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IN THIS COURSE:

" EARTRIEZS R - AUkt
Tﬁﬁl:ﬁl] 1'7 « By the end of this

course, you will know how to: 2] IHSS
.D ELECTRUNIC ;:RF\II;ES I;ORTAL

O Ei%ﬁ‘ jﬂs E]/\j [FK }:[ ’f = = BIREAIRE - m

Update your account meazsxin RIS SO
information l | . SECHTHENTERE
. BADIESTHE
S . FESSCETRE

O T ﬁjj 0N T J//L T‘ E S P L - z:zi:;f;

ﬁ&{_f‘/A\Learn what you can —— “ ..
do on the ESP o M

\ N e \
O —I’i_‘ ﬂ:\‘ N i NREES\LEREFRS\DELSNSESRY, BEE-SER (EABEERN)
N EFBETF s RoMEE Hos (RIENER) ERE, BHA 1806376700,

Read notifications about the ESP

{A\)_‘ %ﬁ?ﬁunk to resources
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YOUR ESP ACCOUNT
- - IHSS

. - In-Home Supporiive Senvices
ELECTRONIC SERVICES PORTAL Welcoma, VI

£ Account infarmation | | Massage Cenfer GContact U
- [ cia - 50 P
Home
3 -
Efj CHECKINOUT ) ﬁ TIMESHEET ENTRY () recentpavments ) jj" WHAT'S NEW >

RECIPIENTS <:I 4 LINKS AMD REMINDERS

Recipient Mame Wimars: Faumars Cnposs @

Recipient Name Bra gt st @

- f&?ﬂ@ﬁi%j@ﬁT_ﬁEE‘ ;‘A% Your name will be shown on the upper right
= W NEANMETIE "W NT (Recipients) ™

Your recipient’s name will be displayed under “Recipients”

= BT BN (AT niFEHITHERIE
We will go over what each section (the red numbers) allows you to do
© Sourcewise. All Rights Reserved. H E N HAEE
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/LJ\ E[/jE S ID lﬂK ):[ (7 ) YOUR ESP ACCOUNT

( = Account Informanon) ( Message Center ) ( . Contact Us ] [ 2] Logout

" kPER  NEBEE/HSSHETHIERIER > HH A
Y PR A i &

Account Information: You will find your name, provider ID number, and information you can update

" FEREN o AL T E ORE B

On the computer, the button is on the upper right side of the window

= FEFHLLE > EHKAERE O s

On a mobile phone, look for the account icon
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ACCOUNT INFORMATION
- —F— [ W
] M2 7IR El/j J/\/L /f —
DJ 1N %%ﬁﬂ; A | D/%\

B s
i i —p You can update your:
B o ervices porma -
= Account Information l"‘" Me: O ESPE@%_(E_%
== Y )
o EEIRESPZ Rl

Reset your security question for the ESP

Account Information O E%ﬁ ﬂ?ﬁﬁ?l%ﬁ Update your preferences

Full Name: PA IHSS 0 BB LEEFE IR

Provider Number: 000123456 How many timesheets to view at a time
Registration Date: 01/31/2020 0 ESPEFIESRUF £sp preferred language
Email Address: email@email.com a @%ﬂ{%ﬁ?Noﬁﬁcaﬁon preference

Change My Passward

Reset My Security Questions O E%ﬁﬁ%%{%,@ Update contact information
My Preferences | 0 R RIS R e

Contact Information Residence and mailing address

Q EBJ\,E%E—H;] Phone number

© Sourcewise. All Rights Reserved. H E N HEAE



Public Authority Services
m | Bl by Sourcewise

PUBLIC AUTHORITY

r

ik E R - BOUrE

ACCOUNT INFORMATION: CHANGE PASSWORD

Change Password

Flease create a new password. Your password is
cace sensitive and must contain a combination of
letters (A-Z or a-2) and at least two numbers (0-9).

It must be between & and 32 characters in length.
You cannot reuse any of your 5 previous passwords.

Enter New Password*

Confirm New Password*

Show Password

Change Password [Cancel Password Changej

M

Your password has been successfully changed.

© Sourcewise. All Rights Reserved. H E N

MR TR » AR EE A
EE H Z% El/\]5/\f%_<6—% If updating your
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password, you cannot reuse any of your 5 previous passwords

=7 NS/ o NS
//um_[\ E—Hj / \fﬁ@/ﬁ\ * Password must contain:

o FHRIHE (A-Z & a-2)

Combination of letters (A-Z or a-z).

o VPN ET (0-9)

At least two numbers (0-9)

o BRI TSRS 2 T AT

Z IE_IJ Password length must be between 8 and 32
characters

1//3'4_[_( E_% Z %\ j( / J \ 5 Password is case sensitive.
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PUBLIC AUTHORITY

Change Password

EFU/\Fjﬁ %ﬁ)bﬁ%
Flease create a new password. Your password is

case sensitive and must contain a combination of Enter your new password twice
letters (A-Z or a-2) and at least two numbers (0-9). X
o U = 2o 2]
It must be between 8 and 32 characters in length. O J//L — //M\E%
I 2/ | \ —
You cannot reuse any of your 5 previous passwords. /L*\ / ‘ LU i Lo
A —F . )J_,
N|/ D
Enter New Password’ (Show Password) B iHE R B H =L
N 2 H > H
[ et H IR
ConTiiaRassa? You can view your password to avoid errors by clicking
the checkmark box for “Show Password”

Show Password = }ﬁ%ﬁ%)\ i/w\ﬁ%}:‘ N Li[; “EEEQ
ZhY” (Change Password) 1741

Change Password [Cancel Password Changé] Once ready to change your password, click the “Change
I Password” button

Your password has been successfully changed. O Tﬁ%l M\E%’EEEQE]/’] %D }\‘ij u_n_t
Eé{i‘} “E%Z,—\E” (OK)
Click "OK” on the notification message confirming the

password has been changed

© Sourcewise. All Rights Reserved. H E N HEAE



Public Authority Services
Bl by Sourcewise |l

(s E - BB

ACCOUNT INFORMATION: RESET SECURITY QUESTIONS

PUBLIC AUTHORITY
SANTA CLARA COUNTY

JEn— N
" ﬁ‘é\l'ﬂ%ﬂ . Security Question:
Update Security Questions

O E%ﬁz/l\}_ﬁ:é\ l\'ﬂ%ﬁﬁj‘ ’ —\Lﬁ ia{f?ﬁi?&_‘/[\ It is important that the guestions and answers that you choose
%”AX& ng%?”{ﬁfgﬁ%iﬂ{}ﬂ/\j l\lﬂiEE[D_E\i. are hard for others to guess, but easy for you to remember.

i . . Your responses are not case sensitive and cannot have special
When updating your three secc_/r/ty questions, characters. You are only allowed to enter letters (A-Z or a-2),
/'emembe/' tO ChOOSG one that IS hal'd fOl’ Othel's tO numbers iﬂ_g}_ and 5ing|e spaces between characters.
guess, but easy for you to remember ! h
Security Question 1°

o AT FRINE MR )

Click on the drop-down box to choose a list of questions

Security Answer 1*

- Vv onl e g
= ﬁ é\é% Security Answer:
Vr=mrd = 5 Lo
O K]Zﬁ\j(d\'——j‘ Is not case sensitive SCCUNY Se~aon 2

O K ﬁ%% t%‘ﬁﬂi?//{%: Cannot have special characters
o FY (AZ B az) - BF (0-9) AIF
f\'fZ IETJ E/‘jﬁ/l\%*%g‘j éﬂl/f{\ Combination of

letters (A-Z or a-z), numbers (0-9), and single spaces
between characters -

= FERPIAIEZE > NGt PRE | sy
B (Save Updates) DLSEREE T IARHY

A \ Fbm 22
ﬁ‘/i\ Iﬂ%@%ﬂé{\% Review your questions and answers, [Cﬂﬂ cel U PdETES]

and click “Save Updates” to complete updating your security
questions and answers

© Sourcewise. All Rights Reserved. HE ER HEEE 8
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ACCOUNT INFORMATION: MY PREFERENCES

My Preferences

Timesheet Entry Preferences - Y_‘ “ﬁé/\j,ﬂﬁiﬁ¥” (My Preferences )

Choose how many Timesheets you would like to see, when on the Timesheet Entry Screen: l::[ ,f/LI—r Ly\
Select your timesheet preference O Under the “My Preferences”, you can:
O ai \5[& S = — E[
< N\
(®) Past 3 months @) i_i:lz;l:t;_% %b ?( /|<A§%ﬁm/|\ /jj/%
- - N |
IHSS Electronic Services Portal Preferred Language < 2\ EEL Choose how many Timesheets you
Choose your preferred lanquaage for the IHSS ESP. Your selection will take affect the next time . .
you login and will not change the language for the emails you receive. Please contact your county would like to see when on the Timesheet Entry Screen

if you would like to receive emails in a different language

Select your preferred language O iﬁ?—:% ESP//%)\‘ éﬁ—i < T \ / @BJI‘

(®) English

() Espafiol E:ig/ﬂ%)ﬁﬂ]zlg/ EF‘X)

O 3ugbnsy Choosing your prefeed ESP language (English, Spanish,
O = Armenian, or Chinese)

Notification Preference ‘}‘LE {//—\'Qz_'t\‘ﬂ‘g %D CDSS / [ !SS
You can set up your Notification Preference to Email, Text or Both O ‘I’X /)[L £ J L;\
You can opt-in to receive IHSS Program Motifications related to Payroll Processing and

AY
Message Center from CDSS-IHSS via text Message and data rates may apply. Message EFI J b\ B/\j i %D {}?gﬁ?Not/flcatlon ,oreferences

frequency varies. Text HELP for heip and STOP to opt-out. For more information please
view our SMS Terms of Service | FDE. and —'rn,a[ P|3||L E fOf the paer// DfOCGSS and message Cenfel’ ffom

MNotification Delivery Methods: CDSS-/HSS

If you want to opt-in text messages, please verify your cell phone number by clicking on
the "Verify" link below before making preference changes.

I = T RS BT 55 Y 22

(408) 000-12345 .~ Verify

@ A > AERd IRfF (Save)

Click on the empty circle next to your preference that you
wish to change, and then click “Save”

© Sourcewise. All Rights Reserved. HE ER HEEE 9
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ACCOUNT INFORMATION.: CONTACT INFORMATION

IA::tlnn Requires Verification Code I

= WA[DIEESP HEEL ME R

You can change the following information on the ESP:

O }—:‘5 'f} f@ iﬂ: Residence address.
O EHB %qf@ iﬂ: Mailing address.
O EB _\LE‘ _%[‘ E—% Phone numbers.

= BN ESPHMIGHIBAAGER - 85
o o S (5 FH 9er UE RS 5 TR AR S 7

To change your contact information through the ESP,
you will first need to verify your identity with a
verification code

= PRI PR /(S  BEERE
PE TGRS > NE s A RTE
E” (Send Verification Code) Y50

Choose to receive the code by email, text, or telephone
call, then click the “Send Verification Code” button.

© Sourcewise. All Rights Reserved. H E N HEAE

To enroll in or change your direct deposit, we must
first send you a one-tima verification code.

If you select "Email me,” the verfication code
will be sent fo your email address,

If you select "Text me." the verification code
will be sent to your cell phone number.

You may be charged a lext messaging fea
from your mobile service provider.
For more information plaase view our

SMS Terms Of Servics S and Privacy Policy (3.

If you selact "Call me,” the verification code

will be verbally provided to you in an automated
telephone call to your pnmary telephone number.
The verification coda will expire 10 minutes

after being senl. 50 be

sure you have access to your email or phone,

Select your verification option

II:} Email me al g***@yah"""
(&) Text me al ***-***-5058

(O call me at ***-***-5056

‘ Send Verification Code ’ Cancel Rﬁquest]

10
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ACCOUNT INFORMATION: CONTACT INFORMATION

<« Contact Information

This i your most current information. You have the option to

edit or add information if needed.
Residence Address

Z Edit
# Edit

123 Care Giver, 3tate CA 00000 -0000
Status: Cument

Mailing Address

123 Care Giver, State CA 00000 -0000
Status: Cumrent

Phone Numbers

You can edit or delete existing phone numbers or

add a new phone number.

Primary: Mo # Edit
Primary: Yes # Edit
Primary: No # Edit

Home: No number on file

Cell; (0003123-4567

Other: No number on file

© Sourcewise. All Rights Reserved. H E N

ARITHE B REEIHSS B8/

N2 e
é[ H U'f 1 ,ﬁ\ You will see your current
information registered with IHSS on this screen

R EAGEE - =
o “ImiE (Edit) 17

If you would like to update any of the information,
click the “Edit” button

M “gwiE (Edit) 17
i&ﬁzzﬁﬁﬁ% E% _\LE‘ To set a primary
contact number, click the “Edit” button
o midi "MHER" (Delete) AJ%
FREF=

To delete any number on file, click “Delete”

11
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YOUR ESP ACCOUNT )

2 Time Entry - Financial - Resources -

Home \

" %%}J%Aﬁme Entry:
HE A “EEIFE" (Timesheets) HEIR TAERTE - DUSEEER N

Access to “Timesheets” to enter work hours for payment

,uﬁ&TLX,mrﬁLﬁ EEFTe N (Timesheet Entry) 2%
N ANIOE=T I

You can also access your timesheet by clicking on the blue “Timesheet Entry” button

o WA RIEIREE” (Travel Claim) IEHE PR = BEIE 2 [8]IHY

—_ )
§c ﬁ% Hj‘ IETJ Access to “Travel Claim” to enter travel time between two recipients

o HA HIRIRES” (Sick Leave Claim) B 1EHE R T

Access to the “Sick Leave Claim” to request sick leave payment

© Sourcewise. All Rights Reserved. HE ER HEEE 12



-Home

Public Authority Services

Supportive

Services [ B by Sourcewise
PUBLIC AUTHORITY A}
J L;\ }
YOUR ESP ACCOUNT )
2 Time Entry - Financial - Resources -

TIMESHEET
/  ENTRY > @ RECH

" I)_I\Z[‘ % Financial.
o BEPE/FEETE » DR TH

Review previous and ,oend/ng payments and sick leave claims

o HIASEHYAZ BRI (R 5 A2 NS

Certify live-in status if you reside with your recipient

@) /,J\\jjl:[ ﬂQEQY§ EEEF%Y_A,iK ; Jon Add, change, or review your direct deposit.
o "LE IEJ é[ B U%D B U3 EE@ W-2 Access to the current and the previous 3 years’ W-2

@) i% XE‘UMB%D LIQ /\ -\LIE ED% Request Employment and Wage verifications.

{2
- J|_|\> ? Resources:

O E_‘¥}]" & \:IIL ESPthé:\‘ = /LD What’s New: Information regarding ESP
O _L}” ESPIXE&I —J}:[{Eﬂq ﬁ/i{m Jon Training: Information on ESP settings and how to use the portal

© Sourcewise. All Rights Reserved. HE ER H A E 13
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WAYS TO ACCESS TIMESHEET

" SMOREEEHF R

3 ways to get to your timesheets:

sy “FHEIsE A (1 Time Entry)
MR > 2 " AFE )

Click on “Time Entry” (1) for the dropdown menu
and under “Timesheets”, choose “Enter Time”

HFlEt FEERSEAT
(Timesheet Entry 2) %45

Click on the blue “Timesheet Entry” (2), button

£ “=ZHEIiZE" (Recipients 3) 4|
Ferh o PREIRE S A S SA [e]HY
2 BEJE 244

Under “Recipients” (3), locate the name of the
recipient you wish to enter time for

o e EE A A OETA

Then, click on the blue arrow to the right of
their name

Resources -

2

Time Entry - Financial =

RECIPIENTS
3
Recipient Name Moy s Cugt @
Recipient Name %= fo i @

14
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/LJ\ ] )

3

" T AERZRG (EVV) ZERA S B0 [EER et

o AR LB T REE/ 228

The Electronic Visit Verification (EVV) is required for providers who do not live with their

recipients to check-in and check-out when they work

o e AN R ESPRGTHY "RE/ %

3B (Check-

/n/ out ) E[:ﬁ%ﬂ ?U %D ?LEV. The provider can access check-in and check-out

on the ESP by clicking on “Check-in/out” button

o FREEE A FEIHSS EVVFHINLFE

{THRIE

Providers can also download the IHSS EVV Mobile A,o,o on the/r phone

o Sl IR » i R S T

Or, call in from the Telephone Timesheet System using the recipient’s landline telephone

© Sourcewise. All Rights Reserved. H E N H A=
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YOUR ESP ACCOUNT (3)

3

B A" (Timesheet Entry) ¥4l © FT3# A&HY

ZEIER > HE T

CAERTIE] > DISRER A

“Timesheet Entry” button is one way to access your timesheet to enter time work for payment

THAKL T (Recent Payment) 15l + EFEAIN
FIFRF &R AR 55

“Recent Payment” button is one way to review previous and pending payments

“EISME” (What's New) F4]

EANESPZ S

T 2

-~

TREIHSSK

The “What’s New” button is for IHSS to send messages about updates to the ESP

© Sourcewise. All Rights Reserved.
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YOUR ESP ACCOUNT (4)

4
LINKS AND REMINDERS

IHSS Fact Sheets&

HSS Educational Vi JE‘DSB

- /HSS)F>R‘\LE\EEU§:B - IHSS Fact Sheets:
o HISTENRVRE R PDFL M - #E B H T A MIbe LEE/IHSS

iZU HH El/j7FX$ U%D yak ’EE: Short printable PDFs to help understand the rights and
res,oonS/b///t/es of consumers and providers in the IHSS program

- /HSS%&%%%%)ﬁ - IHSS Educational Videos:
o RIIHSSITH ~ IHSSHR S5 PLRCH T A At HYRURIRI DT

’EE: El/j [E] %ﬂ%lﬂﬁﬁ Short videos on IHSS program, IHSS services, and rights and
responsibilities of consumers and providers

© Sourcewise. All Rights Reserved. HE ER EEE 17
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CONGRATULATIONS

o ﬂfuﬂhf%ETu&ﬂTULL%¥

Hlﬁﬁi _,Ujﬁl‘//ﬂél/j = % You now know where to find the

things you can do through the Electronic Services Portal

- M%“Mﬂ&§%$ﬁ”ﬂwﬁw’%m
L/L‘th 1/EEI/]1$QHE];|L’ View the “Financial Setup

and Review” ESP training for detailed information on how
to:

O Eﬁl}\f}%j’%{ % E’{ ]j\ Certify Live-in status
o) @%I J—EEIBi[:’? View payment history
o WEME N EPE T

Set up and change direct deposit

O Eﬁiﬁ%j{ﬁ: View tax documents
O I%Zfzﬁjﬁiklﬂfaﬂ Request employment verification
GUSRIENS ETSET [BIR A (LA BERI SRR - 152K
FHETSHIE
(866) 376-7066, &I 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. HE ER EEE 18
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