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Reviewing Provider Timesheets
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WHAT CAN YOU DO ON ESP?

- BE - Hh SR T A

Review, approve, or reject the timesheet for provider

" BETEHEHY LI B Sl S,

View your provider’s Timesheet History

" FHTAVER R (E R

Update your contact information

" EREE] DTR

Link to resources

= RHEE A REESPHYIEA

Read notification about the ESP

" P A I ASEHIE 25

Add a provider to your case
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By the end of this course, you will
know how to:
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Find timesheets submitted by your
providers

AE T R
Bl TE 4t

Review timesheets for approval or
rejection

A
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PUBLIC AUTHORITY

SANTA CLARA COUNTY Ay
TN ESPIE:
YOUR ESP ACCOUNT
B s

In-Home Supportive Services
ELECTRONIC SERVICES PORTAL Welcome, NAME!

[.'- Account Information] [ Message Center ] [\. Contact Us] [E Logout]

Timesheet Activity ~ Hire Provider Resources ~

Home

ﬁ. TIMESHEET REVIEW >

PROVIDERS LINKS AND REMINDERS

Jane Doe @ Provider Name 2 Provider Name 3 IHSS Fact Sheets@
No Timesheets\to Review No Timesheets 1o Review 1 Timesheel 10 Rewey

IHSS Educational Videos@

- /u\élj% [%E%EEL% Your name will be shown on the upper right
" R AT ERERER D AR At

All providers connected to your case will be listed

- %FEIHT EI’]K I—‘Ijﬁ‘/i Different ways to get to the timesheets for review
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3 ways to get to the timesheet for review

l.

© Sourcewise.
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—

REVIEW TIMESHEET(4)

s CTRESER () FTHE T
}ji?:% “EEIN% Click “Timesheet

Activity”(1) for dropdown menu and choose
“Review Timesheet”

o R EHFEACHIATA T B sl %
History of all timesheets submitted from
Provider

CEGE 0 midy TLINRAEET (F%H

OR, click the “Timesheet Review”(2) button

o NIl > REFEMHEH R ARETL Next

page, find the provider and click on the arrow

e
HEMRQ) THIEEHERE - "FEAE
E@IH\T@%{Q E v OR, click the blue link under

the provider's name(3) if there is a timesheet to
review. “# Timesheet to Review”

= o AGE P vz
o fetFEH IR LI A
Provider might submit for more than one pay

period

All Rights Reserved. H E En HEEN

-- IHSS

In-Home Supportive Services
ELECTRONIC SERVICES PORTAL

| = Account Infor

Timesheet Activity ~ Hire Provider Resources «
Home
ﬁ, TIMESHEET REVIEW >
PROVIDERS
Jane Doe
No Timesheets to Revie Provider Mame 2

3 Provider Name 3

Mo Timeshesls 1o Review
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PUBLIC AUTHORITY
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Pay Period - Payment Typa

Provider Name = ﬁ_,t

LEY

/N LAHEAE /B2

REVIEWING HOURS TO APPROVE/REJECT

Pay Period - Payment Type
Dec 16, 2023 - Dec 31, 2023 | IHSS

Dec 1, 2023 - Dec 15, 2023 | IHSS

T

Dect. N | “"EE - Newv 1R 2092 - Niav 20 2092 | IHQQ expand

Tirad it Nusmbaar 400 Mool 11 e ———— — \ 2

Workwas 1 "

Workwesk 7 w

Workwesk J (v

Teneahest Total: 108(H) 00{MY

Heject amesheal

Tﬁ@,u—ljféﬁé’]]: FEJH;ﬁ Check to see which pay period you are reviewing

o WIRTH @M THEY - 15kFE— P LHaEl > 2 1EE

If there are timesheets for more than 1 pay period, review them one at a time by selecting one

o FH2A LA - SBUEBESENSeEE K

2 pay periods each month: 1st to 15th and 16" to end of the month

i AR AL o R T AF A

Expand each Workweek by clicking on the week or down arrow
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Supportive
Services

PUBLIC AUTHORITY

PR T BB

PROVIDER TIMECARD EXAMPLES

EXREME FEEFEME

Live-in Provider Non-Live-in Provider

Workweek 1 =

Sunday 27 Aug Workweek 1 ~

sunday 25
Hours Worked: 05(H) 00{M) Ay ==

Hours Worked: O0(H) 00(M) Start Time: N/A Start Location: N/A End Time: N/A End Location: M/A
Monday 28 Aug

Monday 26 Jun
Hours Worked: 08(H) 00(M) Hours Worked: 04(H)00(M) Start Time: 01:00 PM  Start Location: Home  End Time: 0400 PM  End Location: Home
Tuesday 29 Aug Tuesday 27 .Jun

Hours Worked: 00(H) 00(M) Start Time: M/& Start Location: N/A End Time: N/A End Location: MN/A
Hours Worked: 08(H) 00{M)

Wednesday 28 Jun
Wednesday 30 Aug

Hours Worked: 00{H) 00(M) Start Time: M/A Start Location: N/A End Time: N/A End Location: N/A
Hours Worked: 04(H) 05(M) Thursday 29 Jun
Thursda'f 31 A.I.IH Hours Worked: O0(H) 00(M)  Start Time: NiA Start Location: N/A End Time: N/A End Location: N/A

Friday 30 Jun
Hours Worked: 04(H) 00(M)

Hours Worked: O0H) 00(M)  Start Time: NiA Start Location: N/A End Time: N/A End Location: M/A
Friday 1 Sep Saturday 1 Jul

Hours Worked: 08(H) 00(M) Start Time: 11:00AM  Start Location: Home End Time: 07:0% FM End Location: Home
Hours Worked: 00(H) 00(M})

Waorkweek Total: 12(H) 00(M)

Saturday 2 Sep
Hours Worked: 00(H) 00{M)

Workweek Total: 29(H) O(M)

© Sourcewise. All Rights Reserved. H B Bl IEaEes
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REVIEWING HOURS TO APPROVE/REJECT

PUBLIC AUTHORITY

SANTA CLARA COUNTY

EFREHE

Live-in Provider

Workweek 1 =

o (LB TR ENERN TR
o /N

Only the number of hours worked per day for the workweeks will be
Hours Worked: 08(H) 00(M) shown

Al

Tuesday 29 Aug

Hours Worked: 0&(H) 00(M)

Wednesday 30 Aug %§4 ::H\_:_Eé. ’ i%*&ﬁj’i
e HY A/ NIRRT L AE A HY L

Hours Worked: 04(H) 00(M)
To review the timesheet, check that the number of daily hours and
Hours Worked: 00(H) 00(M)

Friday 1 Sep /J\ HAJ‘ QIE@L ﬁ%
the total hours for the workweek are correct

> >

Saturday 2 Sep

Hours Worked: 00(H) 00(M)

Workweek Tn:J; 29(H) O({M)

© Sourcewise. All Rights Reserved. [ B E RN
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PUBLIC AUTHORITY

SANTA CLARA COUNTY E E
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o
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H

REVIEWING HOURS TO APPROVE/REJECT

FHER RS

Non-Live-in Provider

‘—TF%?U You will see:
SYNOEK(VNE:

Hours worked per day

et 46 TAFHIAS ]
Time the provider started
work

PR R T IF H A RS

Where the provider started
their workday

FEOLEF (E TAERIHT [A]
Time the provider stopped
work

PRI 45 R AR H AV S

Where the provider ended
their workday

TAE R S T AERT 8]
Total hours worked in the
workweek

© Sourcewise. All Rights Reserved.

Workweek 1

Sunday 25 Jun

Monday 26 Jun

Tuesday 27 Jun

Wednesday 28 Jun

Thursday 29 Jun

Friday 30 Jun

Saturday 1 Jul

2t

Hours Worked: 00(H) 00(M) Start Time: NfA& Start Location: WN/A End Time: MN/A End Location: N/A
Hours Worked: 04(H) 00(M) Start Time: 01:00 FM Start Location: Home End Time: 0400 FM  End Location: Home
Hours Worked: 00(H) 00{M) Start Time: N/A Start Location: M/A End Time: M/A End Location: W/A
Hours Worked: 00(H) 00(M) Start Time: NfA& Start Location: W/A End Time: MN/A End Location: N/A
Hours Worked: 00(H) 00(M) Start Time: N/A Start Location: N/A End Time: N/A End Location: MN/A
Hours Worked: 00(H) DO(M)  Start Time: N/A Start Location: N/A End Time: MN/A End Location: M/A

ours Worked: 08(H) 00(M)] ptart Time: 11:00 AM htart Location: Home nd Time: 07:03 FM Epy Location: Home

fVorkoweek Total: 12(H) 0D{M)
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PUBLIC AUTHORITY

T EEANEO A Y

REVIEWING HOURS TO APPROVE/REJECT

Provider Name
Pay Period - Payment Type ﬁ_[bﬁ ﬂ:
Dec 16, 2023 - Dec 31, 2023 | IHSS ] /l{_f[: N
LG 10, LS - Ll S8, 2UED HeS = .
Click to
Timeshest Numbsr: 476 7052 1 expand
Workwesk 1 —
Workweek 2 .
Workwesk J L

Tineshest Total: 158(H) 00(M)

Appecrve Tameshee] Reject Tursesheat

SRFHEEE T
5 EEEE S TR IR AR N

After reviewing the first Workweek, continue expanding and reviewing each workweek until you have
reviewed the hours being claimed for the entire pay period

\
S

© B LIS - ¢
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REVIEWING HOURS TO APPROVE/REJECT

LEY

" GORETRIFZIENS > A DAy "HEAERT[RIZE 2241

If the timesheet is correct, you can click on the “Approve Timesheet” button

Workweek 3

Timeshgeét Total: 12(H) 00(M)

Approve Timesheet ( Reject Timesheet ]
b\

. AT
" IRAEFRR o AT LUy TRAEHT AR 4

there are any errors, you can click on the “Reject Timesheet” button

© Sourcewise. All Rights Reserved. [ B E RN 10
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TO APPROVE A TIMESHEET

b P )

" ?[:t\/ﬁj:aﬂ‘—ﬁ-—éﬂ\j‘ ’ iﬁ*ﬁﬁ - When approving a timesheet, check:

(@)

(@)

© Sourcewise. All Rights Reserved. H B Bl IEaEes

%{;@%ﬁ%%@ﬁﬁ% Provider name is the correct one
ThEEHE & AR T H

Timesheet period is the one you would like to approve
Iﬂii{m/u\ /_JZZ_/EZZ_M:LJ\ ]_Jff\ Read message and check mark the box to agree
My A T BRI RIS

Click “Electronically Sign Timesheet & Submit for Payment”

/\\\[:_E “E%H_'” 75}5\2? ﬁf Finish by clicking on “OK”

Please electronically sign JANE DOE timesheet for 12/16/2023 - 12/31/2023.

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

I, YOUR NAME, agree to the terms above

Electronically Sign Timesheet & Submit for Payment Cancel and Return to Timesheet

X
This timesheet has been submitted for processing.

11
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TO REJECT A TIMESHEET

TEQ@IHT H_J‘ ’ _‘ ¢ When rejecting a timesheet, check:

%@?%ﬁi%%@ﬁﬁ% Provider name is the correct one

O
o LI EHE A RS4RI H
Timesheet period is the one you would like to reject
o) /72_ L*Eﬁﬁﬁl/@ﬁ?@ Check mark the box to confirm the rejection
o HE “FEH4ETHTER" Click “Reject Timesheet”
Reject Timesheet

Please select the checkbox below to confirm that you want to reject JANE DOE IHSS electronic timesheet for 12/16/2023 - 12/31/2023,

1. Name confirrm that | want to reject this timeshes!

© Sourcewise. All Rights Reserved. [ B E RN
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TO REJECT A TIMESHEET

" e B R L FE T AR R L TR B 4
2 A

Provider will be notified by email that their timesheet was rejected

o JRRI1 BH R T R B TS B fE 28 Y R R

LUEMA UG BT S 25 1K

You should notify the provider specifically why their timesheet was rejected so they can fix it
and resubmit it to you

= UREEEEN T TR R EHTERR AT
15RO ESPHfTE B AIHE A

When your provider has corrected their timesheet and resubmitted it to you, go back into the ESP
to review and approve it

llml\

II‘
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PiJBLICAUTHORITY _[:E:l:: MR '
JIN T IO
CONGRATULATIONS!

* EHAERE N EE A A TR e

IET@ ° You now know how to review and approve or
reject provider timesheets.

 WE "HERRMET Y TEESER

Watch the "Hire a Provider" video to learn more about:

o PFHEHERNINFIEZHINEF » DUEM EE
Iﬁfﬁﬂ:?ﬁqifjnj Adding providers to your case

so they can complete timesheets and receive payment

RS ESP B TRFRAREH K
M - 55L& ESP [RBE
(866) 376-7066 » FEIEETH 1

If you have questions or issues with the ETS or timesheets, call
the ETS Helpdesk:

(866) 376-7066, Option 1

© Sourcewise. All Rights Reserved. H H BN IEaEaE 14
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