elime FAQ

List of answers to frequently asked questions about eTime

* Am | eTime Ready?
® Can | delete a shift?

® Can | enter eTime shifts for my staff?

® Can | make changes to a shift?

® Can | save a shift and come back to finish it later?

® Can | still submit paper timesheets by mail?

® Can | (support staff) assist the participant in approving my time?

® Can | upload mileage reimbursement via eTime?

® Can staff still upload a scan of a paper timesheet using the Timesheet Upload feature?

* Do | need to request access to eTime?

® Getting a Proxy Error when trying to approve eTime shifts

®* How can | get copies of eTime/time for my records?

* How can | set up a portal account for me or someone else?

* How can | view my previously worked shifts? (Support staff)

®* How can | view my staff’s previous time? (Participant and Circle)

®* How do | access eTime?

* How do | enter my time if I'm working overnight?

* How do | fix incorrectly submitted time?

* How do | know if | have time to correct? (Support Staff)

* How do | know if | have time to review? (Participant & Circle)

® How do | know that | have been paid? (Support Staff)

® How do | submit/enter Time Off/PTO?

®* How do PTO, FAPTO, holidays, and other types of Time Off work with EVV?
® How does Non Face to Face work with EVV?

* How is my data stored and transported?

® How is my location data used?

* How often do | need to record my time with eTime?

® I'm having trouble logging in. Help.

® I'm not sure which method to choose. What’s the difference?

* I'm performing Virtual Face to Face support. What technologies may | use for service delivery?

® I'm support staff. Can | just hand my device to a circle member for approval?

® |s Virtual Face to Face EVV Required?

® Should | use Entry or Live?

* \What do | do if one of my staff is unable to enter his/her time into eTime?

* \What do | do if the Circle is unable to review my eTime shifts?




* \What does it mean if the shift has an EVV Override Request?
* \What happens if | don’t allow location services?

* \What if an approver submits a mistake?

® \What if | accidentally clock in? Can | delete a shift?

* What if | (circle approver) don’t agree with time or location information collected and determined

by EVV?
® \What if | forget to clock in or clock out?

* \What if | (support staff) don’t agree with time or location information collected and determined by
EVV?
* \What if my time isn't approved by the submission deadline?

® \What if the circle approver doesn’t have a device with which to approve time?

* \What is the difference between eTime Entry and eTime Live?

® \WWhat kinds of staff/services can submit time with eTime?

* When do my shifts need to be submitted and approved to get paid?

® \Who can enter and submit time?

* \Who can review and approve time?
* \WWhy Does the eTime Clock Not Match With the Clock on My Device?
* Will eTime run in the background and drain my battery?

* Will my personal data be secure in eTime?

* Will the family be notified of my location when they approve my time?

* Will there be training for eTime?

® \With whom else will my location information be shared?




Am | eTime Ready?

Participants, staff, and jobs that are not eTime ready are indicated as such throughout the portal. Jobs that
are NOT eTime ready are correlated with a Staff Action Plan and/or Timesheets that are not yet completed
(“Timesheets” here refers to the list of activities made available for a job, which are filled out ).

If you are a support staff, you will still be able to submit time for a job that is not eTime Ready ONLY if a
previous Staff Action Plan exists in which the job was eTime Ready.

If you are a circle approver, you should work with your support broker to ensure these issues are resolved a
quickly as possible.

If you are a support broker, you should work work with your circle contacts to ensure these issues are

resolved as quickly as possible. The action(s) required to make the job eTime Ready is listed on the
participant dashboard.

A Time for jobs which are not eTime ready will have to be submitted via paper.



Can | delete a shift?

Yes. See Deleting a Shift for more information.



https://help.issny.org/books/etime/page/deleting-a-shift

Can | enter eTime shifts for my
staff?

No. Support staff must enter and submit their own time. You cannot submit time on behalf of someone else.
The electronic signature on the shift is linked directly to the portal user that is currently logged in. This
provides security to the staff, the circle, and ISS, as well as helping to prevent fraud.



Can | make changes to a shift?

Support staff can make changes to a shift if it is a Draft, or if it has been returned to the staff by the circle or
ISS for corrections. A shift cannot be edited after it has been submitted to the circle unless the circle rejects
it, which returns it to the staff for corrections.

My Work

Updated Time Details for Shift #65453

Shifts Job Periods Job Period

Employer: Ellis, Owen MON 10/26: 9:00 AM - 10:00 AM 1.00 hour(s)
Job Title: COMHAB
Job Code: ELLISOWO00142CH MON 10/26: 11:00 AM - 5:00 PM 6.00 hour(s)  ~
Method: Time Off Source: Entry @
JoIBIAEReID U ALY Status: Draft shift ID: 65453

Period Start: 10/26/2020 Check Number: [CHECK]
Period End: 11/08/2020
Start Time: 11:00 AM End Time: 5:00 PM Edit
Add Time
Time Off Details -]
Time Off Type: PTO Description: Going on vacation!

Edit Time Off

TUE 10/27: 8:00 AM - 10:00 AM 2.00 hour(s)

v

TUE 10/27: 3:30 PM - 3:55 PM 0.42 hour(s) +
Add Time Download PDF

Disclaimer: All names displayed in the above screen shots are fictional characters. No identification with
actual persons (living or dead) is intended or should be inferred.


https://help.issny.org/uploads/images/gallery/2020-10/image-1603841372099.png
https://help.issny.org/uploads/images/gallery/2020-10/image-1603841372099.png




Can | save a shift and come
back to finish it later?

Yes. You can save a shift as a draft and return to it later.

To return to it later, staff can click "My Work" in the main menu and they can find it under the "Shifts" Tab.


https://help.issny.org/uploads/images/gallery/2020-10/image-1603840101886.png

Carlos Medina Q



https://help.issny.org/uploads/images/gallery/2020-10/image-1603840101886.png
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