Evvie Portal Guide / Guia del Portal Evvie

Overview / Descripcion general

This guide provides step-by-step visual instructions on how to complete common tasks in
the Evvie Portal, including logging in, creating, editing, denying, and approving shifts. This
guide is written in English and Spanish for each step.

Esta guia ofrece instrucciones visuales paso a paso sobre cémo completar tareas
comunes en el Portal Evvie, incluyendo iniciar sesién, crear, editar, rechazary aprobar
turnos. Esta guia estd escrita en inglés y espanol para cada paso.
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How To Log In to Evvie Portal /
Como iniciar sesion en el Portal Evvie

1 Navigate to https://thefogartycenter-users.annkissamprojects.com
and Sign IN with FMS One

Navegar a https://thefogartycenter-users.annkissamprojects.com
y INICIA SESION con FMS One

Login Method

)

What is FMS One?

or

Admin Sign in

2 Enter your Email and Password, then click "Log In"

Ingresa tu correo electronico y contrasefa, luego haz clic en "Iniciar sesién"

You need 10 sign in or sign up before continuing
Email

bvamum@fogartycentar.org

Password

Forgot your password?

Didn't receive confirmation instructions?
Didn't receive unlock instructions?

If you need help setting up or maintaining your new FMS One account,
Click the button below for a video tutorial.

Video Tutonial
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3  Click into "Evvie Portal"

Haz clic en "Evvie Portal"

Successfully authorized from FMS One account

Welcome

©

Evvie Portal Participant Dashboard

Approve and manage EVV visit data Access your spending in real time

4 Once in the Evvie Portal, you will see the shifts dashboard listing shifts worked
within the last week. You cannot make any changes on this page.
To do so, click "View All Shifts"

Una vez en el portal de Evvie, veras el panel de turnos que muestra los turnos
trabajados durante la Ultima semana. No puedes realizar ninglin cambio en esta
pagina. Para hacerlo, haz clic en "Ver todos los turnos".

¥ Eweporal @ snms

Weekly Total Hours: 5 hours, 0 minutes

Employee Start Time End Time Status

A d
Brittany Varnum (E05811) Wed 07/09/25, 7:00am Wed 07/09/25, 12:00pm pproYe
5 hours, 0 minutes

prev [l mert>

No Batch Shift Entries present

— il
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Create a New Shift (Manual Shift) /
Crear un nuevo turno (Turno manual)

** First, follow steps 1to 4 “How to log in to Evvie Portal”
** Primero, sigue los pasos 1 a4 de “Como iniciar sesion en el Portal Evvie”.

& Daily shifts should always be logged in REAL TIME through the Evvie App by the
Employee. Creating a shift through Evvie Portal should only be used in order to
correct a missing shift that was not logged via the Evvie App due to app outages,
device issues, employee error, etc.

Los turnos diarios siempre deben registrarse en TIEMPO REAL a través de la
aplicacion Evvie por el Empleado. La creacién de un turno mediante el portal de
Evvie solo debe usarse para corregir un turno faltante que no se registroé a través
de la aplicacion Evvie debido a fallos de la aplicacion, problemas con el dispositivo,
error del empleado, etc.

5  Onthe Listing Shifts page, click "Create a new Shift" at the top of the page.

En la pagina de listado de turnos, haz clic en "Crear un nuevo turno" en la parte
superior de la pagina.

X Ewepoal @ snts

Listing Shifts
I
Fite st
Ercioree

lect an Employee

Starting on or aner ENcing on o prior 10

With Status
Adjusted
Approval Locked

Approved
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6 Enter the Start date/time and End date/time for the shifts.

Ingresa la fecha/hora de inicio y la fecha/hora de finalizacion del turno.

New Shift

Shift details:

* Start Date & Tme * Starting Time Zone * End Date & Time * Ending Time Zone
(GMT-05:00) Eastern Time (US ~ (GMT-05:00) Eastern Time (US ~

“Employes
Pleaso seloct an Employee

Phone Number

Please enter @ phone number st which you can be reached by a staff member in the event there are issues with this shift

Comments
1 declare under penalty of perjury, that all hours worked and descriptions of work performed contained in the submitted shifts, are true and comect. with full
knowledge that all of this information may be subject to Investigation and that any false or dishonest Information contalned on these shifts may be grounds for
denial of payment and/or reporting of findings to the investigation untt of the Department of Human Services.
Cancel

. Select the Employer name (if you are an Employee entering your own shift) or the
Employee name (if you are the Rep/Employer entering the shift)

Selecciona el nombre del Empleador (si eres un Empleado ingresando tu propio
turno) o el nombre del Empleado (si eres el Representante/Empleador ingresando

el turno).

bgammens@gmai corm

Evvie Portal @ Shifts

New Shift

Shift details.

* Ending Time Zone
(GMT-05:00) Eastern Time (US ~ |

* Start Date & Time * Starting Time Zone * End Date & Time

Wednesday 07/09/25, 7:00:00 AN (GMT-05:00) Eastern Time (US ~
“Employee

Please select an Employee.

Phone Number

Please enter a phone number at which you can be reached by a staif member i the event there are issues with this shift

Comments
1 deciare under panalty of perjury, that all hours worked and descrptions of Work performed contained in the submitted Shifts, are true and correct, with full
G knowledge that all of this information may be subject to investigation and that any faise or dishonest information contained on these shifts may be grounds for
denial of payment and/or reporting of findings to the investigation unit of the Department of Human Services.
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8 Once you select the Employer/Employee name, the remaining information to be
entered will populate. ENTER the Shift Note, Location Code, and ADL Codes for the

shift worked.

Una vez que selecciones el nombre del Empleador/Empleado, se mostraran los
campos restantes para que puedas INGRESAR la Nota del Turno, el Codigo de

Ubicacién y los Codigos ADL del turno trabajado.

Shift details
* Start Date & Time * Starting Time Zone * End Date & Time
Wednesday 07/09/25, 7:00.00 Al (GMT-05.00) Eastern Time (US ~
*Employee

Brittany Varnum E05811
“Consumer Enroliment

PC - RI Medicaid - F/EA - None
"Service Code

PCA Services EW

* Notes

* Location

* ADL Codes
(O meaicatons-infusion

O Injection
O Catheter care
) Empty colostomy bag

9 You must enter an Exemption and Reason Code when you create a shift.

Exemption Code = Visit Verification Exemption.
Reason Code = Scheduling Error

(GMT-05.00) Eastern Time (US ~

Debes ingresar un Codigo de Excepcion y un Codigo de Motivo al crear un turno.

Codigo de Excepcion = Visit Verification Exemption
Cadigo de Motivo = Scheduling Error

— REwiuT B U
Emergency Call Systems checked - Ensure plugged in and client wearing
O vnal sign: Temp
Vital Sign” B/P
= vial Sign: Pulse
C) vital Sign: Respiraton
Vital Sign: Weight
) otner Special Task
_ Grocery shop
Emply Trash
_J Change Linens
*Exception
> | VVisit Verification Exception

*Reason

wet| Scheduling Error

Pnone Number

Please enter a phone number at which you can be reached by a staif member in the event there are issues with this shift.

Commenls
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Enter a comment each time you create a shift to describe why the shift was not

10 logged in "real time" through the Evvie App by the Employee.
This comment can be a brief description including "App Outage", "Forgot to punch

in/out", "Device not working", etc.

INGRESA un comentario cada vez que crees un turno para describir por qué el
turno no se registré en TIEMPO REAL a través de la aplicacion Evvie por el

Empleado.
Este comentario puede ser una breve descripcion que incluya "Fallo de la

aplicacion", "Olvido registrar entrada/salida", "Dispositivo no funciona", etc.

Empty Trash

[J Change Linens
“Exception

Visit Verification Exception
"Reason

Scheduling Error -
Phone Number

Picase entar a phone number at which you can be reached by a staif member in the event there are issues with this shift

Comments

—’\ App outage, could not live punch

1 dediare under penalty of perjury, that ail hours worked and descriptions of work performed contained In the submitted shifts, are true and correct, with full
knowlecge that all of this Information may be subject (o Investigation and that any faise or dishonest Information contained on these Shits may be grounds for

denial of payment and/or reporting of findings to the investigation unit of the Department of Human Services.

11  Check off the "I declare under penalty of perjury" box, then Click "Create Shift"

Marca la casilla "Declaro bajo pena de perjurio", luego haz clic en "Crear turno".

L) Vital Sign: Pulse
O vital Sign: Respiration
) Vital Sign: Weight

) Other Special Task

O Grocery shop

Empty Trash

] Change Linens

*EXcepton
Visit Venfication Exception
*Reason
Scheduling Error
Phone Number

Please enter a phone number st which you can be reached by a staff member in the event there are issues with this shift

Comments

App outage, could not live punch.

shifts, are true and correct, with full

1 declare under penalty of perjury, that all hours worked and of work p inthe
knowreage that all of this information may be subject to investigaton and that any faise or dishonest information contained on these shifts may be grounds for
denial of payment and/or reporting of findings to the investigation unit of the Department of Human Services.
(Crcaw Shif
Cancel
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Approving a Manual Shift /
Aprobando un Turno Manual

12 Once you create the shift, the status will remain in "Submitted" - the shift status

should immediately be changed to "approved" when you created it.

Una vez que crees el turno, el estado permanecera en "Enviado"; el estado del

turno debe cambiarse de inmediato a "Aprobado" cuando lo crees.

i. Evvie Portal @ Snits

bgammetis@gmail com (Consumer

Successfully created Shif

Displaying Shift

D177

Status

Submitted

Consumer
Snow White (C00074)

Duration
5h0mO0s

Brittany Varnum (E05811)

Shift Details

13 To approve, scroll to the bottom of the "displaying shift" page, and click on the

"Approve Shift" button in green.

Para aprobar, desplazate hasta la parte inferior de la pagina de "visualizacion de

turno" y haz clic en el botén verde "Aprobar Turno".

false

Source System

etimesheets_plus

)
Shift History
Date & Time Transitioned From Transitioned To
Wednesday 07/09/25, 2.01pm N/A Submitted

Snow White (Consumer)

[ Adust shin

9|Page



14  On the shift approval page, check the box "I declare under penalty of perjury"
En la pagina de aprobacién de turnos, marca la casilla "Declaro bajo pena de
perjurio".

Comments

| declare under penalty of perjury, that all hours worked and descriptions of work performed contained in the submitted shifts, are true and comect, with full
Knowlacge that al of this information may be subjact to investigation and that any faise o dishonest information contained on these shifts may be grounds for
denial of payment ana/or reporting of findings to the iInvestigation unit of the Department of Human Services.

15  Click "Submit Approval"

Haz clic en "Enviar aprobacion”

Phone Number

Please enter & phone number at which you can be reached by & staif member in the event there are issues with this shift

Comments

| declare under penalty of perjury. that all hours worked and ions of work inthe itted shifts, are true and correct, with full
jge that all of this may be subjec! to investigation and that any faise or dishonest information contained on these shifts may be grounds for
cenial of payment and/or reporting of findings 1o the investigation unk of the Department of Human Services.

Cancel

@ Once you approve the shift, it is now ready for "Approval Lock".

NOTE: If you are an EMPLOYER OR REP creating a shift on your employee's behalf,
you CANNOT APPROVAL LOCK the shift - please notify your employee that they
will need to review the shift for approval lock.

Una vez que apruebes el turno, ya estara listo para el "Bloqueo de
Aprobacion”.

NOTA: Si eres un EMPLEADOR O REPRESENTANTE creando un turno en nombre de
tu Empleado, NO PUEDES BLOQUEAR PARA APROBACION el turno; por favor
notifica a tu Empleado que debera revisar el turno para el bloqueo de aprobacion.
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Edit or Adjust an Existing Shift /
Editar o ajustar un turno existente

** First, follow steps 1to 4 “How to log in to Evvie Portal”

** Primero, sigue los pasos 1 a4 de “Como iniciar sesion en el Portal Evvie”.

A

Shift adjustments should only be used in order to correct the punch in/out TIME
to accurately reflect the hours worked, or to correct a punch that exceeds weekly
hours. Adjustments are not necessary to correct shift notes/location codes/ADLSs.

Los ajustes de turno solo deben usarse para corregir la HORA de entrada/saliday
reflejar con precision las horas trabajadas, o para corregir un registro que exceda
las horas semanales. No es necesario hacer ajustes para corregir las notas del
turno, los codigos de ubicacion o los ADL.

On the Listing Shifts page, you can filter your shift results. Select status
"Approved" to see only the shifts that are pending final approval, then click
"Search"

En la pagina de listado de turnos, puedes filtrar los resultados de tus turnos.
Selecciona el estado "Aprobado" para ver solo los turnos que estan pendientes de
aprobacién final, luego haz clic en "Buscar".

FHE SIS

Employee
Select an Employee

Starting on or aer Ending on o priof 10

With Status

Adjusted
Approval Locked

—Pp-a

Approved
Challenged
Denial Locked
Denka
Replaced
Submitteq

with issue
Has Ertor

Payroll Schedule Range

_

Employee Start Time End Time Status Duration Service Code Link to Shift

D177

Brittany Varnum (E05311) Wed 07/09/25, 7:00em Wed 07/09/25, 12:00pm Approved 5 hours, 0 minutes PCA Services EW

view Shin ©

ID 166

Brittany Varnum (E05811) Wed 07/02/25, 6:30am Wed 07/02/25, 12.00pm Approval Locked 5 hours, 30 minutes PCA Services EVWW
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5 You will now see only the shifts pending adjustments or final approval. To adjust a
shift, click "view shift" - if you are on a mobile device or tablet, click into the box
for that shift.

Ahora veras solo los turnos que estan pendientes de ajustes o de aprobacion final.
Para ajustar un turno, haz clic en "ver turno"; si estas en un dispositivo movil o
tableta, haz clic dentro del recuadro de ese turno.

With Status
Adjusted

Approval Locked

8 00O

Approved
Challenged
Denial Locked

OO0

| Denied
7] Replaced
O submittea

With Issue
O Has Error

Payroll Schedule Range

Employee Start Time End Time Status Duration Service Code Link to Shift
o177 __
Brittany Varnum (E05811) Wed 07/09/25, 7:00am Wed 07/09/25, 12 00pm Approved 5 hours, 0 minutes PCA Services EW y N
viely snit ow
t Prev - Next

7 The "Display Shift" screen will now show all shift details. To adjust the shift, scroll
to the bottom of this page and click "Adjust Shift"

La pantalla de "Visualizar Turno" ahora mostrara todos los detalles del turno. Para
ajustar el turno, desplazate hasta la parte inferior de esta pagina y haz clic en

A "
Ajustar Turno".
CVvVv Lullipndi it
false
Source System
etimesheets_plus
ko
Shift History
Date & Time Transitioned From Transitioned To Actor Notes
Wednesday 07/09/25, 2:02pm Submitted Approved Snow White (Consumer)
Wednesday 07/09/25, 2:01pm N/A Submitted Snow White (Consumer)
£

©  Deny shift

‘i
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8 On the "Propose Adjustments Shift" page you can edit the shift start or end

times, depending on where the error occurred.

En la pagina "Proponer Ajustes de Turno" puedes editar la hora de inicio o

finalizacion del turno, segun donde haya ocurrido el error.

End Date & Time  Wednesday 07/09/25, 12.00pm

9
ShiftHi . juy 2025
Sun Mon Tue Wed Thu Fri Sat

Date & Time Transitioned From 1 1 2 3 4 5 Notes
Wednesday 07/09/25, 2:02pm Submitted 8 ! 8 o sumer)

Wednesday 07/09/25, 2:01pm NA s sumer)

Please enter the correct information below:
* Start Dale & Time + * Starting Time Zone \ 2 T um ' ® PM " \ging Time Zone
Wednesday 07/09/25, 7:00:00 AN (GMT-05:00) Eastern Time (US ~ ‘Wednesday 07/09/25, 2:00:00 Ph (GMT-05:00) Eastern Time (US ~

*Consumer Enroliment
PC - Rl Medicaid - F/EA - None
"Service Code

PCA Services EW >

9 You must enter an Exemption and Reason Code when you adjust a shift.
Exemption Code = Visit Verification Exemption.
Reason Code = Scheduling Error

Debes ingresar un Codigo de Excepcién y un Cédigo de Motivo al crear un turno.

Codigo de Excepcion = Visit Verification Exemption
Codigo de Motivo = Scheduling Error

_J Grocery shop
Empty Trash
_J Change Linens

*Exception

=3 Visit Verification Exception
“Reason

=3 Scheduling Error

Phone Number

Please enter a phone number at which you can be reached by a staff member in the event there are issues with this shift

Comments
| declare under penalty of perjury, that all hours worked and descriptions of work performed contzined in the submitted shifts, are true and comect, with full
D ge that all of this may be subject to investication and that any false or dishonest information contained on these shifts may be grounds for
denial of payment and/or reporting of findings (o the i unit of the Dep of Human Services.

13|Page



Enter a comment each time you correct a shift to describe why the shift was not

10 correct through the Evvie App by the Employee.
This comment can be a brief description including "Forgot to punch in/out"

INGRESA un comentario cada vez que corrijas un turno para describir por qué el
turno no fue correcto a través de la aplicacién Evvie por el Empleado.
Este comentario puede ser una breve descripcién que incluya "Olvido registrar

entrada/salida".

Empty Trash

_J Change Linens
"Exception

Visit Verification Exception i
“Reason

Scheduling Error
Phone Number

Please enter a phone number at which you can be reached by a staff member in the event there are issues with this shift

Comments

—

Forgot to Clock out, punched out late|

| declare under penalty of perjury, that all hours worked and descriptions of work performed contained in the submitted shifts, are true and comect, with full
D knowledge that all of this information may be subject to investigation and that any false or dishonest information contained on these shifts may be grounds for
cenial of payment and/or reporting of findings 1o the investigation unit of the Department of Human Services.

Cancel

11  Click the "I declare under penalty of perjury" field.

Marca la casilla "Declaro bajo pena de perjurio”

() vital Sign: BIP

) vital sign: Puise

() vnal Sign: Respiration
O vital Sign: Weight

) Other Special Task
L} Grocery shop

Empty Trash

O change Linens

*Exception
Visit Verffication Exception
*Reason
Scheduling Error
Phone Number

Please enter & phone number &t vrhich you can be reached by a staif member in the event there are issues with this shift.

Comments
Forgot to clock out, punched out late. ‘

| declare under penalty of perjury, that all hours worked and ions of work inthe itted shifts, are true and correct, with full
D that all of this may be subject to investigation and that any faise or dishonest information contained on these shifts may be grounds for
cenial of payment andror reporting of fincings 10 the investigation unit of the Department of Human Services.

Cancel
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12 Click "Submit Adjustment"

Haz clic en "Enviar Ajuste"

) vital Sign: B/P

) vital sign. Puise

() vral Sign: Respiration
O vital Sign: Weight

(J Other Special Task
[} Grocery shop

Emply Trash

O Cnange Linens

“Exception
Visit Verification Exception v
*Reason
Scheduling Error
Phone Number

Please enter & phone number at wihich you can be reached by a staif member in the event there are issues with this shift

Comments
Forgot to clock out, punched out late.

| declare under penalty of perjury, that all hours worked and iptions of work inthe itted shifts, are true and correct, with full
that all of this may be subjec! to investigation and that any faise or dishones! information contained on these shifts may be grounds for
cenial of payment and/or reporting of findings to the investigation unik of the Department of Human Services.

==

@ Once you submit the shift correction, it is now ready for "Approval Lock".

NOTE: If you are an EMPLOYER OR REP correcting your employee's shift, you
CANNOT APPROVAL LOCK the shift - please notify your employee that they will

need to review the shift for approval lock.

Una vez que envies la correccion del turno, ya estara listo para el "Bloqueo
de Aprobacion”.

NOTA: Si eres un EMPLEADOR O REPRESENTANTE corrigiendo el turno de tu
Empleado, NO PUEDES BLOQUEAR PARA APROBACION el turno; por favor
notifica a tu Empleado que debera revisar el turno para el bloqueo de aprobacion.
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Deny a Shift /
Rechazar un turno

** First, follow steps 1to 4 “How to log in to Evvie Portal”
** Primero, sigue los pasos 1 a4 de “Como iniciar sesion en el Portal Evvie”.

5 On the Listing Shifts page, scroll down until you find the shift you want to deny.
To deny a shift, click "view shift" - if you are on a mobile device or tablet, click
into the box for that shift.

En la pagina de listado de turnos, desplazate hacia abajo hasta encontrar el turno
que deseas rechazar. Para rechazar un turno, haz clic en "ver turno”; si estas en
un dispositivo movil o tableta, haz clic dentro del recuadro de ese turno.

[ Repiaced
C  submiea

With Issue
[ Has Error

Payroll Schedule Range

er Start Time End Time Status Duration Service Code Link to Shift
ID 179
nite (C00074) Mon 07/14/25, 2:13pm Mon 07/14/25, 2:15pm Approved 0 hours, 2 minutes PCA Services EVWW ¥
View shit ©
ID 178
aite (CO0074) Thu 07/10/25, 12:00pm Thu 0710225, 7:00pm Approval Locked 7 hours, 0 minutes PCA Services EVV

6 In the example below, the shift duration was only 2 min. This could have been due
to a practice shift, wrong client selected, or a forgotten punch.
If you are a Employer/Rep making this adjustment, it is best practice is to
check in with your employee to ensure the shift should be denied before you
do so.

En el ejemplo a continuacion, la duracién del turno fue de solo 2 minutos. Esto
podria haberse debido a un turno de practica, a que se seleccion6 un cliente
incorrecto o a un registro olvidado.

Si eres un Empleador/Representante realizando este ajuste, la mejor
practica es consultar con tu Empleado para asegurarte de que el turno debe
ser rechazado antes de hacerlo.

Consumer Employee

Snow White (C00074) Brittany Varnum (E05811)
Shift Details
Duration
0h2m10s
Start Date & Time - End Date & Time
Monday 07/14/25, 2:13pm Monday 07/14/25, 2 15pm
Eastern Time (US & Canada) Eastern Time (US & Canada)
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7 The "Display Shift" screen will show all shift details. To deny the shift, scroll
to the bottom of this page and click "Deny Shift"

La pantalla de "Display Shift" mostrara todos los detalles del turno. Para rechazar
el turno, desplazate hasta la parte inferior de esta pagina y haz clic en

" "
Rechazar Turno".
9
Shift History
Date & Time Transitioned From Transitioned To Actor Notes
Monday 07/14/25, 2:17pm Submitted Approved Brittany Varnum (Employee)
Monday 07/14/25, 2:17pm NA Submitted Brittany Varnum (Employee)

@ Adjust shitt

£
©  feny Shift )
\ /

ii

View All Shifts

8 You must enter a denial code when you deny a shift.
Denial Code = Visit was logged in error

Debes ingresar un codigo de rechazo al rechazar un turno.
Codigo de Rechazo = Visit was logged in error

End Date & Time Monday 07/14/25, 2:15pm

9
Shift History
Date & Time Transitioned From Transitioned To Actor Notes
Monday 07/14/25, 2:17pm Submitted Approved Brittany Varnum (Employee)
Monday 07/14/25, 2:17pm NA Submitted Brittany Varnum (Employee)
* Denial Code
_’+ Visit was logged in error
Phone Number

(401) 111-1111

Piease enter 2 phone number 3t which you ©31 b reached by a staif member in the event there are issues with this shift.

Comments

1 declare under penalty of perjury, that all hours worked and descriptions of work performed contained in the submitted shifts, are true and comrect, with full
D knowlecge that all of this information may be subject lo investigation and that any faise or dishonest information contained on these shifts may be grounas for
denial of payment and/or reporting of findings to the investigation unit of the Department of Human Services.

17|Page



9 It is not required for you to enter a comment when denying a shift, but can be
helpful if you would like to specify the exact reason for the denial.

No es obligatorio ingresar un comentario al rechazar un turno, pero puede ser
util si deseas especificar el motivo exacto del rechazo.

9
Shift History
Date & Time Transitioned From Transitioned To Actor Notes
Monday 07/14/25, 2:17pm Submitted Approved Brittany Varnum (Employee)
Monday 07/14/25 2:17pm N/A Submitted

Brittany Varnum (Employee)

* Denial Coce

Visit was logged in error

Phone Number
(401) 111-1111

Please enter a phone number at which you can be reached by a staff member in the event there are issues with this shift.

Comments

—_—

| dectare under penaity of perjury, that all hours worked and descriplions of work performed contained in the submitted shifts, are true and correct, with full
D Knowiedge that all of this information may be SUbject 10 Investigation and that any faise or dishonest information contained on these shifts May be grounds for
denial of payment and/or reporting of findings to the investigation unit of the Depariment of Human Services,

Cancel

10 Click the "I declare under penalty of perjury" field.

Marca la casilla "Declaro bajo pena de perjurio".

9
Shift History
Date & Time Transitioned From Transitioned To Actor Notes
Monday 07/14/25, 2:17pm Submitted Approved Brittany Varnum (Employee)
Monday 07/14/25, 2 17pm N/A Submitted Brittany Varnum (Employee)
* Denial Coge
Visit was logged in error v
Phone Number
(401) 1111111
Pleace enter a phone number at vhich you can be reached by a staff member in the event there are issues with this shift
Comments
Practice Shift ‘
I deciare under penalty of perjury, that all hours worked and descriptions of work i inthe Shifts, are true and correct, with full
thatall of this may be subject to Investigation and that any faise or aishonest information contained on these shits may be grounds for
denial of payment and/or reparting of findings to the investigation unit of the Department of Human Services.

Cancel
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11  Click "Submit Denial"

Haz clic en "Enviar Rechazo"

9
Shift History

Date & Time Transitioned From Transitioned To Actor Notes
Monday 07/14/25, 2:17pm Submitted Approved Brittany Varnum (Employee)
Monday 07/14/25, 2.17pm N/A Submitted Brittany Varnum (Employee)
* Denial Code

Visit was logged in error v
Phone Number

(401) 111-1111

Please enter a phone number at which you can be reached by & staff member in the event there are issues with this shift

Comments
Practice Shift
| declare under penalty of perjury. that all hours worked and descriptions of work inthe itted shifts, are true and correct, with full
that all of this may be subject to Investigation and that any faise or dishonest Information contained on these shifts may be grounds for

denial of payment and/or reporting of fincings to the Investigation unk of the Department of Human Services.

“

@ Once your shift is denied, it will remain in your shift history but it cannot be
approved for payment. You do not need to notify The Fogarty Center if you have
denied a shift.

Una vez que el turno sea rechazado, permanecera visible en tu historial de turnos,

pero no podra aprobarse para pago. No es necesario comunicarte con The
Fogarty Center para informar que un turno fue rechazado.
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Employer & Rep: “Approval Lock” Shifts /
Empleador & Rep: “Bloquear para Aprobacion” Turnos

** First, follow steps 1to 4 “How to log in to Evvie Portal”
** Primero, sigue los pasos 1 a4 de “Como iniciar sesion en el Portal Evvie”.

& Approval locking of shifts is completed by the Employer/Rep UNLESS the
Employer/Rep has created or edited the shift through the Portal on behalf of the
employee. For these shifts, the employee would have the approval lock button on
the shift and would follow these instructions for approval. If you are the
Employer/Rep and you DO NOT have access to the approval lock button, please
inform your employee to do so through their Portal.

El bloqueo para aprobacion de los turnos lo realiza el Empleador/Representante,
SALVO que el Empleador/Representante haya creado o editado el turno a través
del Portal en nombre del empleado. Para estos turnos, el empleado tendra el botén
de bloqueo para aprobacion en el turno y seguira estas instrucciones para la
aprobacion. Si eres el Empleador/Representante y NO tienes acceso al botén de
bloqueo para aprobacion, por favor informa a tu Empleado para que lo haga a
través de su Portal.

Option 1: Approval Locking Individual Shifts /
Opcion 1: Aprobacion de Turnos Individuales

5 On the Listing Shifts page, you can filter your shift results.
Select status "Approved" to see only the shifts that are pending final approval,
then click "Search"

En la pagina de listado de turnos, puedes filtrar los resultados de tus turnos.
Selecciona el estado "Aprobado" para ver solo los turnos que estan pendientes
de aprobacién final, luego haz clic en "Buscar".

With Status
Adjusted
Approval Locked

- C)  Approved

Challenged

—  Denial Locked

. Denied
Replaced
Submitted

Wwith Issue
~ Has Error

Payroll Schedule Range
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6 You will now see only the shifts pending final approval. To approve a shift, click
"view shift" - if you are on a mobile device or tablet, click into the box for that
shift.

Ahora veras solo los turnos que estan pendientes de aprobacién final. Para
aprobar un turno, haz clic en "ver turno"; si estas en un dispositivo movil o
tableta, haz clic dentro del recuadro de ese turno.

With status

]

Adjustea
Approval Locked
Approved
Challenged
Denial Locked
Denied

Replaced

O00OO0OO0Owe O

Submitied

With Issue
[ Has Error

Payroll Schedule Range

e Start Time End Time Status Duration Service Code Link to Shift
ID 180
vamum (E05811) Tue 07/01/25, 12:00pm Tue 07/01/25, 6:00pm Approved 6 hours, 0 minutes PCA Services EVWW A
E 1
S—
l Next»

7 The "Display Shift" screen will now show all shift details. To approve lock the shift,
scroll to the bottom of this page and click "Lock as Approved"

La pantalla de "Visualizar Turno" ahora mostrara todos los detalles del turno. Para
bloquear el turno como aprobado, desplazate hasta la parte inferior de esta
paginay haz clic en "Bloquear como Aprobado".

Source System

etimesheets_plus

k)
Shift History
Date & Time Transitioned From Transitioned To Actor Notes
Monday 07/14/25, 5:04pm Submitted Approved Brittany Vamum (Employee)
Monday 07/14/25, 5:04pm N/A Submitted Brittany Vamum (Employee)

Deny shift

A
View AN Shifts
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8  Click the "I declare under penalty of perjury" field.

Marca la casilla "Declaro bajo pena de perjurio”.

End Date & Time  Tuesday 07/01/25, 6 00pm

k)
Shift History
Date & Time Transitioned From Transitioned To Actor Notes
Monday 07/14/25, 5.04pm Submitted Approved Brittany Varnum (Employee)
Monday 07/14/25, 5 04pm N/A Submitted Brittany Varnum (Employee)

Phone Number

Please enter a phone number at which you can be reached by a staif member in the event there are issues with this shift

Comments

| declare under penalty of perjury, that all hours worked and iptions of work inthe itted shifts, are true and correct, with full

ige that all of this may be subject to investigation and that any faise or dishones! information contained on these shifts may be grounds for
cenial of payment and/or reporting of findings 1o the investigation unk of the Department of Human Services.

9  Click "Lock as Approved"

Haz clic en "Bloquear como Aprobado"

End Date & Time  Tuesday 07/01/25, 6 00pm

k)
Shift History
Date & Time Transitioned From Transitioned To Actor Notes
Monday 07/14/25, 5.04pm Submitted Approved Brittany Varnum (Employee)
Monday 07/14/25, 5:04pm NA Submitted Brittany Varnum (Employee)

Phone Number

Please enter & phone number &t which you can be reached by & staif member in the event there are issues with this shift

Comments

| declare under penakty of perjury. that all hours worked and iptions of work inthe itted shifts, are true and correct, with full

that all of this may be subjec! to investigation and that any faise or dishonest information contained on these shifts may be grounds for
cenial of payment ana‘or reporting of fingings 1o the investigation unit of the Department of Human Services.

Cancel
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Option 2: Approval Locking Multiple Shifts in One Batch /
Opciodn 2: Aprobacion de Multiples Turnos en un Solo Lote

10 On the Listing Shifts page, you can filter your shift results.
Select status "Approved" to see only the shifts that are pending final approval,
then click "Search"

En la pagina de listado de turnos, puedes filtrar los resultados de tus turnos.
Selecciona el estado "Aprobado" para ver solo los turnos que estan pendientes
de aprobacion final, luego haz clic en "Buscar".

Filter shifts
Empioyee

Starting on or afer Enaing cn of pece 1

With Status.

Adusted
ADDIOVD LoCkeS

w—p(] Approved
Chalenged
Denlal Locked
Denied
Replaced
Sumited

wah lssee
Has Emor

Pay1ol Schedule Range

_w_

11 After you click search, a new button at the top of the screen will appear. Click on
"Batch Lock as Approved" to approval lock all shifts at one time.

Después de hacer clic en "Buscar”, aparecera un nuevo boton en la parte superior

de la pantalla. Haz clic en "Bloquear como Aprobado en Lote" para bloquear
para aprobacion todos los turnos al mismo tiempo.

Listing Shifts

Create a now Shint

Create Batch Shim Eniry
_ SE Lok ® Aepored

Filter shifts..

Employee
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Review the shifts for accuracy and once confirmed, turn on the toggle switch to
12 " " H
All" to select all the shifts.

Revisa los turnos para verificar su exactitud y, una vez confirmados, activa el
interruptor a "Todos" para seleccionar todos los turnos.

:
X EwePonl @ Suts

Shifts

Lock Shifts

Prone Nurmber

Fisece entar 3 DhONe SUTORE 5 W YOI Ca% De Mashed Dy & JiY mamder 1 e evart Mare arr EaUss Wit N atet

Al

Heve are the Shifts you can lock:

I Consumer & Empioyee Date & Time Status Multple Time Zones Add To Batch
Soow Whae (CO0074) Start Wed 043025, 12 18pm Approved

M8 ritayVomum (E05811)  End Wed 042025, 100pm O P, S0 minutes ova @

13  Click the "I declare under penalty of perjury" field.
Marca la casilla "Declaro bajo pena de perjurio”.
Heave are the Shifts you can lock:
10 Consumer & Employee Date & Time Status Nulple Time Zones Acd To Batch

18

19

Soow YWhie (CO00T4)

Beitarry \amum (E05811)

Soow Whae (CCO074)

Bettaryy Vamum (E05811)

Soow Winae (CO0074)

Britarry Vamum (E05811)

Start Wod 0430125, 12 18pm

End Wed 043025, 108pm

Start Wod 043025, 10 35%m

End Wod 043026, 100pm

Start Wed 0430125, 10 35am

End: Wed 043025, 108pm

Approved

0 hours, 50 minutes

Approved

2 howrs, 34 minutes

Approved

2 hours, 34 minutes

1 GOCKE LNZer FEnaly Of pOjury. Nt 3 Houss WONEd AN SSSCIPNONS Of WOk PEFKANES CONANGA IN INe SULMINCd SNTS. T LS AN COMed, Wl Tl INcwWieage

24|Page



14  Click "Lock as Approved"

Haz clic en "Bloquear como Aprobado”

¥ s s

Pinace erier 3 DAOnS SUTOM 5 ACH YOI 230 Do IZReT Dy 8 o MANSEr 1 e euart e are ause Wb e thet

Commens

Have are the Shifts you can lock:

[} Consumer & Employee Date & Time Status Multiple Time Zones Add To Batch
Soow Whise (C00074) Start Wod 043025, 12189M  pporoved )

118 0 hours, 50 minukes vewsoe o |

Beitarry Vamum (E05811)  End Wed 043025, 1.08pm

Snow Whae (C00074) Start Wod 043025, 10350M  Approved

T ; N

% oritenyVomum (E05611)  End: Wed 043026 100pm 2 POurS. 34 minutes v anlol)
Soowwnte (CCOT4)  Start Wed 043025, 10358m  ppcroved :

19 2 hours, 34 minutes View sair © [ u

Briaryy Vamum (E05811)  End Wed 043025, 108pm

1 GOCAME LUNZEr JENaly Of PO INAL 3B ICUS WONE D 3N SSICHPNNNS Of WOk PEAUINES COMANNCT IN INC SULMINC SHIS T UUS 3G CUMed, Wik 1all INOwW0 e
that allof tus may be sbEC o 3 it vy fase o JEACNESt INDATONON COMANd 00 HEse Shits My be Grousds for oenkl of peyment

mase ¥ Of fndings to e GAcn Wt of i ©f Humn Sentes

@ Payroll will now process all shifts in "Approval Locked" for payment to the
Employee. It is best practice to double check on the "Listing Shifts" page that
there are no remaining shifts still pending approval after this step.

Ahora, el departamento de némina procesara todos los turnos que estén
"Bloqueados para Aprobacion” para el pago al Empleado. Es buena practica
verificar nuevamente en la pagina de "Listado de Turnos" que no queden turnos
pendientes de aprobacion después de este paso.
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