How to Reister and Use Electronic Timesheets for Providers

User Name

Password ©

Remember me Forgot password?

Language
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New User Regestration

First time users will need to register for an
account.

Click the New User Registration link right under
the Login button.

Please note that you have the option to select a
language (English, Spanish, Armenian or
Chinese) from the drop down list before
selecting the New User Registration link. If you
don’t see your language, you must complete the
registration in English.

Basic Requirements:
In order to enroll and submit timesheets
electronically, both the provider and the
recipient must have the following:
* Valid email address
* Internet access
* Access to one of the following:
W Smartphone
UTablet
U Computer
U Laptop

£ngish

To register for this service please use

this link:

www.etimesheets.ihss.ca.gov




IHSS Website Registration
= IHSS

Welcome Please Note

To register with this website you must be a provider of In-Home Supportive Services for the In-Home Supportive Services (IHSS) and/or the Waiver
Persanal Care Services (WPCS) program or be a recipient of either program. Information viewed on this website is only related to IHSS and/for
WPCS cases

Information collected by this website will be used for managing IHSS and WPCS program processes. Your email address will be collected during the
registration process and will be used to send you reminders and notices.

To get started, tell us if you are a recipient or a provider?

' | am a Recipient

| am a Provider If you are a Recipient, click Recipient.
If you are a Provider, click Provider.

Begin Registrabon Process [ Cancel Registration ]
Important:

To get started, you will choose the option that says / am a Provider or | am a Recipient and select Begin Registration Process.

*Please note that your personal information is not stored in this website, it is just used for the initial verification against what is stored in the
payrolling system.




Register Step 1 of 3
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Step 1
User info
First Name
Complete this section by entering
your personal information into N
each field.
Be sure to enter your Provider Number ©

Number (if you are a Provider) or
Case Number (if you are a

Recipient)' Date of Brth (MMDD/YYYY)
Select the Next button after all of

. SSN (Last Four Digits) @
the fields are completed. 9

g
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Step 2
Account Info

Create User Name

Create Password @

Confirm Password

Email

Confirm Email

Back

0 Create User Name:

Your user name can be anything you
want it to be, but must have at least
6 characters

O Create Password:

It should be something you can
remember. Your password must be
at least 8 characters in length, and
must include a combination of
letters and at least two numbers.

0 Confirm Password
Re-enter the same password as you
did above

0 Email Address

Enter your email address. It will be
used to send you notifications about
your account

0 Confirm Email Address
Enter the same email address as

above

Then select the Next button.
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Step 3
Security Questions

It is important that the questions and answers that vou choose are hard for others to guess, but easy for you to remember.

Please Select One

Secu ritv Questions Please Select One
O Security Answers
Piease Select One
Q@
[ Back ] Finish =

Security Questions:
You will choose three different security questions from the drop-down list.
Make sure to choose questions and answers that are hard for others to guess but easy for you to remember.

Once you have selected and answered your three questions, you will select the Finish button.




How to Verify Your Account
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Once you select the Finish button on the previous
screen, the following email message will be sent to

you. /
Check your email and follow the steps in the email to verify your account

Please check your email to verify your account.

Return to Login Screen

Verify Email Account

Please check your email In-Box for the

IHSS — Welcome! Please verify your email for your Registration.| | message sent to verify your account and finish

your registration.

When you receive the email and select the
Thank you for registering with the IHSS Website. To finish Verify My Email Address link and login to
creating your account please click on the link below and log in to the

verify your account, you will be taken to the
application.

IHSS Website-Complete Registration Screen.

Verify my email address and login




IHSS Website — Complete Registration
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Complete Registration

User Name

Password @

What are the last 5 digits of your driver’s license
number?

-

Once on this screen you will enter the following:

0 User Name

0 Password

0 You will have to answer one of the 3 security questions you used
when setting up the account. In this example, the last 5 digits of
the driver’s license number were used to answer the security
question.

0 Select Login button

Once your registration is completed and you select the Login
button, you will go to the home page.




Invite Your Recipient to Enroll for Electronic Timesheets

Send an email invitation to your recipient(s) to enroll in the Electronic Timesheet System.

1 -
m IHSS Menu =

Pt e e

You should discuss the use of electronic timesheets with your recipient You can use electronic imeshests if your recipient agrees 1o participate in
electronic imeshee! review.

Once your recipient agrees to participate in electronic timesheet review, you will ne longer receive paper timesheets. You can stop using electronic
timesheets at any time, using the Stop Electronic Timesheets option in the Menu.

By clicking the Enroll button you agree to the use of electronic timesheets, If your recipient is not already enrolled an email invitation will be sent to them
al the email address below. If there is no email address shown an email will be sent to you that you can take o your recipient. If your recipient is already
anrolled you will receive an email confirming your enroliment and you can bagin using electronic timesheats immediately.

Recepient Email @

cmipsdeveloper@outiook com

(e )




How to Enter and Submit Time for Providers

STEP 1: LOGIN

On your computer, visit:
fiah, —f https://www.etimesheets.ihss.ca.gov/login
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Login to Your Account e s a. Enter your User Name
Register for the IH55 Website to:

e e v s b. Enter your Password
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STEP 2: SELECT RECIPIENT

= IHSS ELECTRONIC SERVICES PORTAL .
a. Select the Recipient name

b. Select TIMESHEET ENTRY

Electronic Timesheets Payments Direct Deposit Sick Leave Claim Account Whaf's New

»

TIMESHEET RECENT

ENTRY PAYMENTS

RECIPIENTS

WONDER WOMAN

Payment Cashed

SUPER MAN
Payment Cashed

S IHSS ELECTRONIC SERVICES PORTAL

Electronic Timesheets Payments Direct Deposit Sick Leave Claim Account Whaf's New FAQs Training Contact N Ote : R e Ci p i e nt N a m el I Dl a n d M O St

Timesheet Entry: Recipient Selection Recent Payment Amount will
automatically populate based on your
— - -
reomenn:—1 previous selection.
Most Recent Payment @ .
Amount s Status Payment Cashed Pay Period 09/D1/2018 - 091512019 1HSS d. Clle the blue arrow button to

continue


https://www.etimesheets.ihss.ca.gov/login

STEP 3: SELECT PAY PERIOD — PAYMENT TYPE

S M IHSS ELECTRONIC SERVICES PORTAL

= Timeshest Entry:——— ]

Fay Perlod - Payment Type

THIGIZ0E - 112 B IHES

Timesheet Huﬂblr:=
Status: Time Erany in Progmess
Status Dage; 100120013

Avaifabie Howrs [Ootooern: B8h 63m /

‘Workweak 1 W
‘Wiorkweak 2 L
Wiorkweaek 3 L
TIMESHEET TOTAL: 02 20m Sl Tamrsasl

a. Select the Pay Period — Payment Type
by clicking on the blue dropdown
arrow

_ b. Review Available Hours for the period

c. Click on the blue dropdown arrows
next to each Workweek to enter your
service hours

STEP 4: ENTER HOURS WORKED

STATUS LK0a. 10 20Ty

Avallabis Howre [Dotober): 28h 6Em

Wiorkwaak 1 4
[HOUR E WORFED
BUNOAY
12 Dot
MOMOAY
14 Dot
TUESDAY
16 Dot
'WEDNEZDAY
1B Dot
THUR A0AY
17 Dot
FRIO&AY
18 Dot
AATURDAY
18 Dot
FREVIOUELY CLAIMED HIOURE: 00h 00m
WORKWEEK TOTAL: 0Dh 0Dm
Wiorkwaak 2 e
‘Wiorkwask 3 L

TIMESHEET TOTAL: G0h ddm

a. Under Workweek 1, enter your
HOURS WORKED for each day of the
week in hours and minutes

b. Select Save

c. Repeat steps a-b to enter HOURS
WORKED for Workweek 2 and 3*

d. Click Submit Timesheet

* If no hours were worked for a Workweek,

do not enter any time.

To enter hours worked for another Pay
Period, repeat step 3 and 4.



STEP 5: CONFIRM YOUR SUBMISSION

a. Read and understand
B IHSS ELECTRONIC SERVICES PORTAL the declaration

Electronic Tmesheels Payments  Direct Deposit Sickleave Claim  Account ~ WhafsNew  FAQs  Training Contact Us St a t e m e n t

. Click the box
preceding your name

Electronic Signature b

Please electronically sign your timesheet for 09/16/2019 - 09/30/2019 IHSS

I deciare 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 convieted of fraud, | may also be subject to civil penalties.

[ emasio c. Click Electronically
( ) Sign Timesheet &
Submit for Recipient
Review

A pop-up screen will
e kel reguenin s v o s indicate the timesheet has

been submitted.

YOU’VE SUBMITTED YOUR TIMESHEET

The Recipient will be automatically notified either by email requesting their
electronic review of the submitted timesheet, or they will receive a telephonic
call to review and approve the submitted timesheet.





