZ
| Recipient I1D:

| Program: IHSS

Location: Home

= - [

L

Figure 110 — Check-in confirmation pop-up message
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The check-in process is complete, and you will be taken to the Check-in Confirmation
screen.

On the Check-in Confirmation screen, you have the option to go back to the Main
Landing page or check-in for another recipient. If you work for multiple recipients in the
same household and/or different household, you will repeat the previous steps to
check-in when you begin the first IHSS service of the day for the next recipient. See
figure 111.

| L3
‘.

-= IH55 ELECTRONIC SERVICES PORTAL

Time Endry -

Check-In Confirmation

CHAD OLIVETREEZ

Recipient ID:
Program: IHSS

Location: Home

Back ko Homa

Hotrce on CotecponZ

Figure 111 — Check-in confirmation screen

When you are ready to check-out for the end of your workday, you will begin the check-
out process following the Check-Out Using the ESP steps below.

How to Check-out in the ESP

1. To check-out, log in to your ESP account. Once you are logged in, you will be
taken to the Provider Home screen. You will select the Check-In/Out link. See
figure 112.
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Figure 112 — Provider Home screen — Check-in/out link

2. You will be taken to the Check-In/Out screen and will be asked to select the
action you want to take: Check-In or Check-Out. To check-out, click on the
Check-out link. See figure 113.
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Figure 113 — Check-out screen

3. On the Check-out screen, you will see the name(s) of the recipient(s) that you
work for. You will need to select the recipient you want to check-out for, select
the Location: Home or Community, Input Hours Worked, select Program
Type: IHSS or WPCS (*if applicable), and then click on the Check-Out button.
See figure 114.

If a recipient is enrolled in one program (either IHSS or WPCS), the Program

Type will not be displayed. In this example, the recipient is only enrolled in one
program; therefore, the program type option is not displayed.
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Figure 114: Check-out screen

*If a recipient is enrolled in both IHSS and WPCS, the option to select a Program Type:
IHSS or WPCS will display. See figure 115. You will need to select the Program
Type: IHSS or WPCS in order to check-out.

€ Check-Out

Select a Recipiant 1o check-oul:

| RCipdend & OO0 |

Reciplent 8 0000000

Select Program Type:

Input Rowre worked:

Location:
@) Home
() Communi

Figure 115: Check-out screen displaying Program Type

ESP Check-Out Fields:

The definitions for each field are as follow:
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Program Type: Identifies what program you work for — IHSS or WPCS.
Hours Worked: The hours and minutes that were worked that day.
Location: The location of where the service begins and/or ends for that workday.

The location options available are — Home or Community

e Home: Services were provided in the recipient’s home
e Community: Services were provided outside of the recipient’'s home

4. After clicking on Check-out, a pop-up message will appear. See figure 116.
Select “YES” to confirm that you want to check-in for the selected recipient.

For your convenience, the check-in and check-out time will auto-populate on
your electronic timesheet.

Are you sure you want to check out for the below Reciplent?

Figure 116: Check-out pop-up message

The check-out process is complete, and you will be taken to the Check-out
Confirmation screen.

On the Check-out Confirmation screen, you have the option to go back to the Main
Landing page or check-out for another recipient. If you work for multiple recipients in
the same household and/or different household, you will repeat the previous steps to

check-out when you begin the last IHSS service of the day for the next recipient. See
figure 117.
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Figure 117: Check-out confirmation screen

Congratulations, you have completed the Check-in and Check-out process for your
selected recipient using the ESP.

Timesheet Adjustments Questions

What if | forget to check-in and/or check-out?

You can check-in as soon as you remember. [f you forget to check-out the system will
populate a 11:59 pm end time on your timesheet. You are able to adjust your start time
and end time on your timesheet any time before submission.

What if | checked-out and | go back to work?
You are able to check-in and check-out again. The system will capture the earliest
check-in time and latest check-out time.

What if | submitted my timesheet to my recipient and notice an error?
This is not any different than it is today. Your recipient is able to reject your timesheet
for adjustments any time prior to approving it.

Do | have to go back to the recipient’s home if | forgot to check-out?

No, you can just check-out as soon as you remember or correct it before submitting
your timesheet.
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There are no penalties for providers if you make a mistake during check-in and
check-out. If a provider no longer work for a recipient and the recipient shows
up as one of their active recipients, the provider should contact their Local
County IHSS Office for further assistance.

HowESP Provider Time Entry to Adjust Check-in/Check-out Time in the
ESP

To adjust or delete the check-in/check-out time, log in the ESP. On the main landing
page, click on:

Time Entry - Timesheet Entry > Select Recipient > Select Pay Period - Select
Workweek—> Select Day. See figures 3, 4, 6, 7, & 8.

Once you select a day, you can make the necessary edits as follows:

To edit the check-in time, click on the start time field to change the time.

To edit the check-out time, click on the end time field to change the time.

To edit the check-in location, click on the drop-down box under start location.

To edit the check-out location, click on the drop-down box under end location.

To delete the check-in & check-out entry entirely, click on the blue “X” on the right-

hand side of the screen. This will clear out all fields, which will clear out the check-
in/check-out time. See figure 118.

Workweek 1 ~
Sunday 30 Ocl

Hours Worked: O00(H) O0{M

Monday 31 Oct

Hours Worked: 00(H) DO(M

Tuesday 1 Mov
Hours Minutes Start Time Start Location End Time End Location
I 2 ] I ] I 10:40 AM J HOMe 'l | 12:40 PM I | Home 'l b4 <:|
{ i) {7 {
Check-In Time | Check-out Time ‘
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Figure 118: Timesheet adjustment entry fields for workday
For additional assistance regarding the ESP, electronic timesheets, or EVV, please
contact the IHSS Service Desk at (866) 376-7066 Monday through Friday from 8am to
5pm and select the Electronic Services Portal option to speak with the ESP Service

Desk agents.
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