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PROVIDER
ELECTRONIC SERVICE PORTAL
(ESP)

OVERVIEW OF WHAT YOU
CAN DO ON THE PORTAL
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- WHAT CAN YOU DO ON ESP?

= Check-In/Out » Sick Leave Request

= Submit Timesheet = Direct Deposit

= [jve-in Certification = Update Your Contact

= Payroll History Information

= Employment = [ ink to Resources
Verification = Read Notifications

= Review Tax About the ESP

Documents
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IN THIS COURSE:

= By the end of this
course, you will know  Ji i
where to:

] IHSS

Login to Your Account Registration
o Update your
p ty f t . e Register for the IHSS Website to:
a CCO Un / n Or m a lon User Name is case sensitive « View your timesheet and payment statuses
« Enter and submit timesheets
O Learn Wha t yo U Can + No longer mail paper timesheets

Ll e « Request additional timesheets

do on the ESP Password + Enroll in direct deposit

Password is case sensitive

« Claim sick leave

o Read notifications

Show Password Register Here
about the ESP - &

Registration FAQs (PDF)&

Forgot User Name or Password?

o Link to resources
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YOUR ESP ACCOUNT
B s

! - In-Homa Supporiive Services
ELECTRONIC SERVICES PORTAL | > Walcoma, VI

7[ L Account I|'rn'||'|:|I|r|"] L- Massane :'Zp-rl:-:l] [L':Z-n.'-l.lrl [J:J [ =3l .'.~|;|n:.r1i
g

Time Enlry = Financial = Resources

TIMESHEET ENTRY (B) recentPavMENTS ) j:] WHAT'S NEW
REGIHEHH LIMKKS AND REMINDERS.
Recipient Name o Py Doyt @
Recipient Name PSR P @

= Your name will be shown on the upper right
= Your recipient’s name will be displayed under “Recipients”

= We will go over what each section (the red numbers)
allows you to do
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YOUR ESP ACCOUNT (1)

PUBLIC AUTHORITY
SANTA CLARA COUNTY

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

= Account Information.: You will be able to see the current

information on file with IHSS and make changes to your
account and your preferences

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

= On a mobile phone, look for the account icon @ 3
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PBCATHONTY ACCOUNT INFORMATION

= You can update your:

H= Ilrll-'l-is{fne Supportive Services O PaSSWOFd for the ESP

ELECTRONIC SERVICES PORTAL

o Reset your security question for
the ESP

o Update your preferences

SRR D e o How many timesheet to view at
Full Name: PA IHSS 3 t/'me

Provider Number: 000123456

Registration Date: 01/31/2020 o ESP preferred language

Email Address: email@email.com a Notification preference

Change My Password _ _

My Preferences o Residence and mailing address
Contact Information o Phone number
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UL AONTY ACCOUNT INFORMATION:
CHANGE PASSWORD

Change Password = [fupdating your password, you

Please create a new password. Your password is Ca/’)l’)Ol' reuse a/’)y OfyOUI’ 5 ,OI’eV/OUS
case sensitive and must contain a combination of passwords

letters (A-Z or a-z) and at least two numbers (0-9).

It t be betw 8 and 32 characters in length. P

YﬂTucSannit ?e:seeinyanr;yuurcﬁ E;zzislrjsslgazgugmrds. " IDaSSWOfd mUSt Conta/n'

Enter New Password” o Combination of letters (A-Z or a-z)

o At least two numbers (0-9)

o Password length must be between
Confirm New Password* 8 and 32 characters

= Password is case sensitive

Show Password

=  Enter your new password twice

o You can view your password to avoid

(Cancel Password Change | Igrrqghby cgck/ng tg’eﬂ checkmark box
o or “Show Passwor

NV

= Once ready to change your password
Your password has been successfully changed. : p I~ ’
click the “Change Password” button

o Click “OK” on the notification
message confirming the password has

been changed
© Sourcewise. All Rights Reserved. HE ER EEE 6
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ACCOUNT INFORMATION:

RESET SECURITY QUESTIONS

= Security Questions:

o When updating your three
security questions, remember to
choose one that is hard for others
to guess, but easy for you to
remember

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

= Security Answers:
o Not case sensitive
o Cannot have special characters

o Combination of letters (A-Z or a-
Z), humbers (0-9), and single
spaces between characters

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

© Sourcewise. All Rights Reserved. H E N ERE

Update Security Questions

It is important that the guestions and answers that you choose
are hard for others to guess, but easy for you to remember.
Your responses are not case sensitive and cannot have special
characters. You are only allowed to enter letters {A-Z or a-2),
numbers (0-9), and single spaces beiween characters.

Security Question 1

(-

Security Answer 1*

Security Question 2*

Security Answer 2*

Security Question 3*
Security Answer 3*

Save Updates [Cancel Updates]
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o A CCO U N 7' / N FO R M A 7'/ O N'.
MY PREFERENCES

My Preferences

Timesheet Entry Preferences . Undef the “My Prefefences ”,

Choose how many Timesheets you would like to see, when on the Timesheet Entry Screen: yo u Can .
Select your timesheet preference "
oL o Choose how many Timesheets
@ Past 3montns you would like to see when on
IHSS Electronic Services Portal Preferred Language the T/meSh eet En try SC[’een
Chnusel your nrgfened language for the IHSS ESP. Ynulr selection \l-'.'iII take affect the next time
WK s i e o Choose your preferred ESP
Select your preferred language /anguage (Eng//Sh, S,Oan/Sh,
g o Armenian, or Chinese)

spafiol . .
O Austnic o Choose your notification
O =x preferences for the payroll
Notification Preference process and message center
‘r'zﬂ :: ZEt-?nptiﬂ:eceiiejl:;:Sl;nPr;:rzrrinrziti:ca?uar:sl ree:;ls; EGDF'aymH Processing and from CDSS-/HSS

Message Center from CDSS-IHSS via text Message and data rates may apply. Message
frequency varies. Text HELP for help and STOP to opt-out. For more information please

view our SMS Terms of Service (PDF) & and Privacy Policy. [4 | C//Ck On the emp ty CirC/e n eXt

:::ji:ﬁjonj;:ir:e::z:::g;es. please verify your cell phone number by clicking on to. yO Ur ,Ore feren Ce tha t yO U .
the "Verify" link below before making preference changes. WISh tO Change’ and then Cllck

Email {Current Preference) Text

_ : 71 17
Email@email.com (408) 000-12245 .+ Verify Sa ve

© Sourcewise. All Rights Reserved. HE ER EEE 8
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= You can change the following
. . To enroll in or change your direct deposii, we must
information on the ESP: Siond yor s crve-tims verticslior; cods
i If you select "Email me,” the verification code
e ReS/dence address will be sent to your email address.
. If you select "Text me.” the verification code
0O Ma///ng address will be sent to your cell phone number.
You may be ch_argﬂd a lext messaging fee
- Phone numbers oo
+ To change your contact
information through the ESP, you [yt s rer oo
will first need to verify your T VURCESE COSE WY Spire 10 TS
after being senl. 50 ba
identity with a verification code S o0 FTN cS A N O
. Select your verification option
= Choose to receive the code by O Emalime at g @yah*™
email, text, or telephone call, then | Textmea 505
. 0 . . 7 Call me at ***-"*"-5056
click the “Send Verification Code S
button ‘ Send Verification Code ’ Cancel F?.Equestj

© Sourcewise.

ACCOUNT INFORMATION:

CONTACT INFORMATION
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Action Requires Verification Code
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S ACCOUNT INFORMATION:
CONTACT INFORMATION

& Contact Information = You will see your current
;'tr;;tscf :g;z;:ﬁ;;;r;;t:;f:;;;mn You have the opfion to /n forma tIOD I’eng f,'el’ed
Residence Address with IHSS on this screen

123 Care Giver, State CA 00000 -0000 :
Status: Current # Edit

Mailing Address

= [f you would like to update
| any of the information,
e click the “Edit” button

Phone Numbers

You can edit or delete existing phone numbers or u TO Set a ,Ol’lmal’y COn taCt
add a new phone number. . “ T
’ | number, click the “Edit

Home: Mo number on file Primary: No i

—— button
Cell: (000)123-4567 Primary: Yes 0 Delete

.y o To delete any number on
Other: No number on file Primary: No ‘@ Delete f//e’ C//Ck “De/ete e
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T L YOUR ESP ACCOUNT (2)

Time Entry - Financial =~ Resources -

\:

: TIMESHEET
Er‘ ENTRY > @ RECE

= Time Entry:
o Access to “Timesheets” to enter work hours for payment
o You can also access your timesheet by clicking on the blue “Timesheet Entry” button
o Access to “Travel Claim” to enter travel time between two recipients
o Access to the “Sick Leave Claim” to request sick leave payment

=  Financial:

Review previous and pending payments and sick leave claims
Certify live-in status if you live with your recipient

Add, change, or review your direct deposit

Access W2s for the current and the previous 3 years

Request Employment and Wage verifications

o O O O O

= Resources:
o What’s New: Information regarding ESP
o Training: Information on ESP settings and how to use the portal
© Sourcewise. All Rights Reserved. HE ER HEEE 11
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- WAYS TO ACCESS TIMESHEETS

= S ways to get to your
timesheets:

. Click on “Time Entry”(1)

Time Entry - Financial - Resources -

for the dropdown menu
and under “Timesheets” decs

choose “Enter Time” 2
2. Click on the blue
“Timesheet Entry” (2), semm—
button 3
3. Under “Recipients” (3), redpientiiame T ®
find the name of the Recipient Name e hemmsomens ®

recipient you wish to
enter time for

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

© Sourcewise. All Rights Reserved. HE ER HEEE 12
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" YOUR ESP ACCOUNT (3)

3

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
Providers can check-in and check-out on the ESP by clicking on

“Check-in/out” button
Providers can also download the IHSS EVV Mobile App on their phone

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

The “Timesheet Entry” button is one way to receive payment by
accessing your timesheet to enter time worked

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

pending payments
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 ESPACCOUNT (4)
4
LINKS AND REMINDERS

IHSS Provider Resourcesm

IHSS Recipient Resources 4

= [|HSS Provider Resources:

o CDSS website listing helpful information and resources
for providers

= |HSS Recipient Resources:

o CDSS website with tips, fact sheets, and other helpful
information and resources for care recipients

© Sourcewise. All Rights Reserved. H E N HEAE
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CONGRATULATIONS!

= You now know where to find the
things you can do through the
Electronic Services Portal

= View the “Financial Setup and
Review” ESP training for detailed
information on how to:

PUBLIC AUTHORITY
SANTA CLARA COUNTY

CONGRATS!

o Certify Live-in status

o View payment history

o Set up and change direct deposit
o View tax documents

@)

O
Request employment verification

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

(866) 376-7066, Option 1
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